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GUIDANCE NOTES ON JOB SHARING - EMPLOYEES

1.
WHAT IS JOB SHARING?


Job sharing is a way of working where two or more people divide one full-time job between them.  Each sharer does a proportion of the work.  Pay, holidays and other benefits are divided between them, based on each individual’s length of service and placing on the salary scale.

2.
WHAT IS THE DIFFERENCE BETWEEN JOB SHARING AND PART-TIME WORK?


Although job sharers work part-time hours they should not be classified simply as part-timers.  The aim of job sharing is to increase the variety and range of work available to those not seeking full-time employment without reducing the number of full-time jobs in the organisation.

3.
WHAT SORT OF PEOPLE JOB SHARE?

3.1
Individuals who have a dual commitment to work whilst also caring for children, partners or other relatives.

3.2
Employees returning from maternity leave.  Job sharing helps them to cope with career and family thus retaining the benefits of their skills and experience.

3.3
Employees who wish to reduce their working hours as a pre-retirement option to ease the transition from full-time work to retirement.

3.4
Newly qualified staff for whom insufficient full-time vacancies are available.

4.
ARE ALL JOBS OPEN TO JOB SHARE?


All jobs are potentially open to job share, except where there are demonstrable reasons why a share arrangement would adversely affect the service.  In some circumstances, trainee positions may not be open to job sharing.
5.
HOW DOES JOB SHARING WORK IN PRACTICE?

5.1
Job sharers, in conjunction with management, can organise their jobs in different ways.  For example:


(
One person works every morning and the other every afternoon.


(
Each works 2.5 days.


(
Sharers work one week on/one week off.


(
Sharers work 3 days one week and 2 days the next.


Different arrangements will obviously suit different people and posts.

5.2
Job sharers' hours can overlap - they do not always have to work "opposite" each other.  In some full-time jobs there are times of the day/week/month when the workload is heavy and yet at other times is less.  In this situation both job sharers could work together to cover the busy periods as agreed with their manager.

5.3
Job share partners can divide the working week between them.  They can also, if appropriate, divide the duties of the post each taking the lead for particular elements.  Alternatively, both partners can cover the full range of duties during their period of the working week.

5.4
All arrangements with the organisation of the sharing of the job are a matter of consultation and agreement between the parties taking into account the needs of service and needs of the job sharers.

6.
HOW ARE HOLIDAYS SHARED?

6.1
Holidays are shared pro-rata and should be arranged and authorised in the usual way by agreement with the Line Manager. 

6.2
As a general rule it would be advisable for sharers to take their holidays at different times so at least half cover is provided when one sharer is away (thus providing NHS Fife with an advantage over one full-time post-holder).  There is no general requirement for this to be the case.  There is also no expectation that sharers would work extra hours to provide cover across the post.  It is for individuals and managers to work out these details.

7.
WHAT HAPPENS ABOUT PUBLIC HOLIDAYS?

7.1
Arrangements should be made between the job sharers in conjunction with their manager to ensure a pro rata division of public holidays is allocated, as detailed in the Agenda for Change Annual Leave Policy and the Hospital Medical and Dental Staff and Doctors and Dentists in Public Health Medicine and the Community Health Service Terms and Conditions Handbook.

8.
COMMUNICATION BETWEEN SHARERS

8.1
For certain posts it is essential that there is regular and effective communication between both sharers.  It may well be necessary to arrange for an overlap period.  This may be anything from a short period each day to one half day each week.  These arrangements would have to be worked out between the manager and the sharers taking into account service needs.

8.2
Sharers should be paid for the period of overlap needed for effective communication between them.  This should be arranged within the constraints of one whole-time equivalent.  It is recommended that the overlap arrangements be kept under review.

8.3
Job sharers should arrange a method of communication which suits their requirements, e.g. keeping records, phone calls and meetings, day books etc.

9.
HOW DOES SOMEBODY BECOME A JOB SHARER?

9.1
Two employees may decide that they would like to share a job and jointly apply for any suitable job that is advertised full-time.  This will require the prospective sharers to work out some of the details of the day to day running of the jobs: e.g. who would work when; what each would take responsibility for; how to communicate with each other; whether a period of overlap is necessary.  Each should complete an application form to be submitted under a single covering letter explaining that this is a job share application and what that means. The Recruitment Team will highlight to the recruiting manager that these applications have been submitted on a job share basis.  Sharers should prepare well for the interview and they should discuss their approach to the job beforehand.  

9.2
A person who has been working full-time may decide that s/he wishes to change to job sharing.  This most often happens when an individual wishes to return from maternity leave on less than full-time hours.  However, there are many other reasons why individuals may wish to reduce working hours yet maintain grade, status and career prospects. An application to move from full time to a job sharing arrangement should be made in writing to the employee’s manager using the checklist below explaining the reasons why they wish to apply.  The other half of the post can be advertised in the normal way.

9.3
It is essential that a good match is found so that the individuals form an effective partnership working in harmony and mutually supportive of each other.  This is an aspect of the application on which the appointing officer will wish to satisfy him/herself at the selection stage.

10.
CHECKLIST FOR EMPLOYEES WISHING TO JOB SHARE



1.
How, in your opinion, can the hours be split?  There may be more than one option.


2.
How will you liaise/communicate with your sharer?


3.
List your suggested ways of covering all aspects of the job on a job sharing basis.


4.
Anticipate the problems which may be raised by a manager and make suggestions to overcome these problems.


5.
List any points which give you cause for concern or about which you would like to seek clarification.


6.
Consider arrangements for childcare or other caring responsibilities, if applicable.
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