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[bookmark: _Toc193288364]Appendix 1 Secondment Request Form
Form Guidance
For the purpose of this document, secondment is a temporary transfer to another job.
The three different types of secondment require a different process, as detailed below.
1. Transfer from an external organisation to Royal Cornwall Hospitals Trust (RCHT).
A copy of the external organisation’s secondment agreement will be required by RCHT.
2. Transfer from RCHT to an external organisation.
The member of staff remains an employee of RCHT and therefore a RCHT External Secondment agreement will be issued by the Recruitment team.
3. Internal transfer with RCHT only.
This will be arranged by CAF only.
In all instances the above paperwork will be processed by the Recruitment team upon full completion of this Secondment Request form.
Recruitment will liaise with the appropriate Finance team to ensure any recharge requirements are set up appropriately
The following form must be fully completed by all parties to enable the secondment to be processed.
Part 1 Employee Declaration - To be completed by the Secondee.
Part 2 Details of Substantive Role and Manager Declaration – To be completed by the employing Trust Manager.
Part 3 Details of Seconded Role – To be completed by the Host Manager.


Part 1- Employee Declaration
Employee name: Click or tap here to enter employee name.
I confirm my agreement to the secondment in accordance with the conditions set out in this document and for the period stated.
Employee Signature: Employee sign.
Date signed: Click or tap to enter date employee signed.
Part 2 – Details of Substantive Role and Manager Declaration
Job title:  Enter current job title.
Department: Enter current department.
Base: Enter current base
Banding: Enter current banding
Cost code: Enter cost code. 
Salary: Enter current salary
Current contracted hours: Enter current contracted weekly hours.
Professional registration required: Choose an item.
[bookmark: _Hlk158822729]I agree to release this employee to undertake the secondment for the period stated.
Signature: Seconding manager sign.
Manager’s name and job role: Click or tap here to enter manager’s name.
Date: Click or tap to enter date manager signed.


Part 3 – Details of Seconded Role
Organisation:  Enter organisation	Job Title: Enter new job title.
Department: Enter new department	Base: Enter new base
Banding: Enter new banding		Cost code: Enter cost code (as applicable). 
Salary: Enter new salary			Contracted hours: Enter contracted weekly hours.
Professional registration required: Choose an item.
Start date of secondment: Click or tap to enter date.
End date of secondment: Click or tap to enter date.
Purpose of secondment: Enter reason for secondment.
New host manager name Enter name of new manager.
New host manager job title Enter new manager’s job title.
New host manager email address Enter contact details.
I agree to accept this employee for secondment for the agreed period stated.
Signature: Host manager sign.
Authorising manager name and job role: Click or tap here to enter manager’s name.
Date: Click or tap to enter date manager signed.


[bookmark: _Toc193288365]Appendix 2 - Secondment Agreement – For External Secondments Only
This agreement is made on: Enter date agreed
This agreement is made between the following parties:
Secondee: Enter secondees name.
Seconding Organisation (Employer): Royal Cornwall Hospitals Trust
Seconding Manager: Enter employees current manager
Host Organisation: Enter organisation which is offering the secondment 
Host Manager: Enter the name of manager offering the secondment 
Start date of secondment: Click or tap to enter date.
End date of secondment: Click or tap to enter date.
Purpose of secondment: Enter reason for secondment.
Secondment Role Details
Job Title: Enter new job title.
Department: Enter new department
Professional registration required: Choose an item.
Banding: Enter new banding
Salary: Enter new salary
Incremental date: Enter incremental pay step date
Agreed contracted hours: Enter contracted weekly hours.
Work Base: Enter new base
New host manager name Enter name of new manager.
New host manager job title Enter new managers job title.
New host manager email address Enter contact details.


1. Services to be Provided
The Secondee is employed by the Royal Cornwall Hospitals Trust (RCHT) and RCHT agrees to supply to the Host Organisation, for the Period of Secondment, the services of the Secondee to undertake the role of Add job role title here on Choose an item. (“the Services”).
The Secondee agrees, for the Period of Secondment, to provide the Services to the Host Organisation and agrees that their contract of employment shall be varied accordingly. The Secondee will comply with the Host’s reasonable requirements and instructions as communicated to the Secondee from time to time.
The day to day direction and supervision of the Secondee and their conduct and actions shall be the exclusive responsibility of, and at the risk of, the Host Organisation.
Nothing in this Agreement will be construed to have effect as forming or recording any relationship of employer and employee between the Host Organisation and the Secondee and nothing in this Agreement shall constitute or be construed as constituting or establishing any partnership or joint venture between the parties to this Agreement for any purpose whatsoever.
The Secondee's base during the Period of Secondment shall be the Host Organisation's premises but they will be expected to deliver the Services at such locations as may be reasonably required by the Host Organisation.  
The Secondee will supply the Services within such hours they agree with the Host Organisation.
2. Funding
The Host Organisation agrees to reimburse the employment costs of the Secondee to the RCHT, such payments to be made monthly in arrears. Such costs shall include (but not be limited to):
· The gross wages (as reviewed by RCHT from time to time) and RCHT’s National Insurance (NI) and pension fund contributions to the NHS Pension Scheme.
· Statutory and where applicable employee’s contractual maternity and sickness payments. In the event of injury at work, Temporary Injury Allowance may be payable.
· Any expenses properly incurred by the Secondee while carrying out duties with the Host Organisation, such as business mileage paid at the appropriate rate.
· Lease car costs.
These costs will be subject to VAT, if applicable, at the current rate.


RCHT shall send the Host Organisation an invoice during each month of the Period of Secondment, specifying the payment due in relation to the preceding month and the amount of VAT, if any, due on the payment. Such invoices shall be payable by the Host Organisation within 28 days of receipt of the invoice.
During the Period of Secondment, the Host Organisation will authorise any agreed travel (subject to only standard class travel tickets being booked), accommodation, telephone and other expenses which are reasonably and properly incurred by the Secondee in the normal performance of their duties during the Period of Secondment. For the avoidance of doubt, only reasonable and essential expenses incurred in the carrying out of the Secondee's role will be approved and agreed by the Host Organisation.
All payments of salary and any other allowances will be made to the Secondee by RCHT in the normal way. Any expenses properly incurred by the Secondee while carrying out their duties with the Host Organisation which have approved and agreed by the Host Organisation in accordance with this agreement should be certified by the responsible manager in the Host Organisation and submitted to RCHT for payment.
The Host Organisation will be responsible for providing RCHT with all relevant management information to enable RCHT to pay the Secondee correctly and complete necessary returns (e.g. sickness, other absence, and reportable incidents/accidents).
3. Termination of Secondment
This Agreement shall terminate:
· Automatically at the end of the Period of Secondment.
· Upon the Secondee resigning or retiring or their contract of employment coming to an end for any other reason.
· Upon either RCHT or Host Organisation undergoing organisational change which affects the continuation of the Period of Secondment.
· If the Secondee is off sick for more than 4 consecutive weeks.
· In any of the other circumstances outlined in this Agreement.
This Agreement may be terminated by the Secondee at any time upon providing RCHT and the Host Organisation with a minimum of one months' written notice unless the parties otherwise agree to a shorter period.
This Agreement may be terminated by the Host Organisation at any time upon providing RCHT and the Secondee with a minimum of one months' written notice unless the parties otherwise agree to a shorter period.
This Agreement may be terminated by RCHT upon providing the Host Organisation and the Employee with a minimum of one months’ written notice unless the parties otherwise agree to a shorter period.
This Agreement may be terminated by notice in writing having immediate effect by either RCHT or the Host Organisation if any of the parties to this Agreement commits a material breach of its obligations under this Agreement or if, following due process the Employee is found to have committed gross misconduct. The termination of this Agreement shall not affect any rights or obligations of the parties which accrued prior to such termination.
On termination of the secondment, the Secondee has the right to return to his/her substantive post, or a post RCHT identifies as constituting a suitable alternative post if, as a result of organisational change, this is not available.
There is no automatic right for the Period of Secondment to be extended or made permanent, the Secondee will be required to return to their substantive role at the end of the Period of Secondment.
4. Employment Status of Secondee
The contractual position of the Secondee during the Period of Secondment is that they remain an employee of Royal Cornwall Hospitals Trust.  During the Period of Secondment, the Secondee’s contractual Terms and Conditions of employment continue to be those of the Secondee’s substantive post with RCHT.
5. Treatment of Secondee
During the Period of Secondment, the Secondee will report to a manager nominated by the Host Organisation.
The Host Organisation must ensure that the duties of the Secondee are at least appropriate to their grade and offer suitable development opportunities.
The Secondee must be appraised against agreed objectives during the period of the Period of Secondment by the manager to whom they report in the Host Organisation. 
The right of the Host Organisation to redefine working arrangements and priorities is acknowledged provided that such changed arrangements and priorities do not breach the terms and conditions of employment which apply to the Secondee.
The Host Organisation will provide and fund any necessary training for the Secondee to carry out their duties.
The Secondee shall book all leave to which they are entitled with the Host Organisation. The Secondee shall notify both RCHT and the Host Organisation in accordance with the agreed procedure of each party.
In the event of sickness, the Secondee shall notify both RCHT and the Host Organisation in accordance with the agreed procedure of each party.


6. Disciplinary
All matters of discipline shall be dealt with by RCHT in accordance with its normal disciplinary procedures.
If the Host Organisation alleges that the Secondee has acted in a way that could potentially amount to serious or gross misconduct, the Host Organisation must notify the Secondee’s substantive line manager and RCHT’s People Experience team immediately.
It shall be the responsibility of RCHT to instigate any disciplinary proceedings in respect of the Secondee. Any potential disciplinary action will be in accordance with the RCHT’s Disciplinary Policy and Process.
In the event that the disciplinary procedure needs to be instigated, the Host Organisation will provide such assistance as may be required by RCHT and agrees to co-operate fully with RCHT in this regard.
7. Capability
Any concerns in relation to the Secondee’s performance during the Period of Secondment should be addressed in accordance with RCHT’s Performance Support Policy and Procedure.
The Host Organisation may elect to manage any performance concerns with the Secondee informally in the first instance.
All matters of unsatisfactory performance which cannot be resolved informally must be reported by the Host Organisation to the Secondee’s substantive line manager and RCHT’s People Experience team.
It shall be the responsibility of RCHT to instigate any performance management process in respect of the Secondee. Any potential action will be in accordance with RCHT’s Performance Support Policy and Procedure.
In the event that a performance management procedure needs to be instigated, the Host Organisation will provide such assistance as may be required by RCHT and agrees to co-operate fully with the RCHT in this regard.
8. Grievance
All grievance matters shall be dealt with by RCHT in accordance with its normal Resolution policy and procedure and any grievance should be raised with RCHT in the first instance. The Host Organisation agrees to co-operate fully with RCHT to resolve grievances raised by the Employee.


9. Liability in Respect of Seconded Staff and Insurance
The Host Organisation shall take out and maintain in full force with a reputable insurance company, insurance to cover public liability and all liabilities in respect of the Secondee to cover any loss, injury or damage caused to the Secondee in the course of his duties. The Host Organisation will provide such evidence to RCHT of its insurance as RCHT may require in the event that RCHT requests it.
RCHT shall incur no liability for loss, damage or injury of whatever nature sustained by the Employee insofar as it arises as a result of any act or omission on the part of the Host Organisation or any of its employees.
Subject to the preceding paragraph, the Host Organisation shall incur no liability for loss, damage or injury of whatever nature sustained by the Employee insofar as it arises as a result of negligence or any act or omission on the part of RCHT or any of its employees.
The Host Organisation shall indemnify RCHT against any and all claims, liabilities, actions, proceedings, costs (including legal fees), losses, damages, demands, penalties, fines or expenses suffered or incurred by RCHT which are attributable to any act or omission by the Host Organisation or any other person for whom the Host Organisation is liable.
10. Health and Safety
The Host Organisation shall fulfil all the duties relating to the health, safety and welfare at work imposed on an employer by any relevant statutory provision with the Health and Safety at Work Act 1974, as if it were the permanent employer of the Secondee. The Secondee will take reasonable care for their own health and safety, and that of others who may be affected by their acts or omissions, and co-operate with the host organisation to enable it to ensure, so far as is reasonably practicable, the health, safety and welfare at work of all its members of staff, trainees and others carrying out the functions on its behalf.
11. Equal Opportunities
The Host Organisation shall ensure that there is no discrimination against the Secondee on the ground of sex, marriage or civil partnership, disability, age, religion or belief, race, sexual orientation, pregnancy or maternity or gender reassignment. The parties agree that they will abide by and act consistently with the Equality Act 2010 in discharging their responsibilities under this Agreement.
12. Confidentiality
During the course of their time with the Host Organisation, the Secondee may acquire or have access to confidential information which must not be disclosed to any other person unless in pursuit of their duties under this Agreement.
Confidential information includes all information or material which is the property of the Host Organisation or which the Host Organisation is obliged to hold confidentially including, without limitation, lists or details of patients, information relating to the working of any process or invention carried on or used by the Host Organisation or any research projects, prices, discounts, mark-ups, future business strategy, marketing, tenders, any price sensitive information, and any proprietary information.
The Data Protection Act 2018 regulates the use of all personal information and includes electronic and paper records of identifiable individuals (patients and staff). The Host Organisation is registered in accordance with this legislation.  If the Secondee is found to have unlawfully used any information seen or heard whilst working with the Host Organisation, the Secondee and RCHT, may face legal action. The Secondee also understands that the Host Organisation has responsibilities under the Freedom of Information Act 2000 and in conducting itself in a transparent way as a public body.
The Secondee therefore gives the following undertakings before commencing work with the Host Organisation:
· The Secondee understands that they continue to be bound by a duty of confidentiality and so agree to adhere to the conditions within their Contract of Employment in this regard.
· The Secondee understands that they owe duties of confidence to the Host Organisation as set out in this Agreement.
· The Secondee understands it is their responsibility to comply with the requirements of the Data Protection Act 2018 (as amended or replaced).
RCHT shall not require the Secondee to disclose or divulge any confidential information without prior written consent of the Host Organisation.
The Host Organisation shall use all reasonable endeavours to ensure that the Secondee does not disclose or divulge any confidential information about RCHT.
The parties agree that none of these provisions prohibit the Secondee from making a protected disclosure within the meaning of part IV of the Employment Rights Act 1996.
13. Miscellaneous
RCHT shall provide the Host Organisation with information regarding policies, procedures and terms and conditions of employment relating to the Secondee.
No amendment or variation to this Agreement shall take effect unless it is in writing and signed for and on behalf of each of the parties.
Secondees are viewed as ambassadors of RCHT and must conduct themselves appropriately.
During the Secondment Period the Secondee will keep RCHT informed of any changes in their personal circumstances.
On behalf of Royal Cornwall Hospitals Trust (Employer)
I approve the named employee for secondment for the agreed period stated.
Seconding manager name: Enter full name
Signature: Please sign.
Date: Insert date signed
On behalf of the Host Organisation
I agree to accept this employee for secondment for the agreed period stated.
Host Manager name: Enter full name
Signature: Please sign.
Date: Insert date signed
Secondee
I agree to the terms of the secondment.
I confirm that I have read the Trusts Secondment Policy ☐
Employee name: Enter full name
Signature: Please sign.
Date: Insert date signed
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