[#insert Company letterhead]

[#insert date]
PRIVATE & CONFIDENTIAL
[#insert employee’s name]

[#insert employee’s address]
Dear [#insert employee’s name],

Variation to your Employment Contract – COVID-19
As discussed, due to unforeseen circumstances arising from the COVID-19 pandemic, I am writing to advise you to necessary changes to your employment contract. These are being undertaken to avoid the need for stand downs and redundancies. 
From [#insert date], the following changes will be made to the terms of your employment:

1. your salary will be reduced by [#insert %];

2. your hours will be changed to [#insert details] and you will be paid a pro-rata amount reflecting this change; 
3. you will now perform the following duties:

a. [#insert duties]; 
4. [#insert details of other changes].

Other than the above changes, the terms of your existing employment contract will continue to apply. However other variations may be necessary as this situation unfolds. We hope to be able to revert back to your previous contract in the near future.  

We ask that you sign a copy of this letter acknowledging these changes and return it to me by 5pm today. In the event that you do not return the signed acknowledgement and continue to work after this date, we will consider that you have provided your agreement to the variations listed in this letter. 

Thank you for your support and understanding through this challenging time. 

Your sincerely,

[#insert name]

[#insert position]
I confirm my agreement to the variation of my contract as contained in this letter. I acknowledge all other terms and conditions of my employment continue to apply 
Date: ............................................

Signature: .......................................
