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Church and Trust  

Covid-19 Wage Subsidy Guidelines 

This document last updated 1 April 2020 

 
The Government has now clarified that registered charities are able to claim the wage and 
leave subsidies.  This means that Churches which are registered as a charity and registered 
with the IRD as an employer, can apply as “employers” for the wage subsidies, so long as 
the conditions attached to those subsidies are met when an application is made. 

Please note that it is up to the employer to apply for the subsidies, not the employee. 

These guidelines are designed to help Churches and Charitable Trusts to assess whether 
they will apply for the Government wage subsidies available for Covid–19.  To access the 
subsidies Churches and Trusts must forecast they will experience a 30% downturn in 
revenue and giving as a result of Covid–19. 

The guidelines cover the following areas that will need to be considered and managed: 

● Church and Trust Questions: Questions that MUST be answered before starting. 
● Payroll Questions: Questions that MUST be answered for those managing payrolls. 
● Making a Claim: What needs to be considered when making a claim and how the 

claims are made. 
● Information Links: Links with additional information. 
● Rules: What rules MUST be followed. 

Note: In this document “Employee” includes the Minister(s) if paid, as well as any paid staff. 

1. Church and Trust Questions 

The following questions should be answered before proceeding with an application for the 
Government Wage subsidy: 

● Does the Church or Charitable Trust forecast a 30% or more reduction in revenue or 
giving? 

● Can the Church or Charitable Trust, with the Government subsidy, commit to paying 
their employees their full normal wage? 

● If a Church or Charitable Trust can’t meet the full pay of an employee, can they 
commit, with the Government subsidy, to paying the employees a minimum of 80% of 
their normal wage? 

● Can the Church or Charitable Trust commit to NOT making employees redundant 
who receive the Government subsidy, for at least 12 weeks? 

● Has the Local Church Minister and the Servant Leaders or the Charitable Trust 
Trustees read and UNDERSTOOD this declaration and do they agree to everything 
in it?  https://tinyurl.com/r7fvgty 

https://www.workandincome.govt.nz/online-services/covid-19/declaration-wage-subsidy.html
https://tinyurl.com/r7fvgty
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● Has the Local Church Minister and the Servant Leaders or Charitable Trust Trustees 
agreed to proceeding with an application? 

● Has a Servant Leader or Trustee/Employee been appointed for working through the 
subsidy and required paperwork and communicating with the employees? 

If the answer to the above questions is yes, and a decision has been made between full pay 
or 80% of normal pay, an application can be made. 

The following questions should also be answered by the Servant Leaders or Trustees: 

● Will employees be asked to work 100% of their time when in home isolation? 

● Can an employee work 80% of their time at home to meet the minimum requirement 
for the subsidy? 

● If an employee is only paid 80% of their time, will an option be given to top up their 
pay with annual leave (i.e. the equivalent of 1 day a week)? 

2. Payroll Questions – Questions for Payroll Officers and Churches and Trusts 

Managing Subsidy Claims: 

● Have you answered yes to the underlined questions in section 1 (page 1)? 

● Number of employees you pay in your payroll 

● Number of employees you are applying for a subsidy 

● Is the following information available for each employee -  
o Employees names,  
o date of birth,  
o IRD numbers,  
o Hours of work (20 hours per week or more; or less than 20 hours per week) 

This information will be required to accompany a claim. 

● Does the Church/Trust need support making a claim (Contact Peter Benzie who will 
organise support  - ph 0272 439 363 or natsecretary@wesleyan.nz ). 

 

3. Making a Claim 

Claims can only be made by the employer. 

Before making a claim, the Church and Trust MUST answer the questions underlined in 
section one (page one). 

All employees for whom a claim is being made will need to provide written approval for the 
following information to be sent to the IRD.  This can be completed by email: 

● Their names,  

● Their date of birth,  

● Their IRD number, 

● Their hours of work 

If the Church or Trust intends to reduce an employee’s work hours to 80%, and offer the 
opportunity to top up their remuneration to 100% using annual leave, they must get the 
employee’s written approval to do this also. 

An example of a template letter is detailed in Appendix 1. This letter is written to 
support the application for a subsidy for the next 12 weeks.  

Appendix 2 provides an example of a template for an employee in the situation of a 
move to 80% normal pay.   

If either letter is rewritten to support the direction of Servant Leaders or Trustees, it is 
recommended advice is sought via Peter Benzie before issuing the letter. 

mailto:natsecretary@wesleyan.org.nz
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Applying for the COVID-19 wage subsidy  

You will require the following information on hand: 

● Your Church or Trust’s IRD number 
● Your Church or Trust   NZBN number from   https://www.nzbn.govt.nz/ if it has one (it 

may not and that’s ok)  
● Your Church or Trust  bank account number 
● All employees names, date of birth, IRD numbers, hours of work 

Note – if the employee is working 20 hours, then chose ‘20 hours or more’  

Go to the application website:  

https://services.workandincome.govt.nz/ess/employer_applications/new 

Select the first option    ‘ … I am about to experience at least a 30% decline of actual 
revenue.’  You will see a form like this: 

 

https://www.nzbn.govt.nz/
https://services.workandincome.govt.nz/ess/employer_applications/new
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If eligible, Churches and Trusts will be paid:  

● $585.80 per week per full-time employee (20 hours or more); or  
● $350 per week per part-time employee (less than 20 hours)  

The payment will be made as a lump sum for a period covering 12 weeks into the 
Church/Trust’s bank account. This means that employers will receive a payment of 
$7,029.60 for a full-time employee and $4,200 for a part time employee. Churches and 
Trusts can only get this subsidy once each (i.e. if a Church employs people and its Trust 
also employs staff each can apply for the subsidy). 

Where an employee is paid less than the amount provided by the Government in the 
subsidy they should NOT be overpaid. The Government has acted in good faith to 
support employers and employees resulting in the additional amount. Where there is 
a surplus after employees have been paid, any surplus can be used to pay any 
employees who are underpaid.   
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1. Information Links 

 
● Covid-19 Wage Subsidy guidelines and information 

● Statutory declaration   

 
2. Rules 

 
The following rules apply to the applications for the Government Wage Subsidy  

● Churches and trusts must forecast they will experience a 30% downturn in revenue 

and giving as a result of Covid–19. 

● Employees or Ministers on Terms of Call must sign the agreement letter (appendix 1) 

before an application for the Government subsidy can be made. 

● No employee or minister can be made redundant for the 12 weeks which the subsidy 

is paid for. 

● The Local Church Minister and the Servant Leaders or the Charitable Trust Trustees 

MUST have read, UNDERSTOOD and agreed to this declaration. 

● If eligible, employers will be paid:  
● $585.80 per week per full-time employee (20 hours or more); or  

● $350 per week per part-time employee (less than 20 hours).  

● Adjustments will need to be made to these amounts and in some cases may 
result in a surplus (i.e. where a person works less than 20 hours). The surplus 
can then be used to pay any employees who are underpaid against their 
normal wage. 

  

https://www.workandincome.govt.nz/products/a-z-benefits/covid-19-support.html#null
https://www.workandincome.govt.nz/online-services/covid-19/declaration-wage-subsidy.html
https://www.workandincome.govt.nz/online-services/covid-19/declaration-wage-subsidy.html
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Appendix 1: Example Template Letters – Full pay for 12 weeks 

The letters below are designed to provide templates for Churches and Trusts to claim and 
manage the application for Covid-19 wage subsidies. All you need to do is change the yellow 
highlighted words to fit your situation. 
 
Template Letter 1: Example Cover Letter (the hours referenced in the letter can be 
adjusted to represent the employee’s hours) 

 
Church Letterhead 

 
Date 
 

Staff Plan 
Covid-19 Pandemic and Country Lockdown 

 
It is our Church/Trust objective to work with all staff in the best way we can during this 
unprecedented and difficult time. It is our goal to be Christ-like during this time and work to 
good stewardship guidelines. We expect to see a reduction in giving and Church/Trust 
revenue during this time as the impact of Covid-19 impacts our congregation and 
Church/Trust. We also believe there will be a great need for serving and meeting the 
needs of the Church/Trust and the communities we live in. 

 
A wage subsidy is available to churches and trusts that meet the following conditions: 

● The Church/Trust has an anticipated 30% downturn caused by Covid-19 (the 
church and trust believes it will be able to demonstrate this) 

● The subsidy is for a 12 week period, not just the lockdown. 
● Church and Trusts can only make a one-time application. XXXXXX (name of 

Church or Trust) will be making its application about XX/XX/2020 for all staff 
meeting the requirements. 

 
The proposed staff plan for the next 12 weeks 

● Where possible staff will work from home or come to work if needed up to their 
normal hours once the return to work is possible. 

● It is an individual’s choice to accept the staff plan and sign the attached 
agreement. 

 
If you are going to accept the staff plan XXXXX (person name and email address) will 
need to receive the signed agreement by XX/XX/2020. 
 
I am available to answer any question you have about this letter. Our plan is to work with 
every employee to get through this challenging time, to keep the Church/Trust intact and 
serving our congregation and community the best we can. Be assured we will be 
constantly reviewing the situation and communicating regularly. 
 
XXXXXX 
Name / Signature  
Title 
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Example Agreement Letter: (the hours referenced in the letter can be adjusted to 

represent the employee’s hours) 

Church Letterhead 
 
Date 
 

Agreed Clauses to Covid-19 Virus Pandemic 
 
I agree to the following: 
 

● I accept I may be required to work from home or be called into work for up to my 
normal hours of work. 

● I agree that my personal and income records can be given to the Ministry of Health 
for applying for the government subsidy. 

● I understand the Church/Trust is trying to do the best it can during this period and 
accept it is constantly reviewing the situation. 

● I confirm I have had a reasonable opportunity to seek independent advice on this 
temporary variation to the terms and conditions of my employment/terms of call 
(pick the appropriate one) and understand what these changes mean which the 
Church/Trust has explained to my satisfaction. 

 
Accepted                        Church/Trust 
 
Full Name: ______________________            Full Name: ______________________ 
 
Signature: ______________________            Signature: ______________________ 
 

Date:         ______________________            Date:         ______________________ 
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Appendix 2: Example Template Letters - 80% pay for 12 weeks 

The letters below are designed to provide templates for Churches and Trusts to claim and 
manage the application for Covid-19 wage subsidies. 
 
Template Letter 2: Example Cover Letter (the hours referenced in the letter can be 
adjusted to represent the employee’s hours) 

 
Church Letterhead 

 
Date 
 

Staff Plan 
Covid-19 Pandemic and Country Lockdown 

 
It is our Church/Trust objective to work with all staff in the best way we can during this 
unprecedented and difficult time. It is our goal to be Christ-like during this time and work to 
good stewardship guidelines. We expect to see a reduction in giving and Church/Trust 
revenue during this time as the impact of Covid-19 impacts our congregation and 
Church/Trust. We also believe there will be a great need for serving and meeting the 
needs of the Church/Trust and the communities we live in. 
A wage subsidy is available to churches and trusts that meet the following conditions: 

● The Church/Trust has an anticipated 30% downturn caused by Covid-19 (the 
church and trust believes it will be able to demonstrate this) 

● The wage subsidy is available to staff who accept to be paid 80% or less of their 
normal income. 

● The subsidy is for a 12 week period, not just the lockdown. 
● Church and Trusts can only make a one-time application. XXXXXX (name of 

Church or Trust) will be making its application about XX/XX/2020 for all staff 
meeting the 80% requirement. 

 
The proposed staff plan for the next 12 weeks from XX/XX/2020. 

● Ask staff to accept 80% of pay from XX/XX/2020 to XX/XX/2020. 
● Staff can decide to use annual leave of 1 day a week to get paid 100% 
● Where possible staff will work from home or come to work if needed up to 32 hours 

per week (80%) once the return to work is possible. 
● It is an individual’s choice to accept the staff plan and sign the attached 

agreement. 

 
If you are going to accept the staff plan XXXXX (person name and email address) will 
need to receive the signed agreement by XX/XX/2020. 
 
I am available to answer any question you have about this letter. Our plan is to work with 
every employee to get through this challenging time, to keep the Church/Trust intact and 
serving our congregation and community the best we can. Be assured we will be 
constantly reviewing the situation and communicating regularly. 
 
XXXXXXX 
Name / Signature  
Title 
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Template Letter 2: Example Agreement Letter (the hours referenced in the letter can be 

adjusted to represent the employee’s hours). 

Church Letterhead 
 
Date 
 

Agreed Clauses to Covid-19 Virus Pandemic 
 
I agree to the following: 
 

● I accept 80% of my normal salary/wage for 12 weeks from XX/XX/2020 to 
XX/XX/2020. 

● I accept I may be required to work from home or be called into work for up to 32 
hours per week (80%) 

● I agree that my personal and income records can be given to WINZ for applying for 
the government subsidy. 

● I understand the church or trust is trying to do the best it can during this period and 
accept it is constantly reviewing the situation. 

● I confirm I have had a reasonable opportunity to seek independent advice on this 
temporary variation to the terms and conditions of my employment / terms of call 
(pick the appropriate one) and understand what these changes mean which the 
Church/Trust has explained to my satisfaction. 

 
Accepted                        Church/Trust 
 
Full Name: ______________________            Full Name: ______________________ 
 
Signature: ______________________            Signature: ______________________ 
 

Date:         ______________________            Date:         ______________________ 
 
 

 

 


