This formal job share letter spells out the terms of the job share. It is in addition to the employee’s contract of employment. It stipulates the hours/days to be worked by each partner and provides that these can be changed by agreement between the partners and their manager. It also addresses what will happen should business needs not be met or one partner leave.
Name

Address 1

Address 2

Address 3

Address 4

Date
Dear ..........,
 

It's great that you and your job share partner have been able to arrange a job share arrangement that suits you both.
 
It's with pleasure that I offer you the opportunity of job sharing in the role of {JOB_TITLE} on the terms and conditions set out below.
 
	Grade:
	{RUDF_JobGrade}

	Business Unit:
	{OUDF_Business Unit Name}

	Salary:
	{OFFER_SALARY}

	Start date:
	{OFFER_ACTUAL_START_DATE}

	
	


	  

You will initially work {DAYS_OF_WEEK_WORKED} for {HOURS_PER_DAY} per day.  Your job share partner will work {JOBSHARE_DAYS_OF_WEEK_WORKED} for {JOBSHARE_HOURS_PER_DAY} per day.  Changes to the days and hours you are scheduled to work will be by arrangement between you, your job share partner and me as your manager.

It's important for you and your job share partner to communicate effectively so each of you can meet your objectives.

	


I would therefore like both of you to attend work at the same time on {SHARED_WEEKDAY} between {SHARED_HOURS_REQUIRED}.
 

If your job share partner wishes to leave their job share position or our business needs are not being met by the job share arrangement, we will need to explore available options with you.  The options that we may consider include looking for a replacement job share partner for you, offering you the position on a full time basis, or discontinuing the job share position.  In the event that we discontinue the job share position, we will give you at least four weeks notice and we will help you find another job share arrangement or part time position.
 
All other terms and conditions will remain unchanged.
 
The next step is for you to sign and date a copy of this letter to acknowledge that you accept its terms and conditions and send it back to me.
 

Please talk to me if you need to clarify any aspect of your job share arrangements.
 

..............., I hope you enjoy your new working arrangements.
 

Yours sincerely,
 
 
 
 
{HMGR_NAME}
{MANAGER_TITLE}
{OUDF_Business Unit Name}
 

 

 

 

I have read and understood the contents of this letter, and accept the terms and conditions it contains.
 

 

	Name:
	.........................

	Signature:
	 

	Date:
	 


