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Date

Employee name
Address line 1
Address line 2
STATE Postcode
BY HAND/ EMAIL: email address if applicable
Dear Employee Name,
No hours available due to Government direction for business closure

We are writing to confirm that due to the recent directive from the State Government to close non-essential venues as a way to minimise the impact of the Covid-19 Pandemic, Company Name has ceased operating the part of the business which you ordinarily work in from Insert Effective Date.

This is a directive of which we unfortunately have no control over. At this point, there is no other useful work that you can be engaged to perform.

Due to the exceptional and everchanging circumstances that COVID-19 brings, sadly we are unable to confirm when we will commence normal operations again. As such, Company Name is currently not able to offer any rostered hours to casual staff. We will be in continued communication throughout this time if there are any further business changes.

Thank you for your understanding. Please contact me if you have any questions.
Yours sincerely,

Signatory Name
Signatory Title
Employer Name

This resource is property of the Aesthetic Beauty Industry Council. This document must not be distributed to other individuals or businesses without permission, doing so is a breach of copyright. This information provided is general in nature and does not constitute legally binding advice. ABIC will endeavour to update the information in this document and on our website as needed from time to time, however information can change without notice and ABIC does not guarantee the accuracy of information provided, including information provided by third parties at any time. We strongly recommend reading ABIC’s standard Terms and Conditions and our website’s Terms of Use in conjunction with the information provided.
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