Date 

Name – Title, First Name, Surname
UCL Department 


Dear [Name],
[bookmark: _Hlk67661285]

Returning to Campus

UCL has published its roadmap back to campus which reflects the Government’s  roadmap and outlines the dates on which services and facilities are planned to reopen, with an expected return to campus for most people between now and Monday, 21 June 2021. I am writing to you to let you know that the [department/service/building] will be opening up as of [Date] and you will be required to return to campus on date. 

If you are currently on furlough, please take this as notice that your current furlough arrangement will come to an end on that date.   

I will let you know which hours and days you will be required on campus in due course.   
OR
You will be required on campus for x% of your contractual hours per week / x days per week.

If you are not required on campus for all of your contractual hours and cannot work remotely, you may temporarily be placed on flexible furlough for those hours during which you are not required. This will be kept under review with a view to returning you to normal working at the earliest possible opportunity.
OR 
You may continue working remotely on the days you are not required on campus.

Prior to your return, you will need to attend an induction meeting which will be held [face to face/online] on [Date] at [Time]. Following your induction meeting, if you have any health concerns please let me know and we can discuss these confidentially, and if needed we will complete an individual health assessment and a referral to Workplace Health. Where Workplace Health give a medical recommendation that you should remain shielding at home you will be placed on ‘special paid leave’.  

If you have any questions or concerns, please let me know. Thank you for your flexibility and continued hard work for UCL. We are looking forward to seeing you at the induction meeting.

Yours sincerely




Name 
Job title
Head of Department





