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Scoil Charthaigh Naofa 
The Board of Management of Scoil Charthaigh Naofa, in line with departmental regulations has drawn up the following policy taking account of relevant circulars. This policy is specific to the needs of Scoil Charthaigh Naofa and in framing this policy the welfare and educational needs of pupils take precedence over all other considerations. 
This policy complements the school ethos. At Scoil Charthaigh Naofa we strive for a child centred approach and equal opportunities for all. This policy will endeavour to provide opportunities for staff while ensuring children are reaching their full potential with the staff in the school.
Aims: 
● To ensure that all stakeholders are aware of the policy and of the procedures and structures in place in order to facilitate the smooth operation of Job sharing. 
● To inform all staff members of what is expected of them if/when engaged in a Job sharing arrangement. 
Eligibility: 
1. All permanent teachers employed in Scoil Charthaigh Naofa with at least two years service in a permanent capacity, are eligible to apply for Job Sharing with the exclusion of the Principal and those on probation.  Please refer to the relevant circular as to terms and conditions laid down. 

Procedures: 

Applying for Job Sharing: 

1. All persons applying for Job Sharing are expected to familiarise themselves with the details of the Job Sharing Scheme as outlined in all relevant circulars from the DES (See www.education.ie) 

2. An application must be made on the official application form before Feb 1st  of the year in which the teacher proposes to take the leave (dependent on departmental directives). 

3. Teachers wishing to Job Share must submit an individual written application together with a Plean Oibre to the Board of Management before March 1st of the preceding academic year.

4. 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. 




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 (eg Job sharing teachers substitute for each other if allowable under Department of Education guidelines) Plans, profiles record keeping files etc must be made available for substitute teachers. 

● It must also outline the availability of teachers for relevant mainstream staff meetings, SET staff meetings and Special Class Teacher meetings, IEP planning meetings along with relevant meetings with parents, parent/teacher meetings etc.  The Principal shall be involved centrally in all stages of the planning of the Job Sharing arrangement, including the preparation of the Plean Oibre.
 
In considering applications the Board shall satisfy itself that the Plean Oibre adequately addresses all the key issues outlined above. 

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. 

Approval: The Board shall have due regard to the capacity of the school to meet its obligations to all pupils and shall therefore apply a reasonable limit to the number of its teaching staff that may be absent on Job Sharing/ Career Break/Exchange/Teacher exchange /and Secondment at any one time. 

The BoM will sanction a maximum of 3 Job Sharing arrangements in any school year. 

The BOM reserves the right to make decisions to accommodate the exigencies of any situation that might arise on compassionate grounds. 

All permissions will be in line with DES circulars and INTO /CPSMA agreements. 

The minimum period for which job sharing arrangement may occur is one full school year. However the Board of Management reserves the right to review and if necessary to terminate job sharing arrangement at any time if the Board decides it is not in the best interests of the pupils. 

Persons wishing to extend the Job Sharing arrangement beyond one year must re-apply on an annual basis.  The Cathaoirleach/ BoM will outline to the Board – - the extent to which the two proposed job sharers are compatible, flexible and complement each other’s skills and professionalism - The levels of organisational and communication skills displayed by the proposed partners, as well as their attendance records.  All elements of each and every Job Sharing arrangement shall be reviewed annually and the teacher from outside may be required to attend for Interview again if a further application to continue is submitted.

The Board will assess each application in accordance with guidelines set out in the relevant DES circulars and in accordance with the terms of this policy and shall give its formal decision in writing to teachers no later than April 1st.  In the event of applications for J.S. C.B. etc. being in excess of the numbers agreed by the Board in any school year, the Board shall adjudicate on the matter by means of interview and by reference to the criteria to be notified ahead of interviews.  

The Board will inform the DES of all approved JS applications by April 12th  of any year. 

Class levels /Teaching Duties: 

The allocation of classes remains the absolute perogative of the Principal. 

It is a matter for the employer to decide the job sharing arrangement(s) which it is prepared to endorse e.g. week on/ week off, split week.

Position regarding attendance at In-Service Courses (including Curriculum Courses), ‘Croke Park Hours’, School Planning Days and ‘Extra Personal Vacation’ (EPV) Days: 

If in a shared SET/ mainstream or Special Class role, both job sharing partners must attend Parent/Teacher meetings either in person or via zoom. There will be a parent teacher meeting each year to provide feedback to parents.  These will take place in January/ February.  Both teachers must be present for the drawing up of IEPs with relevant stakeholders.  If a teaching partner is absent for any reason,  it is the responsibility of the other teacher partner present to inform the job sharing partner of what has taken place. 

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.  Staff members shall be notified of these dates at the earliest opportunity. 

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 can each take a maximum of two EPV Days.  The employer cannot sanction any additional EPV requests due to concerns about the total number of teaching days which would be lost if Job Sharing teachers were to avail of additional EPV days during the School Year, as well as their entitlement to ‘days in lieu’ in respect of Public Holidays.

Supervision: 

Job Sharing Teachers shall engage in Supervision Duty with both teachers sharing one post. 

Planning: 

● As stated above a Plean Oibre must be submitted by March 1st, with an individual application for Job sharing by each individual to the Board of Management, following initial application Feb 1st . 

● Both teachers must prepare together a full plan of work on a term by term basis. This must be submitted to the Principal prior to the commencement of each term. 

● At the end of each month a detailed report of the curriculum taught and the progress made by the children must also be made and submitted to the Principal in the Cuntas Míosúil format. 

● Both teachers shall meet for sufficient periods of time (to be stated in the Plean Oibre) at the end of each teaching shift to discuss and prepare the necessary hand-over. This may be done using an agreed platform e.g. Zoom for three of the four weeks per month. 

● Job sharers are required to maintain a diary in which records of progress, of handover meetings and important events shall be noted. End of year reports shall be filled out jointly outside of teaching time. 


Leadership and Management Posts 

 The entitlement to fill a Leadership and Management Post and/or appointment to and payment in respect of Acting Leadership and Management Posts will be in accordance with relevant Department publications and/or other regulations. 

 The employer should keep the operation of Leadership and Management posts held by Job Sharing teachers under review to ensure responsibilities are adequately discharged. 

 Where a Primary school Deputy Principal is approved for Job Sharing he/she must relinquish his/her Leadership and Management post and the appropriate allowance for the duration of the Job Sharing arrangement. 

 An Assistant Principal I or Assistant Principal II may retain his/her Leadership and Management post allowance while Job Sharing provided the employer decides that the roles and responsibilities of the post can be performed in full. 

 Where an employer decides that it is not possible for the Job Sharing teacher to perform the full roles and responsibilities of the Assistant Principal I or Assistant Principal II post, an acting Assistant Principal I or Assistant Principal II may be appointed and the allowance will be shared equally between the two teachers (i.e. the acting post holder and the Job Sharing teacher). The Career Break, Job-Sharing and Leave Policy December 2020 Page | 6 allowance shall be restored to the actual post holder on resumption of full-time roles and responsibilities. 

 The acting post holder will not establish personal entitlement to the allowance and will therefore relinquish same when the Job Sharer resumes full-time roles and responsibilities. 

 A teacher who holds a Leadership and Management post allowance (including holders on a personal basis), on an inter-school Job Sharing Scheme must relinquish his/her Leadership and Management post for the duration of the inter-school Job Sharing arrangement. The Leadership and Management post vacated by a teacher is subject to the terms as outlined in Department Circulars. 

 A teacher on an inter-school Job Sharing Scheme may apply for Leadership and Management posts arising in his/her base school but is not eligible to apply for post(s) in the host school. If successful in obtaining a Leadership and Management post in their former school, an acting Leadership and Management post is appointed subject to the post still being warranted and subject to the terms as directed from time to time by Department Circulars. 

 If a teacher who holds a Leadership and Management post allowance enters into an inter-school Job Sharing arrangement, he/she must relinquish the allowance for duration of the Job Sharing arrangement. An acting post holder may be appointed if required, subject to the need for the post being warranted. 

 Where an acting Leadership and Management post is warranted, the filling of such a post will be subject to the terms as directed from time to time by Department Circulars.

Drawn up in January 2022. 



● Policy to be uploaded to the drive once changes have been approved by the board. 

Evaluation/Review: The policy will be subject to bi-annual review by the Board and may be amended in light of: 

● Feedback from the various stakeholders 

● The efficient and smooth operation of the scheme 

● Benefits to the school arising from its implementation 

● Revised /New DES circulars/guidelines. 

Communication: A copy of the policy will be uploaded to the drive and will be posted on the school’s website. 

Implementation: This policy will be implemented from September 1st, 2022 and reviewed bi-annually thereafter. 

Ratification: It was reratified by the Board on 01/10/2025. 

INTER-SCHOOL JOB SHARING: ADDENDUM TO IN-SCHOOL JOB SHARING POLICY A: 

If a member of the staff applies to Job Share with a teacher from another school but based in Scoil Charthaigh Naofa, the following conditions (in addition to all the relevant requirements included in DES Circulars and as detailed in Scoil Charthaigh Naofa’s Job Sharing Policy) will apply 

(a) A copy of the Teacher’s Curriculum Vitae, relevant Inspector’s Report(s), up-to-date references and names of referees will be required. 

(b) The Teacher will be required to attend for interview. 

(c) The outline Plean Oibre should be submitted before 1st  March of the preceding academic year. 

(d) The decision of the Board of Management in adjudicating on the suitability of the applicant for a Job Sharing arrangement will be final. 

(e) All elements of each and every Job Sharing arrangement shall be reviewed annually and the teacher from outside may be required to attend for Interview again if a further application to continue is submitted. 

Inter-School Job Sharing Scheme: 

● In the case of an Inter-School Job Sharing arrangement appropriate consultation with the Board of Management of the partner school on all matters relating to the proposed arrangement will be an integral part of the processing of the application. 

● The Board(s) of Management will process all Job Sharing Applications during the month of March. Where an Inter-School Job Sharing arrangement is being entered into, the application must indicate the school in which the job sharing teachers will be based (the Application Form contains a section in relation to this matter). The Board(s) must convey a decision in writing to the teachers before 1st April. The Board(s) must submit all approved applications to the Department before 10th April. 

● The Board of Management of the host school for an Inter-School Job Sharing arrangement is considered to be the employer for both Job Sharers for the duration of the Job Sharing period and the teacher should sign a Form of Agreement with the Board of Management. 
B: If a member of the Scoil Charthaigh Naofa staff applies to Job Share with a teacher from another school based in the other school, the Board of Management will consider the application as it would applications for Career Break/Secondment/Teacher Exchange etc. 

Appendix 2 Please refer to all relevant circulars in relation to Payment of Salary, POR and Job Sharing, attendance at in–service including curriculum courses and school planning days, Job sharing and the redeployment panel, leave etc. 
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