
Schedule application procedure short-time work due to the 
Corona pandemic 

• Effective introduction of short-
time work compensation (Kug)
is essential, as the conditions
for Kug can only be met if
short-time work is effectively
introduced

• If the order is unlawful, the
employee's full claim for
remuneration against the
employer remains.

• On the legal basis. • In writing or electronically at the 
employment agency in whose 
district the company is located.

• At the latest on the last day of 
the month so that Kug can still 
be granted for the current 
month. 

• Commencement of service is 
the beginning of the month in 
which the notification is 
received; notification with 
regard to the loss of working 
hours can also be made 
retroactively.

• Issued by the 
Employment Agency

• Kug is granted at the 
earliest from the calendar 
month in which the 
notification of the loss of 
working hours is received 
by the competent 
employment agency. 

2. Ordering 
short-time work 

on this basis

3. Display of
work loss

4. Examination of
the requirements

5. Issuance of a 
notice of 

recognition 

1. Employment
law basis

• By the employment
agency.

• The Kug by the employer 
to the employees.

• Application for benefits/refunds of 
the Kug.

• To the employment agency in 
whose district the payroll 
accounting office responsible of 
the employer is located 

• To be submitted within a cut-off 
period of three months.

• Before disbursement: Check for 
factual and mathematical 
accuracy and plausibility.

• Issued by the 
Employment Agency. 

• As a rule, within seven months 
after the end of the short time 
work allowance payment for the 
settled short-time work payment 
period

• Result leads to final decision on 
eligibility

• Written notification to grant the 
legally secure conclusion of the 
service.

7. Application for 
short-time work 
compensation 

8. Notice of 
benefit 

9. 
Reimbursement 

10. Final 
examination by the 

Employment 
Agency

6. Calculation
and payment

• The short-time working 
allowance paid by the 
Employment Agency

• Usually within 15 
working days of the 
application being made. 

• Payment is made by way 
of a provisional decision.


