
 
 
 
 

JOB RETENTION SCHEME – KEY FACTS IMPACTING CLAIM 
 

 

 
 

Having discussed the circumstances of your furloughing of staff, we trust that you are clear on 

your entitlement to claim and the circumstances that you must be able to evidence to ensure that 

you can satisfy any future audits by HMRC.  If we are reviewing your calculations or undertaking 

calculations for you as the basis for your claim, this will provide a further opportunity to sense-

check the key points and for you to raise any questions. 

The following is a summary of the most significant requirements of the Job Retention Scheme 

but if anything remains unclear please contact us again: 

1. You must have had a PAYE scheme on or before 19 March 2020 (there some very limited 

exceptions) 

2. The furloughed employee must have been on the payroll and included in an RTI submission 

to HMRC on or before 19 March 2020 

3. The employee should have a contract that enables them to be laid off or should have 

agreed to be furloughed and the position must have been confirmed to them in writing 

stating clearly the start date of furlough 

4. Decisions to furlough directors must be recorded in the company’s records and they must 

have a similar confirmation in writing 

5. The employee in respect of whom the JRS grant is claimed must be furloughed for a 

minimum of least three consecutive weeks 

6. If an employee is required to work during a period of furlough, the furlough period will have 

ended and, if necessary, a new furlough period must be communicated in writing; any new 

furlough periods must be for at least three consecutive weeks in order to qualify for the JRS 

grant 

7. Alternative work, including voluntary work, can be undertaken for an organisation that is 

not, and is not related to, the employer 

8. Training can be undertaken during a period of furlough as long as the amount paid is at or 

above NMW 

9. A furlough period can include holiday but payments for holiday should be calculated as 

normal and the furlough pay topped up to this amount if the furlough pay is lower 

10. The JRS grant cannot include more than is paid to the employee and must be no more 

than 80% of the reference pay or £2,500 per month or £576.92 per week 

11. Reference pay must be determined by reference to amounts after any salary sacrifice and 

by reference to specific dates and types of payment (only those an employer has a legal 

obligation to provide) 

12. The cost of employer NIC and the basic minimum auto enrolment employer pension 

contributions (3% of qualifying earnings) can be claimed but only to the extent that they are 

incurred and not covered by the NIC Employment Allowance 


