2.7
Job sharing
1.
Introduction

1.1
All posts will normally be eligible for job sharing unless the Chief Officer excludes them in line with our established policy.  Where we exclude a post from the job share scheme, you can appeal against this to the Head of Department or Assistant Chief Executive – Personnel, or named representative.

1.2
The definition of job sharing is where two employees voluntarily share the duties and responsibilities of one full time job.

1.3
The Chief Officer will decide the working arrangements, responsibilities and any changes to a particular job after consulting the job sharers.

1.4
We will apply all conditions of service in proportion to the number of hours worked, unless a local, provincial or national condition states otherwise.

2.
Annual leave and sick leave

2.1
We will work out annual leave, including extra statutory days and locally agreed additional days, on the number of hours worked in relation to the normal working week.  We will work out the entitlement in working days and convert this into hours to avoid any confusion that may arise due to complicated working arrangements.  Subject to the normal conditions, demands of the service and approval by management, we will not stop job sharers taking annual leave at the same time.

2.2
If you work full-time and the Chief Officer agrees that you can work on a job-share basis, any outstanding holiday entitlement you have would be proportionate to the hours now worked.  For example, if you worked full time (35 hours) and have an entitlement of 20 days’ annual leave, and you start job sharing for 17.5 hours a week, your leave entitlement would be reduced by half. 

2.3
If you are a woman who has been on maternity leave and you are returning to work on a job share basis you must take any annual leave you have built up on maternity leave all at once before you begin the job share arrangements.

2.4
We will divide public holidays fairly between job sharers whichever days they work.  The line manager will approve these arrangements.

2.5
We will base the right to sick pay for each job sharer on the length of their service that qualifies for paid sick leave.  We will base payment for sickness absence on the number of hours worked.

3.
Stopping the job share arrangement

3.1
If you leave the job-share partnership, the Chief Officer will decide whether we should fill the vacancy, taking account of the effect on the service and the financial situation.

3.2
If we decide to fill the vacant half of the post, the Chief Officer will decide whether to offer the job to the remaining job sharer on a full-time basis.  They will use available information to assess if the employee is able to carry out the duties of the post full-time.

3.3
If a job sharer is not offered the other half of a job share when it becomes vacant, and the offer has not been made for budgetary reasons, they have a right of appeal against the decision.  They must appeal to the Head of Department or named representative within three working days of being told of the decision.

3.4
If the remaining job-sharer does not want to carry out the duties of the full-time post, the Chief Officer will decide whether another job sharing partner should be found, by the usual appointment methods. 

3.5
Until someone else is appointed, the Chief Officer will decide after consulting the remaining job sharer, what alternative arrangements may be needed to make sure that the duties of the job are covered on a full-time basis.

3.6
If we cannot find a suitable job sharing partner within a reasonable period (six months) from the date the previous job-sharer left, we will try to redeploy the remaining job-sharer in line with our redeployment procedure, or whatever appropriate policy we are using at that time.

