
Staffing and Furloughing Guide
Depending on the nature of the role that someone is undertaking, there 
will be various matters you will need to consider as you work through 
the impact of the current Government advice on the operations of your 
church and in particular your employed staff. 

The temporary closure of our churches and church activities means that 
much of the work undertaken by any employed staff has ceased on a 
temporary basis although some may be able to undertake their work 
from home in line with the current Government advice.

Sadly, there may be roles for which homeworking is not an option, in 
which case the following may be considered:

A  Government Coronavirus Job Retention Scheme
B  Lay-offs or reduced hours
C  Using Holiday Entitlement for temporary workplace closure
D  Redundancy 

 A Government Coronavirus Job Retention Scheme

On 26 March 2020 the HMRC published ‘Guidance for employers on the 
coronavirus (COVID-19) Job Retention Scheme’.  The scheme is expected 
to be up and running by the end of April, but employers will be able to 
backdate claims to 1 March 2020.

You can access full details using the following web address:

https://www.gov.uk/guidance/claim-for-wage-costs-through-the-
coronavirus-job-retention-scheme?fbclid=IwAR1zvOCUH-_1-CuSHuXy7ooI
R4K0YMYNdFOdfkSu_2PkSDGGaiEr1uoQ43Y 

This contains information regarding:

• Who can claim;
• Employees you can claim for;
• Work out what you can claim;
• What you’ll need to make a claim;
• Claim
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Scheme Overview

The scheme provides financial support for employers affected by 
coronavirus disruption,  the overall objective being to keep people at 
home while enabling employers to retain staff who will be needed when 
they begin to rebuild their businesses in the future. This will enable work 
to begin again with staff who have the necessary knowledge.

What is a Furloughed worker?

The ‘Coronavirus Job Retention Scheme’ enables employers to access 
financial support to continue paying the wages of employees who are 
temporarily sent home because there is not work to undertake given the 
current restrictions. These staff are called ‘furloughed’ workers.

Who can I claim for?

Furloughed employees must have been on your PAYE payroll on 28 
February 2020, and can be on any type of contract, including:

• full-time employees
• part-time employees
• employees on agency contracts
• employees on flexible or zero-hour contracts

The scheme also covers employees who have been made redundant 
since 28 February 2020, if they are rehired by their employer.

To be eligible for the subsidy, when on furlough, an employee can 
not undertake work for or on behalf of the organisation. This includes 
providing services or generating revenue. While on furlough, the 
employee’s wage will be subject to usual income tax and other 
deductions.

If an employee is working, but on reduced hours, or for reduced pay, 
they will not be eligible for this scheme and you will have to continue 
paying the employee through your payroll and pay their salary subject to 
the terms of the employment contract you agreed.

How do I decide who to designate as a furloughed worker?

To access the scheme, employers will need to designate relevant staff 
as furloughed workers. The employer needs to get agreement from 
the worker to do this, unless it’s covered by a clause in the employment 
contract which is unlikely. 
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You do not need to place all your employees on furlough. However, 
those employees who you do place on furlough cannot undertake work 
for you.

The employer can decide who to designate as a furloughed worker.   
When employers are making decisions in relation to the process equality 
and discrimination laws will apply in the usual way.  If an employee 
disagrees with their employer’s decision they’ll need to talk to their 
employer and try to come to an agreement.

To be eligible for the subsidy employers should write to their employee 
confirming that they have been furloughed and keep a record of this 
communication.  It is a good idea to include the following in any furlough 
agreement:

• the date furlough starts
• when it will be reviewed
• how to keep in contact during furlough
• that the employee remains employed by the parish but should not 

undertake any work while they are furloughed.

What can I claim?

HMRC (HM Revenue & Customs) will reimburse 80% of furloughed 
workers’ wage costs to employers, up to a maximum of £2,500 per 
month. Employers will be able to make a claim for the money once 
HMRC’s new system is available.  It’s up to employers whether they pay 
the remaining 20% of wages. They do not have to pay it.

For further details of what employers can claim please refer to the HMRC 
Guidance.

If employers need short term cash flow support, they may be eligible for 
a ‘Coronavirus Business Interruption Loan’.

Find out more about the Coronavirus Job Retention Scheme and other 
financial support on GOV.UK.

Can the employee carry out volunteer work or training?

They can take part in volunteer work or training, as long as it does 
not provide services to or generate revenue for, or on behalf of your 
organisation.  However, if workers are required to e.g. complete online 
training courses whilst they are on furlough, then they must be paid at 
least the NLW/NMW for the time spent training, even if this is more than 
the 80% of their wage that will be subsidised.
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What if I have an employee on: 

a) unpaid leave?

Employees on unpaid leave cannot be furloughed, unless they were 
placed on unpaid leave after 28 February.

b) Statutory sick pay?

Employees on sick leave or self-isolating should get Statutory Sick Pay, but 
can be furloughed after this.  Employees who are shielding in line with 
public health guidance can be placed on furlough.

c) Maternity Leave, contractual adoption pay, paternity pay or shared 
parental pay?

Individuals who are on or plan to take Maternity Leave must take at 
least 2 weeks off work (4 weeks if they work in a factory or workshop) 
immediately following the birth of their baby. This is a health and safety 
requirement. In practice, most women start their Maternity Leave before 
they give birth.

If your employee is eligible for Statutory Maternity Pay (SMP) or Maternity 
Allowance, the normal rules apply, and they are entitled to claim up to 39 
weeks of statutory pay or allowance.

Employees who qualify for SMP, will still be eligible for 90% of their 
average weekly earnings in the first 6 weeks, followed by 33 weeks of 
pay paid at 90% of their average weekly earnings or the statutory flat rate 
(whichever is lower). The statutory flat rate is currently £148.68 a week, 
rising to £151.20 a week from April 2020.

If you offer enhanced (earnings related) contractual pay to women on 
Maternity Leave, this is included as wage costs that you can claim through 
the scheme.

The same principles apply where your employee qualifies for contractual 
adoption, paternity or shared parental pay.
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In summary:

1. Furloughed members of staff must not work for the employer during 
the period of furlough.

2. The period of furlough may commence from 1 March 2020, so can 
be backdated, provided work has not been undertaken during 
that time. It will last for at least 3 months and will be extended if 
necessary. Note that while the scheme is backdated to the beginning 
of March as it is intended to support all those employed then, a 
firm will only be eligible to claim the grant once they have agreed 
the furlough with their staff and staff have stopped working for the 
employer. This will of course be subject to employment law in the 
usual way.

3. It is available to employees on the payroll at 29 February 2020.43. 
All UK businesses are eligible, ‘any employer on the country, small or 
large, charitable or non-profit’ to use the Chancellor’s words.

4. The scheme pays a grant (not a loan) to the employer.

5. The grant will be paid to the employer through a new online system 
which is being built for this purpose.

6. The employer will pay the employee through payroll, using the 
Real Time Information (RTI) system as usual, as required by the 
employment contract. This contract may be renegotiated but that is 
a matter for employment law. So RTI system reporting of payroll will 
continue as normal.

7. The scheme will be administered by HMRC:

• Relevant employees must be designated as furloughed 
employees.

• Employers will submit information to HMRC through a new 
online portal.

Other options include:

B  Lay-offs and Reduced Hours

Further options include ‘laying off’ your staff for a short time or asking 
staff to reduce their contracted hours.  If you think you may need to 
consider this, it is important that you talk with staff as early as possible and 
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throughout the period of closure.  Unless the contract of employment 
explicitly provides for this or you have written agreement otherwise, you 
will still need to pay employees for this time.

Employees who are laid off and are not entitled to their usual pay might 
be entitled to a ‘statutory guarantee payment’ of up to £29 a day from 
their employer.  This is limited to a maximum of 5 days in any period of 3 
months. On days when a guarantee payment is not payable, employees 
might be able to claim Jobseeker’s Allowance from Jobcentre Plus.

For more information please refer to the following ACAS guidance :

https://archive.acas.org.uk/index.aspx?articleid=1639 

 

C  Using holiday entitlement for a temporary workplace closure

Employers have the right to tell employees and workers when to take 
holiday if they need to.  An employer could, for example, shut for a 
week and tell everyone to use their holiday entitlement.  If the employer 
decides to do this, they must tell staff at least twice as many days before 
as the amount of days they need people to take. For example, if they 
want to close for 5 days, they should tell everyone at least 10 days before.

This could affect holiday staff have already booked or planned. So 
employers should:

• explain clearly why they need to close

• try and resolve anyone’s worries about how it will affect their holiday 
entitlement or plans

Previously booked holidays:  If an employee no longer wants to take time 
off they had previously booked, for example because their holiday has 
been cancelled, they will need to get agreement from their employer. 

 

D  Redundancy 

If you are considered the possibility of redundancy, employment law 
requires that this is a final resort, having taken all other possible and 
reasonable measures.

Prior to making any substantive changes in hours or roles (ie redundancy), 
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we would recommend that you:

• consider the use of your reserves, which are established to provide a 
financial fallback in such circumstances;

• consider approaching your bank who may be able to provide 
temporary overdraft facilities;

• consider whether there are regular financial givers who could 
accelerate their giving, or provide other financial support;

• consider whether there are other costs that can be cut back in the 
current season.

If having reviewed all these options you are still of the view that significant 
changes need to be made, and you are considering the possibility of 
redundancy, you would need to consult with the affected employees 
and go through due process. In that respect, do follow your redundancy 
policy if you have one.  However, in the absence of one, use the following 
ACAS guidelines which gives helpful detail on managing structural change 
and redundancies:

https://www.acas.org.uk/manage-staff-redundancies
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