INFORMATION COMMISSIONER

APPLICATION FOR PART-TIME EMPLOYMENT

We realise that many people may want to work on a part-time basis. We are very keen to offer posts on that basis but, to ensure we can continue to provide our current level of service, most part-time opportunities are offered on a job share basis. Where this is not the case details of the part-time hours offered would normally be specified in the job advertisement. We accept that those interested in applying on a part-time basis will not necessarily be able to identify anyone who is willing to work the other half of the job, so we invite applicants to indicate what part-time arrangements are possible for them, to enable us to identify possible job-shares from the applications received.

Any job share arrangements must ensure that the two core-time periods are covered each day, but do allow some flexibility at the beginning and end of each work period within the ‘flexible’ bandwidths set out, however, certain job-share partners will have to co-operate to ensure that there is no conflict where one wishes to start before the other has finished as indicated below.
We have set out below the possible part-time working arrangements. All of the options require input of 74 hours over each four week accounting period. Areas of flexibility are indicated below, although (as the accompanying notes make clear) any flexibility is subject to the over-riding requirement that essential services are maintained between the hours of 09.00 and 17.00 each working day, and staff must co-operate by being willing to adjust their own hours to ensure that this requirement is met.
Please indicate below which of the part-time working patterns you would be able to work.

Applicant name: _____________________________________________________
Position applied for: __________________________________________________
I would like to be considered for part-time employment and would be able to work the following working patterns. (tick as many of the options as you like and, if you wish, indicate preferences with numbers i.e. 1 for your 1st choice, 2 for 2nd choice etc)
1. Working half a day each working day, either
A) Monday to Friday a.m.
 FORMCHECKBOX 
(tick)
or
B)  Monday to Friday p.m.
 FORMCHECKBOX 
(tick)
Flexible Starting Band    07.55 - 10.00 

Flexible Starting Band*   12.00 - 14.00

Core-Time 

      10.00 - 12.00 

Core-Time

       14.00 - 16.00

Flexible finish-time*       12.00 - 14.00 

Flexible finish time
       16.00 - 17.55
* Flexible periods marked with an asterisk indicate where job-share partners will have to co-operate to ensure that there is no conflict where one wishes to start before the other has finished.

2. Working two full days and one half day each week, either
A) Monday, Tuesday all day and Wednesday morning
  FORMCHECKBOX 
(tick)

  or

B) Wednesday afternoon, Thursday and Friday all day  FORMCHECKBOX 
(tick)

3. Working Alternate weeks of 2 and 3 full days, either
A) Week 1:  Monday, Tuesday, Wednesday and Week 2:  Monday, Tuesday  FORMCHECKBOX 
(tick)
or
B) Week 1: Thursday, Friday and Week 2: Wednesday, Thursday, Friday  FORMCHECKBOX 
(tick)
We have tried to set out the options as clearly as we can but we realise that the options could be confusing, particularly if you have little experience of job sharing or flexible working arrangements. Please do not let any uncertainty deter you from applying. Instead, if you have any questions, please contact either Amy Walthall or Mandy Baylis on 01625 545744 who will be happy to discuss and clarify the possibilities for you.
