MINISTRY OF SOCIAL
DEVELOPMENT

TE MANATU WHAKAHIATO ORA

02 JUL 2620
Téena koe

On 26 May 2020, the Ministry of Business, Innovation and Employment transferred
your request, under the Official Information Act 1982, to the Ministry of Social
Development (the Ministry) for the following information:

e Any information provided to case officers in relation to Small Business Cash
Flow Loans and the Wage Subsidy Scheme provided to support businesses,
along with how the viable business requirement will be assessed, including
any internal policies, principles, rules, or guidelines issued by INZ in relation
to this.

e All internal documentation related to training or guidelines for staff when
assessing whether employment is ongoing and sustainable, including any
correspondence sent related to this matter.

On 29 May 2020, your request was partially transferred to Inland Revenue. The part
of your request regarding Small Business Cash Flow Loans, is believed to be more
closely connected with the functions of Inland Revenue. You will hear further from
Inland Revenue concerning that part of your request.

On 12 June 2020, you agreed to refine your request to the following:

e Internal documentation related to training, guidelines and policies provided to
staff for processing COVID-19 Wage Subsidy applications and queries.

The Wage Subsidy has enabled rapid support for thousands of New Zealand
businesses during this time of uncertainty and has ensured that employees are able
to remain connected with their employers during the COVID-19 lockdown.

The Government has previously made it clear that the Wage Subsidy scheme has
been set up on a high-trust model, in order to deliver funds to support workers,
families and businesses.

The original Wage Subsidy was open until 9 June 2020 and has now been replaced
by the Wage Subsidy Extension. Applications for the Extension are open from 10
June 2020 to 1 September 2020. You can apply for the Extension even if you haven’t

applied for the original Wage Subsidy, and many of the eligibility criteria are the
same.

As part of the Wage Subsidy application process, the Ministry does pre-payment
checks with Inland Revenue and across existing Wage Subsidy grants. For large
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employer applications (in excess of 80 employees), the Ministry conducts additional
tests to ensure key criteria are met and employers understand their obligations. As
part of the application process, employers agree to undertake to inform us of any
material changes in circumstances. We are encouraged that a number of businesses
that have incorrectly claimed the Wage Subsidy have contacted us about repaying
any outstanding amounts. Others have refunded money because their situation has
changed.

Ministry staff use a range of different resources when processing Wage Subsidy
applications and responding to relevant queries. Please note that this information is
constantly being adapted as things change, updated with new information and
updated for clarity as necessary.

Ministry staff often refer to an online resource called Map which provides policy
guidelines to staff based on the legislation administered by the Ministry. Map is
publicly available, and the guidelines regarding the COVID-10 Wage Subsidy can be
found at the following links:

° k income nz/m m ment-and-training/sr ic-
-related-assi vid-19- -subsidy-modified/index.html
e www.workandincome.govt.nz/map/employment-and-training/specific-
employment-related-assistance/covid-19-wage-subsidy-scheme-

extension/index.html

Information about the COVID-19 Wage Subsidy and Extension payments is also
available on the Work and Income website:

e  WWW.WOor i me.govt.nz/covid-19/w - idy/index.html
¢ www.workandincome.govt.nz/covid-19/w - idy- ion/index.htm|

The Ministry also has training guides available for staff who process Wage Subsidy
applications. Furthermore, Ministry staff can refer to another online resource called
Here Is Your Answer (HIYA). HIYA is a knowledge base tool intended to be a central
point of knowledge for Customer Service Representatives and other staff on the
Ministry’s business processes, rules and standards.

The following training guides and HIYA pages have also been identified as being
within the scope of your request and are attached:

e COVID-19 Wage Subsidy processing guide.

e Processing a COVID-19 Wage Subsidy Extension.

e HIYA - Wage Subsidy and Extension.

e HIYA - Answering questions about the Wage Subsidy.

e HIYA - Wage Subsidy and Wage Subsidy Extension actions.
e HIYA - Wage Subsidy employer search,

You will note that the information of some individuals is withheld under section
9(2)(a) of the Act in order to protect the privacy of natural persons. The need to
protect the privacy of these individuals outweighs any public interest in this
information.
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You will also note that the contact details of some individuals have been withheld
under section 9(2)(k) of the Act in order to reduce the possibility of staff being
exposed to phishing and other scams. This is because information released under the
Act may end up in the public domain, for example, on websites including the
Ministry’s own website.

The principles and purposes of the Official Information Act 1982 under which you
made your request are:

e to create greater openness and transparency about the plans, work and
activities of the Government,

e to increase the ability of the public to participate in the making and
administration of our laws and policies and

e to lead to greater accountability in the conduct of public affairs.

This Ministry fully supports those principles and purposes. The Ministry therefore
intends to make the information contained in this letter and any attached documents
available to the wider public. The Ministry will do this by publishing this letter and
attachments on the Ministry of Social Development’s website. Your personal details
will be deleted, and the Ministry will not publish any information that would identify
you as the person who requested the information.

If you wish to discuss this response with us, please feel free to contact
OIA Reguests@msd.govt.nz.

If you are not satisfied with this response regarding Wage Subsidy training materials,
you have the right to seek an investigation and review by the Ombudsman.
Information about how to make a complaint s available at
www.ombudsman.parliament.nz or 0800 802 602.

Naku noa, na

/ =

Bridget/Sdunders

Manager, Issue Resolution
Service Delivery
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Welcome to this learning module about processing the Covid-19 Wage
Subsidy processing for non Service Delivery staff.

This module has five lessons to enable you to access, navigate and process
Wage Subsidy applications.

The module will take up to 45 - 60 minutes for you to complete.

Introduction

T

The COVID-19 Wage Subsidy

i

Processing an application for the COVID-19 Wage Subsidy

Y||

Ready to process?

l”

Frequently Asked Questions (FAQs)

COVID-19 Wage Subsidy processing guide



A EXIT COURS
Home

Lesson 1 of 5

Introduction

The Context

In response to the COVID-19 crisis, the NZ Government has released a package
to help NZ businesses and affected workers while non-essential work is put on
hold during lock-down. The Ministry of Social Development has been tasked with

facilitating and administrating this package.

The Learning

The purpose of this module is to ensure that staff
are supported to build capability and

understanding of the COVID-19 Wage Subsidy.

At the end of this module you will:

1. Understand the conceptual reason for the COVID-
19 Wage Subsidy and its components.

2. Be able to process COVID-19 Wage Subsidies
competently, and

3. Know where to go to for support as you begin to
develop your competency.

CONTINUE
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EXIT COURSE

Lesson 2 of 5

The COVID-19 Wage Subsidy

The COVID-19 Wage Subsidy is a payment to
support employers and their staff who are

impacted
by COVID-19.

The payment is a subsidy which means it will not
necessarily cover the full wages for that period.

Who is Eligible for the subsidy

All New Zealand employers who have been adversely affected by COVID-19 are

eligible to apply.

This includes:

+ registered charities

+ Non-government organisations (NGOs)
+ the self-employed and sole traders

+ contractors

+ incorporated societies, and

* post-settlement governance entities.

Employers, contractors, sole traders and self-
employed people may also qualify to get the

COVID-19 wage subsidy.

Qualifying Criteria

For employers to qualify:

COVID-19 Wage Subsidy processing guide



+ The business is registered and operating in New Zealand
+ The employees are legally working in New Zealand

+ The business has experienced a minimum 30% decline in actual or predicted
revenue over the period of a month, when compared with the same month
last year, and that decline is related to COVID-19

*+ The business has taken active steps to mitigate the impact of COVID-19

+ The employer must retain the employees named in your application for the
period of the subsidy.

Payment

There are wvo flat rates of payment for COVID-19 Wage Subsidy depending on
the number of hours the employee being claimed for would usually work:
* Full-time - 20 hours or more per week - $585.80, or

* Part-time - Less than 20 hours per week - $350.00

The subsidy is paid as a lump sum and covers 12 weeks per employee.

Let's break down some of the jargon...

Registered and
operating in New Sole traders Legally Working
Zealand
A 30% Declinein Taking Active Retain Affected
Revenue steps Staff
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Flease note: this is an interactive activity — the flip sides of the cards are shown
below. The information is sourced from the externally facing Work and Income

site.

This means that a business is:
*registered with the NZ
Companies Office, and

* physically located in NZ. and

* their employees legally work in

NZ.

This means a business has A
experienced a 30% decline in:

* actual revenue, or

* predicted revenue (e.g. for
businesses who have seena

reduction in bookings such a8

Hyperlink referenced above: https://www.workandincome.govt.nz/products/a-z-
ort.htmi#null

benefits/covid-19-su

Sole traders are not required
to be registered with the NZ
Companies Office, but must

have:

* apersonal IRD number for

paying income tax and GST

A business must take active
steps to mifigate the financial
impact of COVID-19 on their
business. Forfurther
information on mitigation ™
Fttategies see the Belinitions

Legally working in NZ means a
person is both working in NZ
and is legally e/(\uti{ed towork
inNZ.

Aperson is legally entitled to

work in 1"\3,{. if [;\>:‘;/:

Emiployers are required to
agreethat, for the duration of
the subsidy, they will make
fest efforts to retain the
employees the subsidy was

paid for.

LN
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Employer Declaration

The COVID-19 Wage Subsidy is being offered in a 'high trust' environment.

This means that, at this stage, we are only asking for the applicant's business IR

number and contact details, and the names and IR numbers of employees.

We can verify this information with Inland Revenue. If we need any more

information from an applicant at a later date, we will contact them.

We are not asking for verification of the
applicant's decline in revenue, we're confirming
that the business has experienced, or is about to
experience, at least a 30% loss of actual revenue.

We won't ask for proof when you apply, but if we

need any further information about this at a later

date someone will contact you to discuss it.

The declaration and obligations can be seen in

detail here.

Hyperlink referenced above: https://www.workandincome.govt.nz/online-
services/covid-19/declaration-wage-subsidy.html
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Further Information
There are a number of avenues available if you would like to read more about

the COVID-19 Wage Subsidy.

D You can check out the publicly available information on the Work and

Income site by clicking here, or

D You can review the information available to MSD staff in Doogle , or
HIYA

Hot tip!

Open each of these links in a separate tab and
bookmark them. You'll need to read and refresh

them frequently throughout each day.

CONTINUE

Hyperlinks referenced above:

External W&I website: https://www.workandincom vt.nz/products/q-z-
enefit id-19- miitt

Doogle (intranet) page: http://doogle.ssi.govt.nz/working-here /keeping-healthy-

and-safe/health-and-safety-in-the-workpalce /coronavirus/clients/wage-
subsidy.htm

HIYA page:
htips://doogle.ssi.govi.nz/community/pages/viewpage.actionepageld=49484114

COVID-19 Wage Subsidy processing guide




lesson 3of 5

Processing an application for the
COVID-19 Wage Subsidy

Introduction

To process an application for the COVID-19 Wage Subsidy you will need to work
across thee integrated systems: Here is Your Answer (HIYA); Straight To

Processing (S2P) and the Emergency Employment Support (EES) tool.

This lesson will introduce you to each of these systems and tools and give you an

overview of the actions completed in each.

These systems are shown in the sequence in which you will enter/access them.

1. Hereis Your Answer (HIYA)

Here is Your Answer (HIYA) is a knowledge base tool intended as a central point
of knowledge for Customer Service Representatives (CSRs) and other staff on the

Ministry's business processes, rules, and standards.

Accessing Hiya
You can access HIYA here. This is the direct link to the COVID-19 page and has

all the information you will need to process a COVID-19 Wage Subsidy action.

On this page you will find all the information you need to process the wage

subsidy (including guidance for talking to IR).

Click on the > or < icons in the screenshot below to see more information.

EXIT COURSE

COVID-19 Wage Subsidy processing guide



e CMO Wt B0 @ O Ll Osmewan  Spac

COVID-19 Wage subsidy actions

P oo temnds

* Caberiypes OVD 19 wape
* CrMINT and deDencents 00 3T GuABICNS A0SR N COVPD 13 wa fe bt 45,301 A Wl o Crme PII0nS wich Employe I, phe Jia see: Bl wiedll s el e e saesis
* Comact Lentie guaithnes
P Ceeserces 8002000
e ::mumvr-«u O MMWMMM*: et the B phow puade 03T S0 g 6 Wk s
Eperschurch Uagaey shep b (rew decline ir evem |
O Dieon s o mments ’,m
’ "::Dl'!(‘cn..‘hw « o :.: :F:(:. o ;‘:\’;m im-‘nu:‘u\ ::Jsmm.m«aw
AN  Woge iy Roccion oS 4N 100 Nt 1 024 0 1 Ut messs e~ el £ 10 s L hoan .47 0m3 s A, e € g oA
COVID 13 Wage sty 2200
actiens wpdated: srp ] Im Atphe W @ GST regiheres, sop & [ et wkded)
Lewer Souin slend Floods ws‘-qmm-—w-twp: adano sl idupiate apoicalions S3d The paale to xaunt with SR phoc cell Shock | (Wiatey soke H1aGcrs s (i ds ML Ik 3 reenomed.
Piocth ktand Drowg s
) ::::::" Processing actions
: :«::w"' O > Wage subsidy appiications
b Semansiprocemat > Employer requesting a status update on their application
* Sprciatial van
» employer wanting to change information on their application
ke sur re checking the i i |
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2. Straight to Processing (S2P) tool

S2P is a web based task management system used to collect and distribute

work.

Work can be added from multiple sources and S2P can be used as a single view
of outstanding work across each unit or the business as a whole. It provides an

efficient way to manage large volumes of work.

Logging in and Navigating to the queue
S2P is a web based browser and uses a ‘single sign-in' and will automatically log
you in.
Click here log in to S2P. You should then see the following screen.
R 23

TP Do Processing

Chick on the Image to enlarge ' .
8 § Select the 'Do Processing' tab.

'Logging in' " )

Once you are ready to start working from S2P, om0

click on the Login button in the Status menu. Click on the image to enlarge

Making yourself 'Available’
[Govest e
-

Ve gt Reney

Once you've logged in, you need to make yourself
‘available’ for so that the next piece of work waiting

lick .
Click on the image to enlarge in the queue can be pushed to you.

Once you're ‘available’ for work, S2P will =¥
automatically push a task through to you to ”‘@
complete, based on the priority of the task and
work you have been assigned.

Click on the image to enlarge
Please be patient, it may take a few seconds to

push the task through.
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If the icon continues to circle you may not have
been set up as an S2P user, or allocated the
correct processing queue. Contact your
allocated Support Person.

Need to take a break?

Pending Not Ready

If you are working on an assigned task and

you know that you will be going on lunch

Daitide (gt or finishing for the day, you must select

\,m... Login

(Notmasdy [ Avaiuvie | the ‘Pending Not Ready’ tick box before
AvoSwiCopy L ves

you click on the ‘Result’ button in your
Pandng NotRexty (2

current task.
This option is in the ‘Status’ box on the top

right-hand corner of the main task screen.

This option will tell S2P that you are not ready to be assigned a new task after

you have finished your current task.

Once you result your current task, you will automatically be taken back to the ‘Do

Processing’ screen with an S2P status of ‘Not Ready’.

Please note: if you do not select the ‘Pending Not Ready’
option before you result your current task, you will
automatically be assigned the next available task in the
queue. If this happens, you will need to complete the task

before logging out of S2P, do not leave the task open.
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What Information is in the Task?

Clickon the > or < icons in the screenshot below to see more information.
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. D il
4
" 1
Employer
Subtidy e
3 Tad Detale
= Tash Nisavy
v Tid News
s8(2)
myYOIA
Hover 1 Hover 2 i
Z Task Outcome Yiad
Business IR# Launch ESS This Bre you rex o A ¢
he on
Application Approved - dora
| app cato !
' Escalation thisisam
f Caton where you ar¢ urabie 1o
I¢ n 3 tcome. This re
| ers nat exper '
Declined - crly use s wnere tne
Business IR numoer and th
ciness/IR Custormer name don't
e dac O ‘ec
whiera the musmatch was
Select the rado button beside v
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3. Emergency Employment Support (EES)

The Emergency Employment Support (EES) tool launches from the S2P task. Itis

the screen that will give you the information you need to complete the

application.
“ Reasenitrtoreon e § B(2)(@)
Bew P> Accessing EES
Ss92)a8) From the Request Information tile click on the
a z '‘Employer Subsidy' application
Employer
Subsidy

Ciick on the image to enlarge

EXIT COURSE

I'he first time click from the 52P in to EES you will be asked
to login. Use your CNP/computer login details.
For example; Username ~ $%2X@0A
Password ~your computer password
You will get @ pop-up asking if you want to store your
password for

next Lime,

Application Search

There are a number of search functions in this

Appe Mure |Sevonss Asrenaes | Sils et fpgieaaaes | W Kagn

screen. It will default to the application search.
Applicavons

[T

Enter the Business IR number given in the Task,

and select Search.
Click on the image to enlarge
Tip: you can copy and paste the Business IR number

from the S2P task to the EES.
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What Information is in the Application?

Click on the > or < icons in the screenshot below to see more information.

Emorgency Employmont Su
ser: S 9(2)X@ )OIA

Self Employed/Contractor (Sole Trader) Application 2/

Please note this application currently has the 1ollowing‘exc¢p<n/>

{RD Number not matched. ") i N\ \.f)
Application wmmmww%mm|mum‘m“uum.m
Reason’ dedine of actual
Created: 10:55 AM 1M2m
Status:

Business IRD
Number:

| core
- | application

. = details
Accdimt: .

Hover 1 Hover 2
] i 4 !

- s | . ‘-
¢ Application Type || Exception/s >
i ¢are mul [ ¥ >
§{ - Tneré are muluple applicaton types ! There may be asingle exception
| including ’ £ associated with the application, or many
‘. * Self Employed/Contractor (Sole 1 Each exception requires a separate
: Trader) t . action on a single applicaton

* Emp! .

| mployer i 1 A description of what action is necessary

Is 1in HIYA
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Screen shot continuved ...

Applications with the same Bank Account &

Appiication Type Application ID Appiication Status
Sole Trader 1234 Approved
Payments

No payments have been Mfa&umﬁm«n

Pending Payment Periods and Adjustments

These are payment penods that will be paxd m the next payment run after the appicabon 13 approved.
Tonukn)dusmmﬂnwmmpldodshlow p!nu suspend the application

# Period Stat  Description mm : Aqmm Final
Date . Amount
1170372020 12 weeks Full te - $585 80 Part tme 57 023,00 S000  $7,029.60
- $350 00
: = = N AP O S | S L )
Status History
Status  Reason = Time S user, 7 ReviewDat
Closed 1033 AM 20:03/2020 59(2)(8)0"\ C'\\ N
Exception  [RD Number not mstohed,  10:55 AM 18/032020 Sym 2840372020
Comments
Comment Crestedby = — O\ N Ve WV
Dupicate ﬁrﬂ_})ﬁ&:\ﬂ\ ol 1033 AM 30032020
Add » pew somment
Letters for IRD Numberw,@ ,3 { ﬁ
Thmnml.mbmw
Add a new Letter
[Cancel A
Hover 3

Applications with the same © %

Bank Account
“\
You vall o I/(eu nsfieldif tnere are A .
rvalue appl calons v the system !

wAh e same tonk account recarded

Ip2re are other sectons tnat will
anpear ony wnern approprate to the

application type

For example the Employet
Application’ has a7 Eniployees’ feld
where the applicant records thewr
entployees names, dates of birth and
IR numbers Ths application doesn't
have It Decause sormeone who s Self-

Employad/Contractor (Sole Trader) v
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Hot Tip!

When resulting the task in EES you must use the X
(close window - in the top right corner) after
approving an application. Do not use the close

application button at the bottom of the page.

Using the 'Close’ button will close the application

you're working on (and potentially all others

associated with it).

CONTINUE

COVID-19 Wage Subsidy processing guide
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Lesson 4 of 5

Ready to process?

High Level Processing guide

Introduction

The specific steps and actions you will take when
processing an application for the COVID-19 Wage
Subsidy will vary between applications but the high

level process will remain consistent.

START >
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EXIT COURSE

Open HIYA and Doogle pages in your
browser.

Hot Tip!

You'll be referring to these pages a lot. Open them on

separate tabs and bookmark them for easy access.

®

EXIT COURSE

Step 2

Loginto S2P

1 o

Employer
Subsidy

Log in, 'make yourself available’ and get ready for the

next queued task to arrive.

©
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EXIT COURSE
Step 3

Check the EES screen.

Review the application and identify the actions that
need to be taken based on the exceptions and fields in

the application.

Hot Tip!

If you have two screens available you can split one

screen to show the S2P task, and the EES window (they
are both quite narrow) and have your HIYA/Doogle and

other help pages on the other monitor.

®
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Contact IR (all applications)

Before you make the call ensure that you are clear on

the informartion that you need to confirm.

®
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EXIT COURSE

Step 5

Call the employer (if necessary and
appropriate)

In some applications it may be necessary to contact the

employer to clarify information given in the application.

Three attempts at three different times should be made

to contact the employer.

Ask the employer to confirm derails to verify you are
speaking to the correct person (IRD number, contact

email etc.).

(5)
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EXIT COURSE

Step 6

Result the outcome of the application in
EES

CHECAL/IST

If approving - update status in EES to ‘Approve’ (a pop-
up will appear confirming the application has been
approved), if you don't update the status to 'Approve’,

they won't get paid.
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EXIT COURSE

Result the task in S2P

Result the S2P task to reflect the outcome,

CONTINUE
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EXIT COURSE

Lesson 5 of 5

Frequently Asked Questions
(FAQs)

The intent is for you, the processor, to correctly
complete an application the first time that it is
handled.

If you don't know what to do in a given scenario then, rather than re-queue’ the
application for someone else to process, you should initially (re)review HIYA (the

instructions and the questions) carefully to see if you can find a clear answer.

If a clear answer does not appear to be available to you, then you should

contact your processing support person (in real-time) to ask for support.

Frequently Asked Questions (FAQs) are held
centrally in HIYA and can be accessed from here, or

from the COVID-19 Wage Subsidy actions page.

If you're stuck, check the FAQs first before

escalating a query as most questions have already

been asked.
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What if | have a different question? Who can | ask for help?

Again, in the first instance check the FAQs page and if you can't find an answer

you can contact one of the following (this list may change over time):

G in the first instance check the FAQs page - you may need to refresh the

page as there are changes and updates happening constantly.

a If you can't find an answer contact your assigned 'Processing Support

Person'.

Your processing support person will assess whether you haven't seen/
understood the instructions or whether there is a gap/ lack of clarity in the

instructions available.

If itis a case of you not locating or understanding the solution then the support
person can help develop you so that you can process these scenarios going

forward.

Alternately, the processing support person may need to escalate the gap or lack

of clarity in the information so that the instructions can be improved for all.

COVID-19 Wage Subsidy processing guide



uw

Escalation Processes for Processing Support
People

You may receive phone calls/e-mails from your pod
if they have an issue and can't find a readily

accessible solution.

We're encouraging people to call their Processing
Support Person using mobile or jabber so that
issues can be addressed in real time and tasks are

able to be resolved rather than re-queued.

In the first instance, take a look yourself at the HIYA
content pages and FAQs, sometimes the issue may

be a new one, or the processor may not be familiar

with HIYA or other systems navigation.

If you are unable to locate the answer, or in cases

where the the instructions or information doesn't

clearly explain, or respond to the issue you are

If you are unable to locate the answer, or in cases
where the the instructions or information doesn't
clearly explain, or respond to the issue you are
being presented with direct the processor to
escalate the application using the appropriate
option in S2P and escalate the issue as you've been

advised.
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Welcome to this learning module about processing the Covid-19 Wage Subsidy Extension.

This module has eight lessons to enable you to access, navigate and process Wage Subsidy Extension

applications.

The module will take up to 45 - 60 minutes for you to complete.

I“

1“

||]

IIT

Introduction

The COVID-19 Wage Subsidy Extension

Introducing the systems

HIYA Process

S2P process

EES Process

Ready to process?

Where to find help



Lesson 10f8

Introduction

The Context

The COVID-19 Wage Subsidy Extension scheme will help support employers, including sole traders, impacted by
COVID-19 from 10 June 2020 to 1 September 2020. The Ministry of Social Development has been tasked with

facilitating and administrating these extensions.

The Learning

The purpose of this module is to ensure that staff are supported to build capability and understanding of the COVID-

19 Wage Subsidy Extension.



At the end of this module you will:

1. Understand the conceptual reason for the COVID-19 Wage Subsidy Extension and its
components.

2. Be able to process COVID-19 Wage Subsidy Extensions competently, and

3. Know where to go to for support as you begin to develop your competency.

CONTINUE
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The COVID-19 Wage Subsidy Extension

The COVID-19 Wage Subsidy Extensioniis an 8-week lump sum
payment that is available to businesses who continue to be affected by
the Corona Virus pandemic

Who is Eligible for the Subsidy Extension

All New Zealand employers who have been adversely affected by COVID-19 are eligible to apply.




This includes:

e registered charities

+ Non-government organisations (NGOs)
» the self-employed and sole traders

e incorporated societies and

e post settlement governance entities

Qualifying Criteria

For employers to qualify:

¢ The business must be registered and operating in New Zealand
¢ Their employees must be legally working in New Zealand

¢ The business needs to have experienced a minimum 40% decline in actual or predicted revenue over the
required period, and that decline is related to COVID-19 (as outlined in HIYA)

« The employer needs to have taken active steps to mitigate the impact of COVID-19

For more information about who can qualify for the extension click here.

Payment

There are two flat rates of payment for COVID-19 Wage Subsidy Extension depending on the number of hours the
employee being claimed for would usually work:
* Full-time - 20 hours or more per week - $585.80, or

* Part-time - Less than 20 hours per week - $350.00

The subsidy is paid as a lump sum and covers 8 weeks per employee.

Let's break down some of the jargon...




Registered and operatingin
New Zealand

Sole traders

Legally Working

This means that a business is:
*registered with the NZ
Companies Office, and

* physically located in NZ, and

*their employees legally work in
NZ.

Sole traders are not required to be

registered with the NZ Companies

Office, but must have:

* a personal IRD number for paying
income tax and GST, and

* government licences and permits

for their business needs, and

Legally working in NZ means a
person is both workingin NZ and
is legally entitled to work in NZ .
Aperson is legally entitled to work
in NZ if they:

*are a NZ or Australian citizen



This means a business has
experienced a 40% decline in:
* actual revenue, or
coe * predicted revenue (e.g. for
A 40% Decline in Revenue P ue (e.g ‘
businesses who have seen a

reduction.in bookings such as

ade Qm"‘:"\:)"u“'m‘ nroviders). and

A business must take active steps

to mitigate the financial impact of

COVID-19 on their business. For
“Taking Active steps further information on mitigation
strategies see the Definitions for

Wage Subsidy Extension

section of the Work

Employer Declaration



The COVID-19 Wage Subsidy Extension is being offered in a 'high trust' environment.

This means that, at this stage, we are only asking for the applicant's business IR number and contact details, and the

names and IR numbers of employees.

We can verify this information with Inland Revenue. If we need any more information from an applicant at a later

date, we will contact them.

We are not asking for verification of the applicant's decline in revenue, we're confirming that the

business has experienced, or is about to experience, at least a 40% loss of actual revenue. We won’t ask for proof
when the applicant applies, but if we need any further information about this at a later date someone will contact

them to discuss it.

The declaration and obligations can be seen in detail here.

Further Information



There are a number of avenues available if you would like to read more about the COVID-19 Wage Subsidy

Extension.

D You can check out the publicly available information on the Work and Income site by clicking here,
or

D You can review the information available to MSD staff in Doogle , or HIYA

Hot tip!

Open each of these links in a separate tab and bookmark them. You'll need to read and refresh them frequently

throughout each day.

CONTINUE
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Introducing the systems

Introduction

To process an application for the COVID-19 Wage Subsidy Extension you will need to work across three integrated
systems: Here is Your Answer (HI'YA); Straight To Processing (S2P) and the Emergency Employment Support (EES)

tool.

The following lessons will introduce you to each of these systems and tools and give you an overview of the actions

completed in each.

These systems are intorduced in the sequence in which you will enter/access them.

CONTINUE



Lesson 4 of 8

HIYA Process

Here is Your Answer (HIYA)

Here is Your Answer (HIYA) is a knowledge base tool intended as a central point of knowledge for Customer

Service Representatives (CSRs) and other staff on the Ministry's business processes, rules, and standards.

AccessingHiya
You can access HIYA here. This is the direct link to the COVID-19 page and has all the information you will need to

process a COVID-19 Wage Subsidy Extension action.

On this page you will find all the information you need to process the wage subsidy extension (including guidance

for talking to IR and using the MSD portal).

Important:
If you are processing Employer applications you will need

to complete the MSD Portal training module as well

Clickonthe = or < icons in the screenshot below to see more information,
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Processing Actions

There are three headings - the one that is relevant to you is:
* Wage Subsidy applications

Click on the = icon to expand the item and get additional information.

The other two are for staff taking incoming calls from employers.

Make sure you're checking the instructions and FAQs regularly (and

refreshing your browser) in case something changes.

CONTINUE
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S2P process

Straight to Processing (S2P) tool

S2P is a web based task management system used to collect and distribute work.

N\
Work can be added from multiple sources and S2P can be used as a single view of outstanding work across each unit

or the business as a whole. It provides an efficient way to manage large volumes of work.

Logginginand Navigating to the queue

S2P is a web based browser and uses a 'single sign-in' and will automatically log you in.

Click here log in to S2P. You should then see the following screen.

Click on the image to enlarge

Do Processing
Select the 'Do Processing' tab.
'Logging in’

Once you are ready to start working from S2P, click on the Login button in the Status menu.



Add Processing ] Do Processing View ’ Reporting
Status

Current State Logged Out

Logout

Not Ready Available

Auto Swn Copy L Jyes

Pending Not Ready U

Click on the image to enlarge

Add Processing ] Do Processing [View Reporting {

Status

Current Stale Logged in

| Logout |

At{tgic}wn ‘Copv Clves

Per‘dmgl\r\l(jt/,R‘eady ]

Click-on the image to enlarge

Making yourself 'Available’

Once you’ve logged in, you need to make yourself "available' for so that the next piece of work waiting in the queue

can be pushed to you.

Once you’re ‘available’ for work, S2P will automatically push a task through to you to complete, based on the

priority of the task and work you have been assigned.

Please be patient, it may take a few seconds to push the task through.



Status
-,

| Not Ready |

NO? Vi

Click on the image to enlarge

If the icon continues to circle you may not have been set up as an S2P
user, or allocated the correct processing queue. Contact your allocated
Support Person.

Needtotake abreak?

Add Processing Do Processing View | Reporting

Status
Cufrent State . 'Logged In

f i.ngqut 1 Login
| Not Read; ( Available )

Auto Swn Copy [Cyes

Pending Not Ready [ J

Pending Not Ready



If you are working on an assigned task and you know that you will be going on lunch or finishing for the day, you

must select the ‘Pending Not Ready’ tick box before you click on the ‘Result’ button in your current task.

This option is in the ‘Status’ box on the top right-hand corner of the main task screen.

This option will tell S2P that you are not ready to be assigned a new task after you have finished your current task.

Once you result your current task, you will automatically be taken back to the ‘Do Processing’ screen with an S2P

status of ‘Not Ready’.

Pleasc note: if you do not select the ‘Pending Not
Ready’ option before you result your current task, you
will automatically be assigned the next available task in

the queue. If this happens, you will need to complete the
task before logging out of S2P, do not leave the task
open.

What Information is in the Task?

Click onthe = or < icons in the screenshot below to see more information.
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Important Updates
This shows you what updates have been‘mac!e most recently. Kee]_) an eye oh tileSe as there are updates and changes being

made all the time.
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Business |IR#

Business IR number - labelled as '10' in current version. This is the Business IR number associated with the application.
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Launch ESS

Click here to launch to the ‘Emergency Employer Support' application
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Task Outcome

This is where you record the outcome of the action.

Application Approved - data in application is confirmed by IR

Escalation - this is a more complex application where you are unable to determine an outcome. This re-queues the task so
that an expert can pick it up.

Declined - only use this where the Business IR number and the Business/IR Customer name don't match. Add a comment to
record where the mismatch was.

Select the radio button beside the appropriate result and click the orange Result button.

CONTINUE
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EES Process

Emergency Employment Support (EES)

The Emergency Employment Support (EES) tool launches from the S2P task. It is the screen that will give you the

information you need to complete the application.

v Request Information (l=’lD="'9(2)(a)'OlA

Queue ESS
Sub-Queue  COVID-19 Sole Trader Applications
Name

Email

10 59(2)(a)OIA"

Employer
Subsid
e y

T

Click on the image to enlarge

Accessing EES



From the Request Information tile click on the 'Employer Subsidy' application

The first time click from the S2P into EES you will be
asked to login. Use your CNP/computer login details.
For example: Username ~ 79(2“0'1\_; f 7' |
Password ~ your computer password
You will get a pop-up asking if you want to store your
password for

next time.

Application Search
There are a number of earch function inthi creen It will default to the application earch
Enter the Business IR number given in the Task, and select Search.

Tip: you can copy and paste the Business IR number from the S2P task to the EES.



Applications | Employer Applications | Sole Trader Applications | IRD Search

Applications

IRD Number [ / ]

Lo Seer \ N>

Click on the image to enlarge

What Information is in the Application?

Clickon the Z or < _icons in the screenshot below to see more information.
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i application
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Emergency Employment Support

Applxanons | Employer Applcatons | Solg Trader Apphcanons

Self Employed/Contractor (Sole Trader) Application °

Sibsidy Type: COVID-13 Wage Subsidyd eave Payment
Application M) ausnes s teen mgacied Oy COVO 1) and have ogereced 4 0% Oedire in marue
Reason:

Reason lype:
Cresind:
Starum:

s Core

Business IRD
Number:

et application
o details

Application Type

There are multiple application types including:
* Self Employed/Contractor (Sole Trader)
* Employer



Emergency Employment Support

Appiicatons | Employer Applizations | Sole frader Apphcations

Self Employed/Contractor (Sole Trader) Application

Subsidy Type:  COVID-13 Wage Sudsidyh exve Paymant °
Appiicaton Ny 2anen 193 been rpaied Gy COVD (9 303 heve DR esced 3 47 Oedne msane

Reason Type. |
Crvawd
Status:

o Core |

Business IRD |
Numbet:

- Sad application

s details 3

Conuact Mobbe

Bank Accourt, \
Agplication Date.

Surt Date:

Reappikcation Date:

End Daw:

Date Paid:

Employer information

Any information the employer has supplied on their application will appear in this section.
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Centact Emad: d eta ' I S

Contect Mobke

Bank Accourt, )
Application Date:
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Exception/s

Where there is an exception this will appear above the application type.
There may be a single exception associated with the application, or many. Each exception requires a separate action on a
single application.

A description of what action is necessary is in HIYA.

Hot Tip!

When resulting the task in EES you must use the X (close window - in the top right corner) after approving an

application. Do not use the close application button at the bottom of the page.



Using the 'Close’ button will close the application you're working on (and potentially all others associated with it).

CONTINUE




Lesson 7 of 8

Ready to process?

High Level Processing guide



Introduction

The specific steps and actions you will take when processing an application for the COVID-19 Wage

Subsidy Extension will vary between applications but the high level process will remain consistent.



Step 1

Open HIYA and Doogle pages in your browser.

Hot Tip!

You'll be referring to these pages a lot. Open them on separate tabs and bookmark them for easy access.



Step 2

Log into S2P

Employer
Subsidy

Log in, 'make yourself available' and get ready for the next queued task to arrive.



Check the EES screen.

Review the application and identify the actions that need to be taken based on the exceptions and fields in

the application.
Hot Tip!

If you have two screens available you can split one screen to show the S2P task, and the EES window

(they are both quite narrow) and have your HIYA/Doogle and other help pages on the other monitor.



Step 4

IR Confirmation (all applications)

Before you make the call or log into the MSD Portal ensure that you are clear on the information that you

need to confirm.



Call the employer (if necessary and appropriate)

i

N .
\
A
\
el
¢ )

In some applications it may be necessary to contact the employer to clarify information given in the

application.
Three attempts at three different times should be made to contact the employer.

Ask the employer to confirm details to verify you are speaking to the correct person (IR number, contact

email etc.).

Make sure to leave a note in EES if you have contacted the employer, or if you have attempted to contact

them without success.



Result the outcome of the application in EES

If approving - update status in EES to ‘Approve’ (a pop-up will appear confirming the application has been

approved), if you don't update the status to ‘Approve’, they won't get paid.
Error messages:

“Errors! 1 error was.found. Please fix all errors and try again. Errors are flagged with “!”, this means some

of the information is incorrect and will need to be fixed.

You will find further information on the actions for specific errors in the HI'YA COVID-19 Wage Subsidy

processing page.
Important:

Do not Close the application once you click Approve. If you do this before the payment is released,

they won’t get paid. Use the 'X' in the top right corner not the 'CLOSE' button at the bottom.



Result the task in S2P

Result the S2P tasj( to reflect the outcome.



Summary

Now you're ready to check out that queue and do your next one. If you need to refer back to the process,

or check an outcome take a look at the HIYA or Doogle pages.

CONTINUE
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Where to find help

The intent is for you, the processor, to correctly complete an application
the first time that it is handled.

What if | have aquestion? Who can | ask for help?

If you don’t know what to do in a given scenario then, rather than ‘re-queue’ the application for someone else to

process, you should initially:

D Review HIYA (the instructions and the questions)
D Check the information available in MAP and on the Work and Income website (where applicable}
D Check the FAQs page

FREQUENTLY
ASKED

QUESTIONS




Frequently Asked Questions (FAQs) are held centrally in HIYA and can be accessed from here, or from the

COVID-19 Wage Subsidy Extension actions page.

If you're stuck, check the FAQs first before escalating a query as most questions have already been asked.

Note - you may need to refresh the page as there are changes and updates happening constantly.

D If you still can't find an answer contact your assigned 'Processing Support Person'. If you don’t know

who your support person is, talk to your manager

Your processing support person will assess whether you haven’t seen/ understood the instructions or whether there is

a gap/ lack of clarity in the instructions available.

If it is a case of you not locating or understanding the solution then the support person can help develop you so that

you can process these scenarios going forward.

Alternately, the processing support person may need to escalate the gap or lack of clarity in the information so that

the instructions can be improved for all.
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Pages / Home / COVID-19 (Coronavirus)

Wage Subsidy and Extension

The wage subsidy is to support employers affected by COVID-19 who could face laying off staff or
reducing their hours.

10/06/2020
COVID-19 Wage Subsidy Extension applications

\
|
You may be getting calls from people trying to apply for the Wage Subsidy Extension who were
' not able to submit the application. There was an issue before 1pm with the new drop down

| question, asking people to confirm their reason for applying (the 40% reduction). It’s been

- fixed and you can ask people to apply now.

’ Previous updates: 15/05/2020

« Chargingincome - Wage Subsidy The wage subsidy is charged as income.

a N~ o~ 3—b i - e —

| COVID-19 Wage Subsidy E.xt‘en;ic;n ”
Change to Wage Subsidy Extension criteria

announced Friday 5 June

| The Government has changed the eligibility criteria for the COVID-19 Wage Subsidy Extension
to help more employers to keep their staff on.

j Employers yill need to have experienced a minimum of a 40% drop in revenue for a 30-day
. period in the 40 days before applying (starting no earlier than 10 May 2020), when compared
\ to a similar period last year.

. Other key features include:

» Employers who have given employees notice of redundancy before they apply for the
extension will not be eligible to receive the subsidy for those employees unless the
redundancy notice is withdrawn.

« If the amount of the subsidy is more than an employee’s usual wages, employers must
use any surplus funding from the subsidy to fund other employees’ wages where
possible and, where this is not possible, return any surplus funding to MSD. These
obligations will now also apply to self-employed workers, i.e. if you are self-employed
and you receive a subsidy that is more than your usual earnings, you will be required to
repay the balance to MSD.

Check for more information at
X ion/ind t

https://doogle.ssi.govt.nz/community/display/HI'Y A/Wage+Subsidy+and+Extension 29/06/2020
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Today we are emailing all the employers and people who are self-employed who received the
Wage Subsidy previously to let them know about this change. It updates the email they
received last week which had the higher (50%) revenue threshold.

Applications for the Wage Subsidy Extension will be able to be made from 10 June. We’ll be
sending another email to people who received the Wage Subsidy to let them know when their
12-week Wage Subsidy period is up so they can then apply for the Extension if they need it to
keep paying staff or themselves. This is to try and manage the flow of applications. Additional
guidance will also be published on Map on Wednesday.

The Wage Subsidy Extension available to support employers, including sole traders, who are
still significantly impacted by COVID-19 after the 12-week Wage Subsidy ends. It’s also
available to those who haven’t received the Wage Subsidy previously.

Changes to who can get the Wage Subsidy and Leave Support

There have been some changes made to who can get the COVID-19 Wage Subsidy and the
COVID-19 Leave Support Scheme. Some state sector organisations can now apply if they are
granted an exception by the Minister of Finance. Start-up research and development
businesses, also known as pre-revenue businesses\,can also apply for both COVID-19
payments if they can declare a 30% drop of projected capital income. The changes were
effective at midday today (8 May). There's no change to how we process the applications. Our
website reflects the changes in these places:”

Feedback
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Pages /... / Wage Subsidy and Extension

Answering questions about the Wage
Subsidy

This page is for all staff who are answering queries about Wage Subsidy or Leave Payments
(before 27 March 4pm).

If people call with questions you can't find the answer to, please tell them:

“Sorry, | don’t have that information at the moment. We're still working through what these
changes mean for people. We're keeping our website updated as changes are confirmed so
you can check there for the latest updates. www.workandincome govt.nz”

v Staff updates

Wage subsidy applications for large employers

If you are talking to a large employer (more than 100 employees) who wants to apply
for the wage subsidy please tell them that we have created a new process on

our work and income website.

Large employers don’t need to use the application form, instead they can download
a CSVfile and add all of their employee information to the file.

They cannot change the format or layout of the file and they need to complete all
fields in the file. Employers need to know that the ‘employment type’ field is for
recording if employees are full time or part time. Part time employees work less than
20 hours a week and full-time employees work 20 hours or more a week.

When they have completed their information, they will need to save the file as a CSV
and rename it with their business name.

Employers must agree to a declaration and when they return the file to us, they need
to cut and paste the following text into their email to confirm they agree -

1 confirm that | have read and understood the declaration.

The file then needs to be sent to us

atCOVID19 Employer Support@msd.govt.nz where it will be processed.

Wage subsidy application cap removal
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The Government has removed the cap on wage subsidies that can be paid to
employers affected by COVID-19. The cap of $150,000 per business is gone.

This applies to all New Zealand employers, contractors, sole traders, self-employed
people, registered charities and incorporated societies. You are now able to apply for
a wage subsidy for all your staff.

If you have already applied for and been granted the wage subsidy for your
employees and MSD has capped the amount paid, you don’t need to do anything
because we will top up the difference.

If you have applied for the wage subsidy for your staff, and claimed only enough to
meet the cap, once you have used this subsidy, you can reapply.

If you are yet to apply follow the wage subsidy application process.

v Emails about non-approved applications

We're currently sending emails to employers who applied for the wage subsidy and
whose applications have been either:

« auto-closed because none of their details matched IR information.
« declined because either they gave details that didn’t match IR information, or
another reason.

Please see below for.more information on \what to do if you get these calls.

Note: MylR is isn’t available 3pm 9 April to 16 April because of a system upgrade. People
can check their IR details on tax returns or letters from Inland Revenue.
Closed applications
We're currently (7 April) sending out 25,000 emails to people who have applied for the
COVID-19 Wage Subsidy. In these cases we haven’t been able to approve the
applicatiorks because the details given including the IRD number, didn’t match the
information \h/eld by Inland Revenue, and we haven’t been able to match their
information in any other way.
These o:;\‘{l?lications have been auto-closed (in EES, it will show as closed by-:g"_x’) |

i)g?)f.) - please do not contact him).

Email sent below (click to enlarge)
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Your application for a COVID-19 Wage Subsidy/Leave Payment
Kia gra

Thank you for your application for the COVID-19 Wage Subsidy/Leave payment.

An important part of our approval process is checking the applications with the
information held by Inland Revenue.

We haven't been able to approve your application bacause the details you gave
us don't match the information held by Inland Revenue.

If you wish to continue, we need you to check your Inland Revenua details anq
then reapply for the wWage Subsidy using the correct information. We won't take
any further action on this application.

If you reapply please make sure the details you provide match those held by
Inland Revenue, including your:

+ business IRD number (if you're self-employed, this is your personal IRD
number)

« IR customer name (the name linked to the IRD number)

+ contact name, email address and phone number

Please note: Inland Revenue are upgrading their systems, and MyIR won't be
available from 3pm, Thursday 9 April to Thursday 16 April.

You can ﬁnd more information and reapply on the Work and Income website.
There aré also\answers to some common questions, including for shareholder-
employees and\partnerships.

Hobe ora mal

George Van Qoyen
Group General Manager Client Service Delivery
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Let them know they are able to reapply using the Work and Income website, and that
the quickest way to get an application approved and paid is making sure this
information is all correct.

They should check these details match with their IR information - suggest they look
at:

» business [RD number (if they’re self-employed, this is their personal IRD
number)

+ IR customer name (the name linked to the IRD number)

» contact name, email address and phone number

They should also make sure they've got the correct:

-

New Zealand Business Number (NZBN) if they have one
business address

bank account number

employee details

Declined applications
An email is going to employers who applied for the COVID-19 Wage Subsidy and were
not approved because either:

« the application was completed by an employee (not an employer), or
+ the employer completed the wrong application form, or
» the details the employer gave didn’t match those held by Inland Revenue.

Email sent below (click to enlarge)
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You may get calls from employers asking why their letter does not tell them the exact
reason their application was declined.

You can say:

» We know it’s not clear why your application was declined, and this is not ideal

for you.

» We've had thousands of applications and unfortunately we haven’t been able
to write individualised letters.

» The best thing you can do is double check the information you gave is correct
against your Inland Revenue information. If it’s not, you should apply again via
the Work and Income website,
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Your application for a COVID- 19 Wage Subsidy/Essential Workers Leave Support
Kia gra

Thank you for your application (reference number.) for the COVID-19 Wage
Subsidy/Leave payment.

Unfortunately, we haven't been able to approve your application.

This is because:
» the application was completed by an employee (nct the employer), or
» you applied on the wrong application form, or

= the detalls you gave us don't match those held by Inland Revenue.

If you think the Inland Revenue details you gave us may have been incorrect, you can

reapply with the correct detalls
If you disagree with our decision you can request a review of vour application.

You can find more information about the criteria for l'.he‘WagaB Subsidy and Leave
Payment on the Work and Income website, including .

bebe ara mal
George Van Ooyen
Group General Manager Client Service Delivery
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« If your information was correct, you can use the link on your email to ask for a
review of your application. We'll take another look and get in touch with you
about it.

This form is not available to find on the Work and Income website - they must use the
link in the email.

Questions about the COVID-19 Wage Subsidy and
Leave Payment (before 27th March 4pm)

Refer to Map for the operational policy (eg qualifications and payment information): COVID-19
Wage Subsidy (modified)

Vv Application process

I’'ve applied and | haven’t heard anything yet, Should | make another application?

No, you shouldn’t make another application. it may take a few days for your payment
to come through.

How many times can | apply?

- For the Wage Subsidy, you will only be able to apply once. This means it’s really
important to make sure you capture all of your employees in your application form.

- For the Leave Payment, please note this is no longer available from 4pm 27" March
2020.

See COVID-19 Businesses and individuals who need assistance for more info.
Which application should | complete?

If you're completing the application for more than one person, use the employer
application.

If you're self-employed, a sole trader, or contractor and are not completing this

application for anyone other than yourself, complete the self-employed application.

What kind of proof do | need to provide?

https://doogle.ssi.govt.nz/community/display/HI'Y A/Answering+questions+about+the... 26/06/2020
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At this stage, we are only asking for your business IR number and contact details, and
the names and IR numbers for your employees. We can verify this with other
agencies. If we need any more information from you at a later date, someone will
contact you.

Do I need to prove I’'m experiencing 30% or more loss of revenue before | apply?

By agreeing to the disclaimer when you submit an application for the Wage Subsidy,
you're confirming that your business has experienced, or is about to experience, at
least a 30% loss of actual revenue. We won’t ask for proof when you apply, but if we
need any further information about this at a later date someone will contact you to
discuss it

How do | know if | qualify if my business has been operating for less than a year
ORI have a high growth business?

New businesses which have been operating less than a year and high growth
businesses (e.g. that have had a significantincrease in revenue) can apply for the
Wage Subsidy. To determine whether these businesses meet the 30% decline in
revenue assessment, they must compare their revenue against a previous month
that gives the best estimation of the revenue decline related to COVID-19. E.g. 30%
loss of revenue attributable to COVID-19 comparing January 2020 to March 2020.

If | need to submit an application for the Wage Subsidy for my employees, how do
| also complete an application for myself?

Each business can only apply once for the wage subsidy. If you’re an employer and

are submitting an application for your employees, you will need to include yourself
as an employee of the business in the same application.

How will I know you have you got my application?
If you apply for a employer wage subsidy or leave payment, you will not receive an

auto reply email, but you will see the below message when you have successfully
submitted your application.

https://doogle.ssi.govt.nz/community/display/HI Y A/Answering+questions+about+the... 26/06/2020
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Thank you for submitting your application.

Our staff are under conswderable pressure supporting New Zealanders We are processing and approvin
quickly as we can, please be patient

You wall get a text and email once the payment 18 made

Note: Please use your IRD number as your reference number

Return to the home paqe for more information

What happens if my application is declined?

If you don’t meet the qualifications for the subsidy, your application will be declined.
We will contact you if this happens.

As an employer, what are my obligations under employment law at this time?

Your obligations under employment law haven’t changed.

v Multiple applications

I’m an employee who works full-time for a company that has been impacted by
COVID-19, and my employer has applied for the wage subsidy on my behalf. I'm
also self-employed part-time. Can | also apply for the part-time wage subsidy
using the self-employed application?

Yes. You can apply for the part-time wage subsidy under the self-employed
application, as long as you meet the usual criteria, despite being a named employee
on your employer’s application.

I’m an employee who works full-time for a company that has been impacted by
COVID-19, and my employer has applied for a wage subsidy on my behalf. I’m also
self-employed full-time. Can | also apply for the full-time wage subsidy using the
self-employed application?

Yes. You can apply for the full-time wage subsidy under the self-employed

application, as long as you can meet the usual criteria, despite being a named
employee on your employer’s application.
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What if | have multiple businesses - can | apply for the Wage Subsidy for more
than one?

All businesses that apply must have separate IR numbers.

if all of your businesses use the same IR number, you can only submit one
application to cover all of them.

v Payments and repayments

When employers/sole traders have to repay the subsidy

You can direct the employer or sole trader to the online form or you can do it for
them through a manual S2P task under “COVID Repayments”. This is instead our
usual process of emailing the overpayments team.

Employer thinks they’ve been overpaid. What happens next?

+ applied for the leave subsidy instead of the wage subsidy

+ applied as a sole trader and an employer and got paid for both

+ since they applied some staff may have been let go

+ applied twice incorrectly and were paid twice

- think they may have received someone else's wages in error

In these examples you should:

+ thank them for letting us know

+ record details of the error they think they made

+ get their business IR number and contact details - including phone number and
email address

+ ask for the codes on the bank statement. They will look something like:
MSD COVID19W

« say we’'ll be in touch soon to confirm the amount of overpayment and how
they can repay it

+ once the callis completed you should email this information
to SRAKIOW

How quickly will | get the money?
We're aiming to work through all applications within 5 working days. We understand

this is a really stressful time for your business and we’ll do everything we can process
your application as quickly as possible.

https://doogle.ssi.govt.nz/community/display/HI Y A/Answering+questions+abouttthe... 26/06/2020



Answering questions about the Wage Subsidy - HIY A - MSD Contluence Page 8 of 15

What happens if an employer calls advising that they have had a notification that
their subsidy has been paid but they still don’t have the money in their account?

Payment should be made into an account within two business days of processing.
Unfortunately there has been a significant increase in the number of returned
payments to MSD due to incorrect bank account numbers added to wage subsidy
applications.

A dedicated MSD team will be in contact with you if your payment is one of these to
discuss.

To help this team CSR's should:

« ask the employer for their correct bank account details, and
« IRnumber, and
« email this through to 3 %2 OA

-.\.\(A‘- ‘ § i
Please note: once the team have this information and process the payment it should
in the correct account within two business days.

An employer is calling who thinks they have added a valid, but incorrect bank
account (i.e. someone else’s bank account) in error on their application?
CSR's need to:

« ask the employer for their correct bank account details, and
» IRnumber, and _
+ email them through to® *@® A

LSS

Once we have these details we will make the payment to the correct account.

Please note: payment should be made into an account within two business days of
processing.

MSD have a dedicated team who will attempt to trace the initial payment and have
the funds returned.

v _Employers

Can employees apply?

Your employer is the only one who can apply for the subsidy. If you have any
questions about your pay, you need to talk to your employer.

Who can apply?
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If you are an employer, contractor, sole trader or self-employed, you may qualify to
get the COVID-19 wage subsidy. You need to be registered and operating in New
Zealand, and your employees need to be legally working in New Zealand.

There’'s more information on the Work and Income website.

My staff aren’t comfortable sharing their information. What can | do?

You will only be able to submit an application for your employee if they’re ok with
that. You need to confirm their consent so we can check their information with other
agencies.

Do | need to prove that my staff can’t work from home?

By agreeing to the disclaimer when you submit an application for the Leave
Payment, you’re confirming that your staff aren’t able to work from home. We won'’t
be asking for more detail about that when you apply.

I’'ve already applied and been paid the COVID-19 Wage Subsidy for all of my
employees. Do | need to do anything else?

No. You can’t submit another application. You’re covered by the COVID-19 Wage
Subsidy you’ve already been paid. This lump sum covers 12 weeks per employee.

| already applied for the COVID-19 Wage Subsidy, but only for some of my
employees. Can | make another application for my remaining employees?

Yes. You can make an additional application for any of your employees whom you
haven’t already applied for.

As an employer, I’'m currently receiving the Flexi-Wage subsidy for my employee
(s). Can | also apply for the COVID-19 wage subsidy?

Yes - the COVID-19 wage subsidy is available on top of the Flexi-Wage subsidy that
you are already receiving for your employee(s). All wage subsidies that you receive
must be paid to your employees.

| haven’t yet applied for the COVID-19 Wage Subsidy for any of my employees. Is it
too late to make an application?

It's not too late. You can apply for the COVID-19 Wage Subsidy now. We want you to

i ic ti Pleasa note that this information is now out of
be able to retain and pay your employees at this time. T:wywmowobbb S
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As an employer or self-employed person, what active steps do | have to take to
mitigate the impact of COVID-19?

You must take active steps to mitigate the financial impact of COVID-19 on your
business before you apply for the Consolidated Wage Subsidy.

This could include:

» activating your business continuity plan

» drawing on your cash reserves (as appropriate)

» making an insurance claim

» proactively engaging with your bank

» seeking advice from the Chamber of Commerce, a relevant industry
association or the Regional Business Partner programme.

Privacy Act requests relating to the COVID-19 Wage Subsidies

Requests for information relating to the COVID-19 Wage subsidies can be sent to

PrivacyOfficer@msd.govt.nz.

v Employer obligations

As an employer, what are my obligations under employment law at this time?

Your obligations under employment law haven’t changed.

As an employer, how much am | obliged to pay the employees named in my
application for the COVID 19 Wage Subsidy (after it was modified on March 27) if
they are not working?

The impact of COVID-19 means that the hours staff work may have to change. That
can only be done in accordance with the usual employment law rules.

If you are receiving the COVID-19 Wage Subsidy, you must:

+ Try your hardest to pay staff at least 80% of their usual wages;
« Ifthatisn’t possible, pay at least the rate of the subsidy that applies to
that employee
« If the employee’s usual wages are lower than the rate of the subsidy, continue
paying that amount for the duration of the subsidy.
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As an employer, if | have already received a COVID-19 Wage Subsidy for an
employee, do the new obligations of the COVID 19 Wage Subsidy (after it was
modified on March 27 2020) now apply?

No. The obligations for the COVID-19 Wage Subsidy remain the same as at the time
you applied.

As an employer | had to let some of my employees go because of COVID-19. Can |
rehire them and get the COVID-19 Subsidy to help pay them?

You can apply for the COVID-19 Wage Subsidy if you re-employ your employees
before you apply and if your employees were:

» employed by you as of 17 March 2020; and
+ you had to let them go because of COVID-19; and
+ you did not apply for the COVID-19 Wage Subsidy for the employees.

Itis expected that employers and employeeswould operate in ‘good faith’ and
employers would look to re-hire on at least the same terms and conditions.

As an employer, if one of my employees who | have made an application for,
voluntarily leaves during the twelve week period for another job opportunity or
because of caring responsibilities, do | need to pay the money back to MSD?

No - where your employee voluntarily leaves their employment you must advise
MSD, and you cannot claim any more subsidy for that person. However, you do not
have to return the subsidy already paid.

As an employer, what happens if | make my employee redundant during this
time?

Your obligations state you should retain your employees you're currently receiving
the COVID-19 Wage Subsidy for.
If you have to make an employee redundant during the subsidy period:

» you can use the Wage Subsidy to pay the employee any notice period arising
from the redundancy, and

« you must repay any balance of the Wage Subsidy that’s left after the notice
period has been paid.

You cannot use the wage subsidy to make any contractual redundancy payments to
an employee.

v Employee concerns
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| have a complaint about how my employer has paid me

If you have a complaint because you think your employer is breaching any of their
minimum employment obligations to you, you can contact the Employment line by

calling on 0800 20 90 20 or by email at info@employment.govt.nz

Vv Contractors and Self Employed people

If | am a contractor, am | entitled to apply for the wage subsidy?

Yes- contractors can apply for the wage subsidy using the ‘self-employed’
application, provided you meet the criteria.

If | am self-employed, am | entitled to apply for the wage subsidy?

Self-employed people who are legally working in New Zealand are eligible for the
payment.

Please check the Work and Income website for details.

v Shareholders

If 1am a shareholder in a business, can | apply for the wage subsidy?

If you work for the business and you are paid a wage, salary or draw an income for
the work you do for the business, you can apply for the wage subsidy.

If | work for a business where there are multiple shareholders, how do | apply for
the wage subsidy?

The business you work for should make one application for all of its employees and
shareholders who work for the business and are paid a wage, salary or draw an
income for that work they do.

Which form do | use?
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You can use the ‘employer’form and the other shareholders if they are paid a wage,
salary or draw an income for the work they do for the business, need to have their
details entered into the employee section of the form.

v Partnerships

If my business operates in a partnership, can | apply for the wage subsidy?

If each partner that works for the business is paid a wage, salary or draws an income
for the work they do, you can apply for the wage subsidy.

Which form do | use?

One partner must apply on behalf of the other partner(s) using the ‘employer’ form
and using the other partners as named employees.

v Charities

If ’'m an employer of a registered charity, incorporated society, non-government
organisation, or post settlement governance entity am | entitled to apply for the
wage subsidy for my employees?

Yes, you can apply for the wage subsidy if your business has been adversely affected
as a result of COVID-19 and you are struggling to retain your employees.

If I’'m an employer of a registered charity, incorporated society, non-government
organisation, or post settlement governance entity am | entitled to apply for the
leave payment for my employees?

Yes, you can apply for the leave payment if your employees are required to self-
isolate because of Ministry of Health Guidelines and cannot work from home.
Employees may not be able to work from home because:

« of the nature of their occupation e.g. trades people or you cannot provide
employees the ability to work from home e.g. no access to laptops.

- they have been diagnosed with COVID-19

+ they are caring for dependents.
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v Tax questions

As an employer, do | have to pay GST on the wage subsidy | receive for an
employee?

No - You don’t have to pay GST on the wage subsidy.

As an employer, do | have to pay income tax on the wage subsidy | receive for an
employee?

No - for most businesses, the Wage Subsidy is classified as “excluded income” for
income tax purposes. You don’t get an income tax deduction for the wages you pay

using the Wage Subsidy. You still need to make the usual PAYE deductions when you
pass it onto your employee.

Does an employee need to pay tax on a wage subsidy payment?

Yes, they will as the subsidy is paid to the employer as part of their normal wages.
This means it is subject to the usual PAYE, Student Loan, KiwiSaver deductions, etc.

If, as a self-employed person do | need to pay income tax on the Wage Subsidy |
receive?

Yes - If you are self-employed, you need to pay income tax on the Wage Subsidy you
receive from MSD asiit is a payment to replace a loss of earnings.

If, as an employer | am receiving the leave payment on behalf of an employee
because they are in self-isolation, do | have to pay GST?

No - it will be treated as exempt from GST.

If ’'m self-employed do | have to pay tax if | receive a leave payment because | am
in self-isolation?

This payment will be treated as income for tax purposes.

If I’'m an employee do | need to pay tax if | receive a leave payment because | am
in self-isolation?
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The leave payment will be paid to your employer, and you will receive it like normal
wages. This means it’s subject to the usual PAYE, Student Loan, KiwiSaver
deductions, etc.

Vv Leave Payment - no longer available from 4pm 27th March 2020

No longer available from 4pm March 27th 2020

If your employee is diagnosed with COVID-19, do they have to use their accrued
sick leave before they are eligible for the COVID-19 leave payment?

Employees do not need to use their sick or annual leave entitlement before you can
apply for the COVID-19 leave payment - it can be applied for right away. You can
have a conversation with your employee about whether they would prefer to use any
accrued sick or annual leave first, rather than the COVID-19 leave payment as there
may be cases where the employee would receive more through their own sick leave
than the COVID-19 payment.

As an employer I've already received the Leave Payment for an employee. Am |
now able to apply for the COVID 19-Wage Subsidy for this employee?

The Leave Payment only covers 14 days for self-isolation. After the 14 days, you can
apply for the COVID-19 Wage Subsidy for that employee, as long as you meet the
criteria for the payment.

Feedback
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{ 7 ] [ Search ]

Pages /... / Wage Subsidy and Extension

Wage Subsidy and Wage Subsidy Extension
actions

This page is for all staff who are processing or updating COVID-19 wage subsidies and wage
subsidy extensions only.

19/06/2020

Processing applications Step 2: Two additional questions and S2P results have been added
. forlocked applications or where an applicant has indicated they are receiving a benefit.

Please do not process these applications, instead exit the application and result the S2P task.

Vv Processing applications

Please note:

If you personally know someone that has applied for this assistance or the employer has
applied for someone you know that might be an employee, please result the S2P task
“Employer known’. Do not approve or continue with the application you have picked up.
Key messages i
Note: EES is Emergency Employment Support, a
« There are 5 different subsidy types in EES: Systom whers Wege Stlsidy appications are held.
« COVID-19 Wage Subsidy/Leave Payment - Wage and Leave Payments
submitted before 27/03 4pm
« COVID-19 Consolidated Wage Subsidy - Wage Subsidy submitted after 27/03
4pm
« COVID-19 Essential Workers Leave Support Subsidy - Leave support for
essential workers submitted from 06/04.
« COVID-19 Leave Support Scheme - Leave support for all workers from 1/05
(replaced EWLS)
« COVID-19 Wage Subsidy Extension - Wage Subsidy submitted from 10/06
9am

« Employers and sole traders cannot receive a wage subsidy, an EWLS leave support
scheme or wage subsidy extension for the same employee (or themselves) for the
same period of time.

« An employer can be in a sole trader and an employer application, as long as the
Business IRD number is different.
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+ Before processing an application in EES, please read all the comments to ensure
nothing is missed. As there are other teams also working on these applications -
running audit checks, escalations and IT fixes.

« Thereis an IR portal to check employer details.

+ Self-employed applications require a phone call to IR.

Step Action Procedure

1. Open task Open task in S2P:

« Click on the link Employer Subsidy iconin the
S2P task to open the EES application:

i

Employer
Subsidy

2. Check in EES tool

Is the application locked?
= Yes: do not continue, exit the application and

Tip: To exit out
P “ result the S2P task "Locked application”

of an application, | ’ v

Pe > No: continue with the process
use the back b h lication h h "
button on your . ¢ oest' gapp |cat|9n ave the exception
b Receiving a benefit"?

(N o Yes: do not continue, exit the application and
Do not click on es.l ohnoscgn k'?S, le Trad PP cabl z:.
the ‘Close resubtlt e 2t. taf ole Trader on a benefit -
Application’ - :na.x et? ac 'Of‘h b
this will move - :. contmuehwn tle. prt.)cessl. p
the application . /;;Tetherz ?ny:)t e/r.ap;') lcathr;s /;ste ! -
statdstoclose. e heading "Applications with the same |

number" will display if there are other
applications. Click on 'Show Details' to view.

« If no other applications, continue to step 3 -
Contact Employer/IR

Important: there is a separate process for Leave

Support Scheme. If you identify an EWLS or Leave
Support application, please refer to this process.

« If there are multiple wage subsidy applications:
« click on the 'All Applications' link at the
bottom of the application
+ look at each one, checking the status, reason
for application, created date, employees
listed and their employment type.
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3. Contact
EmployeroriRor
use the portal

Identical (duplicate) applications

Information is the same and employer has
resubmitted the same application

« If all applications have a status of ‘Exception’,
contact Employer/IR (step 3) then approve (step
4) one (if it matches) and close (step 6) the other
(s)

+ If one application has already been approved,
don’t touch the approved one, close the other(s).

Multiple applications
Information in the applications is different

Approved and paid applications will be locked, and
you won'’t be able to action them.

Employee type is the only difference e.g. employee
is listed as part time in one and full-time in
another:

« contact Employer/IR (step 3)

« if it matches, approve the latest application (step
4)

« close the other application(s) (step 6)

*if one application has already been approved, add a
comment and result the S2P task as ‘change

I employment type’.

Employee(s) listed on the same applications for
the same business IRD number:

- If thereis already an approved application, pick
up one of the ‘Exception’ application,
+ Click edit and remove any employees who
have been paid already
+ add a comment and select update
- contact Employer/IR (step 3) then approve
(step 4) the subsequent application (if it
matches)

Please note: if you are unsure about what to do with
the multiple applications, result S2P task
‘Escalation’.

Check the application to decide if you need to use
the IR portal to confirm the employer details (step
3a) or call IR to confirm self-employment (step 3b).

. 3a) Foremployers:
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« Search the [R portal using their IRD number:

« Employer details are displayed (name may
differ slightly - that’s ok): check the employee
count, if the employee numbers don’t match,
go to step 5, otherwise approve (go to step 4)

« Employer details don’t display: check any
previous approved application(s) to see if you
can use that information to approve (if you
can, go to step 4). Otherwise contact the
employer (see below)

Contacting employers

Three attempts at three different times should be
made to contact the employer,

Ask the employer to confirm details to verify you are
speaking to the correct person (IRD number, contact
email etc.)

To record an unsuccessful contact:

+ add a new comment in EES
+ result S2P task 'Employer Contact Unsuccessful
and select 'Delay Days'

On the 3" attempt:

« add a new comment in EES - unable to contact

after 3" attempt
+ result S2P task ‘Escalation’

Successful contact:

+ explain the mismatch, is there another IRD
number/name they use
« if they give you another name or IRD number
« search the IR portal, if the employer displays,
check the employee count, if the employee
| numbers don’t match, go to step 5, otherwise
approve (go to step 4)
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« if you still can’t find the employer in the portal,
decline using the decline reason ‘IR details don’t
match’ (go to step 7).

3b) For sole traders:

Check any previous approved application(s) to see if
you can use that information to approve (if you can,
go to step 4). Otherwise call the sole-trader:

+ ask them to confirm their details (IRD number,
email address etc) to ensure you are speaking to
the correct person

+ check with them if there is another IRD number
or name they use for their business

+ ifthey give you another name or IRD number,
add a comment with the details provided by the
employer

+ Let them know you will need to contact IRD and
may need to contact them back.

' Note: Three attempts at three different times should
| + be made to contact them. For unsuccessful contacts
§ i and resulting S2P see the steps in the employer
section (3a).

Call IR on 0800 755 651 (Monday to Friday 8am to
4pm), introduce yourself and ask if:

+ name and IRD number match and
+ the “Customer” is self-employed?.

If the IR name and number don’t match, decline
using the decline reason /R details don't match'(go
' tostep 7).

‘ |
; l
!
| |
‘ | If the IR name and number matches and IR confirm
| ‘ the “Customer” is self-employed, approve (go to
‘ step 4).

confirm the “Customer” is self-employed, you will |

If the IR name and number matches but IR cannot
need to: |
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+ call the sole trader* back to let them know IR
cannot confirm they are self-employed. Ask them
about their business and how long they have
been trading for. During the conversation, if it’s
clear they are self-employed, approve the
application (go to step 4), if it’s not clear they are
self-employed, then:

+ let them know they must contact IR (by calling
0800 755 651) to advise them they are self-
employed

+ add acomment into the EES application

« add a noteinto the S2P task (so the next
person knows where the application is at)

+ result the S2P task ‘IR unable to confirm’ - the
task will remain on hold for 3 days.

*if you can see in the comments/notes that the sole
trader was referred to IR, but IR still can’t confirm
they are self-employed, decline using the reason /R
confirmed not self-employed'(go to step 7).

Note: If you are unsure about declining the
application based on your conversation with the
| employer or sole trader and/or IR, result S2P task

- ‘Escalation’.
4, Approve the +» Add a new comment
. payment f + Update status in EES to ‘Approve’ (a pop-up will
appear confirming the application has been
approved)

+ Ifyou don't update the status to 'Approve’, they
won't get paid
+ Result S2P as ‘Application Approved’.

Error messages:

» “Errors! 1 error was found. Please fix all errors
and try again. Errors are flagged with “!”, this
means some of the information is incorrect and
will need to be fixed. So far, the ones we have
seen are related to an employee’s DOB (year of
birth is 2985 instead of 1985) or contact number -
these ones are obvious so you can edit the
information or remove the contact number to

approve.
5. Application When the number of employees listed in the
information application doesn't match the IR portal:

https://doogle.ssi.govt.nz/community/display/HI Y A/Wage+Subsidy+and+Wage+Subs... 26/06/2020



Wage Subsidy and Wage Subsidy Extension actions - HIYA - MSD Confluence Page 7 of 17

doesn't match IR
portal

Close application

Decline
application

+ less than the number in the portal, or
« 1or2 more than the numberin the portal,
+ you can approve the application (step 4).

When the number of employees listed in the
application is three or more, you will need to:

» contact the employer (if you haven't already) to
discuss the extra employees (eg are they new
employees or is it an employee returning from
maternity leave etc.)

» if necessary, edit to remove any employee who
shouldn’t be in the application, otherwise leave
them in

+ add a new comment explaining what you have
done

» approve the application (step 4).

Note: You won’t be able to change the Business IR
number or employer bank account number. For
| these actions, result the S2P task as ‘On Hold - Edit
i Business IR/Bank Account’ and note what needs to
3 be changed.

+ Update status in EES to ‘Close’ (a pop-up will
appear confirming the application has been
closed)

+ Add a new comment

» Result S2P as ‘Application Closed’.

« Update status in EES to ‘Decline’ (a pop-up will
appear confirming the application has been
decline)

+ Add a new comment

+ Select the appropriate decline reason

+ Result S2P as ‘Declined’.

v Employer requesting a status update on their application

Step

1.

Action

Open EES tool
and identify the
caller

Procedure

Identify the caller by asking identifying questions such
as: ‘whatis your:'

+ business IR number?
» Business or IR customer name?
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Step  Action Procedure

« NZ business Number (Business number)

+ email address you used in your application

» alternative phone number entered in your
application

If you don’t have the business IR number, you must
select either the Employer Application or Sole Trader
Application tab in the EES Tool which allows for
further search options.

2. Providing the You must only inform the employer:
apzlu:atlon status - date the application was received and/or
dpdate » date the subsidy or payment was approved
Do not discuss any other status types, e.g. Suspended,
Declined or Closed.
3. Finding the In the EES Tool:
application

+ click on the 'Dashboard’
o click 'All"
» Enter IR number and click 'search’

- Ifyou don’t have the business IR number, you can
search for the application using other details. You can
do this by clicking on:

« Employer Applications or
+ Sole Trader Applications

Once you have found the application click ‘View’.

If you are unable to find the Application in the Portal,
ask the employer: Did you recall seeing a message
confirming your application was submitted?

If the employer did receive confirmation message re-
check the information the employer has given you and
search again.

If you're unable to locate it, ask the employer to re-
submit their application.

Please do not change the status of the application. All
applications are being processed out of S2P and we
are processing oldest to newest.

v Employer wanting to change information on their application
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Step Action Procedure
1. Open EES tool Ensure you have ‘Admin’ access to the tool
2; Identify the caller Identify the caller by asking identifying questions

such as ‘what is your:'

+ business IR number?

+ Business or IR customer name?

+ NZbusiness Number (Business number)

» email address you used in your application

+ alternative phone number entered in your
application

If you don’t have the business IR number, you
must select either the Employer Application or
Sole Trader Application tab in the EES Tool which
allows for further search options.

3. Finding the in the EES Tool:

application « Click on ‘Dashboard’

« Click ‘Al
« Enter IR number and click ‘search’.

If you don’t have the business IR number, you can
search for the application using other details. You
can do this by clicking on:

+ Employer Applications or
+ Sole Trader Applications.

Once you have found the application click ‘View’

if you are unable to find the Application in the
Portal, ask the employer: Did you recall seeing a
message confirming your application was
submitted?

If the employer did receive confirmation message
re-check the information the employer has given
you and search again.

If you are still not able to locate ask the employer
re-submit application.

4. Editing an application  You can only edit an application when the status
and employer is:
declaration .
+ Exception

+ Approved (but not paid)
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« Suspended

Before making any changes to the application you
must get verbal permission from the employer.

Do you agree to let me make changes to your
application?

Do you agree the new information you are
providing is true and correct?

If the employer agrees, click on ‘edit’ button at the
bottom of the application screen.

S. Editing an application Changing the employerinformation - go to step 6

Changing the employee information - go to step 7

6. Changing Employer Only the following employer information can be
information edited:
(This is for Employer
Applications and Self-
Employed
Applications)

+ IRNumber

+ Business or IR Customer Name

« NZ Business Number (NZBN)

+ Business Address

+ Contact Name

+ Contact Email

« Contact Mobile

« Contact Other Phone

« Bank Account (suffix only)

+ Employment Type (for self-employed only).

Continue to step 8.

Important: Please do not change the reason for
applying, if changing between a ‘Wage Subsidy’
and a ‘Leave Payment’ application because there
are different declarations to be agreed to by the
employer.

N Edit Employee Click into the box of the employee that requires
information editing

Make required changes:

Firstname

Last name

Date of birth
+ IR number w
+ Employment type.

Select update and continue to step 8.

L

.

Remove employee To remove employees
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Add employee

8. Add a new comment
into the EES Tool

+ Select remove for the appropriate employee
Select update and continue to step 8.

Click on the ‘Add Employee’ button and add

» Firstname
+ Lastname
+ Date of birth
+ IR number
+ Employment type.
Select update and continue to step 8.

In the Application screen you must add a note
(Add a new comment) that clearly explains the
employer agreed to:

- To changes being made to their application?
« That the new information is true and correct?

Also note the changes that you made to the
application.

Please do not change the status of the application.
All applications are being processed out of S2P
and we are processing oldest to newest.

v Employer unable to complete their application online

Employers (including sole traders/contractors and self-employed people) may contact
us on 0800 40 80 40 because they don't have access to the internet or are having trouble
completing their application online. You can complete the application on their behalf by

following the process below.

Step  Action Procedure
L. Before Before completing the application, you must get verbal
starting permission from the employer:
Do you agree to the Ministry completing the application on
your behalf?

If they agree, go to step 2

2. Open

application nefi

- ort.html#null

“Canyou please tell me why you are applying?”

Read the application options to the employer.
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Step

10.

Action

Open and
read
declaration

Confirm
declaration
has been
understood

Tick
declaration
box on
behalf of
employer

Complete
Form

Confirm
that the
information
is true and
correct

Submit
Application

Search for
application
in ESS

Add
comments
to the
application

Page 12 of 17

Procedure

Select the reason for applying from drop-down on the
application.

“It is essential that | read the full declaration to you to ensure
you understand what you are agrecing to. This may take a
few minutes. “

Read every word of the declaration.

“Can I confirm that you have understood the declaration |
have read to you and you agree”

Once you have confirmed the employer agrees to the
declaration. Tick box on application on their behalf.

Complete all remaining sections of the application form.

“Do you agree the information you have provided is true and
correct?”

- Before submitting the application, make note of the IR

number. Click the ‘Submit’ button

Click on ‘Dashboard’ and then click on ‘ALL’ and search by IR
number

Add the following comments:

- Employer has given permission for the Ministry to complete
the ESS form

- The declaration has been read and agreed to by the
employer

- The information they have provided is true and correct.

Vv Reviewing decisions
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Important: this process is for the Ellerslie specialist team only }

Key messages:

+ If you know the employer or you processed the original application, result the S2P
task as ‘Employer known/l made original decision’ to put the application back into
the S2P queue for someone else to process.

« If the employer has 80 or more employees, result the S2P task as ‘Employer with
80+ employees’. This will move the application to a dedicated team to review.

- Before you approve any applications, please contact the applicant to make sure
their details are still correct e.g. number of employees or bank account number
etc.

+ Make sure you add comments into EES explaining what you've done or what
needs to be done. If you can’t contact the applicant, result the S2P task as ‘Unable
to contact employer’ after each attempt,

Step Action Process

1. Open task Open the task in S2P.

2. Search the Using the IRD number from S2P (from the
application ‘taxcode ird number’ field), search for the
in EES application(s).

3. Desktop Read the ‘client comment’ field in S2P.
Czﬁik P10 View the declined application in EES and
y read the comments relating to the decline
research .

action.
Research:

+ Is there already an approved application?
« What was the original reason for decline?
+ make sure the application wasn’t
‘declined’ instead of ‘closed’ e.g.
duplicate application, wrong
application type (completed the
employer form not the sole trader
form), applied for leave payment
instead of wage subsidy, refer to step
4
+ Is the decline due to information
provided by IR e.g. not self-employed, not
GST registered, not employing, hasn’t
filed tax return? Refer to step 5
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Step Action Process

« Have we declined because the applicant
doesn’t meet the qualifications? E.g. an
employee applied for themselves, a trust
not drawing wages, investment property
with no labour costs, person returning
from overseas but hasn’t been operating
in NZ? Refer to step 6

4, Declinedin- Approved leave payment but declined
error wage subsidy

Ifit’s clear the applicant applied for both the
leave payment (before 27 March) and wage
subsidy, and the wage subsidy was declined
due to being a duplicate application. You can
approve the wage subsidy; however, you
should contact the applicant to check if they
meant to apply for the leave payment too. If
they didn’t, you can reduce the wage subsidy
payment amount by what they have received

| in the leave payment amount (contact us if

- you need help to do this). Approve wage

- subsidy in EES and result the $2P task as
‘Approve application - declined decision
overturned’.

An approved and declined application -
same application types (duplicates)

Contact the applicant to explain their
application had already been approved and
paid, the email relates to a duplicate
application, apologise for the confusion.

Change the status from ‘declined’ to ‘closed’
in EES and result the S2P task as ‘Application
closed - declined decision overturned’.

No approved application but incorrect
application type

It’s ok if the applicant has completed an
employer application and declared
themselves as an employee, instead of
completing the sole trader application.
Follow the current Wage Subsidy process
(e.g. contact IR if that hasn’t already been
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Step Action Process
done) and result S2P according to the action
taken.
5. Declineddue  Does the ‘client comment’in S2P provide
to the you with enough information to make a
information decision to approve the application? For
IR provided example: applicant starting driving for Uber
in May 2019 and hasn’t yet had to file a tax
return.

- Yes - approve the application in EES and
result the S2P task ‘Approved application
- declined decision overturned’.

« No -ring the applicant and discuss the
reason why we declined e.g. IR cannot
confirm they are self-employed. Ask them
about their business and how long they
have been trading for. During the
conversation, if it’s clear they are self-
employed (or an employer), approve the
application in EES and result the S2P task
‘Approved application - declined
decision overturned’.

Ifit's not clear they are self-employed or
an employer, ask them to contact IR to
update their information or let IR know
they are self-employed. Result the S2P
task ‘Referred to IR’ (this will requeue the
task with a 3-day delay, providing enough
time for the applicant to contact IR).

If you can see in the comments/notes that
the applicant was referred to IR, but after 3
days, IR still can’t confirm they are self-
employed, result the S2P task as ‘Decline
upheld’.

Add clear notes to support your decision.

Send decline upheld email.
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Step Action

Have the
qualifications
been met?

7. Unable to
contact?

¢ 8. Uphold the

' original
decline
decision

Process

If you determine the application should have
been approved (originally), then approve the
application in EES and result the S2P task
‘Approved application - declined decision
overturned’. You will also need to contact
the applicant to apologise for the confusion
and explained you have approved it.

If you still cannot determine (after talking
with your site expert or manager) whether
the applicant meets the qualifications, leave
the application as it is in EES and result the
S2P task as ‘Escalate’.

Note: all the above escalations will come to
National Office so we can help with the
decision and provide further advice for any
other situations.

You should attempt to contact the employer
3 times.

if you're unable to contact the employer,

- result the S2P task as ‘Unable to contact’.

The task will be re-added to S2P and be re-
presented againin 4 hours.

If, after 3 attempts you cannot contact the
employer, send an ‘Unable to contact’ email
and result the S2P task as ‘Unsuccessful
contact’. This will delay the task for 7 days.
If there has been no response to the email
sent after 7 days, go to step 8.

You can uphold the original decision when:

« the employer has not registered as self-
employed with IR, or

» you're unable to contact the employer by
phone, and they haven't replied to the
‘Unable to contact’ email within 7 days

Next steps:

« send the ‘decline decision upheld’ email
+ add clear notes to support your decision
» result the S2P task as ‘Decline upheld’
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Step Action Process

Note; please continue to escalate any other
application where you think the original
decision to decline is correct.

Feedback
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Wage Subsidy employer search

We have launched a website application to search for companies that have received payments
under the Wage Subsidy Scheme.

It will also show the number of applicants the payment covers and the total payment the
company received. But it does not show which staff members the application covers.

More information: Wage Subsidy Employer Search

This list should not be used to determine eligibility for benefits. The criteria for granting-benefits
is unchanged and you should continue to make the usual eligibility checks.

If an employer asks why the list was published, let them know that this was advised in the
declaration that all Wage Subsidy applicants signed. A copy of this is available on the wage

subsidy page on the Work and Income website: Declaration wage subsidy

You might receive calls from employees who have not received a payment, but see their
employer listed. Please direct these enquiries to the MSD website as there are different contacts
depending on their situation.

If you receive calls from employees who have a complaint about their employer please refer them

to Employment New Zeéland at www.employment.govt.nz/wage-subsidy-complaints.

Feedback
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