JOB SHARE POLICY
LE MOYNE COLLEGE

(revised 3/1/06)

Consistent with its mission and identity, Le Moyne College cultivates among its employees respect for
the whole person and an appreciation of the diverse gifts that each bring. Accordingly, in an effort to
recruit and maintain the most productive workforce from diverse walks of life, the College supports
flexible work arrangements, such as job sharing.
Job sharing allows two qualified employees to enter into a formal partnership in which they agree to share
all responsibilities and work requirements of a single full-time position. Such an arrangement facilitates
the retention of experienced employees, improves job satisfaction and morale, and allows employees to
balance work and family commitments. This is distinct from positions that are created as part-time and
are therefore not eligible for certain full-time benefits at Le Moyne College.
*

Eligible employees interested in initiating a job share position are responsible for proposing a job share
plan, determining the logistics of the arrangement, and coordinating the individual responsibilities. Each
request will be considered on its own merit with input from the Office of Human Resources. The
immediate supervisor and respective vice president will be responsible for final consideration of the
proposal. Upon approval, each employee is entitled to a prorated share of wages and benefits. However,
the cost to the College for maintaining a job share arrangement may not exceed the cost of employing a
single full-time employee in the same position. Employees may propose sharing any full-time, nonfaculty job at the College (including new jobs advertised as full-time).
Job sharing is neither a right nor an obligation. Job sharing will be permitted when and only when the
employees in question wish to share a job and where the immediate supervisor and the relevant vice
president agree that the arrangement meets the needs of their area of the College. In addition, the
supervisor and the vice president must agree that the plan the employees have submitted is sound and that
both employees are qualified.

GUIDELINES

•
•
•
•
•

Both job share partners will share the same job title.
Each partner is responsible for ensuring that there is no reduction in office efficiency, quality of
service or productivity resulting from such an agreement.
Job sharing partners establish their work schedules in consultation with their supervisor.
A job may be shared on either a 50-50 or a 60-40 basis.
Since the total employee contract is 1.0 FTE, each employee will be entitled to receive salary and
benefits based on the proportion of the job that they perform, or on a pro rata basis. In other words,
partners in a job that is shared on a 50-50 basis will each earn 50% of the salary and benefits
associated with the full-time contract for that position. Partners who divide the job responsibilities on
a 60-40 basis will earn either 60% or 40% of the salary and benefits associated with the full time
contract for that position.

The tables found on pages 2 and 3 provide a more detailed overview of the division of salary and benefits
for which each job share partner is eligible.

*

The term “eligible employees” indicates a fully qualified, non-faculty employee of Le Moyne College
who is classified as a permanent/contractual worker, as identified by the Office of Human Resources.
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DISBURSEMENT FOR A
FULL-TIME EMPLOYEE

DISBURSEMENT FOR EACH JOB
SHARE PARTNER

Salary

Full-time employees receive their yearly
contractual salary for the calendar year
of July 1- June 30.

One full salary is split between job share
partners on a pro rata basis. A job
sharing pair will be paid based on one
job level/rating. Their performance will
be evaluated on a “single job” basis so
that any pay based on merit or
performance will be based on the overall
performance of the partners in the job
and shared on a pro rata basis.

Medical Insurance

Employees may select individual or
family coverage. If selected, both
employee and Le Moyne College
contribute toward the cost of the health
coverage.

Medical insurance will be offered to the
job sharing partners in an amount
equivalent to one full-time employee.
Whether one or both partners participate,
each will have the College share of the
premium paid on a pro rata basis.

Dental Insurance

The College provides dental coverage at
no cost to full-time employees.
Employees may purchase coverage for
eligible family members.

The College will contribute to employee
dental insurance on a pro rata basis. Job
share partners may purchase coverage
for eligible family members.

Long-term
Disability

The College provides each participant
with a portion of their income in the
event of a long-term disability. Full-time
employees receive an income benefit of
60% of base monthly salary, with a
maximum of $5000 per month.

Long-term disability will be available in
the amount equivalent to one full-time
employee. If an employee requires
disability coverage then their portion
will be prorated based on the split of the
full-time salary.

Group Life
Insurance

Life insurance is covered for all fulltime employees at the rate of 2 ½ times
the base salary rounded to the next
higher $1000, to a maximum of
$350,000. There is a 35% reduction at
age 65 and a 50% reduction at age 70.

SALARY OR BENEFIT

TIAA-CREF
Retirement
Tuition Remission

FSA Flexible
Spending

Worker’s
Compensation

Once enrolled, an employee is required
to contribute 3.5% of their annual salary
and the College contributes 9.5% of the
employee salary.
Full-time regular employees, their
spouses and their children are entitled to
undergraduate tuition remission benefits.
Full-time employees may participate in
the FSA Plan to elect to set aside money
through payroll deductions. The
Medical/Dental Account maximum
benefit is $2500 and the Dependent Care
Account maximum benefit is $5000.
Worker’s Compensation provides partial
income payments in lieu of lost wages,
as well as certain injury-connected
medical payments.

Life insurance will be provided in the
amount equivalent to one full-time
employee, as described in the Personnel
Policy Manual for Administrators and
Support Staff. Each partner will receive
the prorated amount of the split full-time
salary.
A job share partner may choose to enroll
and contribute 3.5% of their annual (prorated) salary and the College would
contribute 9.5% of the pro-rated salary.
Job share partners will be eligible for
tuition remission benefits on a pro rata
basis only at Le Moyne College.
If allowable by government regulations,
each partner may participate in the FSA
Plan up to the maximum benefit
indicated.
Both partners are eligible for worker’s
compensation equal to their respective
salaries.

Job Share appointments do not earn years of service credit towards retirement eligibility.
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Both job share partners are entitled to time off commensurate with years of service as indicated below:

TIME OFF
College Holidays

DISBURSEMENT FOR A
FULL-TIME EMPLOYEE
Full-time employees typically receive 14 ½ days off
each year.

For each job share partner, College holidays
will be compensated on a pro rata basis. Shift
changes may be necessary to balance holidays on
that basis.

Full-time administrators receive 15 vacation days
having completed 1-5 full-time years of service, 20
days off having completed 6-10 years of service, and
25 days off having completed more than 10 years of
service.

For each administrator partner, vacation days
will be allotted based on a pro rata basis. For
example, two years of half-time service will
equate to 1 full-year administrative contract for
the purpose of vacation days. An individual who
is re-employed by the College in any full-time
capacity will be credited with prior full-time
service in determining vacation allowance. As
such, the part-time service will be accumulated
based on a pro rata basis.

Full-time support staff are eligible for vacation as of
each July 1st. The number of days is based on the
number of years of full-time service completed by
each June 30th, as indicated in the Personnel Policy
Manual for Support Staff.

For each support staff partner, vacation days
will be allotted on a pro rata basis in accordance
with the Personnel Policy Manual for Support
Staff. If one is re-employed by the College in any
full-time capacity, they will be credited with prior
full-time service in determining vacation
allowance. As such, the part-time service will be
accumulated based on a pro rata basis.

Full-time administrators receive regular pay for up
to a maximum of 14 days during a benefit year when
absent due to short-term illness, medical
appointments, bereavement or other approved leave.

Each administrator partner may receive
regular pay on a pro rata basis.

All regular full time support staff who have
completed the three (3) month probationary period
shall be eligible to accumulate sick leave credit of one
(1) day per month from date of hire.

Each support staff partner shall be eligible to
accumulate sick leave credit on a pro rata basis
from the date of the job-share hire (having
fulfilled the condition of completing 3 months
full-time employment prior to initiating the jobshared position).

Vacation Days

Short-term
Sick Leave

Full-time administrators may be granted a paid
medical leave of absence for an employee's temporary
disability upon application. Upon the birth of a child,
the mother is entitled to a leave for the period of
disability (generally 6 weeks for vaginal delivery or 8
weeks for cesarean). In accordance with the Family
and Medical Leave Act an employee may request an
extension to the period of disability, without pay, up
to a total leave period of 12 weeks.

Family and
Medical Leave

DISBURSEMENT FOR EACH JOB SHARE
PARTNER

Full-time support staff members
may be granted a medical leave of absence for an
employee's temporary disability upon application to
NYS Disability Insurance. Upon the birth of a child,
the mother is entitled to a leave for the period of
disability (generally 6 weeks for vaginal delivery or 8
weeks for cesarean). In accordance with the Family
and Medical Leave Act an employee may request an
extension to the period of disability, without pay, up
to a total leave period of 12 weeks.

Each administrative partner may be granted a
paid (pro-rated) medical leave of absence for an
employee's temporary disability upon
application. Upon the birth of a child, the mother
is entitled to a leave for the period of disability
(generally 6 weeks for vaginal delivery or 8
weeks for cesarean).

Each support staff partner may be granted
a medical leave of absence for an employee's
temporary disability upon application to NYS
Disability Insurance. Upon the birth of a child,
the mother is entitled to a leave for the period of
disability (generally 6 weeks for vaginal delivery
or 8 weeks for cesarean).
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•
•

•

The employer retains the sole discretion for approving applications for job sharing and can cancel any
partnership with 90 days’ notice.
Where a vacancy occurs following the resignation or termination of one partner in a job share
position then the remaining partner will have the option of requesting appointment to the position on
a full-time basis. If the remaining partner does not wish to assume the vacancy, then the position will
be filled in accordance with the College’s standard recruitment procedures.
If one job share partner resigns, is terminated, or otherwise leaves the shared job and the other
declines to take over the job on a full-time basis, the remaining job share partner may be laid off in
order to fill the job on a full-time basis.

APPROVAL PROCESS
To request a job share arrangement both employees should initiate the process by devising a proposal
outlining the logistics and meeting with their supervisor to discuss the feasibility of a flexible work
arrangement. This request should be presented to the immediate supervisor for consideration. The
proposal should include the following elements:
• Proposed start date
• Preferred work schedule
• Method of communication and information sharing
• Work environment and office needs
• Summary of qualifications and work experience of each person
• Description of how duties will be divided and shared (include current job description)
Once the request has been submitted to the immediate supervisor, both employees and the supervisor
should meet to discuss the suitability of the proposal and address any concerns relating to the proposal.
The office of Human Resources should be consulted to provide support and guide employees through the
process, if necessary. Upon approval by the supervisor, the respective vice president, along with the
College president, should review the proposal for final consideration.
Following submission, discussion and final approval of a proposal, the job share agreement is confirmed
in writing and the employees’ contract is amended. The job share will be assessed yearly in accordance
with the College’s annual assessment process to determine if the workload is split appropriately and if all
job responsibilities are being met. Modifications will be made if necessary. The agreement will be
automatically renewed each year when contracts are renewed unless sufficient notice is given to terminate
the arrangement.
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