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INTRODUCTION 
 

1. This policy offers guidance to all South Yorkshire Fire and Rescue (SYFR) employees 
on the Job Share Scheme and the appropriate criteria and p rocesses for making and 
considering an application.   

 
2. As a member of the Dignity at  Work Partnership1, SYFR is committed to promoting a 

positive working environment where the dignity and respect, to which all employees are 
entitled, i s not under mined.  N o em ployee sh ould be t reated l ess favourably on t he 
grounds of race, gender or gender reassignment, disability, sexual orientation, religion 
or sp iritual bel ief, co lour, nat ionality, nat ional or  ethnic origin, marital/parental st atus, 
family ties, trade union or political belief, hour s worked, or any  other reason, either 
directly or indirectly. 

 
3. SYFR is committed t o co nsidering the need s of em ployees to b alance work 

commitments with t hose o f t heir ho me/family life. S YFR will se ek t o r emove any  
barriers that might m ake i t di fficult for ex isting and pot ential employees to bal ance 
these commitments. 

 
4. SYFR recognises the i mportance o f bei ng abl e t o at tract and r etain hi gh quality 

employees from all sections of the community and recognise that offering flexible 
and/or alternative working initiatives can help in achieving this aim. 

 
 
DEFINITION 
 
5. Job sharing m ay be de fined as two peopl e v oluntarily sh aring the dut ies and 

responsibilities of one full-time post, with the salary, annual  leave entitlement, bank 
holidays and other benefits being divided pro-rata between the two employees. 

 
6. Each job sharer works under a normal contract of employment (Statement of Written 

Particulars) and is subject to the provisions of current employment legislation.  Job 
sharing i s quite di fferent from par t-time w orking w here t he em ployee i s i ndividually 
responsible for their work.  Job sh arers share all of  the r esponsibilities of the pos t 
which they hold jointly. 

 
7. Potentially all posts within SYFR are open to a job share arrangement, where it is 

reasonable and pr actical and w here co rporate and oper ational needs  w ill not  be 
adversely affected. 

 
8. Job sh aring a rrangements can enabl e S YFR t o maintain the sa me num ber of 
 established post s and h ours, but  al so facilitate individual em ployees to w ork fewer 
 hours. 
 
9. All conditions of service, both national and l ocal, shall apply to job sharing employees 

on a pro-rata basis, according to the hours worked, except where otherwise specified in 
this policy.  

 
 
1 The Dignity at Work Partnership is a partnership between the Government, Unite (the UK’s largest union) and 
major public and private organisations.  For further information on the Partnership, see www.dignityatwork.org 
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JOB SHARE ARRANGEMENTS 
 
10. Job sharing arrangements may be introduced in the following ways: 

 
• An existing, permanent employee may apply to job share and the resultant part of 
 their post will then be advertised 
 
• Two employees carrying out the same or similar posts, on the same grade, may 
 apply to share either of their existing posts, or a similarly graded vacant post 
 
• A successful candidate at interview may be appointed to a vacant post on a job 
 share basis, with the remaining part of the post being advertised 
 
• An employee, returning from maternity leave, co-parenting leave, adoption leave 
 or a career break etc may wish to undertake fewer hours in their established post 
 as a job sharer, with the remaining portion of the post being advertised. 
 
• All employees have the right to request job sharing however, employees with 
 childcare/ caring responsibilities should consult the Flexible Working for Parents 
 and C arers Policy, as this will provide further information on the other flexible 
 working options available to them. 

 
11. Arrangements for job sh are w ill be dependent  u pon bot h t he t ype o f w ork and  t he 

individuals concerned. Arrangements for co vering t he hour s o f w ork and the 
allocation of  par ticular duties and responsibilities will be ag reed w ith the individuals 
concerned.  Where necessary, there will be an addendum to the job description for 
the post, expressing the agreements reached. 

 
12. The allocation of tasks and arrangements for the division of hours will need to take 

into acco unt the r equirements of S YFR and cover t he full r ange o f dut ies and 
responsibilities of the particular post. 

 
13. There will be no contractual requirement for job sharers to work full-time or additional 

hours to co ver when t heir j ob sh are par tner i s absent due t o l eave or  sickness, o r 
when the other part of the post is vacant. 

 
14. In the event of one job share partner, for whatever reason, ceasing to continue in the 

post, the remaining job share partner will be of fered first refusal of the full-time post.  
If t hey do not  w ish t o acce pt t he post  on a full-time basi s, t hen anot her j ob sh are 
partner should be sought using the usual recruitment and selection procedures. 

 
15. If it is not possible, after all reasonable attempts have been made, to find a job share 

partner w ithin si x m onths, co nsideration m ay be  g iven ( in co nsultation with t he job 
sharer) to re-deploy the remaining job sharer into a suitable post and re-advertise the 
post as fully vacant.  

 
16. Job share arrangements usually provide for full time roles to be divided equally, i.e. a 

50/50 sp lit bet ween t wo em ployees. O ther combinations can be co nsidered as  
appropriate, where it is reasonable and practical and where corporate and operational 
needs will not be adversely affected. 
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17. Operational staff following the s tation based shift system are entitled to request j ob 
sharing provided that the arrangements are within the current shift pattern and follow 
the tour of duty. 

 
18. Revised working arrangements could include working the following shift patterns: 
 

• One day and one night 
• One tour on and one tour off 
• Working only days 
• Working only nights 

 
19. PLEASE NOTE: All variations will be considered according to the needs of the 

organisation. The l atter t wo opt ions of w orking onl y da ys or only nights on an 
operational basis will only be considered in exceptional circumstances, on the 
following grounds: 

 
• Having caring responsibilities 
• Short-term need 
• Medical reasons 

 
20. Employees will be expected to have a degree of flexibility in order to ensure they fulfil 

 their obl igations to S YFR’s training pr ogramme. If therefore, an  oper ational 
 firefighter wanted to work solely on ni ght shifts then on a nu mber of occasions, they 
will have to attend training during the day in order to fully maintain their 
 competence. This will r equire t hem to sw ap a ni ght sh ift to a day sh ift to 
accommodate the necessary training. Job-share arrangements will not be permitted if 
they compromise training and maintenance of skills. 

  
21. Any job sharer who undertakes secondary employment will be required to adhere 

 to t he Working Time R egulations. Under Working Time R egulations, S YFR has an 
 obligation t o take al l r easonable st eps to ensu re t hat employees do not  exceed an 
 average of 48 w orking hours per week (over 17 weeks). This includes work relating 
 to busi ness interests, s econdary em ployment out side S YFR or  work done on a 
 voluntary basis.  Where it is possible that this average will be exceeded, the individual 
 may opt out by signing an opt out form.  I rrespective of whether an opt  out form has 
 been signed, all employees should maintain a record of dates and hours worked.  
 This must be produced to line management, when requested, to enable t he 
 organisation t o monitor co mpliance w ith Working Time R egulations. Furthermore, 
adequate rest periods must be taken between work shifts.  Please see the 
 Working Time Regulations policy for further information. 

 
22. Line managers have a responsibility to monitor the hours worked by employees within 

 their team (including, where necessary, hours undertaken as secondary employment) 
 to ensu re t hat obl igations contained w ithin t he Working Time R egulations are met.  
 Further g uidance i s available f or l ine m angers and em ployees from Human 
Resources. 

 
23. Employees are r eminded t hat se condary em ployment sh ould not  be  under taken 

during the rest period prior to reporting for duty. 
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THE PROCESS 
 

24. Where a job share arrangement is required due to childcare/ caring responsibilities, 
please refer to the ‘Flexible Working for Parents and Carers’ policy and complete the 
appropriate form ( available on t he I ntranet or  from the H R Employment S ervices 
team).  

 
25. In order to request a job share arrangements for other reasons, the form in Appendix 

A should be ut ilised in or der to highlight the rationale behi nd r equesting su ch a 
change. 

 
26. Once the form has been completed and r eturned to Human Resources, an interview 

will be arranged with the employee’s manager and a HR representative, in order to 
discuss the content of the form in more detail. 

 
27. If the request for job-sharing is granted, the employee will be notified in writing. 
 
 
RECRUITMENT AND SELECTION 
 
28. All vacancies should be asse ssed to establish their suitability for job sharing.  Those 

posts that are considered appropriate for job sharing will be advertised as such. 
 
29. Where an i ndividual r equest from an ex isting em ployee t o j ob share i s agreed, t he 

resultant part of the post will be advertised and Human Resources will undertake to 
recruit for the pos t w ithin t wo m onths of the ap plication.  The r eduction i n w orking 
hours of the existing employee will usually take place on the first day of the recruited 
job sharer. 

 
30. Applicants who express an interest in job sharing will be co nsidered using the usual 

recruitment and selection process.  Individual applicants interested in job sharing will 
be assessed on their merits, as are all other candidates.  Only when the recruitment 
process is completed, will di scussions take pl ace as to t he pr actical working 
arrangements of the job sharing. 

 
31. Joint requests from existing employees, wishing to reduce their hours by sharing one 

of their posts, will only be considered where this will not involve promotion.  Where an 
existing employee moves to a lower graded post on a job share basis, the employee’s 
salary will not be protected. 

 
 

CONDITIONS OF SERVICE 
 

32. All conditions of service apply in the same way as they would to an employee in a full-
time, establishment post.  Specific conditions of service are listed below: 

 
 Contract of Employment (Statement of Written Particulars) 
 
 Each j ob sh are par tner will hol d an i ndividual contract o f em ployment.  T he post  

holder’s title will be given, followed by the text ‘Job Share’.  The job description will be 
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that o f t he e stablished post , w ith an addi tion t o r eflect any  a greements where 
overlap/continuity and/or split tasks are required. 

 
 Hours of Work 
 
 The hours of work will be stated in each job sharers contract of employment 

(statement of written particulars).  T he total hours worked must not exceed those of 
the established post. 

 
 Changeover Arrangements 
 
 Where co ntinuity i s determined as  an esse ntial r equirement o f the r ole, t he job 

sharers should ensure that this is achieved within the normal total hours of the 
established post, without extending the work time span of attendance. 

 
 Salary 
 
 The salary will be pro rata for the number of hours worked.  It is therefore possible for 

individuals sharing the same post to be paid at different incremental points within the 
grade of the post.  Normal incremental progression shall apply. 

  
Promotion 

 
 Job sharers who apply for higher graded posts shall be co nsidered in the same way 

as full-time employees. 
 
Overtime 
 
Where i n ex ceptional ci rcumstances, a j ob sharer w orks beyond t heir own usual 
contracted hours, r eimbursement for t hose addi tional hours shall be a t a plain t ime 
rate or accrue as time off in lieu.  Overtime rates will only be paid where hours are 
worked beyond the usual hours of the established post. 
 
Annual Leave 
 
Standard leave entitlement will be pro rata to the number of hours worked by each of 
the job sharers.  There i s no restriction on job sharers taking annual  leave at t he 
same t ime, su bject to t he nor mal pr ovisions which appl y, i .e. w here c orporate and  
operational needs are adversely affected 
 
Public and Statutory Holidays 
 
Public and statutory holidays will be sh ared pro rata to the number of hours worked.  
Where the working arrangements result in a di sproportionate share, adjustments will 
be made, in consultation w ith the j ob sharers and l ine management, t o ensure that 
the benefits of public and statutory holidays are equally distributed between the job 
sharers, regardless of which days they work.  I t may therefore necessitate a ch ange 
of the day on which a job sharer works. 
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Sick Pay and Sick Leave 
 
Sick pay  and si ck l eave w ill be p ro r ata t o t he num ber o f hours worked by  t he j ob 
sharers.  Entitlement to sick leave and pay is based on a reckonable length of service 
calculated on an individual basis 
 
Maternity / Co-Parenting / Adoption Leave 
 
Job sharers will receive the provisions of the appropriate NJC Conditions of Service, 
augmented by relevant local agreements pro rata to the number of hours worked. 
 
Training and Development 
 
Training and development will be co nsidered on t he same basis as for those in full 
time es tablished post s.  Where t here i s a r equirement for a  j ob sh arer t o a ttend a 
training course on a day when they are not usually at work, reimbursement at plain 
time or time off in lieu will be granted. 
 
Pension 
 
All job sharers will be subject to the usual pension provisions. 
 
 
Flexi-time Attendance Scheme 
 
The flexi-scheme applies equally to all Support Staff, whether they are full time/part 
time or job share employees.   The conditions of the scheme will be applied equitably 
to al l. I t i s the r esponsibility of t he j ob sh arers to ensu re t hat t hey at tend f or t heir 
contracted hours and that any core hours are covered. 
 
Change of Circumstances 
 
Existing em ployees may r equest to job sh are their ow n post s.  A  m inimum o f one  
month’s written not ice to t his effect m ust be given t o their l ine m anager/s, who will 
give a written response within one month.  

 
 
 

 If you require any further guidance on this Policy please contact  
Human Resource 
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JOB SHARE REQUEST FORM 
 
This form i s to be co mpleted by  st aff who g enuinely f eel t hey would ne ed t o r equest job-
share working a rrangements. P lease co mplete all sections fully and pr ovide as much 
information as possible about the proposed working pattern you would like to be considered, 
including how the ch anges will be accommodated.  HR will t hen be i n contact w ith each 
employee with a view to arranging a one-to-one meeting in the majority of cases. 
 
If job share arrangements are required due t o childcare/ caring responsibilities, please refer 
to the Flexible Working for Parents and Carers policy, available on the Intranet. 
 
 
Personal Details 
 
Name:       …………………….………………………………………………………...……………… 
 
 
Job Title: ……………….………………………………………………………………………… 
 
 
Section: ………………………………………………………………………………………… 
 
 
Employee No: ………………………………….……………………………………………………… 
 
 
Line Manager: …………………………………………..……………………………………………… 
 
 
Responsibilities 
 
Describe your current responsibilities and provide as much detail as possible about 
the problems which you are experiencing due to your current work pattern: 
 

…………………………………………………………………..……………………………………….. 
 
………………………………………………………..………………………………………………….. 
 
………………………………………………………………...…………………………………………. 
 
…………………………………………………………………..……………………………………….. 
 
………………………………………………………..………………………………………………….. 
 
………………………………………………………..………………………………………………….. 
 
 
(You may continue on a separate sheet if necessary) 
 
Are you aware of an employee who would be willing to job-share with you? If so, who? 
 
………………………………………………………..………………………………………………….. 
 
………………………………………………………..………………………………………………….. 
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Describe the working pattern(s) you would like to work (days/hours/times worked/ 
place of work etc) 
 

…………………………………………………..……………………………………………………….. 
 
…………………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………………… 
 
…………………………………………………………..……………………………………………….. 
 
 (You may continue on a separate sheet if necessary) 
 
Impact of the new working pattern  
 
I think this change in my working pattern will affect my employer and colleagues as 
follows:- 
 
………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………….. 
 
……………………………………………..…………………………………………………………….. 
(You may continue on a separate sheet if necessary) 
 
 

ALL APPLICANTS MUST COMPLETE THIS SECTION 
 
Signed: ……………………………………………… Date: ………………….…………. 
 
Name: …………………………………………………………………………………..………………. 

  
Please return to:  Amy Leech, HR Manager, Employment Services, Command HQ, 197 Eyre 
Street, Sheffield, S1 3FG. 
 
The H R t eam w ill co ntact each  i ndividual who su bmits a r equest form w ith a vi ew t o 
arranging a one to one meeting in the majority of cases. 
 
Please provide contact det ails as  we will need t o liaise with you di rectly i n or der to 
obtain further information/ arrange a meeting etc. 
 
Home Tel:……………………………………………………………………………………………………. 
 
Work Tel/ Mobile:……………………………………………………………………………………………. 
 
E-mail address: _______________________________@_______________________________ 
 

PLEASE NOTE: Anyone found to be providing false information may render themselves liable to 
disciplinary action. 




