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If a Company is experiencing lower than anticipated sales and they conclude that they 

have too many staff, they might consider redundancies; however, there is an alternative 

to redundancies that allows Companies to retain all of their staff but reduce the hours 

that are paid.  

This allows an immediate drop in the salary bill and helps cash flow. 

This can be done very quickly and notice periods are not required. It is usually a 

requirement to have a clause in their contract allowing this (but is not always needed). 

 

Temporary lay off 

If there is a sudden drop in sales (perhaps one or two big orders have been cancelled) 

you can “lay-off” some or all of the staff impacted.  This involves informing them that the 

following week (or weeks) there is no work and they should stay at home.  

For the first 5 days of this lay-off they are entitled to £28.00 per day (called a Guarantee 

Payment) thereafter the staff are on zero pay.  They can, during this time, claim job 

seekers allowance. 

If the layoff is for 4 consecutive weeks, or 6 weeks in a 13-week period, then staff can 

“claim” redundancy and the Company must make them redundant, unless the work will 

be restored in the following 4 weeks. 

Part-time staff get a pro-rata daily payment based on their working hours by multiplying 

the Guaranteed Daily Rate by their normal working hours. 

 

Short time working 

If the drop in sales is more gradual and you believe it will last longer you can put staff on 

short time working.  To do this, you inform the staff that from the following week they are 

on a “4-day week” or even a “3-day week”.  The staff will only attend work on say Monday 

to Thursday and you only pay the staff for 4 days. 

The first 5 Fridays in this example they will receive the £28.00 guarantee pay. Once they 

have been on a 4-day week for 13 weeks they earn the entitlement to a further 5 days’ 

Guaranteed Pay. 


