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Coronavirus Job Retention Scheme 

The Government has introduced the Coronavirus Job Retention Scheme. The scheme is part of a 
package of measures to support employers affected by the coronavirus (COVID-19) crisis. As an 
alternative to making employees redundant, employers can keep them on their payroll and recover 
80% of wage costs relating to an employee, up to a maximum of £2,500 per month, via a grant from 
HM Revenue and Customs (HMRC). Employers need to designate affected employees as, 
"Furloughed workers", who must not work for the employer in the period for which they are 
furloughed. 

According to the Government's guidance on the Coronavirus Job Retention Scheme, the scheme will 
run for at least four months from 1 March 2020. The key provisions of the scheme and how they will 
be applied at Richmond are set out in this document. 

The terms, ‘Employee’ and ‘worker’ are used interchangeably and should not be taken as any 
inference or confirmation of different contractual terms to those outlined in your individual contract 
of employment. 

This document does not form part of any employee's contract of employment and we may amend it 
at any time. 

As part of developing this Scheme, we have undertaken a short period of collective consultation with 
your Employee Representatives to get their input into the final Scheme. As a result of their feedback 
we have improved the FAQ to cover queries and suggestions that were raised in our meeting on 23 
April. 

This document is based on information available as at 27 April, however further information is 

emerging daily in relation to the Scheme. The University will continue to monitor this information 

and update the documents as necessary. 

 

1.0 What is furlough leave? 

Furlough leave has been temporarily introduced by the government during the coronavirus 
pandemic to mean leave offered which keeps employees on the payroll without them working. As 
the furloughed employees are kept on the payroll, this is different to being laid off without pay or 
being made redundant. The ability to furlough employees is designed to support employers who are 
severely affected by coronavirus.  

Employees who are furloughed must not work for the employer during the period of furlough. 

 

2.0 Job Retention Scheme 

To minimise the need for redundancies because of the temporary closure of your place of work, 
temporary reduction in the need for your role, or a downturn in business, we may ask to: 

• "furlough" your employment; and 

• reduce your pay (to 80% up to a maximum of £2,500). 
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This means that, even though we are not providing you with work, we can continue to pay you 
through funding we will receive from the Government's Coronavirus Job Retention Scheme. See the 
Government’s Employee Guide and the University FAQs for further details of the scheme. 

 

3.0 Who can be furloughed 

As the employer, we will decide whether to ask to furlough your employment. Any employees on the 
PAYE on or before 19 March 2020 can be furloughed. This includes:  

• Permanent employees 

• Employees on fixed term contracts 

• Adjuncts  

• Student Workers (including Peer Mentors) 

Employees will not normally be furloughed while absent from work on sick leave or while self-
isolating and receiving contractual sick pay. However, we may ask to furlough you during the 
sickness period if required or after your sick leave or self-isolation is over. If you are currently on sick 
leave and due to be furloughed, HR will contact you to work through the path forward.   

If you are self-shielding in line with public health guidance, we may ask to furlough your 
employment. See government guidance on self-shielding protecting extremely vulnerable persons. 

Maternity 

The normal rules for maternity and other forms of parental leave and pay apply. 

As the employer, we can claim through the scheme for enhanced (earnings related) contractual pay 
for employees who qualify for: 

• maternity pay 

• adoption pay 

• paternity pay 

• shared parental pay 
 

If you are in one of the above groups then HR will work with you regarding how the job retention 

scheme will apply to you. 

4.0 Selecting Employees for Furloughing 

As the employer, we need to make an objective assessment of the requirement to ask employees to 
enter the furlough scheme. This decision will be made on the basis of:  

• An employee being unable to perform their duties from home/remotely and would 
therefore normally be made redundant or have faced a lay-off period. 

• The work that the employee was doing no longer exists or is severely limited because 
demand for the service has reduced as a result of the coronavirus impact and/or the 
measures introduced by the UK Government. 
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• The overall impact of COVID-19 on the organisation has meant that the work an employee 
would normally carry out is no longer required.  

Where there is a reduced demand for a service and as a result not enough work for an entire team, 
the University will need to make a decision about which employees to furlough and which 
individuals to retain in the workplace. The decision will be based solely on organisational 
requirements regarding key activities and who is best placed to undertake associated tasks. It may, 
on occasion, be possible to develop a three/four-week rotation of furlough leave amongst the team. 
We will work with your Executive member to decide if this is an appropriate option. 

 

5.0 Pay during furlough 

As part of the Job Retention Scheme, furloughed pay will be based on 80% of gross salary up to a 
maximum of £2,500.  

Fees, commission and bonuses are not included.  

The employer and employee percentage contributions will remain the same but adjusted to reflect 
the furlough pay amount. Individuals who would like to discuss the impact of furlough leave on their 
pension should contact their providers directly for impartial and qualified advice and support. 

If you are on a fixed term, flexible or Adjunct contract, your pay will be based on an average to 
reflect that your pay varies.  

Your pay will be subject to the usual employee tax and national insurance contributions. 

Whilst we recognise that 80% of a salary up to a cap of £2,500 is less than you might normally 
receive in a monthly salary, we also need to consider those individuals that are continuing to work 
and are not on furlough leave. We do not therefore feel it is fair to top up furloughed employees’ 
salaries to compensate for the loss in income. There are also various Government support packages 
available to individuals who may find themselves in financial difficulty including a mortgage holiday. 
For more information regarding the support on offer please visit the Government’s website.  

See Government Guidance for further details of how much you will be paid and how averaging 
works. 

 

6.0 Process for Furloughing employees 

If we ask to furlough your employment, we will seek your agreement verbally at a meeting which we 
will confirm in writing via a letter.  

The decision as to whether you accept any offer to furlough your employment would ultimately be 
one for you. However, the alternative may be compulsory redundancy. Therefore, we seek your 
support and cooperation during what we appreciate is a very unsettling time. 

 

7.0 During your furlough period 

Periods of furlough last no less than three weeks. Subject to this minimum period, we have the 
option of taking you off furlough, subject to operational needs. 
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During any furlough period, you would: 

• continue to be employed by us; 

• not carry out any work for us; and 

• continue to receive your salary, in line with the rules outlined above, in section 5. 

While you should not carry out any work for us during your furlough, we may ask you to undertake 

training, such as completing online courses at home. Any job-related training undertaken will be 

paid at full pay. 

You will continue to accrue annual leave whilst on furlough. Any annual leave taken whilst on 
furlough will also be paid at full pay.  

We recognise that it may not be possible for furloughed employees to take all of their leave 
entitlement during the annual leave year and under new temporary emergency legislation 
employees will be able to carry over up to four weeks leave which can be taken over the course of 
the following two leave years. 

Your other terms and conditions of employment, including accrual of annual leave, and your 
continuity of employment would not be affected during this period. 

 

8.0 Emergency volunteering leave 

During these extraordinary times dealing with the COVID-19 outbreak, the Government has set up a 
temporary initiative to request volunteers to support our health services with their response to the 
outbreak. This scheme is open to all and is one that we would fully support furloughed employees 
who felt that it was right for them to do. For further information relating to the emergency 
volunteering leave please visit the Government website.  

There are a variety of way to volunteer in your community and Richmond Council are calling for 
volunteers to support in the community. You can find further information on their website. 

 

9.0 Furlough period length 

The scheme has recently been extended and will now run until the end of June 2020, but the 
Government has said that the scheme will be extended if necessary. 

We are keeping the situation under review and will keep you updated as the coronavirus crisis 
unfolds in the coming months. 

 

10.0 Keeping in touch 

We will ensure that we maintain regular contact with furloughed employees to update them on the 
situation and pass on any relevant information. It is vitally important that you do not undertake any 
work on behalf of the University during your furlough leave period and if you are asked to undertake 
any work then you should contact HR so that they can investigate further.  
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