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The United Nations Convention on the Rights of the Child (CRC) is at the heart of our school’s planning, policies, practice and ethos. As a rights-respecting school we not only teach about children’s rights but also model rights and respect in all relationships – Linked to Articles 3, 7, 16 (CRC)
JOB SHARE SCHEME FOR ALL SCHOOL FUNDED STAFF

1. GENERAL PRINCIPLES

· Job Sharing is a way of working where two or more people share the hours and duties of one full time job between them so that each post holder undertakes the full range of duties and responsibilities of the post and receive salary and benefits on a pro-rata basis to the full-time post.   

· Sharing is not necessarily restricted to the equal division of a post; arrangements can be introduced for sharing the duties in other ways, subject to the approval of the Governing Body and the Headteacher. 

· The decision to job share a post will be made by the appropriate Sub-Committee of the Governing Body. In making this decision, attention will be drawn to the needs of the school and relevant employment law in relation to flexible working practices.  

2. INTRODUCING JOB SHARING
Consideration will be given to the introduction of a job sharing arrangement in

the following circumstances:

i)
employees in the same school, normally on the same scale and in posts which are substantially the same, wish to share one of their posts then they should apply jointly in writing to the to the Headteacher who will forward their application to the Governing body. A decision will be given in writing following a meeting of the appropriate Sub- Committee. This will normally be within 28 days of receipt of application. If the application is approved, it will not be necessary to advertise the post that is to be shared and the arrangement can be introduced as soon as reasonably practicable. 

ii)
an existing employee who currently occupies a whole post asks to be permitted to occupy it on a job share basis. Procedure for applying will be the same as above and, if allowed, the remainder of the post will be advertised in the normal way in line with the school’s recruitment and selection procedure. In the unlikely event of a suitable job share partner not being found the Governing Body may decline to allow the existing employee to hold the post on a shared basis. If the decision is not to agree the job share the  Governors will consider any other suitable arrangements, but if none are available, the existing arrangements will continue. 

iii)
If the application is not allowed, full reasons should be provided to the employee, in writing, as soon as possible. The employee has the right to appeal to the Governing Body Appeals Panel. This should be done by writing to the Headteacher within 7 days of receipt of the Sub Committee’s decision. A meeting of the Governing Body Appeals panel will be arranged within 28days. The employee has the right to be accompanied by a trade union representative or fellow employee. The decision of the appeals panel will be communicated, in writing, to the employee as soon as possible.

3 Recruitment

Whenever a vacant post is to be filled, it will be advertised in accordance with normal arrangements.   Any vacancy open to job share will contain statements encouraging sharers to apply.

i)
In order to facilitate the matching of job share applicants, it will be necessary for recruitment literature to request details of the number of hours and times at which they are available for work and whether they are prepared to be flexible in their preferences.

ii)
Shortlisting will be carried out solely on the merits of the candidates, without regard to whether they are prospective sharers or full-time post holders.   However, to enable a whole post to be shared, it is implicit that there are at least two prospective sharers among the short listed candidates. If only one prospective sharer is shortlisted, the Governing Body/Headteacher, as appropriate, will approach that candidate to enquire whether they wish to be considered as an applicant for the post on a full-time basis. Should the candidate not wish to be considered as an applicant for the post on a full-time basis, advice should be sought from the LEA Personnel Section. 

iii)
In dealing with applications for posts that are open for job sharing, the objective will be to select the best candidate/s for the job.   Since prospective job sharers will be considered along with the applicants for the whole job, selectors may be required in choosing the successful candidate/s to make a judgement as to whether to appoint one full-time post holder or two sharers.   The overall suitability of two prospective sharers would therefore be compared with that of any prospective full-time candidate.

4
Treatment of Vacancies Arising from Job Sharing

i)
Since the objective of job sharing is to create employment opportunities, it is a fundamental principle of the scheme that job sharing will not in itself be used as a means of reducing posts.   However, as in the case of all posts, the Governing Body will assess the need for the post when it becomes vacant.

ii)
Where one sharer leaves a shared post, the Governing Body and the Headteacher will offer the post to the remaining job sharer(s) unless there are objective reasons for not doing so (eg remaining jobsharer(s) currently participating in a capability procedure). Should it be decided to offer the post to the remaining sharer(s), the following procedures will apply:

a) the offer of the whole post will be made by the Headteacher to the remaining sharer or as a job share between the remaining sharers;

b) if the offer is declined, the post (element available for sharing) will be advertised;

c) should no suitable job share applicant be forthcoming after reasonable attempts to recruit, advice should be sought from the LEA Personnel Section. 

d) Alternatively, the vacant portion of the job share post may be filled on a temporary basis where the Governing Body and Headteacher agree that this is appropriate.

5 APPOINTMENT

Letters of appointment should clearly indicate the nature of the job sharing arrangements (eg. pattern of work) and a copy of this scheme should accompany that letter.   As the full range of duties and responsibilities should be undertaken by the job sharers, it should be unnecessary to have separate job descriptions.   Prior to making appointments, the Governing Body and Headteacher must ensure that there is agreement on the tasks and working arrangements to be undertaken in order to meet the full role expectations of the job and documents suitably endorsed to express agreements reached.

6.
TERMS AND CONDITIONS OF EMPLOYMENT
The conditions of service applying to job sharers are as prescribed in:

i)
The “Burgundy Book” for collective agreements negotiated nationally, the Teachers’ Pay and Conditions Document, the NJC Pay and Conditions of Service Single Status ‘Green Book’ and the Regulations of the City and County of Swansea.

ii)
local collective agreements agreed by the Governing Body and/or the LEA and the Support Staff/Teachers’ Associations.

7 Contract of Employment

The following special conditions will apply to job sharers:

i)
Each partner to a job share will hold an individual contract of employment.

ii)
The job description issued will be that prepared for the established post with an addendum to reflect agreements reached concerning working arrangements and indicating that the full duties and responsibilities of the post will be undertaken.

8
Hours/Days of Work
i)
In principle, time can be shared either equally or unequally between sharers.   Consideration will be given to the needs of the individuals concerned and the school at which they will be employed.

ii) The hours to be worked will be individually stated for each partner to the job

 share.   Total hours must not exceed nor be less than those of the established post.

iii) There is no requirement that job sharers work a portion of each working day, although this may be the case.

9.
Rate of Pay
i)
Pay will be pro-rata to the salary for the post, for the number of hours worked.   Commencing salary and incremental point will be determined on an individual basis and for teachers this will be in accordance with the School Teachers’ Pay and Conditions Document.

ii) Although the full-time pay for a shared job will be shared pro-rata, it is possible 

for job sharers not to receive the same pay for equal hours.   An example of this would be where one sharer is paid more to reflect more experience.

10.
Sickness
The provision of the national schemes of conditions of service will apply to job sharers, pro-rata to the hours worked.   Prospective job sharers are advised to check the effects of reduced average weekly earnings on statutory sickness entitlements.

11.
Maternity/Paternity/adoption/special Leave
i)
Job sharers will be entitled to leave in accordance with standard terms and conditions of service and pay shall be on a pro rata basis.

12. Superannuation
Job sharing employees will be reminded that they need to opt-in to their respective Superannuation Schemes.   The Authority will inform job sharers of their personal pension position. Advice should be sought from the appropriate department.

13.  In-Service Training

i)
Sharers will normally be required to attend all 5 Statutory INSET days. However, consideration will need to be given to those sharers who, because of their particular pattern of work, will be absent from work on the days when such training takes place. The LEA Personnel Section will be able to advise on making alternative arrangements, for example, introducing additional payments, arranging time off in lieu etc..      

ii) Employees who are sharing a job will have access to training opportunities on 

the same basis as their full-time colleagues, and shall be entitled to attend courses for their full duration.

iii) Sharers should normally attend training days other than statutory INSET days on 

a basis equating to their individual working arrangement.   Attendance and timing of such training will be determined following consultation and agreement.

14.  PROMOTION
Job sharing partners together or individually will be considered for promotion in the same way as all other employees.   

15.
CHANGEOVER/OVERLAP ARRANGEMENTS
In order to ensure continuity, arrangements will be made for consultation between partners where required.

16.  COVER ARRANGEMENTS
The Headteacher will follow the normal arrangements for cover during periods of 

sickness absence or maternity leave.

17.  Grievances
Any grievance relating to the interpretation and application of these 

arrangements/conditions should be raised through appropriate agreed grievance 

procedures.

18  Positive Action


In seeking to encourage the promotion and take up of this scheme by Governing Bodies and Teaching/Support Staff, it is important, if the scheme is to be widely used, that it be publicised as widely as possible so that employees and job applicants are aware of the scheme and the part they can play in it. 

19  Overtime and other premium payments (support staff only).

Such payments will only be made to an individual sharer who exceeds a full standard working week. Otherwise, payment for additional hours worked will be at plain time rates.
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