Secondment agreement pro-forma

(This must be drafted in line with the All Wales Secondment Policy)
To be completed in conjunction with the employee by the seconding and hosting line manager, and retained on personal file. 

General:

During the secondment, the employee remains employed by the seconding organisation on his existing terms and conditions of employment but is seconded to work for the host organisation.  Nothing in the secondment agreement shall have the effect of creating an employment relationship between the employee and the host organisation.
1. Parties involved:

(i) Seconding organisation: (Insert name of the seconding organisation)

(ii) The Seconded Employee: (Insert name of the seconded individual)

(iii) Host organisation/department/team: (Insert name of host organisation and/or department/team)

2. Seconded post: (Post title and brief description of duties/objectives. Attach job description and person specification for reference)

3. Agreement for return to employing organisation: (Insert any specific agreement reached about the employees return to the employing body. In normal circumstances return is guaranteed to a post at a similar level to the employee’s substantive post at time of agreement).  

4. Funding arrangements: (Insert agreed arrangements for invoicing / recharge. Include name and address of finance contact, if applicable. (Travel expenses to be authorised by the hosting organisation and processed by the seconding organisation).

5. Date secondment commences:
6. Date secondment ends: (Not more than four years in normal circumstances)
7. Agreed review dates/periods: (Not less than 3 monthly in normal circumstances)

8. Reporting arrangements: (Insert name, position and contact numbers of contacts in seconding and host organisation). 
9.  Terms and conditions for employment: (In normal circumstances the seconded individual retains current terms and conditions of employment of their originating body)

 

10. Remuneration:

The annual salary agreed at time of agreement for this post is £........................... per annum, plus any associated expenses £....................................

(In normal circumstances the seconded individual will continue to receive their salary from the original employing body who should also continue to meet the employers’ national insurance contribution during the period of secondment. If the arrangement crosses organisational boundaries arrangements for invoicing should occur between the employer and the substantive body on a quarterly basis for salary and associated on costs.

11.  Hours of work: (Insert hours of work agreed)

12. Holiday/Leave entitlement: (Insert leave entitlement for clarification)

13. Place of work: (Insert address)

14. Confidentiality agreement ...................................................................................
Signature of seconding  Line Manager:..................................................................

Signature of host Manager:.....................................................................................

Date:........................................................................................................................

Signature of Secondee............................................................................................

Date: .......................................................................................................................
