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Summary 
 
The policy provides guidance on the management of secondments both within and outside 
the organisation to ensure that opportunities are equitable, fair and effective in meeting the 
needs of both the individual and the Trust. 
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Data Protection Act 2018 (General Data Protection Regulation – GDPR) Legislation 

The Trust has a duty under the DPA18 to ensure that there is a valid legal basis to 
process personal and sensitive data. The legal basis for processing must be identified and 
documented before the processing begins. In many cases we may need consent; this 
must be explicit, informed and documented. We cannot rely on opt out, it must be opt in. 

DPA18 is applicable to all staff; this includes those working as contractors and providers 
of services. 

For more information about your obligations under the DPA18 please see the Information 
Use Framework Policy or contact the Information Governance Team rch-
tr.infogov@nhs.net 

 
 

 

mailto:rch-tr.infogov@nhs.net
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1. Introduction 
1.1. The Royal Cornwall Hospitals Trust (the Trust) is committed to developing 
strategies to aid the recruitment, retention and development of employees.  
 
1.2. Secondments offer individuals the opportunity to widen their personal and 
career development through the enhancement of skills in a different environment 
or role.  The opportunity enables an individual to gain awareness of other 
sectors and can help build effective relationships with other organisations and 
with other departments within the Trust.   

 

1.3. This version supersedes any previous versions of this document.     

2. Purpose of this Policy  
The policy aims to: 

▪ provide guidance on the management of secondments  

▪ provide an accountable and transparent framework to ensure that secondment 
opportunities are equitable, fair and effective in meeting the needs of the 
individual and the Trust.  

3. Scope 
The policy applies to all Trust employees who have a minimum of 12 months’ 
service at the time of application subject to the criteria set out in Section 6.  

4. Definitions 
▪ Secondment - a temporary transfer of an employee to a different post or 

area of the same organisation or to another organisation for a specific 
purpose and specific length of time to the mutual benefit of the employee and 
the Trust.  

Secondment opportunities may arise for the following reasons: 

❖ to meet the service delivery needs of the organisation 

❖ to cover work of a specialist nature where the skills required are likely 
to be best provided by individuals or groups of staff within the current 
workforce or external organisations. 
 

▪ Secondee - the employee taking up the secondment opportunity. 
 

▪ Seconding Manager - the manager of the secondee prior to secondment. 

 

▪ Host Employer/Manager - the employer/manager during the period of 
secondment. 
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5. Ownership and Responsibilities  

5.1 Director of People and Organisational Development/Director 
of Operations 

The Director of People and Organisational Development/Director of Operations are 
responsible for: 

▪ ensuring the content of this policy is applied consistently and fairly across the 
Trust 

▪ monitoring compliance with this policy 

▪ advising the Board on the effectiveness of the policy 

▪ recommending revisions and development of the policy and associated 
procedures and guidance as appropriate.      

5.2   Human Resources Practitioners  

The Human Resources Practitioners are responsible for:  

▪ providing advice and guidance to managers and employees on the 
application of the policy, promoting consistency of application across the 
Trust 

▪ supporting managers in drawing up secondment agreements  

▪ via the line manager,  providing support and advice to staff on any aspect of 
their employment terms and conditions.  

5.3 Seconding Managers 

Seconding Managers are responsible for:  

▪ seriously considering and, whenever possible, supporting a request for a 
secondment, particularly where it will benefit both individual and organisation 

▪ ensuring potential applications for secondment are considered in a fair and 
equitable way, on merit weighing up the benefits  to both the staff member 
and the team, taking into account eg cost of backfilling, resources available, 
impact on team and service delivery, benefits of secondment   

▪ providing a full written explanation detailing the reasons why they cannot 
authorise a secondment within seven calendar days  

▪ in conjunction with the host manager, raising a contract amendment form, 
clearly marking it as a secondment and including the start and end date of 
the secondment and, following discussions with their  finance manager, 
details of any re-charge and/or account codes (see Appendix 7a) 

▪ where such requests  are agreed and the secondment is secured, 
maintaining regular contact with the employee and the host manager and 
notifying the employee of any organisational change that would affect the 
employee’s substantive post 

▪ ensuring the secondment terms and conditions  are clear and understood by 
all parties. 
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5.4 Host Managers  

Host Managers are responsible for ensuring that: 

▪ secondment opportunities are advertised and recruited to in accordance with 
Trust policy in order that a fair and equitable approach can be achieved  

▪ in consultation with their HR practitioners, they draw up a secondment 
agreement stating the terms and conditions of the secondment, including the 
proposed duration, ensuring they are clear and understood by all parties  

▪ in conjunction with the seconding manager, they complete a contract 
amendment form, clearly marking it as a secondment and including the start 
and end date of the secondment and, following discussions with their finance 
manager, details of re-charge and account codes (see Appendix 7a).  In the 
case of internal secondments, the host manager should sign the contract 
amendment form to confirm their acceptance of the budgetary implications 

▪ they arrange for the secondee to attend all relevant statutory and mandatory 
training in line with Trust policy and ensure that local departmental induction 
is undertaken 

▪ they regularly review the secondee’s performance and manage any 
attendance  and conduct issues, liaising with the seconding manager and 
relevant Human Resources practitioner as necessary 

▪ communicate details of the secondee’s performance against agreed 
objectives at regular intervals and at the end of the secondment. 

5.5 Employees and secondees 

Employees who wish to express an interest in a secondment are responsible for: 

▪ discussing their request for a secondment opportunity with their line manager 
and seeking their approval before submitting an application form for the 
advertised secondment position 

▪ complying with the work practices and policies of the department or 
organisation to which they are seconded 

▪ ensuring they have completed any statutory and mandatory training relevant 
to their role 

▪ informing the host manager of any specific needs or reasonable adjustments 
to support their integration into the new workplace 

▪ maintaining regular contact with their seconding manager 

▪ understanding the policy and procedure relating to secondment including 
return arrangements on completion of the secondment, undertaking any 
refresher training and local induction as appropriate on their return to the 
department; ensuring all mandatory and statutory training and employment 
checks (as appropriate) are up to date 

▪ ensuring (if their substantive role requires them to be registered) they 
maintain their professional registration even if the secondment is to a post 
where such a requirement is not necessary.  
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6. Standards and Practice 

6.1 Key Principles 

6.1.1 There is no automatic right to a secondment and employees must 
discuss and seek approval to pursue a secondment opportunity with 
their line manager before an application is made.  Managers should 
seriously consider all requests received.  

 
6.1.2 The following criteria should be used to judge the merits of each 
individual case in a fair and equitable way when approval to a 
secondment is being sought:    

▪ that the secondment will provide clear evidence of personal and 
professional development for the individual 

▪ that the benefits to the organisation can be evidenced through 
improved individual and organisational performance 

▪ that the line manager has given due consideration to the impact of 
the secondment on service delivery and the need to cover the 
ensuing vacancy. 

 
6.1.3 All parties must understand and agree the purpose and length of 
the secondment at the outset.   

 
6.1.4 If a secondment exceeds the duration of the originally agreed 
fixed term, employees should note there is no guarantee that a suitable 
role will be available within the Trust at the end of the secondment.  

 
6.1.5 Employees who are subject to a disciplinary sanction at the time 
of application cannot be considered.   

 
6.1.6 There may be a service or organisational requirement which leads 
to an application for release being declined.  In the event of a refusal, the 
line manager must provide written feedback to the employee on the 
reasons why they cannot authorise the move. 

6.2 Length of secondment 

6.2.1 A secondment will not usually last for more than 12 months. The 
commencement date will be agreed between the current line manager 
(seconding manager), the employee and the line manager with responsibility 
for the secondment within the host department or organisation (host 
manager). 

 
6.2.2 Secondments can be extended in exceptional circumstances and with 
the agreement of the seconding and host managers in conjunction with their 
senior managers where required. Discussions should take place at least four 
weeks before the end of the secondment to review whether the secondment 
post still exists and whether there is now a permanent post, fixed term 
contract or the post is no longer required.   
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6.3 Internal secondments 

6.3.1  Recruitment and selection: an appropriate recruitment and selection 
process, including interviews, should be carried out in all but exceptional 
circumstances to assess the suitability of applicants for a secondment within 
the Trust.  However, in exceptional circumstances, for example to meet 
service needs, skill requirements or where there may not be enough time to 
advertise a role, an employee may be seconded to undertake a specific role 
without going through the recruitment process.  

 
This decision will be at the discretion of the Care Group General Manager/ 
Head of Service or, if appropriate, Executive Director in consultation with the 
Human Resources practitioner. In this situation, an individual may be 
seconded into a role for up to a maximum of three months and the manager 
of the secondment must review the situation before the secondment period 
ends. If the secondment is to continue beyond three months then it should be 
advertised and the secondee must then apply in the normal manner with 
other applicants.   

 
6.3.2 Secondment becoming permanent: a secondment cannot be 
confirmed as permanent without a secondee competing for a role through the 
Trust’s recruitment and selection process. 

 
6.3.3 Salary: salary arrangements in relation to an employee’s secondment 
will be in accordance with the appropriate National Terms and Conditions: 

▪ if the pay band for the secondee’s substantive post is the same as for 
the secondment post, the salary will remain the same 

▪ if the pay band for the secondment post is higher, the salary will be set 
at the minimum of the pay band.  If this results in no pay increase, the 
salary should be set at the first pay point in the pay band which would 
deliver a pay increase 

▪ if the secondee’s substantive band and salary exceeds that of the 
secondment post, the secondee will normally receive the salary of the 
secondment post.  

 
6.3.4 Incremental date: where movement into a higher band results in only 
one extra pay point, the incremental date will remain the same.  Where 
temporary movement results in more than one extra pay point, the 
incremental date for the period of the temporary movement becomes the 
date the secondment began.      

 
6.3.5 Reimbursement of costs: the full costs of an internal secondment 
will be incurred by the host department.  This will include salary, on costs, 
travel and training costs associated with the secondment. 

 
6.3.6 Posts: the secondee will have the right to return to their substantive 
role on completion of an agreed secondment or, if this cannot be held open, 
an equivalent post on no less favourable terms and conditions.  The line 
manager must ensure that secondees are fully consulted with in line with 
relevant Trust policies and procedures regarding any proposal that may 
affect their substantive role. 
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6.3.7 Learning and development: the secondee must attend all statutory 
and mandatory training relevant to the secondment position. 

 
Once in post, objectives should be agreed between the host manager and 
the secondee along with the identification of any training and development 
needs. 

 
6.3.8 Professional registration: if the secondee’s substantive post 
requires them to be registered with a professional body and their proposed 
secondment is to a post where such a requirement is not necessary, (eg a 
trained nurse being seconded to one of the corporate departments), the 
individual must maintain their registration.  Secondments may require a 
return to the NHS/clinical environment for short periods during the term of the 
secondment to assure registration. In the event of failure to maintain 
professional registration, the process outlined in the Trust’s Professional 
Registration Policy and associated procedures will apply.  

 
6.3.9 Performance: if, during the secondment period, performance, 
disciplinary or grievance issues occur, they must be dealt with by the host 
manager in conjunction with the seconding manager, with support from the 
appropriate Human Resources practitioner as necessary, in accordance with 
the Trust’s policies and procedures.   

 
6.3.10 Maternity, parental, adoption or sick leave during the 
secondment: if, during the secondment, the secondee needs to start a 
period of maternity, parental, adoption or long-term sick leave (in excess of 
28 days), then the leave and replacement arrangements will be managed by 
the host manager in conjunction with the seconding manager/employer.  

 
6.3.11 Keeping in touch: during the secondment it is important that the 
employee keeps in touch with the manager of the department from which 
they have been seconded so they can be made aware of any developments 
appropriate to their work. The manager and employee should therefore 
agree the frequency and method of contact. 

6.4 External secondments out to other organisations 

6.4.1 Trust employees may be seconded to an external organisation. The 
costs of the secondment will be met by the host organisation unless parties 
have agreed alternative funding arrangements.  

 
6.4.2 For practical purposes the employee will remain on the Trust’s payroll 
with costs being reimbursed by the host organisation.  This will include the 
cost of pension contributions.  

 
6.4.3  Generally, the terms and conditions of the Trust will apply for the 
duration of the secondment unless other arrangements are specifically 
identified and agreed by all parties. 

 
6.4.4 Any changes to terms and conditions will only apply for the duration of 
the secondment and must be outlined in a secondment contract produced in 
by the host organisation in partnership with the Trust.  
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6.4.5 External secondments that relate to a period of employment outside 
the NHS would need to be considered and approved by the NHS Pensions 
Scheme on an individual basis if an employee wishes the service to be 
regarded as continuous and reckonable for pension purposes.  In such cases 
the employee should discuss the issue with the Trust’s Pensions Manager 
before a secondment is agreed. 

6.5 Early cessation of the secondment agreement  

A secondment can be ceased by the host organisation or department for express 
business reasons (eg unsuitability of the seconded employee or adverse effects on 
service delivery). This will involve the host manager, seconding manager and 
relevant Human Resources practitioner taking account of all the circumstances and 
affected parties and, if agreed, giving a minimum of four weeks’ notice to end the 
secondment.  

6.6 Extension of secondment 

A new agreement must be completed and signed by all parties if it is intended to 
extend the secondment beyond the original end date.  If a secondment exceeds 12 
months’ duration there will be no automatic right of return to the secondee’s 
substantive role.   

6.7 External secondments in from other organisations  

6.7.1 The Trust may request the secondment of employees from other 
organisations to work within the Trust. The Trust will meet the costs of the 
secondment unless otherwise agreed. 

 
6.7.2 The terms and conditions of the secondee’s employer will apply 
unless specifically agreed by all parties. Any changes to terms and 
conditions will only apply for the duration of the secondment and should be 
outlined in the secondment contract produced in partnership between the 
Trust and the organisation from which employees are seconded.  It may be 
necessary in some instances for the secondee to comply with the Trust’s 
local practice and to comply with Trust policies and working procedures.   

6.8 Return to role 

6.8.1 At the end of the secondment, a secondee should normally return to 
their original area of work. The seconding manager will contact the secondee 
and arrange to meet with them at least six weeks before the termination date 
of the secondment. This will enable the manager and employee to discuss 
the return to their role or equivalent post, focusing on the practical 
arrangements for their return and updating the secondee on developments 
within the department/team.  

 
6.8.2 No later than four weeks before the end of the secondment the 
employee should receive written confirmation of the arrangements for their 
return from the seconding manager. 



 

Secondment Policy V3.0 
 

Page 14 of 32 

6.9 Appeal 

An employee who believes their manager’s decision to refuse a request for a 
secondment is unfair may raise a grievance through the Trust’s Grievance and 
Disputes Policy and Procedure.   

7. Dissemination and Implementation 
7.1. A copy of the policy will be stored electronically in the HR section of the Trust’s 
document library on the internet/intranet site. 
 
7.2. A copy of the policy will be circulated to HR practitioners and members of the 
Payroll and Pensions teams to enable them to support the implementation of the 
policy. 

 

7.3. The Chairs of both Staff Side Committees, (Joint Consultative and Negotiating 
Committee (JCNC) and Joint Local Negotiating Committee (JLNC), will be advised of 
the issue of the new policy. 

8. Monitoring compliance and effectiveness  
Element to be 
monitored 

Number of grievances regarding the inability to pursue a secondment 
opportunity received from staff members 
 

Lead Head of Employee Relations  

Tool ER case log 

Frequency Annually 

Reporting 
arrangements 

Senior HR Team 

Acting on 
recommendations  
and Lead(s) 

The monitored information will be analysed and used to review and 
revise the policy and associated procedures to ensure continuing 
effectiveness in partnership with local Staff-Side representatives. 
The Head of Employee Relations will ensure subsequent 
recommendations are undertaken including the development of an 
action plan for any deficiencies within an agreed time frame. 

Change in 
practice and 
lessons to be 
shared 

Any system improvements agreed via the action planning process 
will be actioned in partnership with Staff-Side representatives within 
three months.  Lessons learnt will be shared with all relevant 
stakeholders. Any revision to policy will be communicated to staff. 

9. Updating and Review 
9.1. The policy will be reviewed every three years or earlier in view of any 
developments which take place that may include legislative changes, national policy 
instruction (NHS or Department of Health), a Trust Board decision, or request by 
either party.  
 
9.2. Where the revisions are significant and the overall policy is changed, the 
policy will be taken through the standard consultation, approval and 
dissemination processes. 

 

9.3. Where the revisions are minor, approval will be sought from the Executive 
Director responsible for signatory approval, and the policy will be re-published 
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accordingly without having gone through the full consultation and ratification 
process. All changes will be reported to Staff Side prior to reissue. 

10. Equality and Diversity  
10.1. The Royal Cornwall Hospitals NHS Trust is committed to a policy of Equal 
Opportunities in employment. The aim of this policy is to ensure that no job 
applicant or employee receives less favourable treatment because of their race, 
colour, nationality, ethnic or national origin, or on the grounds of their age, 
gender, transgender, marriage or civil partnership, pregnancy or maternity, 
domestic circumstances, disability, HIV status, sexual orientation, religion or 
belief, political affiliation or trade union membership, social or employment 
status or is disadvantaged by conditions or requirements which are not justified 
by the job to be done. This policy concerns all aspects of employment for 
existing staff and potential employees.  
 
10.2. The Initial Equality Impact Assessment Screening Form is at Appendix 2. 



 

Secondment Policy V3.0 
 

Page 16 of 32 

Appendix 1.Governance Information 
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Contact details: 01872 2522649 
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Suggested Keywords: 
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Target Audience 
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Appendix 2. Initial Equality Impact Assessment Form 
 

 

Name of the strategy / policy /proposal / service function to be assessed  
Secondment Policy V3.0 

 

Directorate and service area: 
Human Resources 
 

New or existing document: 
Existing 

Name of individual completing assessment: 
Helen Strickland 
 

Telephone: 
01872 252649 

1. Policy Aim* 
 
Who is the strategy / 
policy / proposal / 
service function aimed 
at? 

▪ To provide guidance on the management of secondments.   
 

2. Policy Objectives* 
 

▪ To provide an accountable and transparent framework ensuring 
that secondment opportunities are equitable, fair and effective in 
meeting the needs of individual and the Trust. 

3. Policy – intended 
Outcomes* 
 

▪ Secondment opportunities, subject to service requirements, are 
supported.   

4. *How will you 
measure the 
outcome? 

▪ Please see section 8 of the policy, ‘Monitoring compliance  and 
effectiveness’ 

5. Who is intended to 
benefit from the 
policy? 

▪ Staff, Trust, patients   

6a Who did you 
consult with 
 
 
b). Please identify the 
groups who have 
been consulted about 
this procedure. 

Workforce  Patients  
Local 
groups 

External 
organisations 

Other  

✓     

Original policy with JCNC.   

What was the 
outcome of the 
consultation? 

No issues of concern identified. 
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Are there concerns that the policy could have differential impact on: 
Equality Strands: Yes No Unsure Rationale for Assessment / Existing Evidence 

Age  ✓   

Sex (male, 
female, trans-gender / 
gender reassignment) 

 

✓ 

  

Race / Ethnic 
communities 
/groups 

 

✓ 

  

Disability - 
Learning disability, 
physical 
impairment, sensory 
impairment, mental 
health conditions and 
some long term health 
conditions. 

 

✓ 

 

The policy highlights the need to consider making 
reasonable adjustments to ensure access to the 
workplace. 

Religion / 
other beliefs 

 
✓ 

  

Marriage and 
Civil partnership 

 
✓ 

  

Pregnancy and 
maternity 

 
✓ 

  

Sexual 
Orientation, 
Bisexual, Gay, 
heterosexual, Lesbian 

 

✓ 

  

You will need to continue to a full Equality Impact Assessment if the following have 
been highlighted: 

• You have ticked “Yes” in any column above and 

• No consultation or evidence of there being consultation- this excludes any policies which have 
been identified as not requiring consultation.  or 

• Major this relates to service redesign or development 

 

8. Please indicate if a full equality analysis is recommended. Yes   No ✓ 

9. If you are not recommending a Full Impact assessment please explain why. 
 

Not indicated. 

7. The Impact 
Please complete the following table. If you are unsure/don’t know if there is a negative 
impact you need to repeat the consultation step. 
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Date of completion 
and submission 

August 2019 
Members approving 
screening assessment  
 

Policy Review Group (PRG) 
APPROVED 

 

 
A summary of the results will be published on the Trust’s web site.  
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Appendix 3.Secondment - application for support 

 
 

 Application for a secondment 
 

SECTION ONE: TO BE COMPLETED BY THE APPLICANT 

PERSONAL DETAIL                                                                                                     * delete as appropriate 
 
Title:                 Mr/Ms/Mrs/Miss/Dr/Other*   
 
Surname:     ___________________________________________________________________________ 
 
First Name(s):     ________________________________________________________________________ 

 
Current Post :     ________________________________     Band:  __________________ 

 
Care Group/Service:     __________________________________________________________________ 
 
Ward/Department:     ____________________________________________________________________ 
 
Full Time/Part Time*               Contracted Hours:     ___________________________________________ 
 
Contact Numbers: Home: ________________Mobile:______________Email address:______________ 
 
Home address:______________________________________________________________________ 
 
. 

 
SECONDMENT OPPORTUNITY 
 
Post Title:__________________________________________ Band:________________________ 
 
Organisation:_____________________________________________________________________ 
 
Name and address of Host Manager:__________________________________________________ 
 
Proposed duration of secondment: From: _______________ to:_____________________ 
 
Purpose of secondment:_______________________________________________________________ 
___________________________________________________________________________________ 
 
Has the need for you to take part in a secondment opportunity been identified as part of your 
performance development plan?  YES/NO* 
 
Please identify how this learning and development opportunity is relevant to your work and how will 
it enhance your role and benefit the Trust? 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
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SECTION TWO: TO BE COMPLETED BY THE LINE MANAGER OF THE APPLICANT 

Please delete part A or B as appropriate: 
  
A) This is to confirm that I support the applicant named in Section One in seeking this secondment 
opportunity  
 
 
 
B) This is to confirm that I do not support the applicant named in Section One in seeking this 
secondment opportunity because: (detail reasons) 
 
 
 
 
 
Line Manager_______________________________________________________________________ 

 
Line Manager’s Signature:     ______________________________    Date:     _____________________ 
 

 
 

 
 
Line managers must ensure that: 
 

1) Either 
 

(a) The original application form agreeing to the request is returned to the employee together with a 
letter of agreement outlining  the conditions of the secondment  
 

Or 
 
(b) The original application form declining the request is returned to the employee together with a 

letter confirming the reasons for the refusal. 
 

2) A copy of the application form and letter are placed on the employee’s personal file. 
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Appendix 4.Template letter for confirming approval of a 
Secondment 
 

Personal 

Date  

Name 
Address 
 
Dear (Insert name), 

 

Application for a secondment 

I am writing to confirm the details of your forthcoming secondment which has been agreed 

by all parties. 

You will be seconded to (enter name of ward/department/organisation) to undertake the 

role of (enter job title).  

The period of your secondment is from (insert date) to (insert date). You will be paid on 

(insert pay band) for the period of your secondment. 

I can also confirm that wherever possible you will return to your current substantive post of 

(insert current post) or to an equivalent post of no less favourable terms and conditions. 

In this paragraph (if applicable) set out any specific requirements e.g. the need for the 

employee to maintain their professional registration  and to contact their manager at 

specified intervals  in order to keep themselves up to date with any developments in the 

department from which they are moving to begin their secondment.    

I have enclosed a copy of the signed Internal/External *(delete as appropriate) 

Secondment agreement for your information. 

I am sure that you will enjoy the challenges of the job to which you are being seconded.  If 

you have any queries, please do not hesitate to contact me. 

 

Yours sincerely, 

 

Line Manager details 



 

Secondment Policy V3.0 
 

Page 24 of 32 

Appendix 5.Internal Secondment Agreement  
 

1. Personal details of secondee 
 

Name: 
 

Job Title: 
 

Department: 
 

Group/Service: 
 

Pay Band: 
 

Contracted Hours: 

 
 

2. Nature of secondment 
 

Reason: 
 

Post to which applicant will be seconded: 
 

Department/Group/ Service 
 

Period of secondment:  From: To: 

 
 

3. Funding Arrangements 
 

Please specify: 
 
 
 
 

 

4. Replacement monies 
 

Please specify: 
 
 
 
 

 

5. Method of paying enhancements  (*if applicable delete as appropriate) 
 

• As worked in seconded post or 
 

• A retrospective average prior to the secondment 

 
 



 

Secondment Policy V3.0 
 

Page 25 of 32 

6. Agreement/conditions of secondment (please tick the appropriate boxes) 
 

• Applicant will return to substantive role after the secondment □ 
 

• Applicant will return to equivalent post on no less favourable terms  □ 
 
and  
 

• The applicant has been informed where appropriate of the need to maintain their 
professional registration and to keep up to date with their professional 
registration needs. □ 

 

 
 

7. Certification (to be signed by all three parties) 
 
I confirm my agreement to the secondment in accordance with the conditions set out 
above and for the period stated.  
 
Employee’s signature:______________________________Date:________________ 
 
 

 
 
I agree to release this employee to undertake the secondment for the agreed period stated 
above. 
 
Signed: __________________________________________Date:_____________ 
 
(Current Line Manager) 
 
Title:____________________________________________ 
 

 
 
I agree to accept this employee to undertake the secondment for the agreed period stated 
above. 
 
Signed: __________________________________________Date:_____________ 
 
(Host Manager responsible for the secondment post) 
 
 
Title:____________________________________________ 
 

 
Copies:  One copy for the personal file 
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Appendix 6. External Secondment Agreement  

 
The attached agreement sets out the terms and conditions on which RCHT seconds the staff 
mentioned below to (enter host employer details) and should be read in conjunction with their 
existing contract of employment.  

 
Name:   

Secondment job title:  

Name of Host organisation:   

Managerially accountable 

to in the host : 

(name and job title) 

Professionally accountable 

to in host  (if different)  

 

Period of secondment:   From:                    To: 

Upon expiry of the secondment you will have the right to return to 
your substantive role or, if this cannot be held open, an 
equivalent post on no less favourable terms and conditions.  
 
Where it is not possible for you to return to your substantive role 
due to organisational change your line management must ensure 
that you are fully consulted with in line with relevant Trust policies 
and procedures. If you become at risk, the relevant policies will 
apply.   

 
There will be no automatic right to return to a substantive role 
when a secondment lasts for longer than 12 months.  

Hours of work: Your normal hours of work will be ….per week (excluding lunch 

breaks). The host may wish to vary these hours in consultation 

and agreement with you. Any payments for additional hours 

worked or time off in lieu will be determined and met by the host.  

Employer: Whilst on secondment you will remain an employee of RCHT. 

Your existing terms and conditions (including continuity of 

service) will apply.   

Duties and Location: 

 

You will normally be based in ……………. 

However, as a term of your secondment you may be required to 

work at or from any other establishment of the host or at such 

location as is necessary for the effective performance of your 

duties or for continuing personal or professional development. In 

addition to your seconded duties, you may, following consultation 

with you, be required to undertake other duties that are within 

your competence and to enhance your personal or professional 

development.  

Remuneration:  For the period of your secondment your salary will be £…. per 

annum pro rata, which is within pay band……, point….. Your pay 
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review date and the basis for review will be as per the Trust 

Secondment Policy. Where appropriate, you will be entitled to 

any additional payments as agreed with the host. RCHT will 

continue to pay your salary and related benefits which will be 

cross charged to (insert host Trust). 

The Payroll Department have been advised to send your payslip 

to your home address for the duration of your secondment.   

Annual Leave: All annual leave should be agreed and authorised by the host. 

You will retain your entitlement to annual leave and public 

holidays subject to local agreements.                                                                                         

Notice periods: If it becomes necessary for you, the host, or the Trust to 

terminate your secondment prematurely, a notice period of at 

least four weeks should be given to the other party to the 

agreement. In the event that you decide to resign from your 

employment with the Trust during the period of secondment, you 

will be required to give the notice detailed in your contract of 

employment.  

Sickness or other absence: For the duration of the secondment you will be expected to 

comply with the host’s sickness absence reporting arrangements. 

However, the Trust’s Attendance Management Policy and other 

Special Leave Policies will still apply. 

Employee conduct and 

capability: 

Any concerns regarding your conduct and /or capability will be 

brought to your attention by you host manager and if necessary 

be dealt with in accordance with the appropriate RCHT policy, 

e.g. Disciplinary, Capability, Attendance Management. 

Employee dissatisfaction 

procedure: 

In the event that an issue raised needs to be resolved under the 

grievance procedure, you should raise this with your host 

manager. If the grievance cannot be resolved informally, then the 

Trust’s Grievance and Disputes Policy and Procedure will apply 

Personal and professional 

development: 

You will be expected to take responsibility for your continuing 

professional development whilst on secondment to ensure you 

maintain a high standard of professional competence and 

conduct. The host will support your continuing development and 

you should regularly review your personal development plan 

(PDP) with your manager who will advise on the support 

available. In addition to any mandatory/statutory training, you will 

be expected to undertake learning and development activities 

either deemed to be necessary for the  discharge of your duties 

whilst on secondment and /or as identified in your PDP and 

agreed with the Trust. 

Professional registration: 

 

If your substantive post requires you to be registered with a 

professional body you must continue to maintain your registration 

even if your proposed secondment is to a post where such a 

requirement is not necessary. Failure to maintain registration 

could lead to dismissal, subject to the Trust’s Professional 

Registration and Disciplinary Policies.    
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Indemnity for 

professional/clinical 

negligence: 

Professional indemnity rests with the host employer, therefore 

you are advised to maintain medical defence membership where 

appropriate in order to ensure that you are covered for any work 

that falls outside your NHS employment with the Trust.   

During your secondment the host takes direct responsibility for 

costs and damages arising from clinical negligence where the 

host is vicariously liable for acts and omissions of its staff. 

Indemnity does not cover any private work or ‘good Samaritan’ 

acts you may wish to undertake whether or not this is on the 

host’s premises and you are advised to ensure that you have 

professional liability cover before undertaking any such work. 

Indemnity does not apply to actions of an unprofessional or 

potentially criminal nature.    

Health and safety: Under the Health and Safety at Work Act you have a duty to take 

reasonable care of the health and safety of yourself and that of 

others who you come into contact with at work. Whilst on 

secondment, you must familiarise yourself and comply with the 

host’s Health and Safety at Work Policy. In addition, you have a 

responsibility to co-operate with the host’s management and 

others in meeting statutory requirements. Neither the Trust nor 

the host accepts any responsibility for damage to or loss of your 

personal property whilst at work or elsewhere. You are therefore 

advised to consider insuring your property.   

Confidentiality: During the course of your secondment, you may find yourself in 

possession of information e.g. relating to patients/clients or staff 

working for the host organisation, the disclosure of which could 

be construed as a breach of confidentiality under the Data 

Protection Act. Any such breach will be considered a serious 

disciplinary offence which could lead to dismissal. You must 

ensure you comply with the principles of the Data Protection Act 

at all times.  

Standards of Business 

Conduct: 

Declaration of Interest - you must declare any controlling or 

significant financial interest held by you or any close 

relative/associate/friend in any organisation which may compete 

for a contract to supply either goods or services to the Trust or 

the host during the period of your secondment. All such interests 

must be declared to your manager in writing either on 

commencement of your secondment or upon acquisition of the 

interest. Failure to comply with this requirement may lead to 

disciplinary action being taken.  

In addition you must not compete against the Trust or the host to 

provide goods or services to a third party during the period of 

your secondment. This restriction applies to you in a personal or 

professional capacity and also to any organisation in which you 

hold a controlling or significant financial interest. Failure to 

comply with this requirement will normally be regarded as gross 

misconduct and will normally lead to disciplinary action being 

taken against you. 

Accepting or offering improper inducements - you should not 
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accept gifts, hospitality or any other benefit other than of a token 

nature from any person or business with whom you are involved 

during the period of your secondment with the host. Modest 

hospitality and articles of low intrinsic value, such as diaries or 

calendars or small tokens of gratitude from patients or relatives 

may be accepted where refusal is likely to cause offence to the 

donor. In any case you must seek the advice of your manager. 

Under no circumstances should monetary gifts be accepted. It is 

also agreed that you will not offer any benefit whether financial or 

in kind to any other party (other than promotional items approved 

by the Trust or host).  

Staff identification system 

and personal appearance: 

You will be required to comply with the host’s procedures in 

respect of uniform/dress/badges. 

Other employment: You are advised not to engage in other employment that may 

conflict with your secondment or be detrimental to it. You must 

inform your host line manger if you think you may be risking 

conflict of interest in this area.   

Keeping in touch and 

return to work 

arrangements  

The following arrangements will apply (insert agreed 

arrangements). 

At the end of your secondment there will be a debriefing meeting 

to evaluate the secondment and discuss arrangements for your 

return.  

 

Signed on behalf of the Trust:__________________________________________ 

 

Name:________________Designation:_____________________Date:__________ 

 

Signed on behalf of the Host::__________________________________________ 

 

Name:________________Designation:_____________________Date:__________ 

 

I confirm that I have received a copy of this document and agree to be seconded on the terms and 

conditions specified. 

Signed by secondee:__________________________________________________ 

Name:________________Designation:_____________________Date:__________ 
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Appendix 7a.Example CAF to advise Payroll of secondment details 

 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

CORNWALL & ISLES OF SCILLY NHS HEALTH COMMUNITY - CONTRACT AMENDMENT FORM
 

SECTION A     TO BE COMPLETED BY AUTHORISED OFFICER  (see overleaf for guidance) 

TRUST:                 RCH       FOR PAYROLL USE ONLY 

  Employee / assignment number 

DATE OF CHANGE:     Date secondment begins CURRENT         

 NEW         

MUST complete rows 1-14 CURRENT
 

PROPOSED
 ADDITIONAL 

INFORMATION 
WEEKLY or MONTHLY paid 1   

SURNAME 2  Surname   

FORENAME (S) 3  Forename  MUST NOTE AUTHORITY 

below for all pay increases 

& provide vacancy nos if applicable 

 

TITLE - Dr / Mr / Mrs / etc 4  Title  

PAYROLL or NI number 5  Payroll No  

BASE 6 eg RCHT/WCH/STM Base or external organisation 

hosting the secondee 

DEPARTMENT / WARD 7  Current department Dep’t hosting the secondee  

JOB TITLE 8  Job title Job title during secondment  

SCALE / GRADE 

(STATE IF ACTING) 

9  Current banding  

    Current salary in figures 

Banding and annual salary 

(if different from current) 
Tick if Flexible Working  

CONTRACT HOURS 10 Current contracted hrs Weekly contracted hours 

(if different from current) 

Part-time  

BUDGET / COST CENTRE 11 Current budget Budget for period of 

secondment* 

Voluntary reduced hours  

Flexi-time  

INCREMENTAL DATE 12  See section 6.2.4 Job share  

APPRAISOR’S name 13 Seconding manager Host manager Annualised hours  

HOME ADDRESS 

 

 

14 

 

 Term-time working  

Vacation working  

Compressed Hours  

OTHER INFORMATION.   With effect from (date secondment begins), (name of employee) will be on secondment until (date 

secondment ends).  If the secondment is extended, a new Contract Amendment form should be sent to Payroll advising the 

revised end date. 
 

AUTHORISED SIGNATORY ………………………………………………….DESIGNATION… …………………………………….. 

PRINT AUTHORISOR NAME………………………………... ……………… DATE   

SECTION B TO BE COMPLETED BY EMPLOYEE 

I acknowledge receipt of this contract amendment form 

SIGNED ............................................................. JOB TITLE                                                                     DATE  

 

  ARREARS ETC 

SECTION C                 FOR PAYROLL USE ONLY   

 CURRENT NEW  

POSITION NUMBER    

PAYSCALE and POINT    

W/T  OR  P/T SALARY    

INCREMENTAL DATE    

BUDGET NO    

OTHER    

PAY PERIOD ACTIONED…… P.O. INITIAL ……….. S.P.O. INITIAL …….…...  

WORKFORCE INITIAL …… DATE ………………. DATE ……………………  
 

 

C 

* In the case of an external 
secondment, please provide 
details of the re-charge budget 
specified by the Finance 
Department. 

In the case of an internal secondment, this should 
be the host manager 
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Appendix 7b.Example CAF to advise Payroll of secondment end 

 
 

 

CORNWALL & ISLES OF SCILLY NHS HEALTH COMMUNITY - CONTRACT 

AMENDMENT FORM
 

SECTION A     TO BE COMPLETED BY AUTHORISED OFFICER  (see overleaf for guidance) 

TRUST:                 RCH       FOR PAYROLL USE ONLY 

  Employee / assignment number 

DATE OF CHANGE:     Date secondment ends CURRENT         

 NEW         

MUST complete rows 1-14 CURRENT
 

PROPOSED
 ADDITIONAL 

INFORMATION 
WEEKLY or MONTHLY paid 1   

SURNAME 2  Surname  

FORENAME (S) 3  Forename  MUST NOTE AUTHORITY 

below for all pay increases 

& provide vacancy nos if applicable 

TITLE - Dr / Mr / Mrs / etc 4 Title  

PAYROLL or NI number 5  Payroll Number  

BASE 6  Base or external org’n 

hosting the secondee 

eg RCHT/WCH/STM 

DEPARTMENT / WARD 7  Department hosting the 

secondee 

Dept to where the secondee is 

returning 

 

JOB TITLE 8  Job title during 

secondment 

Job title on return from 

secondment 

 

SCALE / GRADE 

(STATE IF ACTING) 

9  Banding and salary (in 

figures) during secondment 

Banding and annual salary 

(if different from secondment) 
Tick if Flexible Working  

CONTRACT HOURS 10 Contract hours during 

period of secondment 

Weekly contracted hours 

(if different from secondment) 

Part-time  

BUDGET / COST CENTRE 11 Cost centre or re-charge 

budget for secondment 

Budget to be charged on return 

from secondment 

Voluntary reduced hours  

Flexi-time  

INCREMENTAL DATE 12 see Section 6.2.4 see Section 6.2.4 Job share  

APPRAISOR’S name 13 Host manager Seconding or new line manager Annualised hours  

HOME ADDRESS 

 

 

14 

 

 Term-time working  

Vacation working  

Compressed Hours  

OTHER INFORMATION.   With effect from (date secondment ends), (name of employee) will cease his/her secondment. 

 

AUTHORISED SIGNATORY ………………………………………………….DESIGNATION… ……………………………….. 

PRINT AUTHORISOR NAME………………………………... ……………… DATE   

SECTION B TO BE COMPLETED BY EMPLOYEE 

I acknowledge receipt of this contract amendment form 

SIGNED ............................................................. JOB TITLE                                                                     DATE  

 

  ARREARS ETC 

SECTION C                 FOR PAYROLL USE ONLY   

 CURRENT NEW  

POSITION NUMBER    

PAYSCALE and POINT    

W/T  OR  P/T SALARY    

INCREMENTAL DATE    

BUDGET NO    

OTHER    

C 

To be signed by the seconding or new 
line manager. 
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Appendix 8.Template letter confirming refusal of a secondment 
application 
 

 

 

Date  

 

Name 

Address  

 

Dear (insert name), 

Application for a secondment 

I am writing to let you know the outcome of your secondment application. 

Having considered and discussed your proposal with (insert name  Manager/ Director), I 

am writing to confirm that on this occasion I am unable to support your application due to 

the following reason(s): 

(Insert reason(s)).  

 

Yours sincerely, 

 

 

 

Manager’s Name  
Title  
 


