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MISSION STATEMENT

John Gulson Primary School reflects passionate ambition and commitment to
learning and we recognise the uniqueness of every individual in the pursuit of
excellence.

VISION

Our mission is driven by our desire to offer the best education for our pupils in
partnership with parents, carers, Governors and the wider community. We believe
our approach will inspire a love of learning and unlock the talents that lie within all of
our children, preparing them to be kind, happy, successful and responsible citizens
of the future.
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1.

Scope

These provisions are available to employees in all mainstream, Trust, special, voluntary
aided schools (as adopted) and Academies (meeting relevant eligibility criteria). It must be
noted that the availability of flexible working within a school environment may be restricted
by the very nature of work within schools and/or employees’ conditions of service.

2.

Introduction

Flexible working is about providing employees with the opportunity to manage their work-life
balance through different ways of working whilst ensuring that we deliver quality services to
our community.

3.

3.1

4.1

4.2

4.3

4.4

Eligibility

An employee must have worked for the Council continuously for 26 weeks at the time
of application and have not made another request under Flexible Working in the
previous 12 months.

Provisions and definitions

Flexible working can include the following options:

Jobshare, Part-time working, Term time working, Flexitime, Carers Rights to
Request Flexible Working, Annualised Hours (usually applied to a specific work
group for service delivery reasons), Career Break Scheme (support staff only) and
Flexitime/Banked Hours (available to employees where the Flexitime/Banked Hours
scheme is in operation). This is not an exhaustive list of flexible working
arrangements.

Jobshare

Jobshare involves two part-time employees sharing the duties of a post normally
done by one. All the benefits i.e. leave and pay are divided between the two
jobsharers proportionately. Jobshare also gives the employee the option to choose
the hours, time and days they wish to work subject to agreement with their potential
jobshare partner and line manager.

A vacant job can be considered for jobshare or existing employees may request to
share their own jobs. All jobs are open to job sharers except where jobs have been
exempted and all advertisements will state this (See Appendix A).

Part-time Working

Employees may request to reduce the number of hours they want to work. The
definition of part-time working is: one employee doing a defined job in defined
contractual hours of less than 37 (for support staff only) and receiving pro-rata pay
and benefits.

Term-time Working

Term time working allows employees in some posts to work during school term-time
only. Annual Leave is calculated pro rata to the weeks worked. The annual salary is
based on actual hours worked plus the pro rata annual leave entittement. The



annual salary is then paid in 12 monthly payments. Annual leave periods are
therefore pre-determined and leave may not normally be taken during term time.

5. Application Procedures

To apply for any of the above provisions, with the exception of Flexitime, all employees will
have to complete the Flexible Working Scheme request form (attached).

Flexible Working requests should be approached with reasonableness in mind, as it is not in
all circumstances that the full range of options may be available. For example, where an
employee works within a small team, applicants are encouraged to think of the impact that
flexible working may have on both colleagues and service provision. Every effort should be
made to grant a request where this is feasible and refused only where there is a business
reason for doing so.

The employee must complete the application form.

e The employee must forward one copy of the application form to their Head Teacher
and one copy to their HR Team.

e Within 28 days of receiving the application form a meeting will be convened with the
employee, Head Teacher/employee's manager, and a TU representative (if
requested by the employee). The Head Teacher/Manager should discuss with HR
prior to the meeting taking place that they are likely to reject. A HR Representative
may attend the meeting.

o Within 14 days of this meeting, a reply in writing will be sent to the employee outlining
the decision.

¢ |If the request has been approved, this will be confirmed in writing and a revised
contract of employment issued.

¢ |If the request has been rejected, this will be confirmed in writing, with an explanation
as to why the request was rejected.

e The employee will have the right to appeal against this decision to the School. This
should be in writing within 14 days of receipt of the rejection notification.

e Within 14 days of receipt of the written appeal, the Head Teacher and all the other
parties involved will meet to discuss the appeal. The appeals process is designed to
encourage both parties to reach a satisfactory outcome.

o |f the employee is not satisfied with the outcome of the appeal they have the
recourse to the school’s grievance procedure.

6. Reasons for Refusing a Request/Application

All applications/requests will be considered properly and fairly and would be refused only on
business grounds. The following are some grounds for refusing a request:

Detrimental effect on ability to meet customer demand
Inability to reorganise work amongst existing staff
Detrimental impact on quality of work



Detrimental impact on the quality of performance

Insufficiency of work during the period the employee proposes to work

The burden of additional costs

Planned structural changes

It is unlikely that flexible retirement requests involving an additional cost to the
school/Authority will be approved unless organisational efficiency can be demonstrated (see
Retirement and Flexible Retirement Policy for further information)



Appendix A

Job Share Information

1. Principles

1.1 All jobs are open to job sharers unless they have been exempted and all advertisements
must state if there is an exemption. There are two main events which will make it necessary
to consider the suitability of a job sharing arrangement:

o When a job becomes vacant or
e When existing employees request to share their own jobs

1.2 The criteria for exemption are the same, irrespective of whether consideration has been
made because of a request from an employee or a vacancy occurs. Exemption is only
granted where the operational requirements of the job mean that sharing is not practicable
for good business reasons. For example, if the jobholder has to be residential on site it may
not be appropriate for the accommodation to be shared. However, if there are two lots of
accommodation available then the job could be shared.

1.3 Given that the operational requirements of most jobs will be different, each request for
exemption will be considered on its merits. The Head Teacher will consider if jobs are to be
exempted.

2. Application to Jobshare

To make an application to jobshare, employees should follow the procedures in the above
guidance.

3. Filling Vacancies on a job sharing basis

3.1 The Council is committed to job sharing and all jobs are open to job sharers unless a job
has been exempted.

3.2 The standard "Information for Applicants" package has a basic statement on the
availability of job share, which will be issued to all candidates.

3.3 Applications from potential job sharers will be considered entirely on their merits
alongside those from "full-time" candidates. It is not necessary for those applying for
appointment on a job share basis to do so in conjunction with a possible job share partner.

3.4 It is recommended that applicants be individually interviewed to assess suitability, even
where a joint application is made. This does not, however, preclude seeing the applicants
together once the interviews have been held.

3.5 The decision of an appointment panel will be based on the candidate's suitability for the
job. The offer of appointment and contract of employment will reflect the outcome of
considerations about practical working arrangements as set out below.

4. Working Arrangements for jobshare.

4.1 The alternative patterns of work that job sharers may normally be expected to use are: -



Split day — one sharer works each morning each week while the other works each
afternoon;

Split week — one works the first half of the week while the other works the second half;
Alternate weeks — one works one week while the other works the next week.

N.B. Teachers and Support Staff may put forward options which they consider can
work effectively

4.2 Other patterns of work are quite acceptable if mutually agreed by the School and the
sharers. The factors that will influence the choice will be the nature of the job share
arrangement (i.e. whether the whole job is being shared or whether it is being split into two
separate components), the need for communication between the job sharers (and thus the
need for some overlap time), the degree of repetition in the work of the job and the domestic
circumstances of the employees concerned.

4.3 Good communication between partners is essential for job sharing to be successful and
it will be necessary for the supervisor and the job sharers to develop effective methods of
communication. There are various methods available which include the use of written notes,
dictating machines, message books, etc.

4 4 |t is essential to note that the total hours worked must not exceed those of the
established full-time job.

4.5 If one sharer leaves, the school should consider the options open to, and discuss the
matter with, the remaining sharer. If the remaining sharer wants to be appointed to the job
full-time, then it is not necessary to advertise the job. The remaining job sharer should be
able to make a decision on working full-time fairly quickly. However, they may need a longer
period to make the necessary adjustments for family commitments (e.g. child care
arrangements). Overall the concept of a reasonable response time applies to both employer
and employee. If the jobshare vacancy needs to be filled, then it will be advertised in the
usual way.

4.6 The remaining sharer may be willing and able to work full-time for the period whilst
recruitment takes place. If so, the employee would be paid for additional hours worked (at
plain-time rate). It is important to recognise that this is voluntary — no pressure should be
placed on the sharer to cover the additional hours. It is equally important that the remaining
sharer should not be pressurised to cope with more than a fair share of the workload in the
hours he/she is working.)

4.7 The remaining job sharer may wish to nominate a new job share partner for
consideration. This is acceptable provided the opportunity is first advertised to the wider
community to prevent the possibility of indirect discrimination and appointment by "word of
mouth". The nominated job sharer would also need to satisfy all usual selection criteria and
undergo the same selection procedures as all other applicants.

4.8 Where no suitable jobsharing partner can be found, within six months and after two
advertisements, the Head Teacher and HR Adviser, as required, will discuss the matter with
the employee and his/her representative. If the employee is unable to work full-time, then
the employee’s situation will be managed under the Council's redeployment procedure.

5. Salary and conditions for job sharers/part-time workers will be pro rata to the
hours of work.



5.1 Grade, Salary and Incremental Promotion

The full grade range for the job applies. Salary is pro rata to the hours worked, but individual
sharers may be on different points within the scale according to their personal grading.
According to the appropriate conditions of service, increments will continue to be given
annually, on the same basis as applies to full-time employees. Progression through any
career structure is also on the same basis as that which applies to full-time employees.

5.2 Promotion

It is the wish of the Council that most jobs will be advertised as open to job share at all
grading levels. It is expected that this will provide promotion opportunities for existing job
sharers and for those full-time employees seeking both promotion and a job share
arrangement. Such applications may be made individually or with a partner.



Appendix B

Part-time Working.

1 Applications for part-time working under the Flexible Working provisions

1.1 Employees may put forward proposed patterns of work taking account of the needs of
the service and their own needs in respect of work life balance.

1.2 Patterns of work are acceptable if mutually agreed by the School/individual.
2. Salary and conditions for part-time workers will be pro rata to hours worked

With the exception of the explanatory notes below all other terms and conditions of
employment for part-time employees will be pro rata those for full-time employees

Document Control

Date Author Changes

April 2015 Nicole Firth Section 4 removed —
repetitive
information/excess
information

Brought into line with
Corporate document
Removal of out of date
legislation

Removal of irrelevant
excess job share info




Flexible Working Application / Request Form

DATA PROTECTION ACT 1998
The personal details you provide will enable Coventry City Council to perform its obligations
under the contract of employment and to monitor access to flexible working.

Employee's Details

Name School

ID Number Job Title

Home Address Postal Location
Tel Number

Employee's Current Working Pattern

HT/Manager's Name

Job title (as appropriate)

School

Tel Number

Flexible Working pattern applied for (Please Tick)
Change of Location [ | Different hours/working pattern [ ]
Part-time |:| Job share |:| Term time working |:|

Other (please specify)

For all applications:

Please provide details of preferred working hours /weeks/location.

Please state when you wish this working pattern to start.  Date



Please explain in detail your reasons for applying for a new work pattern. You may
continue on another sheet if necessary.

Signature

Date

Please send a copy of this form to your Head Teacher

EXAMPLE RESPONSE LETTER



Flexible Working Response

Dear ---------------
Following our meetings on --------------- to discuss your application to change your current
contracted hours from to , | hear by wish to inform you that your

application has been considered and has been accepted/rejected *.
Either:

As agreed the start date for your new working pattern is ---------------- .
Or:

The reason(s) for the rejection is/are:

Head Teacher's Name

Head Teacher's Signature

Date




