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1.0 INTRODUCTION 

 

1.1 This procedure manual on job sharing derives from East Dunbartonshire Council’s 

policy on flexible working which aims to assist employees to achieve a better work life 

balance. 

 

1.2 The benefits to the organisation of granting flexible working could include: 

 

 Increased staff retention 

 Increased efficiency 

 Reduced absenteeism 

 Extended skill pool 

 

1.3 The focus, when considering requests for flexible working, should be on managing 

 outputs and maintaining level of service. 

 

1.4 Not all posts, situations, duties or responsibilities are suitable for flexible working and a 

 request for flexible working can be refused where there is a clear and sustainable 

 business reason.  Reasons may include the following: 

 

 the burden of additional costs  

 an inability to reorganise work amongst existing staff  

 an inability to recruit additional staff  

 a detrimental impact on quality 

 a detrimental impact on performance  

 detrimental effect on ability to meet customer demand  

 insufficient work for the periods the employee proposes to work  

 a planned structural change to the business. 

 

1.5 Job sharing is defined as the voluntary sharing of all the duties and responsibilities of 

an established full-time post, whereby each sharer is subject to the appropriate 

conditions of service including salary and contractual obligations on a pro rata basis. 

1.6 Job sharing differs from part-time working in as much as it should be possible for the 

post to revert to a single, full-time position, if the job share arrangements for a post end. 

1.7 A post may be shared on a split day or split week basis eg two teachers may share a 

 post on the basis of 3 days one week and 2 days the next week or 2 ½ days each week.  

 

1.8 All arrangements outlined in this procedure manual, conform to the ACAS Code of 

Practice 5 – Handling, in a Reasonable Manner, Requests to Work Flexibly. 

 

1.9 The authority welcomes applications to job share and will endeavour to respond to all 

such applications positively within the exigencies of the service.  However, the granting 

of such a request is not guaranteed. In circumstances where an appropriate job sharing 
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partner cannot be found despite the authority’s best endeavours, it will not be possible 

to conclude a job sharing arrangement. 

 

1.10 Any job share arrangement which may be granted will constitute a permanent change to 

the employee’s contract of employment. 

 

1.11 Requests, including any appeals, will be normally be considered and decided upon 

within a period of three months of the request being received. If for some reason the 

request cannot be dealt with within three months then this time limit may be extended, 

provided the employee agrees to the extension. Where such a delay occurs, all parties 

involved will be informed of the reason for the delay and a revised timeframe will be 

given. 

 

1.12 If an employee fails to attend any meeting(s) which have been arranged to discuss the 

request, without good reason, then the employee will be informed that the request is 

considered to be withdrawn. 

 

 

2.0 ELIGIBILITY TO APPLY TO JOB SHARE  
 

2.1 The job sharing scheme applies to all promoted and unpromoted posts.  

 

2.2 All employees, including those on family leave, career breaks, long term absence etc, 

who wish to share their substantive post, may request to job share. 

 

2.3 Employees must have completed 26 weeks continuous service with East 

Dunbartonshire Council, at the time of application, to be eligible to apply. 

 

2.4 Probationer teachers following the Teacher Induction Scheme are not eligible to apply 

 for job share. 

 

2.5 An employee can make only one application for permanent flexible working within a 

12 month period. 

 

 

3.0 SUBMITTING A REQUEST TO JOB SHARE 

 

3.1 An employee wishing to request to job share their own post should complete and 

 submit their request in writing on Application Form : Request to Job Share, attached to  

 this paper as Appendix 1, to their Head Teacher.  

 

3.2  The following details must be provided: 

 the date of the request  

 the requested change to working conditions and the proposed date when the 

change would take effect 

 the date of any previous application for flexible working  

 what effect, if any, the employee thinks the requested change would have on the 

school and how, in their opinion, any such effect might be dealt with. 
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 if they are making their request in relation to the Equality Act 2010, for 

example, as a reasonable adjustment for a disabled employee. 

 

3.3 The form should be submitted to the Head Teacher at least twelve weeks before the 

 requested start date of the proposed job sharing arrangements. If the proposed start date 

 is the start of a school session, requests must be submitted at least 12 weeks before the 

 end of the previous session. 

 

4.0 CONSIDERATION OF A REQUEST TO JOB SHARE 

 

4.1 The Head Teacher should consider the request and make a recommendation on 

 whether the request can be supported in principle and complete Part B of the form. 

 

4.2 The form should then be forwarded to the Resource Planning Manager who will 

 consider the request within the context of the workforce planning exercise 

4.3 Once a request has been received, a meeting may be arranged to discuss the request. 

Employees have the right to be accompanied at such meetings. A companion may be a 

co-worker or a trade union official. A representative acting in a legal capacity will not 

be considered an appropriate companion. It is the employee’s responsibility to make 

arrangements to ensure they are accompanied if they so desire. 

4.4 Requests to job share will be considered objectively against the business reasons as set 

out in paragraph 1.4. In considering these business reasons care will be taken not to 

inadvertently discriminate against particular employees because of their protected 

characteristics
 
such as, but not limited to, situations where flexible working 

arrangements would be a reasonable adjustment for a disabled employee.  

4.5 If more than one request to job share is received from different employees within the 

one school/department, it may or may not be possible to grant all of the requests 

received. However, before making a decision, consideration will be given to the impact 

this would have on the school/department as a whole.  

4.6 Requests to job share, in the context of paragraph 4.5, will be considered in the order 

they are received. While the first request may be granted, the business context will have 

changed and the second (or subsequent requests) should be considered against the 

business reasons set out in paragraph 1.4. In such cases, the Resource Planning 

Manager would have a discussion with the employees to see if there is any room for 

adjustment or compromise before coming to a decision.  
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5.0 DECISION ON A REQUEST TO JOB SHARE 

 

5.1 The decision should be communicated to the employee as soon as possible in writing, 

using Standard Letter, attached as Appendix 2. 

 

5.2 There is no statutory obligation for the authority to grant a request to job share.  

Where a request cannot be satisfied eg a job share partner cannot be found or due to 

constraints of workforce planning, reasons for the refusal will be stated together with 

details of the appeals process.  

 

5.3 A request may be granted subject to agreed modifications in line with the original 

application. 

 

5.4 Where the request is granted a new contract will be issued and a start date established.     

5.5 The Resource Planning Manager may meet with the employee to discuss the outcome 

of the request. 

 

5.6 It will be the responsibility of the Resource Planning Manager, normally via the 

 Head Teacher, to ensure that all parties involved fully understand the terms and 

 conditions of the job share agreement.   

 

5.7 It will be the responsibility of the Head Teacher to ensure that there is a clear division 

 of tasks and time to meet the overall requirements of the original single post within 

 the 35 hour working week. 

 

5.8 A job share arrangement will only commence once a job share partner has been  

 recruited. 

 

  

6.0 FILLING A JOB SHARE POST 

 

6.1 Once a job share request has been agreed in principle, the process for recruiting a job 

share partner can begin.  

 

6.2 A job share vacancy will be filled by one of the following methods: 

 Standard recruitment and selection procedure 

 Transfer of a surplus teacher 

 Allocation of a probationer (normally for not more than two sessions) 

 

6.3 In circumstances where a job share partner cannot be found, the Resource Planning 

Manager will meet with the employee to discuss possible alternatives in 

 accordance with East Dunbartonshire Council’s  Flexible Working Policies. 
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7.0 SALARY AND CONDITIONS OF SERVICE FOR JOB SHARERS 
 

7.1 Salary will be paid on the basis of an individual employee’s salary entitlement, adjusted  

 to take account of their pro rata working time arrangements.  Incremental progression  

 will be in accordance with the conditions laid down in the SNCT Conditions of Service. 

 Individuals seeking information on the effect of job sharing arrangements on their 

 personal superannuation and pension rights will require to contact the Scottish Public 

 Pensions Agency (SPPA). 

 

7.2 The conditions of service for job sharers will be the same as the conditions of service 

 for full-time employees except in respect of hours, leave, class contact time and non  

 class contact time where the following conditions will apply: 

 

 7.2.1  The hours of the contractual working week will be divided between the job 

sharers. 

 

 7.2.2  Each job sharer will work a pro rata share of the 190 pupil days and the 5 In 

Service days. 

 

 7.2.3  Pro rata arrangements, on the basis of the agreed hours, will apply in respect 

of maximum class contact time, preparation and correction time and collegiate 

time.  

 

 7.2.4  The entitlement to annual leave, public holidays and school closure days will 

be pro rata. In circumstances where the working arrangements result in a 

disproportionate share of holidays/public holidays between job sharers, the job 

share partners should agree alternative working arrangements with each other 

and with the Head Teacher to ensure an equitable apportionment. 

 

 7.2.5  Job share partners will be offered the same access to training opportunities as 

full time and part time employees.  

   

7.3 The Head Teacher and the employees should agree at the start of the session which In 

Service days, collegiate activities and parents’ meetings etc each job share teacher will 

attend in accordance with the Local Agreement on the Operation of the 35 hour  

Working Week in Schools and Central Services .  

 

7.4 The agreed pattern of working days in each job share post will normally be retained 

from year to year.  However, this cannot be guaranteed. The pattern will be reviewed 

through the workforce planning exercise, through consultation between the Head 

Teacher and the job sharers, taking into account the curricular and timetabling demands 

on the shared post for the forthcoming session.  Job sharers shall be given one month’s 

 notice of any prospective changes and a revised contract issued to reflect the changes. 

 

7.5 A substantive job share teacher may request to be considered for additional working 

 hours on a temporary basis should a temporary part time or full time post become 

 available within their school. 
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7.6 Where one job sharing partner is absent from work, the other partner may cover on a 

short-term temporary basis although there is no contractual requirement for the partner 

to do so.   

 

7.7 Where a job shared teaching post becomes surplus to the entitlement of a school, the 

 job sharing partners will be subject to the agreed procedures for the compulsory transfer  

 of staff in secondary and primary schools as set out in Education Procedure Manual 

 2/33 – Procedures for Transfer of Teachers: 

 

 Paragraph 4.14 :  Job-sharers enjoy employment rights relating to their own 

employment rather than to the post in which they are employed. Consequently, and 

for the purposes of this agreement, the service of job-sharers will be calculated on an 

individual basis. In the event of one or other or both job sharers being considered by 

the Resource Planning Manager as being surplus to requirements, job share partners 

may be offered one of the following; 

 (i) a permanent part-time position, 

 (ii) a permanent full time position 

 (iii) an alternative job share position  

 

7.8 Job sharers who wish to transfer jointly to another post on a voluntary basis must 

 transfer as a pair as per the prevailing arrangements for voluntary transfer as set out in 

 Education Procedure Manual 2/33 – Procedures for Transfer of Teachers. 

 

8.0 TERMINATION OF A JOB SHARE ARRANGEMENT 

  

8.1 An employee who wishes to terminate a job sharing arrangement shall notify the Head 

 Teacher in writing, with a copy forwarded to the Resource Planning Manager. 

 

8.2 Where termination of job sharing arises from retirement, resignation from the service  

 or through an internal appointment to a full time post, then appropriate notice must be 

 given and the normal conditions of service and termination procedures will apply.  

 

8.3 Where termination is due to a wish to take up full-time employment, the appointment to 

 teaching posts will be made through the normal procedures for selection and 

 recruitment.  Termination will not be effected until a full-time post has been offered 

and accepted. 

 

8.4 Outstanding annual leave on termination of service with the Council will be paid on a 

pro rata basis according to the number of hours and days that the job sharer is 

contracted to work.   

 

8.5 There is no automatic means of transferring from a job sharing to a full-time post,  

 except in those cases where a full time vacancy arises as a result of a partner leaving. In 

 such cases the remaining job sharer may be offered the opportunity of full-time 

 employment, subject to the post still being available through Work Force Planning. 

 

8.6 Should the remaining job share partner not accept the full time post, where the 
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 job share is still available through workforce planning and remains unfilled, the 

 vacant job sharing teaching post will be filled by one of the following methods: 

 

 Standard recruitment and selection procedure 

 Transfer of a surplus teacher 

 Allocation of a probationer teacher (normally for not more than 2 consecutive 

 school sessions) 

 

8.7 In circumstances where a job share partner cannot be found, the Resource Planning 

Manager will meet with the employee to discuss possible alternatives in 

 accordance with East Dunbartonshire Council’s  Flexible Working Policies. 

 

8.8 On the appointment of a new job share partner during the session, previous sharing 

 arrangements will normally be retained, and will be subject to annual review as 

 part of the workforce planning exercise. 

 

9.0 APPEALS  

 

9.1 Where an employee’s request for job share has been refused and following a meeting to 

discuss the reasons for refusal, he/she is dissatisfied with the process, an appeal, in 

writing, can be made to the Chief Education Officer. 

9.2 The decision of the Chief Education Officer will be final and there will be no further 

right of appeal. 
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                                                        APPENDIX 1 

      
 

  PART A :  To be completed by the employee 

 

 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

FLEXIBLE WORKING  (JOB SHARE TEACHERS) 
 

TO BE SUBMITTED  AT LEAST 12 WEEKS* PRIOR TO REQUESTED START DATE 
 

NAME:        

 

SCHOOL: 

 
POST: 

 

HOME ADDRESS: 

 

 

 

POSTCODE: 

 

CONTACT TELEPHONE: 

 

 

CONTACT EMAIL: 

 

 

PROPOSED PATTERN OF JOB SHARE 

     

   MONDAY  TUESDAY  WEDNESDAY  THURSDAY   FRIDAY 

    am      pm  am      pm     am      pm    am      pm  am      pm 

 

 

Proposed date for commencement of new working pattern:     

Please give a brief statement on what effect (if any) this proposed change would have on the school and how you 

think any effect might be dealt with:    

 

 

 

 

 

 

  

Is this request in relation to the Equality Act 2010 (eg as a reasonable adjustment for a disability)?              YES/NO 

I understand that I have a statutory right to request a change to my working hours and confirm that:  

 

(a) I have 26 or more weeks continuous employment with East Dunbartonshire Council and  

(b) I have not made a previous application for flexible working within the last 12 months 

 

Signature of Applicant:                                                             Date of Application: 

 

*  If the proposed start date is the start of a school session, requests must be submitted at least 12 weeks before the end       

    of the previous session. 
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PART B:  To be completed by the Head Teacher 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 
PART C:  To be completed by the Resource Planning Manager 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

I have discussed the request for job sharing with the employee and propose that, in principle, 

 

 the request is granted in full         YES/NO 

 the request be granted with modifications   YES/NO 

 the request is not granted    YES/NO 

Please give reasons if the proposal is that the request is not granted or granted with modifications. 

 

 

      

     

 

 

 

 

 

 

 

 

 

    Signature:                        Date: 

 

 

I have considered the request for job sharing and the recommendation of the Head Teacher and confirm that: 

 

 the request is granted in full         YES/NO 

 the request be granted with modifications   YES/NO 

 the request is not granted    YES/NO 

Please give reasons if the request is not granted or granted with modifications. 

 

 

      

     

 

 

 

 

 

 

 

 

    Signature:                    Date: 
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           APPENDIX 2a 

 

 

Standard Letter:  Informing Teacher of Result of Request to Job Share (Granted) 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

Our Ref:   

If phoning or calling ask for:   

Tel: 0141 578  

e:mail:  @eastdunbarton.gov.uk  

 

 

 
 

Date:    

 
Dear     , 

 

REQUEST TO JOB SHARE 

 

I refer to your request to job share and write to advise you that, following consideration, your 

request has been granted. 

 

Your new working pattern will be ……………………………………………….. (insert 

details) and will commence on …………………………….. (insert date). 

 

A new contract will be issued in due course but in the meantime, I would ask you to confirm 

receipt of this letter. 

 

If you have any questions please do not hesitate to contact me. 

 

 

Yours sincerely, 

 

 

 

 

BERNIE SANDERSON 

RESOURCE PLANNING MANAGER 

EDUCATION, PEOPLE AND BUSINESS 

 

RESOURCE PLANNING 

Southbank House 

Southbank Business Park 

Kirkintilloch 

G66  1XQ 

 

 

mailto:irene.mckenna@eastdunbarton.gov.uk
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               APPENDIX 2b 

 

 

Standard Letter:   

Informing Teacher of Result of Request to Job Share (Granted with modifications) 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

Our Ref:   

If phoning or calling ask for:   

Tel: 0141 578  

e:mail:  @eastdunbarton.gov.uk  

 

 
Date:    

 
Dear     , 

 

REQUEST TO JOB SHARE 

 

I refer to your request to job share and write to advise you that, following consideration of 

your request, I would like to invite you to meet with me on ………………………….. (insert 

date) at …     (insert time)  in …………………………. (insert place) when we can discuss 

your application in more detail. 

 

You may choose to be accompanied to this meeting by a co-worker or a trade union official.  

It is your responsibility to make such arrangements.  

 

Please confirm receipt of this letter and indicate if you will be able to attend the meeting. 

 

 

Yours sincerely, 

 

 

 

 

BERNIE SANDERSON 

RESOURCE PLANNING MANAGER 

 

 

 

EDUCATION, PEOPLE AND BUSINESS 

 

RESOURCE PLANNING 

Southbank House 

Southbank Business Park 

Kirkintilloch 

G66  1XQ 

 

 

mailto:irene.mckenna@eastdunbarton.gov.uk
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               APPENDIX 2c 

 

 

Standard Letter:   

Informing Teacher of Result of Request to Job Share (Not granted) 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

Our Ref:   

If phoning or calling ask for:   

Tel: 0141 578  

e:mail:  @eastdunbarton.gov.uk  

 

 
Date:    

 
Dear     , 

 

REQUEST TO JOB SHARE 

 

I refer to your request to job share and write to advise you that, following consideration, I am 

unable to grant your request for the following reasons …………………………………….. 

(insert details) 
 

I would like to invite you to meet with me on ………………………….. (insert date) at … 

(insert time)  in …………………………. (insert place) when we can discuss, in more detail, 

why your request has not been granted and explore other forms of flexible working (eg part 

time) which we may be able to accommodate. 

 

You may choose to be accompanied to this meeting by a co- worker or a trade union official.  

It is your responsibility to make such arrangements.  

 

Please confirm receipt of this letter and indicate if you will be able to attend the meeting. 

 

Yours sincerely, 

 

 

 

 

BERNIE SANDERSON 

RESOURCE PLANNING MANAGER 

EDUCATION, PEOPLE AND BUSINESS 

 

RESOURCE PLANNING 

Southbank House 

Southbank Business Park 

Kirkintilloch 

G66  1XQ 

 

 

mailto:irene.mckenna@eastdunbarton.gov.uk

