

Job Sharing Guidelines	Comment by Winters, Kelsey (WSSDA): District procedure only.

	1. What is the difference between a part-time position, a part-year position and a job share position?
	A part-time position is funded as a fraction of a full-time single position, for example, a .5 FTE. A part-year position is a position that is for less than 180 days and, therefore, is reported as a fraction of an FTE, i.e., 160 divided by 180 would be a .89 FTE. A job share exists when two people share the responsibilities on one full-time position at their request.

	2. What is the difference in benefits between job share and part-time positions?
	Part-time employees will receive a prorated allocation as agreed upon by the District and the bargaining unit. Job share staff will be eligible to share 1 benefit allocation on a prorated basis. Full-year employees at .5 FTE or above are eligible for full TR1, except where staff members are job sharing. In job sharing situations, the two staff members will each receive their respective FTE times the amount for which they would qualify if in a full-time position. Part-time staff members and staff members who are less than .5 FTE will be eligible for a
prorated share of TR1 based on their FTE.

	3. What about planning/release, the 181st day and staff meetings?
	Planning and release days are prorated based on the job share FTE. Job share partners are each eligible for the 181st day. One member of the team must attend building planning days and staff meetings. Both members are responsible for keeping abreast of building discussions, issues and concern.

	4. Is the District obligated to share a position?
	The District is obligated to consider job sharing when there is an open position.

	5. How does one get permission to job share?
	Job Share Application forms are available in Personnel. One application is to be completed by each team. All applications for reassignment in a building must be submitted in time to be approved no later than May 1 of the preceding school year. Applications for open positions will follow the same timelines required for transfers outlined in Article 10, Section 4, of the Collective
Bargaining Agreement.

	6. What must be done before a job share request is approved?
	a) Individuals interested in being reassigned to a job sharing position must identify a job share partner within the current ranks of provisional and continuing District staff who is acceptable to the building principal. If no job share partner is found in the ranks of current employees, the job share is posted.
b) The potential job share team must then identify the position they wish to share.
c) The Job Share Application form must be completed by the team requesting
the job share, approved or disapproved by the principal and returned to the Personnel Office for review.

	7. Can a job share team work alternating weeks or months?
	No.

	8. Who authorizes a job share?
	The Director of Human Resources will authorize a job share after reviewing the recommendation of the building principal.

	9. What will be the basis for consideration of job share requests?
	The consideration will be based on administrative and program needs. The district will maintain a limited number of job share opportunities per building depending on the number of administrators, staff and special programs. If a job share application is rejected, a written rationale for the denial will be provided if
requested.

	10. What happens to an individual's contract when job sharing?
	The individual retains the present year FTE and will be placed on leave for the portion of the FTE being shared, e.g. 1.0 FTE equals .5 leave and .5 assigned.

	11. How long is a position job shared?
	One school year. Job share teams will have the opportunity to reapply in the following spring.
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	12. Can a job share be started mid-year?
	The creation of job shares mid-year would be most unusual. All requests to be reassigned to a job share must be submitted no later than May 1 of the preceding school year.

	13. Can job shared teams trade scheduled days?
	No.

	14. Can one team member substitute for another team
member?
	Yes. The request must be made through the Substitute Office and the pay for substituting will be at the regular substitute rate.

	15. To whom is the job share position assigned?
	a) Where a position already belongs to one team member, it remains that member's position when the job share team dissolves.
b) Where a position is "open" it shall be assigned to the senior member of the team (by building and then by District seniority).

	16. What happens when both members want to end the job share?
	The person whose position was shared retains the position unless staff reduction provisions of the contract have been implemented. The other member may remain in the building if there is a position available; otherwise, that member must transfer. If one or both members of a team wish to job
share with new partners, the application process must start over again.

	17. Is special consideration for continued job sharing given to anyone?
	Yes. Special consideration is given to job share teams that were in existence prior to the 1993-94 school year because at the time of the creation of those teams, the guidelines were not in place.
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