	[image: image1.jpg]



	Job Share Arrangements
	[image: image2.jpg]N
———
-
Australian Capital Territory

EDUCATION AND TRAINING





	 Work/Life Balance Toolkit
	Managers and School Leaders are urged to read the relevant sections in the Staff and Teaching Staff Certified Agreements.
Job sharing involves the voluntary sharing of the duties and responsibilities of one position between two or more employees.  Each employee works part time on a regular, ongoing basis.

Implementation

Regular part time work and job sharing can be an effective means of integrating the sometimes conflicting demands of an employee’s work and personal commitments. Fulltime employees must request permission in writing from their manager/school leader to work in a job sharing arrangement. In teacher transfer rounds the department will make provisions for tandem applications where teachers propose to jointly apply for a position in a job share arrangement.
Personal commitments may include:

· primary carer responsibilities for a child, elderly parent or a family member with a disability or illness

· undertaking study

· a member of a significant sporting team, music band or other group

· the transition period to entering, re-entering or leaving the workplace.

Job sharing employees have continuity of employment and generally accrue cumulative benefits such as annual leave, personal leave, maternity leave, long service leave and superannuation on a pro-rata basis.
CASE STUDY

Bonney and Claire are employees job sharing a full time office based position. Bonney’s part time hours help her balance work/family responsibilities and enable her to spend more time with her children. Claire has recently reduced her full time hours to part time hours as a transition into retirement. Part time work also allows her to help care for her grandchildren.

Delegations

Subject to operational requirements job share arrangements may be introduced by agreement between the delegate and the employees involved please refer to the Delegations Manual. https://136/153.10.102/hr/delegations_manual/del_index.htm
Employees initiating a job sharing arrangement should speak to management and submit a written request. If approved the consenting parties both complete a part time application form to submit to Workforce Management for processing.  https://136.153.10.102/hr/wm_forms.htm
A list of references for further information on service conditions, policies and guidelines relating

to this and other flexible work practices can be found in the ACT DET Certified Agreements http://www.det.act.gov.au/department/eba.htm#Current 

	  Work/Life Balance Toolkit
	Staff are urged to read the relevant sections in the Staff and Teaching Staff Certified Agreements.

Eligibility

Employees seeking part time work for personal reasons including family responsibilities, study commitments or illness are eligible.

Planning

The pattern of hours agreed between the employees and the delegate may vary but may not be for less than three consecutive hours at the worksite for either employee. 

Examples include:

· one person working two days per week and the other three days per week

· working two and a half days per week each

· one week on, one week off 

It is important to consider whom you will be job sharing with and how the arrangement will work. For the job sharing arrangement to run smoothly and effectively, communication strategies need to be thought through and planned by both employees.

These include:

· clear goal setting for the job sharers and procedures for assessment and review of each individual’s performance are in place

· record keeping arrangements

· occupational health and safety issues

· attendance at meetings and professional development

· a plan of action for when either of the employees leave the job

· informing other employees, clients or school community of the arrangements.

Employer Benefits

· Helps resource planning

· Attracts and retains employees
· Reduced absenteeism and turnover of employees
· More than one person trained and skilled in position
· Coverage during leave
Employer Considerations

· Increased management and supervisory load

Employee Benefits

· Retention of skills

· Flexibility to allow for sharing responsibilities
· Provides an option for reducing hours when approaching retirement
Employee Considerations

· Possible limited availability of suitable job sharing partners

· Difficulties if one employee leaves the arrangement









For further information please contact Employee Relations on 620 59149


