
NO 
YES 

Is your employee 

unable to get 

childcare or a 

carer for a  

vulnerable 

person? 

Is your employee still 
attending work? 

Is your employee 

working from home? 

 

 
 

PRE-LOCKDOWN PAY! 

 
What Should I Pay My Employees? 

 

It seems that a lockdown is looming, until then please check how to pay your employees below. This flowchart is subject to the upcoming legislation in relation to the Coronavirus Job Retention Scheme which may 
entitle an employee who has to stay at home to look after their children be classed as Furloughed and therefore entitled to 80% pay. 
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NO YES 
DISCIPLINE 

 

Contact us for advice on disciplinary 

action, your employee should be at work. 

FURLOUGH LEAVE 
 

Your employee has been 

instructed to shield and is 

therefore entitled to be placed on 

Furlough Leave. 

PAY AS VARIED 
 

Ensure that you consult on varied 

pay subject to hours worked and 

issue written confirmation and our 

Working from Home Policy 

STATUTORY SICK PAY* 
 

Request that your employee 

obtains an isolation note from 

NHS 111. 

Is your employee 

self-isolating due to 

either them or a 

household member 

having symptoms? 

*Where and employee is absent due to 

Coronavirus, Statutory Sick Pay is due from 

Day 1 if they meet the eligibility criteria of 

earning an average of £118 per week. 

The Government have confirmed that 14 

days of SSP per employee will be 

recoverable for businesses with less than 

250 employees. 

Where ‘symptoms’ are stated, at the time of 

writing they are: a temperature of 37.8 

degrees and upwards, and/or a new or 

persistent cough. 

. 

Is your employee 

working their usual 

hours (either in the 

workplace or at 

home)? 

FULL PAY 
 

Maybe issue our Working From 

Home Policy 

NORMAL PAY 

 

 Where possible please remember 

to follow the social distancing 

guidelines, remind them of hand 

washing and maybe carry out a 

relevant risk assessment. 

HAS YOUR USUAL PLACE OF WORK 

CLOSED? 

Please ensure that you have 

properly: 

a) Designated your employees 

as furloughed workers; 

b) laid off your employees; or 

c) invoked short time working; or 

d) dismissed short service 

employees 

Please contact us for advice. 

CONTACT US 
Jennifer: 07921 822857 jennifer@elslegal.co.uk 
Kevin: 07713 449416 kevin@elslegal.co.uk 

Alf: 07825 184444 alf@elslegal.co.uk 

 

Has your employee 

or their family 

received a letter from 

the NHS informing 

them to stay at 

home? 

FURLOUGH LEAVE 
 

Your employee has been 

instructed to shield and is 

therefore entitled to be placed on 

Furlough Leave. 
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