New England District
Customer Sales and Solution Center

Job Sharing Guidelines

Definition

The Job Share Program permits the department to allow two bargained for employees to share one authorized position. Both employees are required to be the same pay grade and job title. Job sharing creates part-time opportunities in positions that cannot be reduced or split into two part-time jobs.

Eligibility

Interested employees who are meeting/exceeding all aspects of work performance and attendance should provide a written proposal to the Department Manager, Mary Ellen Wood, as well as the CWA Local President, Don Trementozzi. Each case will be reviewed individually and a determination will be made on a case by case basis.

Salary Administration 

The salary administration guidelines for part time employment are also applied to Job Share employees.

Benefits

Each Job Share employee shall be eligible for company provided benefits as they are applied to regular part-time employees. However, when added together, the two job sharing employees’ benefits can not equal more than 100%. Refer to Article 31, Classification and treatment of part-time employees.
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Example:

	Job Share Partner 1
	Job Share Partner 2
	Part Time Equivalent Work Week Classification
	Eligibility

	Works 2.5 days
	Works 2.5 days
	Partner 1 /Partner 2
19 / 19
	Both partners are eligible by enrollment and 50% payment of the premiums

	Works 5 days (3.75 hours a day)
	Works 5 days (3.75 hours a day)
	Partner 1 /Partner 2

19 / 19
	Both partners are eligible by enrollment and 50% payment of the premiums


Net Credited Service Dates

For purposes of vacation and tour SELECTIONS the net credited service dates of both job share partners shall be an average of each of their combined net credited service dates as of January 1, of the current year.

Work Schedules

Tour selections would be based upon the average of the combined NCS dates of the Job Share Team. The job share partners will share 1 tour identical in the start time, five days a week, with the exception on Saturday, on which day the start time can fluctuate.

The following work schedule arrangement will be available to job share employees:

	Job Share Partner 1
	Job Share Partner 2
	Must equal 100%

	Works 2.5 days or 50%
	Works 2.5 days or 50%
	100% or 37.5 hours

	Works 5 days (3.75 hours a day) or 50%
	Works 5 days (3.75 hours a day) or 50%
	100% or 37.5 hours
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Job Share employees shall work the same agreed upon days each week. We will be unable to accommodate any requests for alternating days from week to week. Therefore, if the job share’s combined seniority were such that the job share partners are expected to work on Saturdays, the same employee would be expected to work Saturday each week, in the absence of swapping with their partner. The only exception would be of the employees each work 3.75 hours a day, 5 days a week.

Vacation Eligibility and Selection

The number of weeks an employee is entitled to shall be based upon the individual employee’s NCS date. NCS dates will not be combined for the purpose of vacation eligibility for job share partners.

Vacation selection shall be based upon the average of the combined Job Share NCS date. Job Share partners will be expected to make their vacation selections together, to the extent that the number of vacation weeks they are entitled to are equal. Their combined selection should cover a 1- week period.

Vacation Selection

Refer to Article 31. Classification and treatment of part-time employees.

Excused Work Days

Refer to Article 31. Classification and treatment of part-time employees.
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Floating Holidays

Each job share partner would be entitled to 2 Floating Holidays, to be scheduled on a normally scheduled workday.

Holidays

Only the Job Share employee, who is regularly scheduled to work on the day of the designated holiday, shall be paid the holiday pay. In a situation where volunteers are requested, or a force condition arises, only the employee who normally works on the day in which the holiday falls is entitled to volunteer and/or be forced in by holiday equalization.

Overtime

Both Job Share partners will be expected to work overtime that is applicable to their tour. Overtime shall be paid in accordance with article 31.04 of the contract.

Corporate Training

Both Job Share partners will be expected to participate in each corporate training session. In the event that it is necessary to schedule a corporate training session that is longer than the employees scheduled tour, i.e., the employee is scheduled 3.75 hours on a given day and is expected to report to a training session that is 4 hours or more. Both Job Share Partners would be expected to change their hours for that week to a 50% split of (2) 7.5 hour days and (1) 3.75 hour day. This may have to be done twice depending on the scheduled dates of the training. Additionally, should the company require that all employees attend a full or half day training session on their unassigned day; each job share partner will be expected to comply.
Absence due to Illness or Leave of Absence

In the event that one of the job share partners experiences an absence that leads to disability or a leave of absence, the company reserves the right to terminate the Job Share. The remaining partner would need to return to a full time status if another partner who would agree to the same terms and conditions of the original Job Share could not be found within a reasonable period. The subsequent job share would need to follow the same approval process that was required initially.
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Sales
Job Share employees will be eligible to take part in the Achievers program; however, they will be expected to meet 100% of their sales objective for strategic products individually. For the purpose pf the appraisal process, sales objectives will be individually established and pro-rated based on the employee’s work hours (50%).

Supervisory Unit

Both job share employees shall report to the same manager, within the same office.

Relinquishing a Job Share

Should either partner decide to relinquish their partnership, the company requires that 6 weeks of notification be given to both the company and the partnering employee. The notification should be given in writing to both parties.

Company Termination of Job Share

The Company reserves the right to cancel any job share arrangement.
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New England District Job Sharing Contract
​​​​​​​​_____________________ and ​​​​​​​​_____________________ have reviewed the

           Job Share Partner #1                                                         Job Share Partner #2
Terms and conditions set forth in the New England District, Customer Care and Solutions Center’s Job Share Guidelines dated _____________ 2006.

Section I

Work Schedules
Using the chart below, please describe how you plan to divide your Job Share hours:

Job Share Partner #1 ___________________           Total Hours __________

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Total Hours

	Hours 
per day
	
	
	
	
	
	
	

	*AM /PM
	
	
	
	
	
	
	


Job Share Partner #2 ___________________           Total Hours __________

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Total Hours

	Hours 
per day
	
	
	
	
	
	
	

	*AM /PM
	
	
	
	
	
	
	


* Please indicate AM or PM session if you are planning to divide any day by session.
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Section II

BENEFITS:

Based on the classification and treatment of Part Time Employees, specifically articles 31.03 and 31.06, I agree that based on my part time equivalent workweek, should I enroll for benefits, I would be responsible for the following percentage of payment.

_____________________ shall be responsible for the payment of 50%

           Job Share Partner #1                                               

of the company provided Benefits, in accordance with Article 31.06.          

_____________________ shall be responsible for the payment of 50%

           Job Share Partner #2                                               

of the company provided Benefits, in accordance with Article 31.06.

I understand that my new Net Credited Service Date of ______________

will be utilized for scheduling purposes from this point forward. I agree to all of the rules and regulations set forth in the New England District, Customer Sales and Solution Centers Job Sharing Guidelines. Additionally, I agree to notify the company as well as my job share partner by filing pf a Notice to relinquish Job Sharing Status and provide a copy to my manager and my Job Sharing Partner, should I decide not to job share any longer, for any reason. I agree to give the company 6 weeks notice should I wish to terminate my Job Sharing Agreement.           
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Notice to Relinquish Job Sharing Agreement

I ______________________________ wish to provide notice to the company as well as my Job Sharing Partner _____________________, that I have decided not to continue to Job Share. I understand that to be in accordance with my Job Share Agreement, I must give 6 weeks notice. I plan to relinquish my Job Share Agreement 6 weeks from the next Monday’s date, which is Monday, ________________________.

____________________________

Employee’s Signature
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