
 
 
 
 

JOB RETENTION SCHEME 
HOW TO CALCULATE “USUAL HOURS” FOR FLEXIBLE FURLOUGH 

 

 

 
 

Flexible Furlough 

Changes to the Job Retention Scheme mean that, from 1 July, eligible staff can be furloughed on a part-

time basis, which means staff can work part of their “usual hours” and can be furloughed for any of their 

“usual hours” that are not worked.  This has been termed “flexible furlough”. 

The usual hours of any employee who is put on flexible furlough must therefore be determined.  Whilst 

this may sound like a straightforward concept, the calculation methods provided by HMRC are not 

necessarily intuitive. 

This document explains how to calculate usual hours, as per the methodology within HMRC guidance. 

It is worth noting two points at the outset: 

• From 1 July, claims can only be made for periods that fall fully within a calendar month; if pay 

periods cross over two calendar months, separate claims must be made in relation to each and 

calculations should be undertaken separately. 

• Your employees may not fit squarely within the calculation methods in HMRC guidance and 

examples; if this is the case, we suggest you apply the ‘spirit’ and logic of the methods to 

calculate the usual hours and/or seek advice and support with the calculations. 

Employee Type 

The calculation for an employee will depend on whether they have fixed hours or variable hours. 

HMRC guidance says that an employee will have variable hours if either: 

• They are not contracted to a fixed number of hours; or 

• Their pay depends on the number of hours they work. 

If neither of these conditions are met, then the employee has fixed hours. 

Establishing usual hours for employees with fixed hours 

The usual hours may vary from pay period to pay period. 

The following steps should be followed in order to calculate the usual hours of a pay period or part-pay 

period (HMRC’s related examples can be found here at Section 2): 

1. Establish the employee’s working cycle (or ‘pattern’), including non-working days: 

a. If an employee works Monday to Friday every week, their repeated working cycle is 7 

days (Monday to Sunday) 

b. If an employee has 4 days on and then 4 days off, the repeated working cycle is 8 days 

2. Take the hours that the employee was contracted to work within their working cycle at the end of 

the last pay period ending on or before 19 March 2020 

https://www.gov.uk/government/publications/find-examples-to-help-you-work-out-80-of-your-employees-wages/examples-of-how-to-work-out-80-of-your-employees-wages-national-insurance-contributions-and-pension-contributions#fixed-hours
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3. Divide the answer from step 2 by the number of days within the working cycle, including non-

working days 

4. Multiply by the number of calendar days in the pay period (or partial pay period) 

5. If the number is not a whole number, round up to the next whole number 

Establishing usual hours for employees with variable hours 

The usual hours may vary from pay period to pay period.  They will be the higher of the 2019/20 tax year 

(6 April 19 to 5 April 20) average calculation and the 2019/20 tax year corresponding period calculation. 

These are detailed below. 

When establishing the usual hours, hours worked includes any hours of leave where the employee was 

paid their full contracted rate (such as annual leave) and any hours worked as overtime if the pay for 

those hours was not discretionary. 

2019/20 tax year average calculation 

The average-pay calculation is as per the following steps (HMRC’s related examples can be found here 

at Section 2): 

1. Calculate the number of hours worked (including paid leave and overtime as above) in the 

2019/20 tax year, up to the point the employee was furloughed or the end of the tax year if earlier 

2. Divide by the number of calendar days that the employee was employed by you in the 2019/20 

tax year, up until the day before they were furloughed or the end of the tax year if earlier 

3. Multiply by the number of calendar days in the pay period (or partial pay period) you are claiming 

for. 

4. If the number is not a whole number, round up to the next whole number 

2019/20 tax-year corresponding period calculation 

The corresponding period calculation is as per the following steps (HMRC’s related examples can be 

found here at Section 2): 

1. Identify the pay period(s) in the 2019/20 tax year that overlap with the pay period that usual hours 

are being calculated for 

2. Establish the hours worked (including paid leave and overtime as above) in that or those periods 

3. If there is a single pay period in the 2019/20 tax year that corresponds exactly with the pay period 

that usual hours is being calculated for, the corresponding hours are as per step 2 

4. If there is not a single pay period that corresponds, establish the proportion of hours within each 

of those pay periods that fall within the pay period that the usual hours are being calculated for. 

The corresponding hours are then the addition of those proportions 
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