	Manager receives a request from staff members to job share a role
	Step 1:      

Considerations: 

the needs of the work area, the job to be shared and possibilities to change the existing arrangements, the needs of the proposed job sharers



	
	Step 2: 

Talk to HR team and/or to other managers who have managed flexible work arrangements



	
	Step 3:
Determine an arrangement that meets the needs of both the work area and the employees – including clarifying details relating to the hours and responsibilities, leave and cover, performance monitoring 


	
	Step 4:
Document the arrangement and provide each job share employee with a copy of it 



	
	Step 5 
Communicate the changes to any other employees and clients who may be affected by the changes resulting from introduction of a job share and provide them with an opportunity to discuss any concerns they may have



	
	Step 6:
Implement the arrangement for a predetermined period


	
	Step 7:

Review how the arrangement works regularly and adjust as necessary



Sample flow chart – Implementation of a job share
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