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Job Sharing Policy for Special Needs Assistants 
(SNAs) 
 

This policy must be read in conjunction with Circular Letter 0041/2014 

 
1. Introductory Statement: 
This policy was revised by the school principal Éilis Dillon based on Circular Letter 
as above, with reference to guidance documents from Irish Primary Principals’ 
Network and based on previous policy devised in 2007. 
 

2. Guidelines: 
The Board of Management is required to develop a policy on job sharing so that staff 
may be fully aware of the Board’s position in this matter. In framing a policy position 
on job sharing, we are required to ensure that the welfare and educational needs of 
students take place over all other considerations. 

 
1. No more than 1/10 of staff members are entitled to job share at any one time. 

Seniority is not affected by job sharing. 
2. The minimum period for which a job sharing arrangement may occur is one 

school year. An SNA cannot resign from a job sharing arrangement to return to 
work full time during the course of the school year.  

3. Job-sharing for the following academic year must be applied for annually in 
writing to the Board of Management before 1st Feb of the year proposed to job 
share and in all subsequent years. Job sharing will begin on the first day of Term 
1 unless there are exceptional circumstances. Initially the Department of 
Education and Skills will have to give permission for job- sharing in exceptional 
circumstances.  

4. Time-sharing arrangements are for split week.  
5. The welfare of the students takes precedence over all other considerations. Job 

sharing for some classes is not suitable to the needs of the students.  
6. Job-sharing Special Need Assistants or those on approved leave of absence may 

not engage in substitute work.  
7. The Board of Management reserves the right to terminate a job sharing 

arrangement if the arrangement is not operating in the best interests of students. 
The temporary replacement SNA will be made aware that his/her appointment 
may be terminated in such an event, (one month’s notice on either side).  

8. All Special Needs Assistants with two years service in a full time capacity (not 
substitute) are eligible to apply for job sharing c.f. 2(a). No person on career 
break can job share for the duration of that leave.  

9. An SNA who is job sharing who wishes to resign from his/her post (as opposed 
to resigning from their job sharing arrangement) must give the Board of 
Management notice in accordance with terms of employment. The other staff 
member who is job sharing does not have any job if the job sharing is then 
discontinued —i.e. the full time post reverts back to the school.  

10. The Board of Management will notify the SENO of any new job sharing 
arrangements.  
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3. Operation of Job Sharing within the school:  
a) Job sharing Special Needs Assistants are required to fill a communication book daily. 
Factual records of routine tasks, important events and a diary of how the day went 
should be noted each day. Students’ initials should be used. This book should be 
available to the class teacher and principal/delegated person at all times.  
b) All notices should be left on the staff room notice boards and whiteboard for at least 
one week to ensure that job-sharing staff have the opportunity to update.  
c) There should be at least one out of school meeting per year, preferably one a term, 
between job sharing partners, class teacher and principal/delegated person.  
d) Job sharing personnel are required to be available for relevant training sessions and 
staff meetings.  
g) Job-sharing staff will work 6 extra days in line with Conditions of Service. This 
constitutes 36 hours out of school time.  

4. Payment of Salary while job sharing  
Job sharing SNAs are paid on a scale of pay equal to 50% of a full time salary 
arrangement.  

5. Leave  
Entitlements arising from public holidays to a job sharing SNA will accrue to the SNA 
who would otherwise be scheduled for duty on the day in question. In such cases 
however, the normal attendance regime will, where necessary, be varied slightly with a 
view to allowing both job sharing partners to benefit equally from public holidays.  
Subject to Board of Management approval, job sharing SNAs are entitled to take leave 
under the terms of Circular PAY SNA 18/04, (Brief Absences) for days in which they 
are scheduled to work.  

It is not possible for a job sharing SNA to substitute for her/his partner in the case of 
occasional short absences. The Board of Management will make arrangements locally for 
substitute cover.  
 

Bereavement Leave/Leave to look after sick relative  
Under Section 1 of Circular PAY SNA 18/04, (Brief Absences), job sharing SNAs are 
entitled to bereavement leave and leave to look after a sick relative for days in which they 
are scheduled to be in attendance.  
 

Sick Leave  

Job sharing SNAs are entitled to equity with full time SNAs. However, to ensure equity 
with full time SNAs the following formula applies:  
Each day’s absence on grounds of illness on which the SNA is scheduled to be in 
attendance counts as two days sick leave.  
Where sick leave absences span weekends, each intervening weekend shall count as two 
days sick leave.  
In reckoning the aggregate sick leave, uncertified sick leave will be taken into account, as 
will periods of school closure occurring during the absence.  
A job sharing SNA is required to provide a medical certificate from a qualified medical 
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practitioner after two consecutive days of absence due to illness.  
 

Maternity/Adoptive Leave/Parental Leave  
The arrangements applying to teachers in relation to maternity leave, adoptive leave and 
parental leave are, in general as specified in the Maternity Protection Act, 1994, the 
Adoptive Leave Act, 1995, the Parental Leave Act, 1998 and the relevant Statutory 
Instruments, Orders and amendments. There is no distinction in the Acts between staff 
who are working full-time and staff who are job sharing. The general conditions that 
currently apply to SNA on maternity leave, adoptive leave and parental leave are as 
outlined in Department Circulars for SNAs available at www.education.ie under 
Education Personnel/Special Needs Assistant. A full-time SNA who commences 
maternity/adoptive leave and whose leave overlaps with the next school year, will be paid 
at the full-time rate of pay for the duration of the maternity/adoptive leave and leave-in-
lieu even if the teacher has since commenced a job sharing arrangement.  
A job sharing SNA who commences maternity/adoptive leave and whose leave overlaps 
with the next school year, will be paid at the job sharing rate of pay for the duration of 
the maternity/adoptive leave and leave-in-lieu even if the SNA has since retumed in a hill 
time capacity.  
While on maternity leave or adoptive leave, any salary paid to a job sharing SNA will be 
paid at the job sharing rate in accordance with the provisions regarding payment during 
maternity leave or adoptive leave in force at the time. While on parental leave, the job 
sharing SNA is taken off salary.  
SNAs on paid maternity/adoptive and unpaid parental leave will receive paid leave in lieu 
for days on which the school was closed during the period of parental leave (leave in lieu 
is not granted in respect of unpaid maternity/adoptive leave). While on paid leave in lieu, 
the SNA is paid at the job sharing rate of pay. The leave in lieu must be taken 
immediately following the paid maternity/adoptive leave and the unpaid parental leave 
regardless of the job sharing arrangements.  

Outside Employment  
It is not permissible for a job sharing SNA to engage in outside employment without the 
consent of the Board of Management, which must normally be obtained beforehand, and 
that consent will only be given where it is clear that such outside employment will not 
affect the SNA’s work under the Board of Management or be in competition with it. 

Superannuation  
A job sharing SNA shall be eligible for superannuation benefits on the same basis as full 
time staff, save that each year of service given in a job sharing capacity will reckon as six 
months full time service for superannuation purposes.  

 

5. Ratification and Communication:  
 

This policy was ratified by the Board of Management on the 9th June 2015.  
This policy will be revised thereafter every 4 years or in line with revised  
employment legislation.  

 


