Our Lady of Lourdes N.S.

Job Sharing Policy
 
A member of the permanent teaching staff of Our Lady of Lourdes N.S. may apply to work on a job sharing basis under the conditions set out in Circular P10/2003 (incorporating circulars 10/03, 11/03, 12/03 and 5/03) and P30/2003.  The following points outline additional factors influencing any job sharing arrangement:

 

1. As a guiding principle, the welfare & educational needs of the children will be the underpinning factor in all issues around Job Sharing. Teachers applying for job sharing arrangement will be interviewed individually to assess the viability of their proposed arrangement. (Management Board Members Handbook 2003, p.82 par.2.2).

2. Both teachers shall present, along with the principal teacher, an information session for parents explaining the strategy employed to manage, teach & assess the class through a Job Sharing scheme. (Circular 10/03 paragraph 2.3(f))

3. An inter –school job-share will require both teachers to attend for interview to assess compatibility. The teacher from an outside school will provide an up to date curriculum vitae together with appropriate references pending interview, the Board may or may not decide to approve the job share.
4. In consultation with the Principal both teachers shall prepare together a full year’s work-plan as well as a weekly/fortnightly scheme for the class. (Circular 10/03 paragraph 6.3) At the end of each week/fortnight both teachers shall complete a detailed report (Cúntas Seachtaine/Coicíse) of the curriculum taught and the progress made by the children during the week/fortnight under both teachers.

The Plean Oibre: 
The Plean Oibre must address the following issues- 

· The need for continuity, the need for planning for an agreed methodology and an agreed approach to disciplinary matters.

· It must comply with school policies as outlined in the Plean Scoile. The Plean Oibre should outline the frequency of “After school “meetings/communications between the applicants to plan and discuss the work. It must address the need for continuity in the case of Brief Absences (as Job sharing teachers cannot substitute for each other) Plans, profiles record keeping files etc must be made available for substitute teachers. 

· It must address how school culture issues will be communicated including staff wellbeing issues, birthdays, special events etc. A case should not arise where 1 job sharing partner does not know something important which has gone on in his/her absence
5. Copies of the long-term plan, short-term plans and fortnightly reports shall be presented to the Principal Teacher at the appropriate times.
6. Job sharing will not be practised in 6th Class or Junior Infants.
7. Together both teachers shall prepare an agreed weekly and daily timetable. 

8. Job sharers are required to maintain a diary in which records of progress and important events shall be noted.  Both teachers shall meet for sufficient period of time after school at the end of each “teaching shift” to discuss and prepare the necessary handover. This handover is not to be done during school hours. 
9. As a general principle both teachers will display significant flexibility in relation to absences, holidays and also ensuring the class’s participation in school events shall continue to happen normally.
10. The two teachers shall work on the basis of week on - week off or a   split week. (Circular 11/03 paragraph 2.3(e))
11. Both teachers shall be present for any scheduled parent/teacher meetings. 
12. IEPs and Behaviour Plans are to be drawn up by both partners. 

13. Both teachers shall attend staff meetings.  
14. Both teachers shall attend School Development Planning.
15. Both teachers shall attend in-service training.
16. No planning or contacting of parents shall be done during contact time with the children.
17. The remaining Croke Park hours may be shared equally between them. However it is the responsibility of the teacher present to inform the job sharing partner of what has taken place
18. Job Sharing Teachers who attend In-Service Courses/School Planning Days on days they are not due to teach shall be granted leave in lieu. A letter from the BOM Chairperson or Principal Teacher confirming attendance at the In-Service Course/School Planning Day will be submitted to the Primary Payments Section of the DES. The teacher should also notify Primary Payments Section whether s/he wishes to take a day's leave-in-lieu or payment for the In-Service Course/School Planning Day A substitute teacher may be appointed in respect of leave in lieu days and be paid for by the Department. Job Sharing Teachers may not substitute for themselves during the days leave in lieu. Teachers involved in a Job Sharing Scheme do not take EPV Days due to concerns about the total number of teaching days which would be lost if Job Sharing teachers were to avail of EPV days during the School Year, as well as their entitlement to ‘days in lieu’ in respect of Public Holidays.
19. End of year school reports shall be jointly filled out by both teachers for each child.  
20. The Board of Management reserves the right to terminate a job-sharing arrangement, in the event that it is not operating in the best interests of pupils and school.
21. Each job-sharing arrangement will be reviewed at the end of each school year.
22. An application must be made to the Board of management, on the official application form before February 1st of the year in which the teacher proposes to take the Leave. (Circular 30/03) Forms are available from Primary Payments section of the Department of Education and Science.
23. Teachers shall be notified in writing of the Board’s decision.
24. Time Sharing Agreement: The Board is only prepared to endorse either of two options - week on/week off or the split week.
25. Teachers shall apply for job sharing positions on an individual basis.
26. The principal will decide on the pairings and class for the following year.
27. This will be agreed in advance with the principal and shall hold for the year.
28. Post-holders who are job-sharing and who opt to retain the full post-holder’s allowance, shall attend all meetings relevant to that post-holders duties, including ISM and (if applicable) Senior Management Meetings.
Job Sharing- SNAs: 
As for teachers, the welfare and care needs of the pupils take precedence over all other considerations. The school shall have due regard to the capacity of the school to meet its obligations to pupils and shall therefore apply a limit to the number that may avail of the scheme at any one time. The terms of circular 41/14 (Job Sharing for Special Needs Assistant), with the exception of point 6.7 shall apply.
Above all else the transfer of information is of vital importance. A formal handover should be completed each week at a specified time and with the knowledge of the principal. Concise notes are to be taken during these meetings. These notes for these meetings are to be signed by the principal are to be stored in the principal’s office.
General Job share Recommendation

Aladdin notices and texts, Google Calendar and school emails are to be checked regularly by both parties so as to ensure the smooth running of the school. This includes updates to policies and procedures, notifications of social and wellbeing events, student and Staff news.  A situation should never arise where 1 partner is unaware of changes within the school or the classroom. 
This policy is subject to annual review by BoM in March.

 

 

