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STEPS TO TAKE BEFORE CALCULATING YOUR CLAIM USING 
THE CORONAVIRUS JOB RETENTION SCHEME 
 

Decide the length of your claim period, find out what to include when calculating wages and 

work out your employees' usual and furloughed hours before you calculate how much you can 

claim. 

If you are using the Coronavirus Job Retention Scheme to claim for employees' wages, the 

steps you'll need to take are: 

1. Checking that you are able to claim 

2. Checking which employees you can put on furlough 

3. Steps to take prior to calculating your claim 

4. Calculate how much you should claim 

5. Claim for your employees' wages online 

6. Report a payment in PAYE Real Time Information 

 

Before calculating how much you can claim from the Coronavirus Job Retention Scheme, you'll 

need to work out your employees' wages. To do this you must work out: 

• the length of your claim period 

• what you can include when calculating wages 

• your employees' usual hours and furloughed hours 

 

Deciding length of your claim period 

Your claim period is made up of the days you are claiming a grant for. The start date of your first 

claim period is the date your first employee was furloughed. You can backdate your claim to 1 

March 2020 where employees have already been furloughed from that date. 

There is no maximum length for claim periods that end on or before 30 June.  

 

However, claims for any periods starting before 1 July must end on or before 30 June. This is 

the case even where an employee furloughed in June continues to be furloughed full time in 

July. Separate claims will need to be submitted to cover the days in June and the days in July 

that you want to claim for, even if employees are furloughed continuously.  

 

This may mean that your claim periods will differ from the pay periods you use. 

Claims for periods ending on or before 30 June 2020 must be made by 31 July 2020. 

Claim periods begin on or after 1 July must start and end within the same calendar month and must 

last at least 7 days unless you are claiming for the first few days or the last few days in a month. You 

can only claim for a period of fewer than 7 days if the period you are claiming for includes either the 

first or last day of the calendar month, and you have already claimed for the period ending 

immediately before it. 

https://www.nibusinessinfo.co.uk/content/coronavirus-check-if-you-can-claim-your-employees-wages-through-coronavirus-job-retention
https://www.nibusinessinfo.co.uk/content/check-which-employees-you-can-put-furlough-use-coronavirus-job-retention-scheme
https://www.nibusinessinfo.co.uk/content/coronavirus-calculate-how-much-you-can-claim-using-coronavirus-job-retention-scheme
https://www.nibusinessinfo.co.uk/content/coronavirus-claim-wages-through-coronavirus-job-retention-scheme
https://www.nibusinessinfo.co.uk/content/coronavirus-reporting-employees-wages-hmrc-when-youve-claimed-through-coronavirus-job
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You should match your claim period to the dates you process your payroll if you can. You can only 

make one claim for any period so you must include all your furloughed or flexibly furloughed 

employees in one claim even if you pay them at different times. If you make more than one claim, 

your subsequent claim cannot overlap with any other claim that you make. Where employees have 

been furloughed or flexibly furloughed continuously (or both), the claim periods must follow on from 

each other with no gaps in between the dates. 

You can claim before, during or after you process your payroll; you can usually make your claim up 

to 14 days before your claim period end date and do not have to wait until the end of a claim period 

to make your next claim. Claims for periods after 30 June can be made from 1 July. 

Read full press release here 

 

 

https://www.nibusinessinfo.co.uk/content/coronavirus-steps-take-calculating-your-claim-using-coronavirus-job-retention-scheme
https://www.nibusinessinfo.co.uk/content/coronavirus-steps-take-calculating-your-claim-using-coronavirus-job-retention-scheme

