
  

Duration of the Coronavirus Job Retention Scheme
The government initially set out that the CJRS would start on the  
1 March 2020 and run until the end of May. This date was extended 
to the end of June. Today the government has announced that the 
scheme will be extended to the end of October 2020.

What can employers 
claim under the CJRS?
Employers can continue to 
claim 80% of the employee’s 
salary up to a maximum cap 
of £2,500 a month. This will 
continue until the end of July 
2020.

From August the government 
is expected to make changes 
to start to encourage a 
gradual and flexible return to 
work. Employers would be 
able to bring their furloughed  
employees back to work 
on a part time basis and 
employers would then pay a 
percentage of the employee’s 
salary with the government 
making a contribution.  

We are expecting further 
guidance from the 
government to be released 
towards the end of May 
setting out the detail, but it is 
expected that the employer’s 
payments will replace some 
of the contribution the 
government is now making 
to ensure that employees 
continue to receive 80% of 
their salary up to the cap of 
£2,500 a month. 

Employees who left your employment after  
28 February 2020
If an employer made employees redundant, or they stopped 
working for you on or after 28 February 2020, you could re-employ 
them, put them on furlough and claim for their wages through the 
CJR scheme. 

This would apply to employees that were made redundant or 
stopped working for you after 28 February, even if you do not re-
employ them until after 19 March.  

However, this only applies as long as the employee was on your 
payroll as at 28 February and had been notified to HMRC on an 
RTI submission on or before 28 February 2020. This means an RTI 
submission notifying payment in respect of that employee to HMRC 
must have been made on or before 28 February 2020.

If for example, you had a new employee join you on the 5 March 
and they left your employment on the 12 March, they would not be 
eligible to return and be furloughed.

If an employee has had multiple employers over the past year, 
has only worked for one of them at any one time, and is being 
furloughed by their current employer, their former employer/s should 
not re-employ them, put them on furlough and claim for their wages 
through the scheme.

Eligible employees
Employers can claim for 
furloughed employees that 
were on your PAYE payroll on 
or before 19 March 2020 and 
which were notified to HMRC 
on an RTI submission on or 
before 19 March 2020. 

Those employees must have 
already been paid on or 
before 19 March 2020 for the 
employer to then be able to 
satisfy the other condition, 
and have notified HMRC on 
an RTI submission. 

Where a new employee 
joined your business and had 
not been paid, and you have 
not notified HMRC on an RTI 
submission, on or before the 
19 March 2020, the current 
guidance does not cover 
them and they would not be 
eligible to be furloughed.

This short guidance 
note highlights those 
specific changes and 
some key elements of 
the CJRS. For more 
detailed guidance 
please refer to our Job  
Retention  Scheme 
Guidance on our News 
pages here.

The information 
herein is up to date 
as of Tuesday 12 May 
2020 and does not 
constitute professional 
advice. For the very 
latest advice for your 
organisation, please 
contact our team.

Coronavirus Job Retention Scheme
On Tuesday 12 May, the government announced 
changes to this scheme. These changes stand 
alongside and act to support a number of other 
guidance and financial support measures in place.

https://duntop.co.uk/covid-19/coronavirus-job-retention-scheme-guidance/
https://duntop.co.uk/covid-19/coronavirus-job-retention-scheme-guidance/
https://duntop.co.uk/contact-us/


Director duties whilst furloughed 
Directors are eligible to be furloughed. However the duties that 
directors can undertake whilst furloughed are very limited.

Company directors owe duties to their company which are set out 
in the Companies Act 2006. 

Where one or more individual directors’ furlough is decided by the 
board of directors, this should be formally adopted as a decision of 
the company, noted in the company records and communicated in 
writing to the director(s) concerned.

Where furloughed directors need to carry out particular duties to 
fulfil the statutory obligations they owe to their company, they may 
do so provided they do no more than would reasonably be judged 
necessary for that purpose, i.e. they should not do work that they 
would carry out in normal circumstances to generate commercial 
revenue or provides services to or on behalf of their company.

In a separate document “The Coronavirus Act 2020 Functions of 
Her Majesty’s Revenue and Customs (Coronavirus Job Retention 
Scheme) Direction” dated 15 April 2020, it states that a director can 
only undertake duties relating to the filing of company accounts or 
provision of other information relating to the administration of the 
director’s company.

Using an agent to do  
the claim for you 
If you use an agent who is 
authorised to act for you for 
PAYE purposes, they’ll be able 
to make a claim on your behalf 
If you use a file only agent 
(who files your RTI return but 
doesn’t act for you on any 
other matters) they won’t be 
authorised to make a claim for 
you and you will need to make 
the claim yourself. 

Your file only agent can 
assist you in obtaining the 
information you need to claim 
(which is listed above). HMRC 
are making the claim process 
as straightforward as possible.

For Duncan & Toplis payroll 
clients we can provide a full 
service to support you with 
these claims. You will have 
received an email setting out 
the options, but if you have  
any queries please contact us.

Written confirmation 
of furlough leave
In order to satisfy HMRC 
requirements, an employer 
must instruct an employee to 
furlough, which means that 
the employer must tell the 
employee to stop carrying 
out all work in relation to their 
employment and seek their 
agreement.  

To be eligible for the 
government grant, you 
must confirm in writing 
to your  employees to 
confirm that they have been 
furloughed and that they 
are not required to attend 
work or perform work whilst 
furloughed,  and where this 
is done in a manner that is 
consistent with employment 
law, this consent is valid for 
the purposes of making a job 
retention furlough claim.       

Whilst it is not absolutely 
necessary to do so, we 
would recommend that after 
getting their agreement, 
that you ask each employee 
to sign and return a copy 
of the letter providing their 
agreement in writing. A 
record of this communication 
must be retained for five 
years as the HMRC reserve 
the right to audit your 
records.    

Coronavirus Job Retention Scheme

Calculate claim for 
full or part time 
employees on a salary
Employers must claim for the 
80% of the employee’s salary, 
as in their last pay period 
prior to 19 March 2020.  
A pay period is the frequency 
that the employee is paid, 
e.g. weekly, four weekly or 
monthly.

Calculate claim for 
employees with 
variable pay
If the employee has been 
employed for 12 months 
or more, you can claim the 
highest of either the:
• same month’s earning from 

the previous year
• average monthly earnings 

for the 2019-2020 tax year.

If the employee has been 
employed for less than 
12 months, claim for 80% 
of their average monthly 
earnings since they started 
work until the date they are 
furloughed.

If they have been employed 
for less than a month, work  
out a pro rata for their 
earnings so far, and claim  
for 80%. 

https://duntop.co.uk/covid-19/coronavirus-job-retention-scheme-guidance/
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Past overtime, 
fees, commission, 
bonuses and non-cash 
payments 
You can claim for any regular 
payments you are obliged 
to pay your employees. 
This includes wages, 
past overtime, fees and 
compulsory or contractual 
commission payments. 

However, discretionary 
bonus (including tips) and 
commission payments and 
non-cash payments should 
be excluded. Benefits in kind 
are not included.

In a separate document 
“The Coronavirus Act 2020 
Functions of Her Majesty’s 
Revenue and Customs 
(Coronavirus Job Retention 
Scheme) Direction” dated 
15 April 2020, it states 
that the employer cannot 
claim for any salary which 
is “conditional” which it 
is possible could include 
pay conditional on certain 
things happening such as 
business performance or 
the performance of the 
employee, for example.

It might therefore, be 
important to note that there 
is a difference between 
deferring a payment that an 
employee would reasonably 
expect to receive until a later 
date, which is different to 
making provision to make 
a future payment to an 
employee on condition that 
“something” happens.

Submitting an HMRC 
claim
If you have fewer than 100 
furloughed staff you will 
be asked to enter details 
of each employee you are 
claiming for directly into the 
system - this will include their 
name, National Insurance 
number, claim period and 
claim amount, and payroll/
employee number (optional).

If you have 100 or more 
furloughed staff you will 
be asked to upload a file 
with the information rather 
than input it directly into the 
system. HMRC will accept 
the following file types: .xls 
.xlsx .csv .ods

The file should include the 
following information for each 
furloughed employee: name, 
National Insurance number, 
claim period and claim 
amount, payroll/employee 
number (optional).

You should retain all records 
and calculations in respect of 
your claims.

HMRC cannot provide your 
employees with details of 
claims you make on their 
behalf. 
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Holiday during furlough
Whatever arrangement you have for holiday allowance, will continue 
to accrue during a period of furlough leave.

Employees are allowed to take holiday during a period of furlough 
leave without breaking the period of furlough, and can choose to 
book this with you in the usual manner.

Where holidays are taken during furlough leave, they should be paid 
at 100% of the employee’s normal pay. Where hours of work vary, 
this should be calculated by referring to the average pay received by 
the employee in the previous 52 weeks.

Where an employee usually works a bank holiday, this day can be 
considered as a normal working day for the purpose of furlough 
pay. But where an employee usually takes bank holidays as leave 
days, they would either have to have their furlough pay topped up 
to 100%, or given a day in lieu to take at a later date.

When it comes to claiming the holiday during furlough, it is at the 
employer’s own cost to top up to 100%.

If employers want to restrict when employees can take holiday, they 
can do so by providing the employee with appropriate notice of that 
change. The HR Services team and Duncan & Toplis can help you 
with this.

Further information
You can find a full, 
regularly updated list 
of measures to support 
businesses throughout 
the coronavirus 
pandemic here.
The information which 
is summarised herein 
does not constitute 
professional advice and 
is general in nature.  
Please contact our 
team for further detail 
of how these initiatives 
could help you and your 
business.

https://duntop.co.uk/covid-19/coronavirus-job-retention-scheme-guidance/
http://duntop.co.uk
http://duntop.co.uk/wp-content/uploads/Coronavirus_General-support-for-businesses.pdf
https://duntop.co.uk/contact-us/
https://duntop.co.uk/contact-us/

