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1.
INTRODUCTION

1.1 The Job Sharing Scheme was approved by Cabinet on 10th February 2004 after consultation with the relevant Teacher’ Trade Unions.

1.2
The Job Sharing Scheme for teaching staff in day schools will apply to posts covered by the Scottish Negotiating Committee for Teachers’ Scheme of Salaries and Conditions of Service for Teaching Staff in School Education, including promoted posts.

1.3
Job sharing is generally defined as two people sharing the responsibilities of one existing full-time post with the salary and appropriate aspects of conditions of service shared on a pro-rata basis according to the hours worked by each job sharer.  

1.4
The Scheme is available to existing and prospective teachers in schools and it shall be for the Head of Education or their nominee to determine which posts are suitable to job share.

1.5
Applicants will require to satisfy the Council of their joint ability to undertake the full range of duties of a post without detriment to the quality of service or increase in cost.  In relation to promoted posts they must be able to demonstrate that consistency of management will be maintained.  Promoted posts must be shared only if an appropriately qualified experienced partner can be found.

2.
GENERAL

2.1 The Job Sharing Scheme provides employment opportunities for people, (a) who would not normally be able to take up work on a full-time basis and, (b) who choose to work shorter hours.

2.2 The Job Sharing Scheme is not intended to allow an individual to share more than one post.  In consultation with the Head Teacher, the Head of Education will determine which posts are suitable to job share.

2.3
All job sharing arrangements will be subject to:

i)
the approval of the Head of Education; 

and

ii)
the availability of a suitable job sharer.

2.4
The total hours worked by the job sharers in the substantive post should not exceed the equivalent hours of 1 full-time post.

2.5
It will be the responsibility of the Head of Education in consultation with the Head Teacher to ensure that agreement has been reached with the sharers on the hours to be worked and the range of duties to be undertaken to meet the full-time requirements of the post before approving the filling of a post by two job sharers.

2.6
Sharing arrangements outwith the normal 50% of the working week commitment or revision of existing arrangements may be permitted but they will be subject to approval by the Head of Education.

3.
SALARY AND CONDITIONS OF SERVICE 

3.1 Salary will be paid on the basis of an individual teacher’s salary assessment, adjusted to take account of the pro-rata commitment of the job share arrangements.  Incremental progression will be in accordance with contractual conditions.

3.2 The conditions of service for job share partners will be the same as the conditions of service for full-time teachers temporary or permanent as appropriate, on a pro rata basis. Specifically the under noted conditions will apply:

i)
Normally each teacher will work 50% of the full working week/fortnight.

ii)
The annual leave entitlement for job sharers will be a pro-rata share of the entitlement for full-time teachers.  Arrangements will be made locally to ensure that each job sharer is granted their pro rata number of public holidays.

4.     APPLYING FOR JOB SHARE

4.1
Application to Job Share Forms for teachers interested in Job Sharing are attached to this document, and may also be obtained from ELNET and the Personnel Services Division, John Muir House, Haddington, East Lothian.  This form should be completed and submitted to the Head Teacher in the first instance.  The Head Teacher should then arrange to meet with job share applicant(s) to discuss arrangements in accordance with these guidelines and forward his/her recommendations to the Head of Education detailing reasons for agreement or refusal of the job share application.  Once a decision has been taken by the Head of Education, the Personnel Services Division will be notified and will contact job share applicants in writing to advise them of the outcome of their application.  Where an application to job-share has been refused the reasons for this will be outlined in the letter.

4.2 Only full-time teachers may request to share their own post.

5.
JOB DESCRIPTION

Each job sharer will be required to undertake the full range of duties and responsibilities set out in the job description for the full time post i.e. in accordance with the job outlines specified in Annex B of ‘A Teaching Profession for the 21st Century’ together with any local requirement which has been agreed within the LNCT.

6.
HOURS OF WORK

6.1
Job Sharers will normally work 50% of the working week of 35 hours and salary will be paid on a pro rata basis.

6.2
As the needs of the school are paramount the Head Teachers will require to discuss with the job share partners how the hours require to be worked. This should be confirmed in writing. The most common examples of working hours on the basis of a 50% split are set out below:


:2 full days and alternate Friday 

:alternating 3 days (including Friday) in week 1 and 2 days in week 2 (or   vice versa)

7.
CLASS CONTACT 

Class contact will be based on the appropriate pro rata basis of an equivalent full time post.

8.
NON CONTACT TIME

8.1
In addition to the class contact time and preparation/correction time, each job sharer will use their remaining time, as agreed at school level, in accordance with the Code of Practice on Working Time Arrangements outlined in Annex D of “A Teaching Profession for the 21st Century.  This will include the following activities:


additional time for preparation and correction


parent meetings


staff meetings


formal assessment


preparation of reports, records etc


curriculum development 


forward planning


continuing professional development


additional supervised pupil activity


professional review and development

8.2
Continuing Professional Development (CPD)


All teachers, including job sharers, will have an ongoing commitment to maintain their professional expertise through an agreed programme of continuing professional development.


An additional contractual 35 hours of CPD will also be required on a pro rata basis for all teachers, and will consist of an appropriate balance of personal professional development, small scale school based activity, attendance at nationally accredited courses, or other CPD activity.  This balance will be based on an assessment of individual need taking account of school, local and national priorities and shall be carried out at an appropriate time and place.


Every teacher will have an annual CPD plan agreed with their line manager and each teacher will be required to maintain an individual CPD record.

9.
PARENT EVENINGS


Both job share partners are required to attend parent meetings as necessary to facilitate parental consultation.  This would normally be on a pro rata basis.  Where a teacher is required to attend parent meetings over and above their contractual obligation then a time-sheet will have to be completed in order to claim for the additional time.

10.
“FIVE” IN-SERVICE DAYS


Both job sharers are required to attend all five in-service days. Teachers will be required to complete time-sheets and claim for the number of days over and above those for which payment has already been made in their pro rated annual salary i.e. they will be required to complete time-sheets  when in-service days fall on days that the teacher would not normally be rostered to work. Conversely when a teacher is rostered to work on days that are scheduled as in-service days, they  will not be required to submit claim  forms as payment will already have been included for these days in their annual salary.

11.
PUBLIC HOLIDAYS


Head Teachers should make arrangements to ensure that each job sharer is granted a pro rata share of the public holidays which fall during term time.  It is important, therefore, for the Head Teacher to inform job sharers that they will be required to vary their working arrangements to ensure that each job sharer receives their pro rata entitlement in each academic year. The requirement to vary working arrangements will be an express condition of each job-share contract, and should be discussed with potential job share applicants.

12.
LIAISON ARRANGEMENTS


Head Teachers will require to ensure that the arrangements agreed by the job share partners for liaison are appropriate.  Head Teachers should monitor and review liaison arrangements from time to time to ensure that they are functioning effectively.  Liaison time will normally be part of the pro rata element of the balance of time within the 35 hour week.

13.
ABSENCE COVER


If one job share partner is absent owing to sickness, maternity leave or for other reasons, the Head Teacher may request the remaining job share partner to work additional hours up to the equivalent full-time hours for the period of absence. If this is not possible, normal absence cover arrangements will apply.

14.
TRANSFER ARRANGEMENTS


In line with the Compulsory Transfer Arrangements when a school declares a surplus post and the job share partners are designated as the compulsory transferees the job share partners will be transferred according to the agreed procedures for the transfer of promoted and unpromoted teachers in secondary and primary schools.  For the purpose of calculating service, the previous service of both job share partners will be aggregated and averaged.  Prior to accepting a job-share contract, job share partners must be made aware of the fact that the post is transferred as a whole post and not in part.

15.
SUPERANNUATION


Individual teachers seeking information on the effect of job sharing arrangements on their superannuation and pension rights should contact the Scottish Public Pensions Agency directly.

16.
LOSS OF A JOB SHARE PARTNER

16.1
When one job share partner terminates their contract the remaining job share partner will normally be offered the full-time post.

16.2 If the remaining partner does not take up the full-time post then the vacant job share post  will be filled in accordance with the normal recruitment and selection procedures.

16.3 Normally, previous job sharing arrangements, which have not been based on a 50/50 pro   rata split will be terminated on the appointment of a new partner.  The new job sharing arrangements will be based on a 50/50 pro rata split unless alternative arrangements are agreed between the two share partners and are agreed by the Head of Education

16.4
In the event that a suitable replacement cannot be found for a job share vacancy, consideration will be given to the redeployment of the remaining job share partner to another mutually agreed post. 
17.    FULL-TIME POSTS


Should a job share post holder wish to be considered for a full-time post, they should make an application in accordance with the normal recruitment and selection procedures.

Head of Personnel Services
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TEACHING STAFF

Name:

            ____________________________________


Address:

____________________________________




____________________________________




____________________________________

Present Post:

____________________________________

Present School:
____________________________________

Employee Number:  ____________________

Preferred Class Contact Timetable (Please detail as appropriate):

	
	AM
	PM

	Monday
	
	

	Tuesday
	
	

	Wednesday
	
	

	Thursday
	
	

	Friday
	
	



Do you have an identified Partner?

YES


NO


If yes, please give details:

Name:

_______________________________________

Post:

_______________________________________

School:
_______________________________________

Date on which you would wish job sharing to commence ( only applicable if identified partner):

Proposed Date:


Signature:

 
             Date:


ON COMPLETION THIS FORM SHOULD BE PASSED TO YOUR HEAD TEACHER

Notes:
1. A post may be shared by two teachers normally giving each teacher a commitment of 50% of the working week.  Other job sharing arrangements may be permitted subject to approval by the Head of Education.
2. It is not necessary for an applicant to have an identified partner.

3. The normal implementation of new job sharing arrangements will be when a partner is recruited and able to take up the post.

TO BE COMPLETED BY HEAD TEACHER
I support / do not support this application.

Comments on Application (Any Business Grounds for  Refusal of  an  Application must be detailed and include an explanation about why the business ground applies in the circumstances.   Business grounds for refusing a request must be one of the following : - burden of additional costs; detrimental effect on ability to meet customer demand; inability to reorganise work among existing staff; inability to recruit suitable additional staff; detrimental impact on the quality or performance of the service;  insufficiency of work during the periods the employee proposes to work; planned structural changes.)

Signature:
     
                         Date:

Name of Head Teacher and School:

ON COMPLETION THIS FORM SHOULD BE PASSED TO THE HEAD OF EDUCATION      (*Please delete as appropriate)

*I agree to this job share application in principal provided a suitable job share partner can be recruited.

*I cannot agree to this job share application.  If the grounds for refusing the request are additional to or different from those detailed above please give details.

Signature:
                              Date:

     Head of Education

    (Please forward to Head of Personnel Services)
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