DOWN DISTRICT COUNCIL

JOB SHARE – POLICY AND PROCEDURES
1
Definition

Job sharing occurs when two people divide the full duties and responsibilities of a post between them.  The full salary and accompanying terms and conditions of service are divided proportionately on the basis of the hours worked.

2
Objectives

The objectives of job sharing in the spirit of work life balance are –

· to enable the  Council to retain the skill and expertise of staff who are no longer able/wish to continue in full time employment

· to facilitate staff who wish to continue working at the same time as meeting other personal commitments

3
Scope

Job share should apply to all posts unless it can be positively demonstrated otherwise.  The level of service provided by a Department or Section must not be reduced as a result of the introduction of job sharing.

4
Eligibility

4.1
All employees who have completed a satisfactory probationary period may apply for job share.

4.2
Each application will be considered on its individual merits taking into 

account the needs of the Council.

5
Application

5.1
Applications by employees to participate in the job sharing scheme can be in one of two forms –

5.11
Application to an advertised job share vacancy

5.12
Application by a postholder to have their post considered for job sharing. 

6
Application by a Postholder to have the post considered for Job Sharing

6.1
An employee may approach their line manager with a proposal to

instigate a job sharing arrangement.

6.2 The line manager in consultation with the appropriate Director will give consideration to the proposal.

6.3 The needs of the individual as well as the needs of the Council must be fully considered by all parties.

6.4 Applications, approved or not, should be brought to the Management Team for noting.

6.5 An employee who has been unsuccessful in their application may reapply after six months from notification of the outcome.

7 Duration of Job Sharing

7.1 Following a decision to share a post the job sharing arrangement will last until one of the following conditions happens –


7.1.1 One job sharer leaves (every effort will be made to find an alternative partner if remaining employee does not want the full post).

7.1.2 It appears that the job sharing situation is no longer practical.

8 Terms and Conditions of Employment

8.1 Each job sharer will be issued with an individual statement of employment terms and a job description which clearly defines the duties and responsibilities of the post.

8.2 Employment rights such as continuity of employment and employment protection would be those which apply to part time staff.  Potential job sharers will be advised of any loss of entitlements or statutory rights which depend on the number of hours worked eg superannuation.

8.3 The terms and conditions of each job share contract will be discussed and agreed before the job share arrangement is brought into operation.  This will include holidays, statutory holidays, mileage allowances and any other appropriate conditions.  Where this mitigates against one sharer and in favour of the other an equitable arrangement should be agreed and endorsed by the Management Team.

8.4 Where a job sharer accepts the offer of a post in a location different from their current post, they will not be entitled to payment of excess travelling expenses.

8.5 The appointment to a job share position will be subject to the successful completion of a six month trial period.  The trial period will enable managers to assess the suitability of participants and the feasibility of the job sharing situation.

8.6 If it is found that a participant is not satisfactory this would be dealt with in the normal way when a person undertakes a new post.

8.7 If it is found that the job sharing initiative has not succeeded because of the nature of the job, the post will revert to a full time job with the most recently appointed employee to the job share being redeployed at the first opportunity.

8.8 Every effort will be taken to ensure an equal balance in the division of responsibility for the job between the job sharers.

8.9 Managers must ensure that job sharers work an appropriate number of common hours to exchange information and update each other on work issues if necessary.

8.10 Any review of the grading of a post should consider the whole post, not the duties of an individual employed against part of the post.

8.11 When sharers work beyond their normal hours but not outside the normal working hours, sharers will be granted appropriate remuneration/time off in accordance with normal procedures subject to agreement with line management.

8.12 If appropriate to the needs of the service, line management may be able to determine and agree different core times and band widths with job sharers to enable flexible working hours.

8.13 Job Sharers may apply for any part/full time vacancies through the normal recruitment process but retain no automatic right to job share.

9 Cover For Sharers

Where one sharer is unable to work for more than four weeks for a reason such as illness or maternity leave the partner will be asked to cover the hours of the absent sharer in the first instance.  If the partner is unable to cover those hours, management will either seek to cover by employing a temporary person to share the post or, only in exceptional circumstances, review the arrangement.

10
Training and Development for Job Sharers

Staff employed on a job sharing contract must be provided with the same opportunities for training as full time staff.
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APPLICATION TO HAVE POST CONSIDERED FOR JOB SHARING

To be completed by employee

Name   __________________________   Grade   __________________________

Date appointed to post   _________________   Staff Number   ________________

Reason/s for Job Share

Suggested Working Week   ____________________________________________

Signature   ________________________________   Date   __________________

To be completed by Section Head (in consultation with relevant Line Manager/s)

Manager’s comments with reason/s for supporting/not supporting request

Agreed Working Week   _______________________________________________

Signature   ________________________________   Date   __________________




(Section Head)

Signature   ________________________________   Date   __________________


(Director/HOD)
Approved/Not Approved by Management Team ______________   Date  _________

(Delete as appropriate)

Received by Human Resources ____________________________________  (Date)
Action to be taken ____________________________________________________

Employee notified of outcome  _____________________________________  (Date)
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