
 

Secondment Policy 

V4.0 

March 2025 

  



Secondment Policy V4.0 

Page 2 of 22 

Summary

 

Secondment Process 

Employee discusses and 
seeks agreement from line 
manager to apply for a 
secondment opportunity. 

Line Manager agrees to 
release employee for 

secondment if successful. 

Host manager contacts 
Recruitment team to start 
recruitment process for 
secondment which will be 
advertised on TRAC. 

Employee applies for 
secondment. 

Employee confirms offer 
of secondment with line 
manager. Interviews held - 

Successful candidate 
offered secondment. 

Line Manager (now known 
as the Seconding manager) 

• Confirms approval. 

• Liaises with Host 
manager for start and 
end date. 

For Internal 
Secondments Host 
manager, Employee 
and Seconding 
manager complete 
Secondment Request 
Form. 

Host manager forwards 
Secondment Request 
form to: 
rch-tr.jobs@nhs.net. 

Recruitment 

• For internal Secondments- notify payroll 
of the secondment by saving the eCAF to 
the Recruitment & Payroll shared folder 
for processing and a letter to confirm the 
secondment arrangements will be raised 
and sent to Employee with a copy to 
Seconding manager and Host manager. 

• For external secondments of RCHT 
employees- an External Secondment 
Agreement is raised and sent to Host 
manager, Employee and Seconding 
manager for signature. 

• Liaise with Seconding Manager and 
Finance Manager to arrange recharge 
request process. 

• Where an external Secondee is 
transferring into RCHT for 
secondment- request a secondment 
agreement from the external organisation 
and forward a copy to the Host manager. 

• If external Secondee is to be paid by 
RCHT for the duration of secondment, 
raise an Appointment Form. 

• If external Secondee is not being paid by 
RCHT for the duration of the secondment 
but requires ESR access, raise an 
Honorary Appointment Form. 

• Forward copies of secondment paperwork 
to Seconding Manager for the P file. 

  

For External Secondments 

• Host manager, Employee and 
Seconding manager complete 
Secondment Request Form and 
send to rch-tr.jobs@nhs.net. 

• Seconding Manager updates ESR 
via Manager Self Service (MSS) to 
reflect the external secondment 
using a position number in their 
budget that reflects the correct pay 
for the external seconding role. 

At least 2 months before end of a 
Secondment: 

• Host manager and Seconding 
manager discuss and confirm 
end of secondment date with 
secondee. 

• Seconding manager contacts 
secondee to plan return to role. 

• For internal secondments 
Seconding manager updates 
Electronic Staff Record (ESR) via 
Manager Self Service to reflect 
the return to their substantive 
role. 

• For external Secondments if 
employee still being paid by 
RCHT, manager submits ESR 
Manager Self Service termination 
to end secondment. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10368018
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10368018
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10368018


Secondment Policy V4.0 

Page 3 of 22 

Table of Contents 

Summary ............................................................................................................................ 2 

Table of Contents............................................................................................................... 3 

1. Introduction ................................................................................................................. 5 

2. Purpose of this Policy/Procedure ............................................................................. 5 

3. Scope ........................................................................................................................... 5 

4. Definitions/Glossary ................................................................................................... 5 

5. Ownership and Responsibilities ............................................................................... 6 

5.1. Role of Seconding Managers (Originating Line Managers) .................................... 6 

5.2. Role of RCHT Host Managers .................................................................................... 7 

5.3. Role of Employee (Secondee) ................................................................................... 8 

5.4. Role of RCHT Recruitment Team .............................................................................. 9 

6. Standards and Practice .............................................................................................. 9 

6.1. Authorisation, Approval, and Request for Extensions ............................................ 9 

6.2. Internal Secondments - Transfer within RCHT Only .............................................. 10 

6.3. External Secondments - Transfer of RCHT Employee to an External 

Organisation ..................................................................................................................... 11 

6.4. Secondments into RCHT - Transfer of an Individual from an External 

Organisation into RCHT .................................................................................................. 11 

6.5. Terms and Conditions .............................................................................................. 12 

6.6. Basis of Secondment Offer ...................................................................................... 13 

6.7. Funding ..................................................................................................................... 13 

6.8. Other Considerations ............................................................................................... 13 

7. Dissemination and Implementation ........................................................................ 14 

8. Monitoring compliance and effectiveness ............................................................. 15 

9. Updating and Review ............................................................................................... 15 

10. Equality and Diversity .............................................................................................. 16 

Appendix 1. Governance Information ............................................................................ 17 

Appendix 2. Equality Impact Assessment ..................................................................... 20 

  



Secondment Policy V4.0 

Page 4 of 22 

Data Protection Act 2018 (UK General Data Protection Regulation – GDPR) 
Legislation. 

The Trust has a duty under the Data Protection Act 2018 and UK General Data Protection 
Regulations 2016/679 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. 

Data Protection Act 2018 and UK General Data Protection Regulations 2016/679 is 
applicable to all staff; this includes those working as contractors and providers of services. 

For more information about your obligations under the Data Protection Act 2018 and UK 
General Data Protection Regulations 2016/679 please see the Information Use Framework 
Policy or contact the Information Governance Team. 

Royal Cornwall Hospital Trust rch-tr.infogov@nhs.net 
 

mailto:rch-tr.infogov@nhs.net
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1. Introduction 

1.1. Royal Cornwall Hospitals NHS Trust (RCHT) is committed to developing support 
and aiding the recruitment and retention strategy 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/Procedure  

2.1. The purpose of this policy is to ensure that the line managers and the employees 
are aware of their responsibilities and the appropriate documentation that needs 
to be completed for all individuals who undertake a secondment opportunity. 

2.2. 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. 

2.3. Secondment opportunities may arise for the following reasons: 

• To meet service delivery needs within the system. 

• To support time bound set project work for a fixed term period. 

• To cover work of a specialist nature where the skills required are likely to be 
best provided by individuals or groups of staff from elsewhere within the 
wider Health community workforce. 

3. Scope 

3.1. This policy applies to all RCHT employees. 

3.2. Line managers will support the implementation of the secondment procedure in 
conjunction with the secondee, the recruitment team, the host line manager (and 
host organisation, where applicable). 

4. Definitions/Glossary 

4.1. 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: 
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▪ 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. 

4.2. Secondee: The employee taking up the secondment opportunity. 

4.3. Seconding Manager: The manager of the secondee from their originating team 
prior to the secondment. 

4.4. Host Line Manager: Is the person the Secondee reports to during the period of 
their secondment. 

4.5. Host Organisation: Is the organisation where the Secondee is going to be 
seconded (if the secondment is external to RCHT). 

4.6. Substantive Post: Is the Secondee’s original contracted job role. 

4.7. Seconding Organisation: Is the Secondee’s original employing organisation / 
department. 

4.8. Contract Amendment Form (CAF) or electronic Contract Amendment Form 
(eCAF) if submitted through Electronic Staff Record (ESR)): Form to be 
completed for any member of staff where there is a change in their normal terms 
and conditions. 

4.9. Secondment Agreement: A written agreement confirming the arrangements of 
the secondment. 

5. Ownership and Responsibilities  

5.1. Role of Seconding Managers (Originating Line Managers) 

Line managers are responsible for:  

• Giving serious consideration and, whenever possible, supporting a request 
for a secondment, particularly where it will benefit both the individual and 
organisation. 

• Ensuring potential requests for secondments 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 for example, cost of  backfilling, resources 
available, impact on team and service delivery, benefits of secondment. 

• Should they be unable to approve a secondment opportunity, providing a 
written explanation detailing the reasons why they cannot authorise a 
secondment. 

• Liaising with the Recruitment team to ensure that all the required paperwork 
is completed. 
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• Liaising with the Recruitment and Finance team to ensure that appropriate 
financial invoicing arrangements are in place for employees seconded to an 
external organisation. 

• Maintaining regular contact with the employee and the host manager, 
throughout the period of the secondment 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. 

• Ensuring that any secondment paperwork is completed and placed on the 
employee Personnel File (P file). 

• Ensuring that on the employees return from a secondment, that ESR is 
updated via Manager Self Service to return the employee to their substantive 
role. 

• Ensuring that prior to an employee’s return from secondment they discuss 
and agree a plan for return with the employee, identifying any potential 
training needs or support required. 

5.2. Role of RCHT Host Managers 

Host Managers are responsible for:  

• Ensuring secondment opportunities are advertised and recruited to in 
 accordance with Trust’s Recruitment policy in order that a fair and equitable 
approach can be achieved. 

• Ensuring that every secondment opportunity is advertised in accordance with 
the Trust’s Recruitment Policy. 

• On successful completion of the recruitment process, discussing any 
 considerations with the Seconding manager. 

• In conjunction with the Seconding manager, providing all the relevant 
 details to the Recruitment team to enable them to process the relevant 
paperwork for commencement of the secondment. 

• Arranging for the Secondee to attend all relevant statutory and 
 mandatory training in line with Mandatory and Statutory Training policy and 
ensuring that a local departmental induction is undertaken. 

• Regularly reviewing the Secondee’s performance and managing any 
attendance and conduct issues, liaising with the Seconding manager and the 
People Experience team as necessary. 

• Supporting and monitoring the Secondee’s performance and comply 
 with all Performance Support Policy. 

• Towards the end of the agreed secondment period, liaising with the 
employee and Seconding Manager to ensure a return to the substantive role. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10140339
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10138354
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163220
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• If considering an offer of the extension of a secondment period, discussing 
with the Seconding manager prior to making an offer to the Secondee. 

• Keeping in regular contact with the Seconding manager to discuss any 
progress or notify of any concerns. 

• Ensuring Secondees are provided with: 

❖ A job description and person specification. 

❖ A local induction. 

❖ Appraisal or Personal / Professional Development Review (PDR) against 
agreed objectives for the period of the secondment. 

❖ Absence Monitoring / Annual Leave authorisation. 

❖ Specific objectives and a programme of work for the period of the 
secondment. 

❖ A defined start and finish date. 

❖ Any additional support required to undertake the role. 

5.3. Role of Employee (Secondee) 

All staff members who wish to consider / apply for a secondment opportunity 
are responsible for:  

• Discussing their request for a secondment opportunity with their line manager 
and seek their approval before submitting an application form for the 
advertised secondment position. 

• Comply with the work practices and policies of the department or 
organisation to which they are seconded. 

• Ensure they have completed any statutory and mandatory training relevant to 
their role. 

• Inform the host manager of any specific needs or reasonable adjustments to 
support their integration into the new workplace. 

• Maintain regular contact with their Seconding manager and update them on 
any relevant changes. 

• Ensure they have read and understood the Secondment Policy. 

• Comply with any return arrangements on completion of their secondment. 

• Undertake any refresher training and local induction as appropriate on their 
return to their substantive role; ensuring all mandatory and statutory training 
and employment checks (as appropriate) are up to date. 
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• Ensure (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. 

• Be mindful of any issues of confidentiality and intellectual property for both 
their substantive organisation and the host organisation during secondment 
and must not at any time (except as is necessary in the course of their work) 
use or disclose to any person any confidential information where this could 
cause a conflict of interest. 

5.4. Role of RCHT Recruitment Team 

The Recruitment Team are responsible for:  

• Supporting the Host Manager with the recruitment process for any 
secondment opportunities in accordance with the Recruitment Policy. 

• On receipt of a Secondment Request form, notify payroll of the secondment 
by saving an electronic Contract Amendment Form (eCAF) to the 
Recruitment & Payroll shared folder for processing to confirm the start of a 
secondment of a RCHT employee. 

• Raise a secondment agreement for RCHT employees who are undertaking a 
secondment. 

• To contact any external organisation who are offering a secondment 
opportunity for a RCHT employee and gain a copy of their organisation’s 
secondment agreement. 

• To liaise with the Seconding manager and Finance team to ensure that 
appropriate financial invoicing arrangements are in place for employees 
seconded to an external organisation where a recharge request is required. 

• To forward any Secondment paperwork to the Seconding Manager for the 
employees Personnel File (P file). 

6. Standards and Practice 

Individuals are eligible to apply for a secondment subject to: 

• Having completed 12 months service with their current organisation. 

• Meeting the essential criteria on the person specification. 

• Their substantive line manager agreeing to release them. 

6.1. Authorisation, Approval, and Request for Extensions 

6.1.1 It is important to note that there is no automatic right to be released for 
a secondment. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10140339
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6.1.2 An individual who wishes to apply for a secondment should, in the first 
instance, discuss it with their line manager to ensure that should they 
be successful that the manager is going to be able to release them to 
undertake the secondment. 

6.1.3 In the event that there is an offer of extending the secondment this must 
be agreed by the Seconding (Originating) manager with an agreed new 
end date. There is no automatic right for a secondment extension to be 
agreed and this decision will be made on the basis of service 
requirements. 

6.1.4 The Seconding managers should seek to support timely release of 
Secondees, particularly where is it of wider organisational or whole 
system benefit. In considering time frames for releasing Secondees to 
undertake a secondment, managers should also consider the 
Secondees development needs. 

6.1.5 Serious consideration should be given before refusing a secondment 
and strong objective business reasons would be required. Employees 
who feel their request for secondment has been unreasonably refused 
should discuss this informally with their line manager in the first 
instance and may wish to consider  raising a grievance via the Trust’s 
Resolution policy. 

6.2. Internal Secondments - Transfer within RCHT Only 

6.2.1 An internal secondment is where an employee transfers from a role 
within the Trust to another role within the Trust. 

6.2.2 All RCHT secondments must be advertised and go through the normal 
RCHT recruitment and selection process. Please see the Trust’s 
Recruitment Policy on the intranet document library. 

6.2.3 Interviews will be held and the person most suitable for the job will be 
selected and offered the role. 

6.2.4 The host manager and the seconding manager should agree start and 
end dates for the secondment. 

6.2.5 A secondment request form must be completed by all parties, including 
the secondee, the Seconding manager and Host manager and 
forwarded to the recruitment team for processing. 

6.2.6 The Recruitment team will save an electronic Contract Amendment 
Form (eCAF) to the Recruitment & Payroll shared folder for processing. 

6.2.7 The Recruitment team will send the employee a letter to confirm the 
agreed secondment terms, with a copy of this sent to both the 
Seconding Manager and Host Manager who will retain this on the 
employee’s P file. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163221
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10140339
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6.3. External Secondments - Transfer of RCHT Employee to an 
External Organisation 

6.3.1 The member of staff remains an employee of RCHT. 

6.3.2 A secondment request form must be completed by all parties, including 
the secondee, the seconding manager and host manager and 
forwarded to the Recruitment team for processing. 

6.3.3 The Recruitment team will raise an electronic Contract Amendment 
Form (eCAF) and forward to payroll (except for external secondments). 

6.3.4 The Recruitment team will raise an External secondment agreement 
which will be forwarded to the employee, the Seconding manager and 
Host manager, and a copy must be placed on the employee’s P file. 

6.3.5 The Recruitment team will liaise with the Seconding Manager and 
contact the relevant RCHT Finance Manager to notify them that a 
recharge request needs to be completed. 

6.3.6 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. 

6.4. Secondments into RCHT - Transfer of an Individual from an 
External Organisation into RCHT 

6.4.1 All RCHT secondments must be advertised and go through the normal 
RCHT recruitment and selection process. Please see the Trust’s 
Recruitment Policy on the intranet document library. 

6.4.2 Interviews will be held and the person most suitable for the job will be 
selected and offered the role. 

6.4.3 External secondees will receive a conditional offer until receipt of 
satisfactory pre-employment checks. 

6.4.4 External secondees will be required to attend RCHT’s corporate 
induction. 

6.4.5 A secondment request form must be completed by the secondee, 
Seconding manager (external organisation) and Host manager (RCHT) 
and forwarded to the recruitment team for processing. 

6.4.6 The recruitment team will request the external organisation provide a 
completed copy of their Secondment agreement paperwork which 
needs to be signed by Seconding Manager, Secondee and Host 
Manager. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10140339
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6.4.7 If external Secondee is to be paid by RCHT for the duration of 
secondment, raise an Appointment Form. 

6.4.8 If external Secondee is not being paid by RCHT for the duration of the 

secondment but requires Electronic Staff Record (ESR) access, the 
Recruitment team will raise an Honorary Appointment Form. 

6.4.9 The Recruitment team will notify the payroll team of the external 
secondees personal details and new job role so they can be recorded 
on ESR. 

6.5. Terms and Conditions 

6.5.1 Terms and Conditions will stay the same, but the employee may be 
paid a higher salary on a temporary basis, with the new notional 
incremental date being 12 months from date of taking up a temporary 
secondment. If they return to their original post on a lower banding, then 
they will receive the incremental credit for work carried out at the higher 
grade but revert to their original incremental date. 

6.5.2 Seconded employees will remain subject to all policies and procedures 
of their seconding Organisation. 

6.5.3 The Host Organisation / Manager will provide and fund any necessary 
training for the Secondee to carry out their secondment. 

6.5.4 The employee will remain an employee of their seconding organisation 
and will continue to be paid by the seconding organisation. 

6.5.5 A Secondee will be provided with a secondment agreement from any 
external Organisation which will be raised by the substantive manager 
with input from the host manager of the host organisation. The host 
organisation may require the Secondee to complete additional 
paperwork in line with their own organisational policies and procedures. 

6.5.6 Any documentation relating to the secondment will be held on the 
seconding organisation employee’s Personnel File (P file). 

6.5.7 The Secondee will report to a host line manager. During this period the 
Secondee will be expected to: 

• Follow reasonable management instructions of the host manager. 

• Comply with Standard Operating Procedures (SOP’s) and 
operational ways of working within their seconded role. 

6.5.8 Should any issues occur for example, performance management, 
disciplinary, civility, dignity and respect issues, sickness absence, the 
employee will be managed in accordance with their (substantive) 
employing organisations policies and processes. 

6.5.9 The Host manager must contact the Seconding manager to inform them 
of any issues and work in conjunction to address any concerns. 
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6.5.10 If the Secondee experiences any difficulties in relation to their 
secondment they should in the first instance liaise with their host 
manager. 

6.5.11 A secondment can be ended early by the host organisation for express 
business reasons. This will involve the host and seconding manager 
taking account of all the circumstances and affected parties and giving 
a minimum of four weeks’ notice to end the secondment if jointly 
agreed. If it is felt that a secondment needs to be ended earlier than the 
agreed term, then please speak to the People Experience team. 

6.6. Basis of Secondment Offer 

6.6.1 At the end of the secondment period, the Secondee has the right to 
return to their substantive post, or a suitable alternative role, if as a 
result of organisational change this is no longer available. 

6.6.2 Should it be identified that during the secondment that the substantive 
post may have changed significantly or not be available the employee 
must be notified of this at the earliest opportunity and the Organisational 
Change Policy will apply. 

6.6.3 If the secondees substantive post is not available at the end of their 
secondment, they will be offered a suitable alternative post within their 
substantive organisation. 

6.6.4 If there is no suitable alternative position available then the 
redeployment process will apply and, in the event of redundancy, the 
Seconding Organisation will be liable for any redundancy / severance 
payments which may apply, in accordance with their policies. 

6.7. Funding 

6.7.1 The Recruitment team will liaise with the Seconding Manager to ensure 
the appropriate RCHT Finance Manager is notified should a recharge 
process be required. 

6.7.2 It is the responsibility of both the Seconding and Host managers to 
ensure they work co-operatively and communicate effectively to ensure 
the appropriate re-charges. 

6.7.3 Where RCHT employees are seconded to an external organisation the 
costs of the secondment will normally be met by the host organisation 
unless parties have agreed alternative funding arrangements. For 
practical purposes the employee will normally remain on RCHT’s 
payroll with costs being reimbursed by the host organisation. This will 
include the cost of pension contributions. 

6.8. Other Considerations 

6.8.1 If the Secondee is off sick for more than four consecutive weeks, the 
secondment may be ended earlier than the agreed terms following 
referral to the Occupational Health Department. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10166701
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10166701
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6.8.2 At least two months before the end of the secondment, a discussion 
should be had between the seconding line manager, hosting line 
manager and Secondee to discuss and plan a return to the substantive 
role. 

6.8.3 There is no automatic right for the secondment to be extended or made 
permanent and the employee must be aware of this and that they are 
required to return to their original role at the end of the secondment. 

6.8.4 When the Secondee returns to their original place of work, the 
substantive (seconding) line manager must update ESR via Manager 
Self Service to reflect the return to their substantive role and that all 
relevant documentation is completed and the Secondee is fully 
debriefed and successfully integrated back into their original role. 

6.8.5 Where the Secondee secures a permanent position with the external 
host organisation then the Secondee must resign from their substantive 
post and the substantive line manager is responsible for completing all 
relevant leavers documentation to end the employment with the 
substantive organisation. 

6.8.6 The hosting organisation / department is responsible for informing the 
seconding organisation of any leave e.g. annual leave, sickness, 
maternity leave etc. 

6.8.7 Where any party wishes to end the secondment prior to the end of the 
agreed period, this must be considered and agreed by all. 
Consideration should be given to the reason for ending the secondment 
early and if the Seconding manager has temporarily backfilled the 
secondee’s role, what role the secondee would be returning to. 

6.8.8 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 
Resolution Policy. 

7. Dissemination and Implementation 

7.1. A copy of the policy will be stored electronically in the Human Resources section 
of the Trust’s document library. 

7.2. A copy of the policy will be circulated to members of the People Partner teams to 
enable them to support implementation with their managers that the Learning 
and Development department are aware of this need. 

7.3. A clear communication will be sent to all managers to make them aware that the 
policy has been issued and that they are responsible for cascading the 
information to their staff members including those who do not have regular 
access to e-mail. 

7.4. Staff-Side - Joint Consultancy Negotiation Committee (JCNC) and Joint Local 
Negotiation Committee (JLNC) will be advised of the issue of the policy. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163221
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7.5. Information to promote awareness of the revised policy will also be included in 
the monthly Bulletin Extra: Updated Policies and Procedures circulated to all 
staff via their e-mail accounts. 

7.6. The People Partner teams will provide coaching and advice to managers and 
staff as the need arises. 

8. Monitoring compliance and effectiveness 

Information 
Category 

Detail of process and methodology for monitoring 
compliance 

Element to be 
monitored 

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

Lead Chief People Officer. 

Tool People Experience Team case log. 

Frequency Annually. 

Reporting 
arrangements 

The Chief People Officer has lead responsibility for ensuring the 
policy and procedure is monitored and audited to assess 
effectiveness and that it is applied equally and consistently. 

• Bimonthly report to People and Organisational Development 
(OD) committee. 

• Quarterly report to the Trust Board. 

The overall effectiveness of the policy will be considered and any 
remedial actions identified will be recorded in the relevant meeting 
notes or minutes. 

Acting on 
recommendations 
and Lead(s) 

The Deputy Chief People Officer will ensure any subsequent 
recommendations are undertaken. 

Change in practice 
and lessons to be 
shared 

Any policy/system improvements will be actioned in partnership 
with Staff-Side. 

Required changes to practice will be identified and actioned within 
six months. A lead member of the team will be identified to take 
each change forward where appropriate. 

Lessons will be shared with all the relevant stakeholders. Any 
policy amendments will be communicated to staff. 

9. Updating and Review 

9.1. This policy has been agreed by Trust management and Staff-Side 
representatives under the partnership arrangements. 

9.2. The policy will be reviewed every three years or earlier if changes to legislation, 
practice, national or local standards dictate. 
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9.3. Any revision activity is to be recorded in the Version Control Table as part of the 
document control process. 

10. Equality and Diversity  

10.1. This document complies with the Royal Cornwall Hospitals NHS Trust service 
Equality and Diversity statement which can be found in the Equality Diversity 
And Inclusion Policy or the Equality and Diversity website. 

10.2. 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, gender reassignment, marital status, domestic circumstances, disability, 
HIV status, sexual orientation, religion, 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.  

10.3. Equality Impact Assessment 

The Initial Equality Impact Assessment Screening Form is at Appendix 2. 

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
http://intranet-rcht.cornwall.nhs.uk/shelf/equality-and-diversity/
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Appendix 1. Governance Information 

Information Category Detailed Information 

Document Title: Secondment Policy V4.0. 

This document replaces (exact 
title of previous version): 

Secondment Policy V3.0. 

Date Issued/Approved: March 2025. 

Date Valid From: March 2025. 

Date Valid To: March 2028. 

Author/Owner: Rachel Fripp- People Partner. 

Contact details: 01872 253240. 

Brief summary of contents: 
This policy provides guidance on the management of 
secondments both internally and externally of the 
Trust. 

Suggested Keywords: Secondment, Contract, Terms and Conditions. 

Target Audience: 

RCHT:  Yes 

CFT: No 

CIOS ICB:  No 

Executive Director responsible 
for Policy: 

Chief People Officer. 

Approval route for consultation 
and ratification: 

Joint Consultative Negotiation Committee (JCNC). 

Manager confirming approval 
processes: 

Deputy Chief People Officer. 

Name of Governance Lead 
confirming consultation and 
ratification: 

Nicole Steinkruger, People, Policy, Risk and 
Governance Manager. 

Links to key external standards: None Required. 
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Information Category Detailed Information 

Related Documents: 

• National NHS Terms and Conditions of 
Service. 

• Performance Support Policy. 

• Disciplinary Policy. 

• Equality Diversity and Inclusion Policy. 

• Resolution Policy. 

• Medical and Dental Terms and Conditions of 
Service. 

• Attendance Management Policy. 

Training Need Identified: No. 

Publication Location (refer to 
Policy on Policies – Approvals 
and Ratification): 

Internet and Intranet. 

Document Library Folder/Sub 
Folder: 

Human Resources. 

Version Control Table  

Date 
Version 
Number 

Summary of Changes 
Changes Made 
by 

January 
2001. 

V1.0. General Principles. 
Charles Marson, 
Associate Director 
of HR. 

May 2013. V2.0. 
Reviewed and updated: reformatted to 
comply with the Trust ‘Policy on Policies’ 
document. 

Helen Strickland, 
HR Business 
Partner. 

August 
2019. 

V3.0. 
Reviewed and updated: reformatted to 
comply with the Trust ‘Policy on Policies’ 
document. 

Helen Strickland, 
HR Business 
Partner. 

November 
2024. 

V4.0. 

Full Update- complete review of policy and 
procedures aligning where possible to 
Cornwall Partnership NHS Foundation 
Trust’s policy. Trust approved template 
utilised. 

Rachel Fripp, 
People Partner. 

All or part of this document can be released under the Freedom of Information Act 
2000. 

All Policies, Strategies and Operating Procedures, including Business Plans, are 
to be kept for the lifetime of the organisation plus six years. 

https://www.nhsemployers.org/publications/tchandbook
https://www.nhsemployers.org/publications/tchandbook
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163220
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163119
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10268876
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163221
https://www.nhsemployers.org/topics/pay-pensions-and-reward/medical-and-dental-pay-and-contracts
https://www.nhsemployers.org/topics/pay-pensions-and-reward/medical-and-dental-pay-and-contracts
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10158760
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This document is only valid on the day of printing. 

Controlled Document. 

This document has been created following the Royal Cornwall Hospitals NHS Trust The 
Policy on Policies (Development and Management of Knowledge Procedural and Web 
Documents Policy). It should not be altered in any way without the express permission of 
the author or their Line Manager. 

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
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Appendix 2. Equality Impact Assessment 

Section 1: Equality Impact Assessment (EIA) Form  

The EIA process allows the Trust to identify where a policy or service may have a negative 
impact on an individual or particular group of people. 

For guidance please refer to the Equality Impact Assessment Policy (available from the 
document library) or contact the Equality, Diversity, and Inclusion Team 
rcht.inclusion@nhs.net. 

Information Category Detailed Information 

Name of the 
strategy/policy/proposal/service 
function to be assessed: 

Secondment Policy V4.0. 

Department and Service Area: People & Organisational Development. 

Is this a new or existing document? Existing. 

Name of individual completing EIA 
(Should be completed by an individual 
with a good understanding of the 
Service/Policy): 

Rachel Fripp, People Partner. 

Contact details: 01872 253240. 

 

Information Category Detailed Information 

1. Policy Aim - Who is the 
Policy aimed at? 

(The Policy is the 
Strategy, Policy, 
Proposal or Service 
Change to be assessed) 

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 
each outcome? 

Please see section 16 of the policy, ‘Monitoring compliance 
and effectiveness. 

5. Who is intended to 
benefit from the policy? 

All staff, Trust and patients. 

mailto:rcht.inclusion@nhs.net
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Information Category Detailed Information 

6a. Who did you consult 
with? 

(Please select Yes or No 
for each category) 

• Workforce:  Yes 

• Patients/visitors: No 

• Local groups/system partners: No 

• External organisations: Yes 

• Other: Yes 

6b. Please list the 
individuals/groups who 
have been consulted 
about this policy. 

Please record specific names of individuals/ groups: 

• Carrie Lester, Employment Relations Manager, Cornwall 
Partnership NHS Foundation Trust. 

• Jamie Ashcroft, Head of Recruitment. 

• Pauline Collett, Recruitment Advisor. 

• Caroline Griffiths, Head of Payroll & Pensions. 

• Naomi Short, Senior Payroll Officer. 

• Electronic Staff Record (ESR) Support Team. 

• Joint Consultative Negotiating Committee (JCNC). 

6c. What was the outcome 
of the consultation?  

A revised policy and procedure has been agreed and drafted 
for approval. 

6d. Have you used any of 
the following to assist 
your assessment? 

National or local statistics, audits, activity reports, 
process maps, complaints, staff, or patient surveys: 

Process Maps. 

 

7. The Impact 

Following consultation with key groups, has a negative impact been identified for any 
protected characteristic? Please note that a rationale is required for each one. 
 
Where a negative impact is identified without rationale, the key groups will need to be 
consulted again. 

 

Protected Characteristic (Yes or No) Rationale 

Age No  

Sex (male or female)  No  

Gender reassignment 
(Transgender, non-binary, 
gender fluid etc.) 

No  

Race No  
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Protected Characteristic (Yes or No) Rationale 

Disability (e.g. physical or 
cognitive impairment, mental 
health, long term conditions 
etc.) 

No 
The policy highlights the need to consider 
making reasonable adjustments to ensure 
access to the workplace. 

Religion or belief No  

Marriage and civil 
partnership 

No  

Pregnancy and maternity No  

Sexual orientation (e.g. gay, 
straight, bisexual, lesbian etc.) 

No  

A robust rationale must be in place for all protected characteristics. If a negative 
impact has been identified, please complete section 2. If no negative impact has been 
identified and if this is not a major service change, you can end the assessment here. 

I am confident that section 2 of this EIA does not need completing as there are no 
highlighted risks of negative impact occurring because of this policy. 

Name of person confirming result of initial impact assessment: Rachel Fripp, People 
Partner. 

If a negative impact has been identified above OR this is a major service change, 
you will need to complete section 2 of the EIA form available here: 
Section 2. Full Equality Analysis 

 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/ChiefExecutive/Templates/Section2FullEqualityAnalysis.docx

