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1.	PURPOSE





1.1	The purpose of the scheme is to enhance job and career opportunities for part-time employees at all levels in the Council and to attract a wider range of potential applicants.





1.2	The Council recognises that there are restricted opportunities for part-time workers and that job share opens up opportunities for working on reduced hours.





1.3	Job sharing is an important recruitment and retention tool which utilises and realises the potential of part-time staff.  It's main advantages are:





*	flexibility


*	peak period cover


*	continuity


*	availability of a wider range of skills and expertise


*	commitment from staff


*	allows job and career development


*	increased productivity


*	reduction in staff turnover.





1.4	It is not the intention that full-time employees will occupy job share posts unless they wish to work part-time.





1.5	Employees cannot hold two job share posts within the Council.





2.	DEFINITION





2.1	Job share is a way of working where two people share the responsibility of one full-time job.  The work, pay, holidays and benefits are shared.  Job share is different from part-time work.  Part-time jobs have separate rather than shared responsibility.





�
2.2	Job share is an option for anyone who wants to carry on working but not in a traditional working pattern.  It can be an attractive option for parents; those who need to care for a relative; want to reduce their hours prior to retirement; attend college; or who have a disability which prevents them working full time.





3.	JOB SHARE ARRANGEMENTS





3.1	Posts can be shared in a variety of ways: for example, split days, split weeks, alternate days or weeks.  Such combinations would depend on the needs of the service and the job sharers.





3.2	Managers should consider that wherever an arrangement of work hours is being settled, the hours/days/weeks agreed with each job sharer should form a sufficiently viable package to attract new applicants should one half of the job share need to be advertised.  This should be clearly explained to potential job sharers at the earliest possible time.





3.3	It is important that the method of working and division of duties is clear and acceptable to all concerned (division may be into projects, tasks, clients or merely time).  Effective liaison and communication between job sharers is important.  In order to ensure there is adequate co-ordination and overlap, job sharers will need a formal system for communicating with one another.





3.4	Great care should be taken not to confuse working arrangements with the job description.  The latter is what is being shared, and although the duties may be divided, the overall responsibility will be shared.  The partners should always be in a position to claim that at some time each had fulfilled the duties and responsibilities of the whole post.  Without this understanding it would be possible for one partner to monopolise the most prestigious part of the work.





4.	APPLICATIONS	





4.1	All jobs are open to job share unless otherwise stated.  There is no automatic right to job share but all posts will be considered available unless the Director or Chief Officer decides otherwise.  Reasons for not applying job share arrangements should be job related.





4.2	Anyone applying to work with the Council who wishes to be considered for job sharing should state this on their application form.





4.3	Existing employees should apply through their line manager.  Job share will not depend on a partner being found.  


�
4.4	Staff can apply for a job share either as an individual or with a partner.  If they apply with a partner, their application will be treated on its own merits.





4.5	Two months notice must be given.  This is sufficient time for managers to examine how the duties and responsibilities could be organised and what working arrangements would be best. The advertising procedures should be activated as soon as this decision has been made.





4.6	Sympathetic consideration may be given to emergencies and it is open to the employee or management to reduce or extend the notice period by mutual agreement.  Commencing job share will not depend on a partner being found.





4.7	If two individual employees doing the same job on the same grade request to share one job, a job application should be made to the Director. The resultant vacant post would then be advertised.





5.	ADJUSTMENTS TO WORKING ARRANGEMENTS





5.1	These should be handled with care and sensitivity using the same principles as for full-time workers who would not expect their working patterns to be changed without full consultation.





5.2	Where one partner may be absent from work for any reason, there is no contractual right of management to expect the other partner to cover.





5.3	Where one partner has been approached and agrees to cover for an absent colleague, if the time over and above contractual hours is involved, the extra time should be paid at the appropriate rate or time off in lieu granted, whichever is more appropriate.  If the hours are merely exchanged, then there would be no salary adjustment necessary.  These arrangements must be agreed in advance with the supervisor/manager.





5.4	Managers should be aware that where changes to child care arrangements for example are necessary, additional expenses may be incurred, and it would be unreasonable for job share partners to be willing or indeed able to change those arrangements at short notice.





�
5.5	When a job sharer leaves, the remaining job sharer will have the opportunity to decide if they would like to work full-time.  The other half of the job share will be offered to them first of all.  If they decide not to take it, then the job share will be advertised.





5.6	Changes to job share arrangements should be carried out with the consultation and agreement of staff.





5.7	Further advice is available from Personnel Sections.
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