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https://vetmg.com/cvpm/
https://zoom.us/j/777064741
https://zoom.us/j/646657046
https://www.facebook.com/hashtag/wearevmg?__cft__%5b0%5d=AZX7fWJo52hWODBehwrhxQ7bJJaoC0Id94ctokvJU9p7ZoiECABWVeA7fyU33G24I_Lt9-SnnZp1IQtvM_8hBkvmyne2cDYOWzfF8o2dV6JbGhgKwQ2WYQtBxs_f6B7fTzpfla96V1rO-qEVdyMy1mAI&__tn__=*NK-R
https://www.facebook.com/hashtag/learnsharegrow?__cft__%5b0%5d=AZX7fWJo52hWODBehwrhxQ7bJJaoC0Id94ctokvJU9p7ZoiECABWVeA7fyU33G24I_Lt9-SnnZp1IQtvM_8hBkvmyne2cDYOWzfF8o2dV6JbGhgKwQ2WYQtBxs_f6B7fTzpfla96V1rO-qEVdyMy1mAI&__tn__=*NK-R
https://www.youtube.com/watch?v=pmZ6tW9UXqs


A skills matrix is a fair way of setting out the skills 
required to keep your practice running, and assessing 
each staff member individually and equally to ensure 
that no-one is discriminated against.

The first step is to list all the things that need to be 
done to provide a service to your clients – everything 
from answering the phone to dealing with clinical 
waste to paying the staff.  This list goes across the 
top of your page.

Secondly, list all your staff down the left hand side.  
You might like to also make a note of their 
qualifications – whether they are an SQP, RVN, etc.

Next, carry out your assessment.  For each staff 
member, assess whether they can carry out the skill 
listed.  There are a number of ways you can approach 
this: using a traffic light system (for can do/can do 
with supervision/not able to do); or a numerical 
rating for skill level; or a simple tick sheet.  

You should then be able to total the rows to give you 
an assessment of which staff members are suitable 
for furlough.  You can also use the columns to ensure 
that all practice requirements are met if, for example, 
you are splitting staff into non-overlapping teams.

Remember that staff should initially be 
asked if they would like to volunteer for 
furlough.  If someone does not agree to 
being furloughed, practices will have to 
consider layoffs, short-time working or 
redundancy.

Furloughed staff should receive 80% of their 
normal pay (which can be reclaimed from 
the government under the new Job 
Retention Scheme), subject to a £2,500 pcm 
cap.  Practices can choose to top up pay if 
they wish, but this will not be reimbursed.

Practices still have a duty of care for their 
employees’ wellbeing during furlough – so 
make sure you keep in touch.

On the next three pages are examples for you to 
adapt of (a) a veterinary practice skills matrix, and (b) 
a furlough agreement letter.  Editable versions of 
both (in Word format) are available to download 
from the VMG website: 

• Skills Matrix.docx

• Furlough Letter.docx

If possible, it’s good practice to have a second senior 
staff member complete the skills matrix separately, 
and compare results, in order to improve fairness
and avoid potential bias.

Employees who are furloughed are not 
permitted to carry out any work for that 
employer during the furlough period.  
Training is permitted, so take the 
opportunity to explore CPD and 
development options if this is feasible.

Coronavirus Job Retention Scheme

BVA collated coronavirus resources

As always, meticulous record-keeping is 
required.  Ensure all agreements are 
confirmed in writing – we have an editable 
template available for you to use.

ACAS advice for employers and employees

https://www.bva.co.uk/coronavirus/
https://www.acas.org.uk/coronavirus
https://www.gov.uk/guidance/claim-for-wage-costs-through-the-coronavirus-job-retention-scheme
https://vetmg.com/wp-content/uploads/2020/04/VMG-Skills-Matrix-example-Apr20.docx
https://vetmg.com/wp-content/uploads/2020/04/VMG-Furlough-Agreement-Letter-example-Apr20.docx
https://www.gov.uk/guidance/claim-for-wage-costs-through-the-coronavirus-job-retention-scheme
https://www.bva.co.uk/coronavirus/
https://www.acas.org.uk/coronavirus
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Confirmation of an agreement to temporary furlough 

[Date] 

Dear [name], 

As discussed with [name] on [date], you will be placed on furlough. 

This means that you will still be employed by us, but you will not do any work for us during the furlough 

period.  We can then use the Government's Coronavirus Job Retention Scheme, which covers 80% 

of your normal pay [up to a maximum of £2,500 per month].  In this way, we hope to keep the practice 

going and avoid redundancies if possible, until practice life gets back to normal. 

If you agree to be placed on furlough, your contract of employment will be temporarily varied. You will 

need to sign to confirm your agreement to the variation at the end of this letter and return a copy to 

us; keep the other for your records. Unless we agree otherwise and unless your contract of 

employment is terminated by you or by us before that date, the temporary variation will come to an 

end on the date when you return to normal work. 

Your period of furlough will begin on [date]. It will last for at least three weeks and may last up to three 

months. After three weeks, we will review and discuss this with you. As soon as we think we can have 

you back to work as normal, we will let you know and will expect you to return to work immediately 

unless agreed otherwise.  

To summarise, this is how your furlough will work: 

1. Based on your current salary of £[amount], while on furlough we will pay you £[amount per 

week].  This amounts to [80% of your normal salary/the maximum amount that can be claimed 

under the Job Retention Scheme].  [If you are topping up pay provide relevant details here]. 

This amount is subject to deductions for tax and national insurance in the usual way.   

2. In addition to this, we will continue to pay employer national insurance contributions and 

minimum automatic enrolment employer pension contributions on this pay. 

3. Your contract of employment will continue with the practice, but the terms of the Job Retention 

Scheme require that you do not do any work for us during the furlough period.   

4. While your statutory rights are unaffected by this variation to your contract of employment, 

your contractual entitlements to pay and other financial benefits during the furlough period are 

limited to those in points 1 and 2 [plus the following additional benefits: list]. 

If you agree to this temporary variation of your employment contract, please sign and date below and 

return a signed copy of the letter to [name] by [date].   



  

 

If you have any questions about your entitlement to annual leave or any other rights or entitlements 

during the period of furlough, please contact [name]. 

Yours sincerely 

[signature] 

[name] 

[role] 

 

Confirmation of agreement 

We agree that the contract of employment between [name] and [employer] will be temporarily varied 

and that [name] will be placed on furlough on the terms set out in this letter.   

 

Signed: _________________________________________    Date: _______________    (Employee) 

 

Signed: _________________________________________    Date: _______________    (Employer) 

 

 

Confirmation of employee contact details during furlough period: 

 

Tel:  __________________________________________________________________________ 

 

Email: __________________________________________________________________________ 
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“Lucy’s Law” comes into force
From Monday 6th April, third-party 
puppy and kitten sales are banned in 
England.  This means that anyone 
wanting to buy a new puppy or kitten 
must buy direct from the breeder, or 
adopt from a rescue centre.  Breeders 
must show puppies interacting with 
their mothers at their place of birth.

Full story: Lucy’s Law spells the 
beginning of the end for puppy 
farming

VMG want to hear your views
Over the next few weeks, our market 
research partners Mo Gannon & 
Associates will be contacting 
veterinary staff to talk to them about 
their views on a variety of veterinary 
leadership and management topics; 
and how VMG can support you and 
your practice both personally and 
professionally.  Keep an eye on your 
inbox and our social media for more 
information – we’d love to hear from 
you.

Happy Easter!
Although it’s very strange times at 
the moment, the VMG Board and 
Office would like to wish all our 
members, colleagues and friends a 
very Happy Easter.  We’ve been so 
impressed by the work everyone is 
doing to ensure we provide a service 
to our clients, care for their animals, 

and look after our staff –
do make sure you take a 

moment for yourselves 
this weekend.  

mailto:office@vetmg.com
https://xactmicro.co.uk/vmg/
https://lists.xact.uk.com/lists/?p=subscribe&id=1
mailto:gbrunton@xactgroup.co.uk
https://www.gov.uk/ government/news/lucys-law-spells-the-beginning-of-the-end-for-puppy-farming

