
 
 

 

Staple Hill Primary School  
JOB SHARE POLICY 

 
 
The Difference between Shared Job and Job Share positions              
For the purpose of clarification the Governing Body at Staple Hill Primary School feel it is 
necessary to stipulate the difference between a Shared Job and a Job Share position. (This 
policy will deal with Job Share specifications.)  
A Shared Job is an arrangement where two (or more) part time contracts are joined together to 
create a full time equivalent position. Each contract is freestanding and operates independently of 
the other(s) in terms of contractual conditions. 
A Job Share contract is a specific contract that is appointed to create a full time equivalent 
position made up of more than one employee. In this case the important difference applies that 
should one member of the job share leave the employment of the school. When this happens the 
remaining member of staff must be offered the full time equivalent position. If this is declined the 
usual attempts must be made to recruit a suitable partner to recreate the job share post as before. 
If this recruitment process is unsuccessful the entire position becomes vacant, the remaining 
member of staff’’s position is removed and the school (Governors) is (are) at liberty to seek to 
recruit a full time member of staff. It is stressed that all reasonable attempts to recruit for the job 
share will have been pursued before such action is taken. 
 
Procedure for Job Share 
A request to job share should be made on the Right to Request Flexible Working – Application 
Form.  The Governors and Head Teacher will give serious consideration to all requests in line with 
the statutory right to request flexible working. The Governors and Head Teacher will follow the 
guidance set out in the South Gloucestershire Council Model Job-Share Policy 2009 when 
considering requests to job share. 
 
 
Where it is not possible to grant a request the reasons for the refusal will be in line with  the 
statutory reasons for refusing a request for flexible working and will be notified in  writing.  Where a 
vacant post is advertised as open to job sharing applicants, selection will continue to be on merit 
and suitability for the post.  It will therefore require two applicants to be selected as the two most 
suitable persons for the post before a job share arrangement can be agreed. 
 
 
 
Decision 
The decision on a post becoming a job share post is the responsibility of the Governing Body in 
consultation with the Head Teacher and will be made on the basis that there will be no loss of 
efficiency or decrease in the level of service provided. 
 
The decision will be made prior to advertising if job share applicants will be considered. Selection 
of candidates for such a position must be made on merit and suitability for the post first and there 
must be two suitable applicants found before job share arrangements can be agreed upon. 
 
Where an existing employee has requested to job share their existing post, the request may be 
declined for operational reasons. If this is the case, the Governing Body will give their reasons to 



the employee. 
 
A Job Share will be considered in the following circumstances: 
 
 Vacancy / restructuring 
 A request by an existing member of staff to reduce hours or share jobs  
 

 
Factors influencing decisions - 
Consideration must be given to: 

1. Duties and responsibilities of the post to include: 
 

 Complexity 
 Level of responsibility (including supervisory and co-ordinator roles) 
 Involvement with pupils parents and other staff 
 Continuity requirements knowledge and support for pupils, as a class and 

individually 
 

 
 
 
2. Suitable employees: - there must be 2 suitable candidates with the right levels of: 
 

 qualifications                                                  flexibility 
 expertise                                                       co-operation 
 experience                                                     
 communication skills 
 commitment 

 
3. Staffing situation in school - aspects to be taken into account: 

 
 Number of Job-share posts, part time posts or shared job posts already in existence 
 If consistency of teaching is likely to be compromised 
 If communication is likely to be difficult or compromised  
 If it would mean reduced opportunities for promotion for other staff (particularly full 

time) 
 The impact on other aspects of the school 
 Funding 

 
Terms and conditions of Staff employed on a job share basis- 
 
Hours of work: 
Hours of work may be arranged to suit the applicants at the discretion of the Headteacher and the 
Governing Body as long as the arrangements fully meet the needs of the school and the class 
concerned. 
 
Rates of Pay: 
Pro-rata to full time salary. (It is possible for two people sharing a job to be paid differing rates of 
pay depending on incremental points achieved by the individual ). 
 
Training: 
Each job sharer should have access to training opportunities for professional development on the 
same basis as full time staff. If they are required to attend training courses at times when they 



would not normally be working agreement would be made to either additional payment at plain 
time or time off in lieu  
 
Expectations: 
Expectations for attendance at staff meetings, parent’s evenings and inset days will be made at 
appointment 
 
Absence cover:  
Where one person is absent from the job share or one half of the shared post is vacant for a 
significant period of time, the remaining partner may be requested to work additional hours. 
 
Maternity:  
If a full time employee applies to return to her post on a job share basis and is approved, she will 
cover for occupational maternity pay based on her previous earnings prior to taking Maternity 
Leave, provided she completes the 3 month qualifying period on her reduced hours.  
 
Doctors / Dentist Appointments: 
It is expected that wherever possible doctors or dentist appointments are arranged within the 
employees own time and not during their working part of the week. 
 
 
Vacancy: 
Conditions upon one part of the job share becoming vacant: 
The following procedure will apply: 
 The remaining job sharer may be offered the post on a full time basis. If this is not accepted, 

the job will be advertised (up to two external advertisements may be made) 
 The main onus is on a new appointee to fit in with existing arrangements, however the 

remaining job sharer will be expected to be flexible with a view to changing working 
arrangements should it be necessary 

 If it is not possible to recruit adequately following two external advertisements, the 
Governing Body will consider the following options: 
 Transfer of the job sharer into another vacant job share post. 
 Transfer of the job into two part time posts – this would involve the remaining employee 

being given notice. At the end of the notice period job share terms and conditions will 
cease and part time terms and conditions will become applicable 

 If the post is difficult to fill as a job share or requires specialist experience or 
qualifications, the Governors reserve the right to convert the post back to a full 
time post. In this instance every effort will be made to find suitable alternative 
employment for the remaining job share person. 

 
 
 

 
Date Notes  

23rd April 2012 Reviewed by Staffing and Curriculum Committee 
24 May 2012 Approved by Full Governing Body 

  
  

 


