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1.
DEFINITION OF JOB SHARING
Job Sharing is a form of employment where 2 or more people share the duties and responsibilities of one full-time post.  The salary and Conditions of Service of the post are divided between the job holders according to the hours that they work and each job sharer holds an individual contract of employment.

2.
BENEFITS OF JOB SHARING
2.1
To Employees
Job Sharing may appeal to:
‑
those who have family responsibilities which restrict the hours per week they can work e.g. those with children, sick or elderly relatives;

‑
those who have a disability or ill-health which prevents them from working full-time;

‑
those who wish to combine work with part-time education or voluntary work;

‑
those who wish to ease into retirement.

2.2
To Royal Greenwich
Job Sharing can assist with:
‑
Opening access to a larger labour market of people who cannot or do not want to work full time.

‑
Retention of experienced employees (e.g. making it easier for people to return to work after maternity leave or illness) thereby reducing the costs of recruiting and training new employees.

‑
Creating greater flexibility within the workforce (e.g. making it easier to cover peak work demands).

‑
Providing a larger pool of knowledge and experience (e.g. two job sharers will often bring a broader range of skills, knowledge and approach to a job than a single post holder).

‑
Providing a greater continuity in service delivery (e.g. reduced impact of annual leave and sickness absence because at least half the job continues).

‑
Improving productivity and efficiency (e.g. full concentration is often easier for short periods, particularly where a job is intensely repetitive).

3.
HOW JOB SHARING CAN BE AGREED
There are various ways in which the time may be divided for job sharing.  Different posts are suited to being shared in different ways, though most job share arrangements benefit from some overlap period.  The main options are:
a)
Day Share          
‑  i.e. morning and afternoon split.

b)
Half Weekly Share 
‑  2.5 days a week each.

c)
Weekly Share       
‑  One week on, one week off.

Managers need to ensure that the arrangements are working satisfactorily both from the point of view of the job sharers and Royal Greenwich.  In some cases this may result in agreement to amend the working arrangements.

4.
EXCLUSION PROCEDURE FOR JOB SHARING
4.1
Royal Greenwich has agreed that all full time jobs are eligible for job sharing unless the Chief Officer of the department has decided that certain posts are unsuitable for job sharing.  The Part-Time Workers (Less Favourable Treatment) Regulations 2000 requires employers to provide a written and objective justification of the reasons for exemption for each post.   A pro forma Objective Justification for Excluding Post needs to be completed where applicable and kept by HR for reference when recruiting.

4.2
Whilst such posts may initially fall under the categories listed below, all posts in categories (ii) & (iii) must be numbered and listed separately including those that share a common job description.  This will ensure that any variances in the duties of the listed posts can be addressed.   

(i)
individual posts
(ii) a group of posts, e.g. Social Workers
(iii) a total grade within a department or part of a department
4.3
The Regulations makes it unlawful to treat a part-time employee less favourably than a comparable full time employee and gives protection to existing employees who apply for the benefits of the job share scheme.  Full time workers who have moved to part time hours are covered as are those returning to part time hours after absence, such as maternity leave.  

4.4 The objective justification for exemption should be reviewed before advertising a 
vacancy on the “Exclusion list” or when a request for job sharing is received from an 
existing employee to reflect the currency of the situation.   Identifying and recording 
an objective justification would help the department’s focus on its service objectives 
and provide a defence against any discrimination claims.  

4.5
In addition to identifying the service objective, the Chief Officer should consider:

a)
The complexity of the job.

b)
The need for handover periods.

c)
The most suitable arrangement to maintain service delivery and cover.

d)
The views of departmental Shop Stewards for the relevant group of staff.


The need to supervise staff is not an adequate reason to refuse job share (e.g. supervisors in industry commonly take over from each other on shifts using day-books or other communication media).

4.6
When preparing an advertisement, departments must indicate on the advertisement form if the post is to be excluded from job sharing, otherwise the post will be advertised as open to job share.

5.
JOB SHARING FOR EXISTING STAFF
5.1
Existing employees will have a right to apply for vacancies on a job-share basis unless the post is on the list of excluded posts.

5.2
An existing full-time employee may formally apply for a job share arrangement to be agreed in respect of their job, unless the job appears on the exclusion list.  The application must be made in writing to the Chief Officer of the employing department with relevant details including the proposed days, hours and commencement date.  The employee must give the Manager reasonable notice, which should not be less than one month, to explore the feasibility of the request.   Both parties need to agree the arrangements for job share with due regard to service delivery.  If the request to job share is agreed, a new contract should be issued and the remaining position advertised.   

5.3
Women returning from maternity leave are permitted, subject to the exigencies of the service and the agreement of the Chief Officer, to work flexible or variable working hours in order to fit in with their domestic arrangements on either a short-term or long-term basis.  Permission will only be refused in circumstances where there are significant detrimental effects on the cost or quality of service delivery.

5.4
If an employee believes that they have unreasonably been refused the opportunity to job share, they may raise the matter through the grievance procedure.  Similarly, the employee can use the grievance procedure if a Chief Officer excludes any other post from job sharing and the employee can demonstrate a close interest in the post (e.g. it represents a promotional opportunity).

6.
RECRUITING AND SELECTING JOB SHARERS
6.1
As a general principle all vacancies (other than those agreed for exclusion) will be advertised as suitable for job sharing.  Advertisements for such jobs will carry the statement "Unless otherwise stated, all jobs are open to Job Share.  You are welcome to apply for job sharing, either with or without a partner".  
6.2
Arrangements for recruiting and selecting job sharers will follow the normal Recruitment and Selection Procedure.  Since job sharers may be required to undertake the full duties of a post the panel must satisfy themselves that any successful job share applicant meets the full criteria for the post.

6.3
Job share candidates should be interviewed individually and allocated the same amount of interview time as all applicants to assess their individual abilities.  However, for joint job share applicants an additional meeting with both partners should be arranged to discuss the proposed working arrangements for sharing and assess if a satisfactory agreement can be achieved.  This meeting should cover the hours of working, the overlap time, providing cover and all aspects of their employment conditions which may require agreement between both sharers.

6.4
At the conclusion of the selection procedure the interview panel will assess the abilities of all individual applicants and may decide to:

a.
appoint any applicant on a full- time basis;

b.
appoint joint job share applicants;

c.
appoint one partner from a joint job share application and advertise the remaining job share vacancy, or,

d.
appoint any two or more job share applicants.

6.5
Where job sharers are recruited, it is necessary to ensure that each job sharer is given a separate Contract of Employment.  The offer of appointment must make clear the pay and hours of work on a pro-rata basis.  Clearly as the duties will be shared, the grade of the sharers will be the same, but the incremental point may differ.

6.6
The job sharers contract can include provisions for a review of the working arrangements but it will not be possible to amend the basic provisions of the contract without the agreement of the job sharer.  For example, where it has been agreed that a job sharer would only work on specific days/hours, it will not be possible to require the person to work on other days/hours without his/her agreement.

6.7 
It is preferable for new employees who are job sharing to go through the induction 
process together and are given time to discuss and familiarise themselves with the 
working arrangements.  For example job sharers could overlap their working hours to 
hand over and discuss allocation of work and other work related issues which both 
sharers could benefit from.

7.
REPLACING JOB SHARERS
7.1 In the event of one job sharer leaving, the hours of work previously undertaken by that person shall first be offered to the remaining job sharer on a full-time basis.  In the event that such an alteration in working hours are unacceptable to the remaining job sharer, then another job sharing partner shall be sought by the normal recruitment procedure.

7.2
When recruiting to a job share post, the remaining job sharer should be consulted at the advertising stages, but not at the person specification stage or in the selection or interviewing process.  The degree of consultation will obviously increase in ratio to the complexity and sensitivity of the duties and responsibilities of the post.

7.3
If it has not been possible to recruit a job share partner, advice should be sought from HR on how to fill the vacancy.  If, following consultation with HR, and at least 2 advertisements it proves impossible to fill the vacancy, the Chief Officer must consider alternative arrangements for covering the full time duties of the post.  These arrangements may include offering the existing job sharer redeployment to a suitable alternative job or making some changes to the formal authorised establishment of the section/department.  Pending a new appointment being made, the Chief Officer may consider a temporary appointment to ensure the duties of the job are covered.

8.
MANAGING JOB SHARE

Please also refer to Employment Provisions for Job Sharers when managing a job 
share.

8.1
Communication
To enable job sharers to work effectively, managers need to ensure that job sharers understand the employment provisions of job sharing and that good communication exists.  For example,

i.
Workplace communication should reach both sharers (including details of team meetings etc.).

ii.
There must also be good communications between sharers and it may be necessary to assist them in developing appropriate systems so that each can tell how tasks are progressing.

8.2
Hours and Working Arrangements
Hours should be organised to suit both the needs of the service and the employee.  However, managers should always consider whether proposed working hours arrangements will provide a sufficiently viable package to attract suitable new applicants, in the event of one job sharer leaving.

8.3
Pension Consideration
It is important to draw to the attention of staff already in the service who are considering changing from a full time post to working on a job share basis that any reduction in working hours will affect their pension.

For members of the Local Government Pension Scheme who are employed part-time, scheme membership is converted to the full-time equivalent length.  A reduction in hours worked will therefore reduce the amount of scheme membership accruing from the date of the change in hours.

The final pay used to calculate retirement benefits is based on the full-time equivalent pay so, provided employees remain on the same grade when reducing their hours, pension benefits already accrued are unaffected by the change; an exception to this is the death grant which is based on the actual part-time pay.

Employees may wish to consider the merits of purchasing Scheme Added Years or pay Additional Voluntary Contributions (AVC) to enhance pensions and death benefits.  These additional contributions can be made temporarily or permanently.  Employees are advised to clarify their particular position with the Pension team.

8.4
Sharing Duties and Responsibilities
There are no set rules for allocating duties and responsibilities between job sharers.  The aim must always be to set up the most effective arrangements for service delivery.

Although the tasks and duties may be divided between job sharers, the overall responsibility must always be shared.  Without this understanding it would be possible for one partner to monopolise the most prestigious areas of work.  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 if that is the agreement at the outset.

8.5
Adjustments to Working Arrangements
Where a post is to be shared by 2 or more people, any amendments to the job description will need to be agreed by the post holders and the manager.

Any review or discussion for adjustment to working arrangement should be handled with care and sensitivity using the same principles as for full‑time workers who would not expect their working pattern to be changed without full consultation.

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.  It would not be unreasonable for job sharers to be unwilling or indeed unable to change domestic/child care arrangement to amend their working hours or to attend training courses at short notice.

Where one partner is on maternity leave, the other partner should first be offered the extra hours to cover the leave.  If this is not agreeable, then the vacancy must be advertised.


