Bradworthy Community Primary School
School Policy Statement

for

Job-sharing

Rationale

The governing body of Appledore Community Primary School and Nursery view job-sharing arrangements positively.  They see it as a way for encouraging teachers who have family commitments to remain within the teaching profession. 

A job share is where more than one person in aggregate share the duties and responsibilities of one full-time post, dividing the hours between them.

The difference between job share partners and part-time workers is that job sharers are dependent on one another to undertake the aggregate of the duties of the post whereas a part-time employee has a discrete job which stands alone and is not dependent on another person.

All the duties and responsibilities of the post must be covered by the two employees. This may not necessarily mean an exact split of all duties as the strengths of the individuals may determine how duties are shared. However, each job sharer should be able to carry out any of the duties of the post if required to. 

Every job share request needs to be seriously considered by the governing body balancing the needs of the school and the needs and rights of the member of staff.

This policy is taken directly from the recent advice given to Devon schools (12th November 2002).

Purpose

1.  To outline the benefits of job share arrangements.

2.  To outline points for consideration before entering into an job share arrangement. 

3.  To set out the requirements for initiating job share arrangements.

3. To set out the guidelines for job share contracts and job descriptions.

Guidelines

1 Benefits of job share arrangements

1.1 To the employer:

( the school will benefit from two people’s  knowledge, skills and interests rather than just one;

( valuable staff, who are no longer able or willing to work full-time will be retained;

( staff have increased enthusiasm and energy as their family and other commitments and work commitments can be balanced;

( widely reported educational and organisational benefits to pupils as they receive a range of teaching experience from teachers who may have more than one specialist areas of expertise between them and are provided with role models of co-operation.  

1.2 To the employee:

( allows more flexibility to balance work with childcare or other family commitments or outside interests, including part-time studies;

( enables staff who might otherwise have to give up their jobs to remain employed - for example if the employee's health deteriorates or s/he has a  disability and  would find it difficult to work a full week.

2 Issues to be considered when requests are received

2.1 The practicalities of any given case should be examined by the headteacher to see the most effective way in which the request can be accommodated, taking into account the duties of the post and the need to maintain cover and continuity.

2.2 Some of the questions to be considered, include: 

(i) What steps will be taken to ensure that parents are confident that their children’s

education and the delivery of the National Curriculum will not be adversely affected?

(ii) What timetabled commitments will be made to facilitate the sharing of the post

(eg provision for handover, continuity of teaching etc?)

(iii) What steps will be taken to ensure that the duties and responsibilities of the post

are shared and at the same time are clearly defined to both partners and the school’s

management?

(1v) What steps will be taken to ensure that the sharing of the post and division of duties and responsibilities do not create an unfair balance in duties or an unacceptable level of responsibility to one or both parties?

2.3 The headteacher will make a recommendation to governors having considered how to facilitate the job share. The headteacher will make any written submissions  made by the teacher(s) available to the governors. 

2.4 Governors must seriously consider each individual request to job share, taking into account the emphasis on family friendly policies contained in current and forthcoming legislation..

2.5 Case law has established that a refusal to job share can be indirectly discriminatory against women.  Governors are required to consider the discriminatory impact on the individual of the requirement to work full time and to balance this against the needs of the school.  The process undertaken and matters considered should be fully documented in governors’ committee minutes.  Headteachers and governors should be aware that refusing job share requests may be discriminatory acts and are strongly advised to seek HR advice before any final decision is made.

2.6 If governors do not feel able to agree a request to job share, they must fully explain the reasons to the individual in writing following the meeting at which the decision is made.

2.7 Employment tribunals have determined that job share applications can only be refused for sound operational reasons and that employers must be able to demonstrate objectively that the post concerned is not suitable for job share.

3 Initiating job share arrangements

Applications for vacancies 

3.1 Posts being advertised should make clear if they are not available for job sharing, otherwise candidates may reasonably assume that a post may be job shared. If the governors determine that a post cannot be job shared they must have specific reasons which are documented in governors’ committee minutes.

3.2 Applicants for advertised vacancies should state their wish to job share in their application form.  

3.3 It is not appropriate to expect applicants who indicate a wish to job share to identify a potential job share partner.

3.4 If two potential partners do apply for an advertised post, they should be interviewed separately and decisions regarding their suitability made on each individual candidate at the end of the selection process.  If one of the applicants involved in a joint application is found to be unsuitable, the post should be offered to the successful candidate on a job share basis and either the other part of the job share post offered to an alternative and suitable applicant, if there is one, or readvertised.

3.5 Prior to finalising appointments the selection panel should ensure that the division of tasks meets the needs of the school, is attainable and that the candidates understand how the job share arrangements will operate.  Where appropriate an addendum to the job description may be agreed. 

3.6 In the event of the non appointment of a prospective employee the headteacher, where requested to do so, will, in line with good practice, give feedback on how the applicant did not meet the selection criteria.

Applications from existing staff to job share a post

3.7 Consideration should be given to any requests from existing staff for a post to be job shared.  Existing employees should submit their proposals in writing to the headteacher.  

3.8 When such a request is received, the issues for consideration are as described on the previous page.

3.9 Where there is a need to advertise for a job share partner, the headteacher and governors may wish to approve the request in principle, dependent upon a suitable partner being recruited at advert.

3.10 Headteachers considering refusal of a job share request are strongly advised to seek advice on the legal aspects of such a decision from their link Personnel Officer, before informing the member of staff.  The new Employment Act is bringing in a requirement to seriously consider all request for flexible working from employees with 26 weeks service on the basis of childcare commitments for individuals with children under 6 (or disabled under 18). It will set out a statutory procedure which will have limited permissible reason for refusal. Further advice will be given when final details are received.

3.11 If governors decide that they are unable to accommodate this change at that time, they should notify the employee in writing the specific reasons for the refusal of the request. As stated earlier, refusal could be deemed to be discriminatory. There will be a right of appeal though the grievance procedure. Therefore all earlier discussion and consideration should be by a governors’ committee, to allow for appeal to different governors.

4 Guidelines for contracts and job descriptions

4.1 Each job share partner will have an individual contract of employment.  The job title will be that of the established post with the endorsement “job share”.  The job description will be that prepared for the full-time post with an addendum if necessary to reflect agreement where overlap/continuity or specific responsibilities are required.

4.2 Days/hours of work

4.2.1 Hours and days on which individuals are required to work should be made clear at interview.  The hours must be stated in the contract of employment.

4.2.2 The actual division of the working week and the hours to be worked should be

determined by the headteacher and Governors, in consultation with the teachers. 

4.2.3 Between the job share partners in a teaching post, the headteacher may direct

use of the full working time for a full-time member of staff, that is 195 working days and the 1265 hours of directed time.  Job sharers should be entitled to at least the same proportion of non-contact time as a teacher employed in the post on a full-time basis would receive. Support staff must cover between them the full hours and duties associated with the post.

4.2.5 Various working patterns could be adopted, provided they fit in with the

curriculum/timetable.   These could be: mornings and afternoons; alternate half days; alternate days; splits of a week, ie Mon, Tues, Weds am/Weds pm, Thurs Fri; alternate weeks; two week pattern.

4.2.6 The headteacher should agree with each member of staff which sessions and

meetings etc they are required to attend and this should equate to the total hours of work.

4.2.7 Children with special educational needs will be the joint responsibility of both

staff.  It will be necessary, therefore, for both staff to ensure that they are each aware of any consultations with educational psychologists and other outside agencies being carried out.

5 Meetings after school 

5.1 Consideration should be given to allocating meetings so that they are shared between the partners.  Some schools have staff meetings on alternating days of the week to allow each partner to attend on alternate weeks.

5.2 If both job share partners would normally be expected to attend parents’ 

evenings, arrangements for additional payments or time off in lieu would need to be clear before the meetings.

5.3 It may be unreasonable to require an individual to attend meetings of a short

duration, other than parents’ evenings, on days when they would not normally work.  Therefore, careful consideration should be given to setting out requirements clearly at the start of the  contract.

6 Development days

6.1 A job share teacher is expected to attend a pro-rata number of teacher development days.  It is for the headteacher to decide which teacher development days are to be attended on the basis of those which would be in the best interest of the school and the teacher concerned. Best practice would be for the teacher to attend all development days and additional payments, to be made, as appropriate.

6.2 If a teacher development day is planned for a day on which the teacher would not normally work and the headteacher wishes them to attend, the teacher will be paid for the additional hours or a mutual agreement may be made for the employee to attend the development day in place of another working day that week.

7 Cover for sickness

7.1 There can be no requirement for one job share partner to cover for the other’s absence in the case of sickness.  However, within their contracted hours job sharers are expected to help cover for the absence of other members of staff on the same basis as other teachers.

7.2 Where a job sharer does voluntarily cover for the absence of the partner on a supply basis, and for the period concerned is therefore undertaking full-time duties, payment will be at the appropriate supply rate in line with the school’s pay policy.  

8 Salary and incremental progression

8.1 The starting salary of each job sharer shall be in accordance with the normal starting salary appropriate for his/her experience and qualifications, and then calculated as a proportion of the full-time salary  based on the number of hours worked by that person.

8.2 Each job sharer could, therefore, be paid on differing spinal column points of the scale. Normal incremental progression will apply.

8.3 Where appropriate, and as agreed by the governors/headteacher, management allowances may be shared by two job sharers in the same proportion as the split of hours.

9 Pension arrangements

9.1 Job sharers have the option of electing to join/remain in the Teachers Pension scheme or the Local Government pension scheme for support staff.   Employees are advised to contact the appropriate pensions administrator to discuss the arrangements for joining the scheme or the effect that a drop in hours may have on their pension. This will be at County hall for non-teaching staff and Teachers’ Pensions for teachers.

10 Induction period (teachers)

10.1 The induction period for newly qualified teachers who are employed in a job share is calculated pro rata so that the same number of school sessions is covered as for a full-time teacher.  For example a person who works 0.5 of the full-time hours at a school operating a 3 term year, the induction period will be 6 school terms.

11 Probationary Service - support staff

11.1 A support staff job sharer whose suitability for employment is subject to the satisfactory completion of a six month probationary period shall be assessed in the same way as a full-time employee.  In the event of a job sharer failing the probationary assessment, then the procedure as outlined below will apply.

12 Overtime payments - support staff 

12.1 A job sharer will be required to work hours equal to a full-time working week before overtime can be paid.  Overtime will be paid in accordance with National and Local Terms and Conditions of service.  

13 Annual leave - for all year round support staff

13.1 Standard leave entitlement under the local conditions of service (including additional days granted for long service) will apply pro-rata to the number of hours worked.  Existing employees with protected leave entitlement who opt to participate in a job sharing arrangement will receive their protected entitlement on a pro-rata basis.

13.2 Both partners will be paid pro rate for public and extra statutory holidays in accordance with their job share and local agreements.  

14 Sick leave/maternity leave

14.1 Job sharers will be entitled to the maternity and sick leave provisions in the national and local conditions of service.

15 Training

15.1 Job sharers will have access to the training opportunities on the same basis as full-time employees.  Access to financial assistance under the post entry training arrangements will apply as for full-time employees.

16 If one job share partner leaves

16.1 When one job sharer leaves then the following procedure should apply:


( Consult with the remaining job-share partner 

( The full post will be offered to the remaining partner

( If the remaining partner does not want the full post, the governors will advertise for a job share partner for the vacant hours. 

16.2  In the event that no suitable applicant can be found to fill the remaining job 

share the governors will need to consider whether the post may be converted to part-time hours (at an equivalent or higher (if the remaining postholder agrees) number of hours than those currently worked) on a permanent basis.

16.3  In the event that no suitable applicant can be found to fill the remaining job

share and the post is not made permanent on a part-time basis, the decision may be made to reinstate the post as full-time, having considered the needs of the service and the wishes of the remaining job share partner.  

16.4  Every effort should be made to find an alternative job share or part-time post

but if this is not achieved the remaining job sharer must revert to full-time hours or their contract may have to be terminated. HR advice must be sought before this course of action is to be considered.  

16.5 Imposing a requirement to work full-time may be indirectly discriminatory and the school will need to show (and document) that it and the LEA has gone through the process of attempting to find a way of continuing with the job share arrangement/converting to part-time/flexible hours etc and can justify the need to go back to that person working a full-time post.

16.6 Any query regarding the interpretation of these arrangements and conditions should be raised with the Link Personnel Officer designated to your school.

This policy was adopted by the full governing body on in March 2003.

(Minute ref:   )

It will be reviewed by the Finance / Personnel Committee in February 2004.
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