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Job Share Arrangements for Support Staff (People Management Handbook for Schools)
1. Introduction
1.1 Job sharing is where two colleagues voluntarily share the duties and responsibilities of one full time post.  The salary and conditions of service of the post are shared between the post holders according to the hours they work but each job sharer holds an individual contract of employment. 
1.2 Job sharing is different from working part time.  Part time working is where either the school requires a job to be carried out for a specific number of hours by one colleague or where a colleague has reduced their hours from full time to part time as a result of their request to work more flexibly.
1.3 Managers should be aware of the need to follow guidance in 'The Right to Request Flexible Working' policy, when considering all requests under this scheme.  
2.
Jobs Open to Job Sharing 

2.1 The scheme is open to all employees and prospective employees subject to approval of the governing body. It is the City Council's policy that all posts are automatically regarded as available for job sharing unless there are specific operational reasons preventing this. Further advice can be obtained from the school’s HR advisor.  
3.
Existing Colleagues 

3.1
All colleagues should have the right to share their existing job, providing their post has not been excluded from the scheme as detailed above.  If a job share application is granted, the remainder of the post should be advertised without delay.  If possible, this should be within six weeks from the date the original job share application was approved.

4.
Conditions of Employment 
4.1
Job sharing arrangements will have an impact on a number of key terms and conditions of employment as detailed below:


Hours/Days of Work

4.2
The majority of job share arrangements are 'split' 50/50 (i.e. 18.5 hours for each post holder).   In determining the best 'split', consideration should be given to both the needs of the colleagues concerned and the requirements and work demands of the role. 

4.3
Job sharers need not work a proportion of each working day.  Time can be worked by an am/pm split, or with the week split from Monday to Wednesday and Wednesday to Friday.  Any other combination can be   agreed as long as it takes into account the needs of both colleagues and the requirements of the role, service and department.
4.4

An overlap period for 'contact and co-operation' can be built into the 
arrangements, so that sharers can exchange information or carry out 
some work together. 

4.5

The detailed arrangements in relation to hours/days of work should be 
agreed between the sharers and their Line Manager.


Pay 

4.6
Pay will be shared pro-rata. It is possible for sharers to be paid on different scps, for example, one sharer may have longer service with the City Council.


Overtime

4.7 
Where applicable, overtime rates will only apply where each individual sharer exceeds 37 hours per week. (This arises because job sharers have individual contracts of employment and to avoid anomalies with the treatment of part-time colleagues).


Holidays 

4.8 
Annual and public holidays are shared on a pro-rata basis. In order to ensure a fair split, details should be agreed between the sharers and their Line Manager. Refer to ‘Annual Holidays’ and ‘Public Holidays’ in the People Management Handbook. For term time workers, this will be accounted for in their pay formula.
Workplace Parking Charge (WPC) Scheme 
4.9 
Colleagues will be able to join the City Council’s WPC Scheme and be issued with a car parking permit on an individual basis.


Training 
4.10
Colleagues sharing a job shall have the same access to training and 
development facilities as full-time colleagues and when on training 
courses outside their normal daily hours they will be paid on the same 
basis as full-time colleagues.
5.
Maternity/Adoption
5.1
Provided their post is not excluded from the scheme, colleagues returning from maternity/adoption leave will be given the opportunity to return to their own post on a job sharing basis, subject to business needs and a partner being found. 

5.2
Colleagues who decide they would like to return on a job share basis should follow the procedure in the Council’s Maternity and Adoption Leave Scheme and Right to Request Flexible Working Policy. They must give their head teacher at least 3 months’ notice, prior to their return date, to enable their request to be considered and appropriate arrangements to be put in place, which may include recruiting a job sharing partner. 

5.3
Returning to work as a job sharer can be used to meet the requirement to return to work for a period of three months in order to qualify for the 12 weeks half pay during maternity leave.

6.
When a Job Sharer leaves

6.1
When a job sharer leaves, the following action will be taken in relation to the remaining colleague:

a)        The job will be offered to the remaining job sharer on a full-time basis; 

b)
If the remaining colleague wishes to continue job sharing, the school will attempt to recruit another job share partner;

c)
If, after a period of six months, a suitable sharer has not been found, the options available will be discussed with the colleague concerned.  These may include redeployment to another post within the school and/or the possibility of being offered a new contract of employment on a part time basis. 

7.
Pension Scheme


Individual job sharers belonging to the Local Government Pension Scheme are strongly advised to seek advice on their pension rights from the Pensions team (pensions@nottinghamcity.gov.uk, tel: 0115 876 2270).
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