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Processing the Easter Public Holiday Payroll 
Current as at 14 April 2020 
 
For last week’s payroll (week 3) you will need to process the public holiday of Easter Friday. There 
has been different views and advice released around how to process the public holidays. The 
following guidance is our interpretation of how to prepare wages based upon the information 
available to date and is current as at Tuesday 14th April 2020. Our advice is for guidance purposes 
only, please seek advice from an Employment Lawyer if you need further clarification.  
 
For the majority of businesses, the changes you have made to your employee agreements are 
only temporary changes during the alert level 4 shutdown. Therefore, where your employee’s 
standard hours haven’t had an agreed permanent change you should pay them for their public 
holiday based on their pre COVID-19 agreed hours.  
 
Determine basis for payment of the Public Holiday 
Here are 5 main examples for processing the public holiday (assuming you have received the 
wage subsidy) 

1. Temporary change mutually agreed to pay 80% of contracted ordinary earnings while on 
leave and not working for the 4-week shutdown 
If the public holiday would have been an otherwise working day you would pay your 
employees this holiday based on agreed hours of work pre COVID-19 at Relevant Daily 
Pay or Average Daily Pay. For most this is likely to be a full day’s normal pay.  
 
You can allocate the subsidy in payment of the public holiday. The remainder of the 
subsidy and any employer top up/annual leave hours will be used to get to the 80% total 
for the week. When showing this on the payslip you may want to note down the bottom 
how much of the subsidy was used for the public holiday payment. 

2. Temporary change mutually agreed to work at 80% of hours per day for the 4-week 
shutdown (the 80% of hours are spread evenly across the week) 
If the public holiday would have been an otherwise working day you would pay your 
employees this holiday based on agreed hours of work pre COVID-19 at Relevant Daily 
Pay or Average Daily Pay. For most this is likely to be a full day’s normal pay.  
 
For the other four days your employee is working 80% of hours and paid for these. 
Therefore, the pay is one day at 100% and four days at 80%. 
 
You can allocate the subsidy in payment of the public holiday and the ordinary hours.  

3. Temporary change mutually agreed to pay 100% of contracted ordinary earnings while on 
leave and not working for the 4-week shutdown 
If the public holiday would have been an otherwise working day you would pay your 
employees this holiday based on agreed hours of work pre COVID-19 at Relevant Daily 
Pay or Average Daily Pay. For most this is likely to be a full day’s normal pay.  
 
You can allocate the subsidy in payment of the public holiday. The remainder of the 
subsidy and any employer top up/annual leave hours will be used to get to the 100% total 
for the week. When showing this on the payslip you may want to note down the bottom 
how much of the subsidy was used for the public holiday payment. 

4. Employee’s continue to work 100% of contracted hours for the 4-week shutdown 
If the public holiday would have been an otherwise working day you would pay your 
employees this holiday based on agreed hours of work pre COVID-19 at Relevant Daily 
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Pay or Average Daily Pay. For the remainder of the pay this will be ordinary hours worked.  
 
You can allocate the subsidy in payment of the public holiday and the ordinary hours 
worked. 

5. Subsidy payment only 
If you have discussed and agreed with your employees in good faith that you can only 
afford to pass on the subsidy. If the public holiday would have been an otherwise working 
day you would pay them this holiday based on agreed hours of work pre COVID-19 at 
Relevant Daily Pay or Average Daily Pay.  
 
You can allocate the subsidy in payment of the public holiday. For the remainder of the 
pay for the week this will be made up of the leftover subsidy allowance. 
 
The employee is still receiving 100% of the subsidy, it is just that a portion of this is 
specifically designated as being paid as a public holiday.  

Determining if the Public Holiday is an “Otherwise Working Day” 
Employment New Zealand have the following guidance: 
 
“If Fridays and Mondays are otherwise working days based on pre-COVID-19 working patterns, 
employees should be paid for the upcoming public holidays. The payment should be Relevant 
Daily Pay, or if it meets the criteria, can be Average Daily Pay. 
 
Determining whether a day is an 'otherwise working day' should be based on the employee's pre-
lockdown working pattern. However, if the employer and employee have agreed to a 
permanent change, this new arrangement can be used to assess whether the day is an 
'otherwise working day'. 
 
Employers can use the wage subsidy to cover some or all of their employees’ wages, including 
pay for the upcoming public holidays. 
 
Employers must pass the full subsidy amount received onto the employee, except where a 
person’s income is normally less than the subsidy amount, in which case they can be paid their 
normal salary.” 
 

If you have determined that the public holiday would have been an “otherwise working day” 
your employees will be entitled to the public holiday payment. If not, no payment is required. 
 
 

https://www.employment.govt.nz/leave-and-holidays/other-types-of-leave/coronavirus-workplace/leave-and-pay-entitlements-during-covid-19/

