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Secondment Agreement

Dear (insert name of secondee),
SECONDMENT AGREEMENT

The issuing of this secondment agreement is in accordance with Salisbury NHS Foundation Trust’s Secondment Policy. This document sets out the terms and conditions of your secondment from (insert name of lending employer or department) to (insert name of host employer or host department).
PURPOSE OF SECONDMENT

(Details appropriate to secondment to be completed.)

SECONDMENT JOB TITLE

Your job title will be (complete as applicable).
The duties and responsibilities of your post are as outlined in the attached/previously issued (delete as appropriate) job description. This is not an exhaustive list and such duties and responsibilities may be varied as appropriate to your secondment and grade, following prior consultation and agreement with you.

BASE

Your base will be (complete as applicable). Your post may involve travelling outside of this seconded base to allow for the full delivery of your duties. In such instances you will receive appropriate reimbursement of any relevant expenses from (either/or your host/lending or current employer). In the case of secondment outside of Salisbury NHS Foundation Trust, we will seek reimbursement of these costs from the host employer if we have paid the travel expenses.
HOURS

Your normal working hours will be (complete as applicable) per week. Your normal working days will be (complete as applicable). Your pattern of working will be agreed between you and your line manager in the host department/organisation.

You may be requested, on occasion, to work additional hours. Any such request will be consistent with the agreement on Working Time Regulations.

SECONDMENT PERIOD

Start Date:
(complete as applicable)

End Date:
(complete as applicable)

INDUCTION, TRAINING AND DEVELOPMENT

The department manager/host employer will take responsibility for arranging suitable induction, training and development for the period of your secondment.

PERFORMANCE APPRAISAL

Normal appraisal arrangements will apply during the period of secondment.  The department manager/host employer will undertake an appraisal of performance in consultation as appropriate with (lending department/employer).
(Alternative arrangements to the above should be clearly detailed)
TERMS AND CONDITIONS

The terms and conditions for this secondment will be those as detailed in your substantive contract of employment. Any variations to these conditions are detailed below. (Delete as appropriate) 
Where variations apply, you will revert to your original terms and conditions of employment upon completion of the secondment period. There will be no entitlement to protection of pay, band or non-NHS conditions of employment.
NOTICE

A minimum of (complete time period as applicable) notice in writing will be given or is required in the event of early termination of secondment by either party.

SICKNESS ABSENCE

Arrangements for the reporting of sickness absence will be agreed with (complete name of person/department in the current/host employer as applicable) and are detailed below.
ANNUAL LEAVE AND PUBLIC HOLIDAYS

You will retain your current entitlement to annual and public holidays subject to local arrangements. Any variations to this are detailed below. (Delete as appropriate).
EMPLOYEE CONDUCT AND CAPABILITY

Any concerns regarding your conduct and/or capability will be brought to your attention by (department manager/host employer) and if necessary will be dealt with in accordance with Salisbury NHS Foundation Trust’s Capability Policy and/or Disciplinary Policy or, in conjunction with relevant procedures available in (host employer). 

EMPLOYEE GRIEVANCE PROCEDURE

If you seek redress of any grievance relating to your seconded employment, you should communicate your grievance, in writing, to your immediate manager identified under your secondment arrangements.  If the matter is not settled at this level you may pursue it in accordance with the Salisbury NHS Foundation Trust’s Grievance & Disputes Policy or, in conjunction with relevant procedures available in (host employer). 

HEALTH AND SAFETY

For external secondments:

Both (host employer) and (lending employer) acknowledge their responsibilities in relation to the health and safety of employed and seconded staff.  During the period of secondment, the employer’s duty of care will become the responsibility of (host employer). Salisbury NHS Foundation Trust will communicate with the host employer and ensure that appropriate risk assessments having been undertaken. 
Under the Health and Safety at Work Act 1974, all employees are required to take reasonable care for the health and safety of themselves and others who may be affected by their activities at work, to co-operate with measures required to meet statutory obligations, to use safety equipment as provided, and to report any accidents.

CONFIDENTIALITY

You are required to comply with all relevant Data Protection Act provisions, to ensure that confidential information is used only for authorised purposes.  This includes obligations related to the receipt, storage and disposal of data.

GENERAL OBLIGATIONS

No information of a personal or confidential nature concerning patients, clients or members of staff of either the (current/host employer) or (lending employer) should be divulged to anyone without the proper authority having first been given. If you are in any doubt whatsoever as to the authority of a person or body asking for information, you must seek advice from the identified manager.

INFORMATION TECHNOLOGY

You are required to comply with the lending and host employer’s policies on information technology security, use of e-mail and internet access. Copies of such policies should be obtained through your designated line manager.

FAILURE TO COMPLY WITH OBLIGATIONS

Failure to observe these obligations will be regarded by your employer as serious misconduct, which could result in disciplinary action being taken against you. You may also be liable to prosecution for an offence in line with Data Protection legislation or as an action for civil damages.

ACCEPTANCE OF GIFTS AND/OR HOSPITALITY

Restrictions on acceptance of gifts and/or hospitality are detailed in the Trust’s Conflicts of Interests Policy. Any breach of the principles detailed in this policy will be treated as serious misconduct and will attract appropriate disciplinary action. You are therefore advised to check with your head of department before accepting any gift and/or hospitality.

RETURN TO SUBSTANTIVE WORK ARRANGEMENTS

At the end of the secondment period it is intended that you will resume the duties of your existing post as (insert substantive post). Should this post have been subject to organisational change during your period of secondment (you will have been fully consulted about) you will, where possible, be offered an alternative post within Salisbury NHS Foundation Trust on the same grade and hours and with a similar level of responsibility. 
You are advised to meet with your substantive line manager three quarters of the way through your secondment period to discuss any potential difficulties that may arise from you moving back to your substantive post..

KEEPING IN CONTACT

Your line manager within the lending employer/department will ensure that during the period of secondment you are kept advised of important developments that could lead to significant change to your substantive role. This will include involvement in any consultations or proposed departmental restructuring. 
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We hereby agree the secondment of the above named on the conditions set out in the foregoing Agreement.

Signature: 



(for department/host employer)

Name:


Position: 


Date: 


Signature: 

(for Salisbury NHS Foundation Trust)

Name: 


Position: 


Date: 


Signature: 

(employee)

Date:





