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User Guide to complete the Co-funding Payroll Scheme Phase 2 

Before you start  

To complete the form, you will need: 

 Your Standard Industry Code (SIC code) for the business. If you do not know what the SIC 
code is for your business a list can be found here or you can use a ‘5 step guide to finding 
your SIC code’ here 

 Your social security employer code if you are an employer 
 A nominated bank account, sort code and account number 
 A pdf or jpeg of your bank statement 
 Your contact email address 
 Your contact telephone number 

If you are not able to pay 20% 

 Details of funds removed by owners from the business through dividends, drawings, loans or 
other means since 31 December 2019 

For each employee you will need the following details 

 First name 
 Last name 
 Social Security Number 
 Gross wage for the month 

For a self-employed person 

 Average monthly income 

 

1. Select industry sector 

 

 

 

 

 

 

 

 

 

 

 

Select from the options 
which industry your 
business operates in 
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2. Then select the Standard Industry Code (SIC Code) and description from the drop down. 

If you do not know what the SIC code is for your business a list can be found here or you can use 
a ‘5 step guide to finding your SIC code’ here 

 

 

 

3. The next set of fields will appear and are to be completed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the description 
from the list below that 
describes at least 51% 
of the work carried out  

Enter the business 
name here  

Enter the postcode used for 
business correspondence  

Use the search button to 
find the rest of the address 
or type in the house name 

and street  

Once the correct address 
has been selected click 

correct  
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4. Complete the bank account details. These are details of the business bank account that you 
wish the money to be paid into. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. This section ask for details of all the people that you are claiming for 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Upload a copy of the front page 
of your business bank account to 
ensure that the support is being 

paid to the right account 

Once complete, click Next 
to proceed to the next page  

Put the number of people 
that you are claiming for 

that are not employees. If 
there are none, put ‘0’ 
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6. Once a number of class 2 self-employed, sole traders, directors, partners and business 
owners has been input, it will ask for the details of these individuals. If you are unsure who is 
class 2 then it might help to refer to the social security contributions information here 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. An additional box will appear to be filled in 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on this button to enter 
these details 

Enter the individuals name 
and SSN here 

Enter your average 
monthly earnings as 

explained in detail at the 
front of the form. If you 

do not know this yet, 
then enter your average 

monthly earnings for 
2018 

Click update record 
when all the 

information is 
completed 
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8. Then enter the number of employees that you are claiming for. This includes: 
 employees that appeared on the March 2020 social security schedule,   
 those who are working under 8 hours and week, 
 anyone who has moved employment from else where in the Island and started 

working for you in April where there is evidence that a job was offered by the end 
of March 2020 

 anyone who was off sick or maternity leave in March but has now returned as part 
of a contractual agreement 

 

 

 

 

 

 

 

 

 

 

 

 

9. Click either Yes or No to the statement below. In both cases, wages should already have 
been paid to the employees so you are being asked about what you paid and how much you 
are claiming from the scheme 

 

 

 

 

 

 

 

 

 

 

 

Enter the number of 
employees you are 

claiming for 

Select your answer to the 
statement 
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10. If you select ‘Yes’ enter your Social Security employer code and click whether you wish to 
enter the details of the employees manually through a pop up screen or use a CSV template 
attached.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. A new box will open which is to be completed for every employee you are claiming for 
 

 

 

 

 

 

 

 

 

 

 

 

 

Click here if you want to 
enter the employee details 

manually 

Click here to open a box for 
the employee details 

Enter here the employee 
details and the gross wages 
that they were paid in the 

month 

Once 
completed 
click here 
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12. If you have further employees to add, click ‘Add employee details’ or if you need to edit or 
delete employee details , you can from here 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13. If you are wishing to use the template provided, click on ‘Use template provided’ and then 
click on the link to download the template 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Delete an 
employee here 

Add more 
employees 

here 

Edit an 
employees’ 
details here 

Click here to 
provide a link 

to the 
template 

Open up the 
template by 
clicking here 
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14. The CSV file will look like this, enter the employee details in the named columns and save 
the file in a CSV format 
 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

15. Upload the saved CSV file here. 

 

 

 

 

 

 

 

 

 

 

 

Enter the employee 
details in the columns 

as they are marked 

Save the file as CSV by 
ensuring the file type is 

selected here 

Click here to upload 
your file 
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16. If you are applying for a ‘Special Exemption’ then you need to select No and a declarations 
will appear which all need to be read and ticked 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Place a tick in the box 
once read   

Once this box is ticked, a free text box appears. 
Write details of any funds that have been 

removed. If nothing has been removed, type 
‘None’ 

Provide any further 
information relating to 
the claim that will help 
CLS process the form   
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17. Enter the Social security employer code for the business and click add employee details 

 

 

 

 

 

 

 

 

 

18. An additional screen pops up and the employee details needs to be entered 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

19. Click ‘Add employee details’ once this has been filled in. 

 

 

Click here to add 
employer details   

Enter the gross wages 
the employee was paid   

Enter the amount you are contributing 
to the wages. If the gross wages was 
£1,600 or less than you can put £0 in 

here   

Enter the amount you are claiming 
from the scheme towards the 

wages. It is a maximum of £1,600 
per employee 

Note that the employer 
contribution and the amount 

claiming must add up to the gross 
wage paid  

Click here once 
completed   
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20. Add any further employees by clicking ‘Add employee details’ and click ‘Next’ once 
completed 

 

 

 

 

 

 

 

 

 

 

21. Complete this page with your details in case we need to contact you for clarification on your 
application details and then click ‘Next’ 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Add more 
employees 

here 

Delete an employee here 

Edit an employees’ details here 

You will receive an email as soon as 
the application has been submitted 

and a further one, once the 
entitlement for the whole claim has 
been calculated or if your claim has 

been rejected 
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22. Read all the information on the declaration and tick all the boxes then click ‘Submit’ 

 

 

 

 

 

 

 

 

23. Once your claim has been submitted, you will receive an email within a few minutes and it 
will contain a PDF summary of the information that you have included in your form. If this 
does not arrive, check your ‘Junk’ inbox and if there is still no email. Contact CLS on 
payrollcofuning@gov.je 
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