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Librarian I – Information Services Job Share Agreement 

Subject: Job Share Agreement for Employee A and Employee B 

Summary 

This agreement establishes a job share for a Librarian I position in the Library’s Information 
Services Department. The current incumbent in this position is Paula Mason, hereinafter 
known as Employee A. The job share would partner Employee A with Employee B in 
the role of Reference Librarian duties.  

For purposes of this agreement, the position will remain a full-time position within the 
Library’s staffing resolution. 

Definition 

Job sharing is defined as a voluntary program providing 2 (two) employees the 
opportunity to share 1 (one) full-time equivalent position. The job share agreement is for 

a minimum one-year commitment. Continuation will depend on a formal evaluation by 
management after a 9-month period. If deemed successful by management, the 
arrangement will be continued and evaluated on an annual basis. If management evaluates 
the job share as unsuccessful, the position and job responsibilities will revert back to a full-
time position within the Information Services Department and the incumbent in the full-
time position will resume these duties. The Library reserves the right to deny a job share 
request for any reason. In any event, the job share and any subsequent extensions are 
proposed as non-precedent setting. 

The Library may offer the job share position to a qualified internal candidate. If no internal 
candidate is found, the Library will post a job recruitment for a job share partner, interview, 
hire and train the most suitable candidate. 

With regard to the assignment of responsibilities, and scheduled work hours, the following 
will apply: 

The managing supervisor will determine a schedule for 40 (forty) hours per week, with both 
Employee A and Employee B working 40 (forty) hours per two-week pay period. 

Employees A and B will split responsibilities in the assigned duties for this shared 
position, comprised of, but not limited to: collection development, working on the reference 
desk and providing reference services to patrons. Job duty assignments may be changed at 
any time by the managing supervisor.    

Each employee will report directly to the Information Services Manager with regard to 
primary assignments. 

Communication 

Communication between Employee A and Employee B is crucial to the success of the job 
share position. Both employees will cooperate with each other to maintain communication 
and ensure that the Library’s job expectations are being met.  

Renewal 

After the first evaluation, and then annually, continuation of the job share may be 
requested by the partners by submitting a formal written request to the Library. The 
decision to renew the job share program is at the sole discretion of the Library. The Library 
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reserves the right to modify any of the terms of the shared job agreement; such 
modifications will be reviewed with the job-share applicants. 

Termination of job share agreement 

If either job share partner is temporarily unable to work due to a long term illness or other 
emergency, their partner will work full-time until a replacement is found or when the absent 
partner returns. Temporarily is defined as a maximum of 90 (ninety) calendar days.  If the 
time period extends longer than 90 (ninety) days, the job share agreement will end and the 
position will return to a full-time position. 

In the event that the job share agreement is terminated by either party or the Library, the 

position will revert to a full-time position. The Library reserves the right to terminate the 

agreement prior to completion of the one-year commitment term. 

As the incumbent, if Employee A withdraws from the job share after having met the 

minimum one-year commitment, he/she will have the option of requesting his/her full-time 

position back. Employee B will be notified in writing that the job share has ended and 

their employment with the Library has been/will be officially terminated.   

In the event that Employee A withdraws from the job share and resigns from the Library, 
then Employee B may apply for the full-time position when it is posted. In lieu of posting 
the job, the Library may offer the position to Employee B. 

If Employee B withdraws from the job share, then Employee A has the right of first 
refusal to work full-time or voluntarily resign. 

In the event that the Library terminates the job share Employee A has the right of first 
refusal to work full-time. If Employee A chooses to return to full-time, Employee B will 

be notified in writing that the job share has ended and their employment with the Library 
has been/will be officially terminated. If Employee A elects not to return to full-time, 
Employee B may apply for the full-time position when it is posted. In lieu of posting the 
job, the Library may offer the position to Employee B. 

When the job share position ends and is reverted to full-time, all full-time benefits return, 
with no waiting period or pre-existing condition requirements. 

Action Requested 

This agreement establishes a job share for the position of Librarian I, Information Services 
under the conditions outlined above. 

Employee A  _____________________________   Date _____________  
 

Employee B ______________________________   Date _____________ 
 

Library Director ___________________________   Date _____________ 

 

Information Services Manager ___________________ Date _____________ 


