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1.
Introduction

1.1
Salford City Council is striving to be an Equal Opportunities employer and, 
as such, opposes all forms of unlawful or unfair discrimination.  All 
employees will be recruited, trained and developed on the basis of their 
ability and the requirements of the job.

1.2
In order to develop Equal Opportunities, Salford City Council is committed to 
ensuring that suitable jobs are available for job share.

1.3
Job sharing is defined as the voluntary sharing of a post with the salary and 
conditions of service shared between individuals on a pro-rata basis.  Job 
sharers are not to be regarded as part-timers.
2.
How job share might arise

2.1
Job sharing can be introduced into a post in a number of ways:-
(a)
An existing employee formally applying to management for a job share 
arrangement to be agreed in respect of the post they 
occupy.

(b)
An internal application being made by one member of staff to share a post.

(c)
A joint internal application being made by two or more existing employees 
as a unit to share a post.

(d)
An external application being made by a candidate to job share a post.

(e)
A joint external application being made by two candidates as a unit to job 
share a post.

(f)
Two or more separate applications being made, whether internal or external, 
which can be matched together to form a job share unit.

3.
General principles

3.1
General conditions applicable to full-time employees shall apply to job 
sharers jointly.  The concepts of proportionality shall apply according to the 
number of hours worked, unless otherwise stated.

3.2
The sharing of the duties and responsibilities of a post may take several 
forms.  The aim in all cases is to ensure the most efficient means of 
operation.  Division may be into projects, tasks, clients or merely time, as 
the case may be.

3.3
Great care should be taken not to confuse working arrangements with the 
job description.  Although the duties may be divided, the overall 
responsibility must be shared.  One partner should not be able to 
monopolise the most prestigious areas of work.


The partners should always be in a position to claim that at some time each 
had fulfilled the duties and responsibilities of the whole post.

3.4
Hours should be organised to suit both the service and the employees.  
However, it is understood that the hours/days/weeks agreed with either job 
sharer should always be such that should a part vacancy occur, the working 
arrangement to be advertised will form a sufficiently viable package to 
attract new applicants.

3.5
As the job share scheme exists to promote better opportunities for those 
people who do not wish, or who are not able, to work full-time, job sharers 
may only share one post.

4.
Terms and conditions

4.1
The general spirit and intention of the scheme is that all terms and 
conditions of service should be applicable to job sharers on a pro-rata basis.

Contract of employment

4.2
Each partner to a job share will hold an individual contract of employment.  
The postholder’s job title will be that given to the established post with the 
endorsement - (job share).

4.3
The job description issued will be that prepared for the established post with 
addendum to reflect agreements reached at interview where split tasks are 
required.

4.4
The hours to be worked will be individually stated for each partner to the job 
share.

Rate of pay

4.5
Pro-rata to the salary grade for the number of hours worked.  Commencing 
salary and increments will be determined in accordance with N.J.C. 
conditions.

Annual leave

4.6
Standard leave entitlement under appropriate National and local conditions 
of service pro-rata to the number of hours worked.  Normal incremental 
progression shall apply.

Public and extra statutory holidays

4.7
To be divided between sharers pro-rata to the number of hours worked. 

Sick pay

4.8
Job sharers shall have applied to them the provisions of the appropriate 
National and local conditions of service pro-rata to the number of hours 
worked.

Maternity leave

4.9
Job sharers shall be entitled to the appropriate National and local conditions 
of service maternity leave, payment to be applied on a pro-rata basis.

Changeover/overlap arrangements

4.10
Where continuity is regarded as an essential requirement of the job share, 
such arrangements must be achieved within the normal established total 
hours, subject to management discretion.

Car allowances

4.11
Entitlement to essential or casual user allowance will be determined 
according to the nature of the post.  A full lump sum will be payable to each 
essential user.

Car loans/car leasing

4.12
Individual job sharers who are designated car users will be eligible to apply 
for a car loan with the City Council.  Similarly, each sharer will be eligible to 
apply for a car under the Council’s leasing scheme.

Superannuation

4.13
All job sharers will be encouraged to join the Local Government 
Superannuation Scheme.  However, because job sharers are on reduced 
pay this also means that they will pay less into the fund and in turn will get 
lower pension benefits for the period of the job share.  Jobs sharers should 
consult the Superannuation Section to discuss their particular 
circumstances.

Overtime

4.14
Overtime will be payable if an individual job sharer works more than 37 
hours per week (following management approval).

Probationary period

4.15
A six month probationary period will be applied to each job sharer 
commencing employment with the City Council (except where employees 
have come from another Local Authority).

Hours

4.16
It will be necessary for job sharers to work to a minimum of 16 hours per 
week, in order to qualify for various contractual rights.  The division of hours 
shall be agreed by both job sharers and their line management.

Training

4.17
Job sharers shall have access to training opportunities on the same basis 
as full-time employees with respect to day release qualification courses, e.g. 
if a course requires full day release, half a day shall then be credited to 
working time and half a day shall be taken in the  job sharers own time.

4.18
In respect of work related training courses, job sharers will be paid only 
where attendance coincides with their normal working hours.  However, 
where training takes place on a day when a sharer does not normally work 
they should be allowed time off in lieu.

Notice periods

4.19
Normal notice periods will apply.

Expenses for candidates for interview

4.20
Job sharers will be paid interview expenses on the same basis as full time 
employees as detailed in the Personnel manual.

Recruitment incentives - new entrants

4.21
Job sharers shall be entitled to receive payment of allowances on the same 
basis as full time employees, i.e. if the appointment necessitates the 
officer(s) moving home and at the discretion of the Director.
5.
Selection procedure

5.1
It will be the responsibility of those involved in the selection process to 
ensure that the skills and the experience of the prospective job sharers are 
sufficient to undertake the full duties of the post, as detailed in the Person 
Specification.

5.2
Each job share applicant will be required to complete an application form for 
the post and each short listed candidates will be interviewed separately in 
accordance with normal recruitment practice.

5.3
Where appropriate, according to the nature of the post, job sharers seeking 
a partner through advertisement will be given the opportunity to meet 
shortlisted applicants before the interview. This will in no way constitute part 
of the recruitment process. 

5.4
Job sharers shall be treated in the same way as full time employees in 
relation to promotional opportunities.

6.
Termination/resignation

6.1
In the event of the resignation of one job share partner, the vacancy shall 
not be advertised until the remaining sharers have been offered the 
opportunity to take up the remaining hours.

6.2
Where a job share request is approved, the post holder will continue at full 
time hours until a job share partner is found.  If a job share appointment to 
the “part” vacancy cannot be made within three months from the day of the 
first advertisement, the post holderwill remain at full time and the job share 
cannot be progressed.  Under these circumstances, full consultation will 
take place with the job sharer and his/her Union Representative and 
attempts would be made to redeploy the remaining job sharer into another 
suitable post.

7.
Working arrangements

7.1
There are various ways in which the working week may be divided for job 
sharers.  Possible options include working on a half day basis, a half weekly 
basis or alternating days.  As far as possible, working hours must be agreed 
by both job sharers and line management.  In normal circumstances job 
sharers will not be required to cover their partners absences, though they 
may opt to do so in specific instances.

7.2
The working patterns of job sharers shall not be altered without full 
consultation and after attempts have been made to reach agreement.

8.
Individual responsibility

8.1
Each job sharer is responsible individually for the satisfactory performance 
of his/her own duties.  They are not responsible for their partners conduct 
and capability and, for the purposes of the disciplinary and grievance 
procedures, job sharers will be treated individually.

9.
Monitoring, review and evaluation

9.1
This policy will be monitored, reviewed and evaluated bi-annually by the 
Director of Personnel and Performance taking into consideration legislative 
changes and developments in good practice to ensure it meets the needs of 
all employees.  Any changes to the policy will be in consultation with the 
appropriate negotiating bodies.

9.2
Any employee who wishes to make comment or suggestions about the 
development of this policy can do so by contacting the Director of Personnel 
and performance.

10.
Further information


Salford City Council



Telephone:
0161 793 3532/36


Human Resources



Fax:
        
0161 794 2027 


Organisational Development 

Textphone:
0161 793 2544



& Equality Group



Civic Centre


Chorley Road


Swinton


M27 5BN

This policy is also available in Braille, large print, community languages or on audio tape if requested.
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