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A. In an effort to remain flexible and responsive to employees, ACCS will consider job sharing in 
positions which lend themselves to the concept. 

 
B. Job sharing is defined as a form of part-time employment in which the schedules of two or more 

part-time employees are arranged to cover the duties of a single full time position. Generally, a job 
sharing team means two employees in the same classification. Job sharers are subject to the same 
personnel policies as other part-time employees.  

 
C. Job Share Positions 

 
1. Generally job share positions can be set up in any area of the Agency. 
2. Employees interested in a job share must not be on a probationary status, or on a  
3. Performance Improvement Plan.  
4. Full time Agency employees interested in establishing a job share are expected to submit 

their proposal to the Executive Director using the format found in the Personnel Procedure 
Manual.  

5. Requests to job share shall be given full and fair consideration, but acceptance of a job 
share is at the discretion of the Executive Director.  

 
D. Scheduling 

 
Scheduling should take advantage of the fact that two or more people rather than one are filling the 
job; these possibilities include overlapping time, split shifts, or working in different locations at the 
same time. Work schedules for job sharers may vary, each week, but in all cases except for 
emergencies, are pre-approved.  

 
1.    Sick Leave - Employees earn sick leave on a prorated basis depending on the number of hours 

worked per pay period. 
2. Vacation - Employees earn vacation leave on a prorated basis depending on the number of 

hours worked per pay period. 
3.    Holidays – See section 6.02: Holidays Part-time employees shall receive holiday pay on a pro-

rated basis, based on the daily average of actual hours worked, excluding overtime hours 
worked, in the previous calendar quarter. The figure shall be calculated for the preceding 
calendar quarter on the first day of Jan., April, July, and October of each year. ORC 124.18 

4.    Pay – gross pay is computed by multiplying the employee’s hourly rate of pay by the number 
of hours worked during the pay period. Overtime rates apply only to the hours in excess of 40 
hours in one week. 
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E. Other considerations 
 

1. Reduction in work force – In the event of a reduction in work force, the order of layoff of 
employees are as follows: part-time probationary, part-time, full-time  probationary, and 
full-time. Each employee’s retention points are a factor in determining the order of layoff in 
each of the employment categories. 

2. Rights – part-time employees have the same rights as full-time employees when 
disciplinary actions or performance based disciplinary actions are taken against them.  

 
F. Ending or changing a job sharing arrangement 

 
1. The decision to approve or to terminate an arrangement is at management’s discretion.  
2. If one sharer is unable to maintain the agreed upon schedule, goes on extended leave, 

resigns, or takes another job, the remaining partner will be expected to work full time until 
another job sharer is found.  

3. If it is necessary to end a particular job sharing arrangement, the agency may reassign one 
or both of the job sharers to other part time positions or to other full time positions, if 
available within the Agency. 

 
 
GUIDELINES 

 
Definition: 
 

PART TIME EMPLOYEE – Means an employee whose regular hours of duty are less than eighty 
hours in a pay period in a state agency or county department of human services, or less than any 
accepted full-time standard in any other county office. (OAC 123:1-47-01 (53)) 
 
JOB SHARING – a form of part-time employment in which the schedules of two or more part-time 
employees are arranged to cover the duties of a single full time position. 
 
PROBATIONARY PERIOD – Means either the period of time at the beginning of an original 
appointment or the period of time immediately following a promotion, which constitutes a trial or 
testing period for the employee, during which the employee may be terminated. (OAC 123:1-47-
01(63)) 

 
PROCEDURES 

 
A. ACCS employees desiring to create a Job Sharing agreement must make a written proposal to the 

Executive Director that is signed by Supervisors and the Deputy Director. The Executive Director 
and Board are responsible for approving job sharing agreements if they determine the 
arrangement to be in the best interest of the Agency. 

 
B. Employees should carefully consider all the personal issues involved in switching to a part time or 

job sharing schedule, such as a reduction in pay, changes in benefits such as vacation accrual, 
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health insurance, sick time, holiday pay, etc. In addition, employees should thoroughly discuss the 
possibility of a job share with their immediate supervisor. 

 
C. Ideally the supervisor and job sharing team will jointly determine how the work week will be 

divided. While the needs of the office are paramount, a successful arrangement will take into 
consideration the needs of the employees as well. Several options are possible, including split 
days, alternate days or weeks, and flexible schedules. The method of supervision, attendance at 
mandatory training, how vacation will be taken, etc. should be discussed and addressed in the 
following Job Sharing Agreement. The schedule will be approved a month in advance by the 
supervisor and posted within the unit. 

 
D. There should also be some discussion of how clients are to be informed of the change. The 

supervisor will have to determine with the job sharers, how unit and staff meetings and client 
oriented meetings will be covered. The supervisor will complete performance evaluations on each 
of the job sharers, and must evaluate them as individuals and as a team. 

 
E. Job sharers must work out open communication patterns with each other, with their supervisor, 

and with their clients. Important case decisions must be made in consultation with one another, 
and clearly communicated to all appropriate parties. 

 
 
REFERENCES 

 
ORC 124.18 
OAC 123:1-47-01 
 
Forms:  Job Sharing Agreement 
 Flexible Schedule Sheet 
 

 

Procedure Approved: 6/1/2011 
Procedure Revised:      

  

http://codes.ohio.gov/orc/124.18
http://codes.ohio.gov/oac/123:1-47
http://www.athenschildrenservices.com/upload/documents/Policy_Procedure/Forms/Chapter_4.17_Job_Sharing_Agreement.pdf

