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1.0 Introduction
1.1

Purpose of Policy

This policy sets out the basis for using secondments and temporary promotions
and the procedure to be followed in selecting staff for such opportunities. It
provides a framework for ensuring compliance with the Trust's policies and
procedures on equal opportunities and good practice in recruitment and selection.
1.2

Definition of Terms

The basis for each of these temporary arrangements is different and the following
definitions should be used to ensure the correct procedure is followed in the
different circumstances.
1.2.1 Substantive
The substantive employer, service or organisation is the one for which the
employee is contracted to work prior to the start of the secondment.
1.2.2 Host
The host employer, service or organisation is the one for which the employee
works during the secondment.
1.2.3 Partnership Working
Partnership working is a working arrangement between the Trust and an
external organisation which assists in the delivery of Trust objectives/services
or meets statutory requirements. Under partnership working, an employee
may be seconded into, or out of, the Trust.
1.2.4 Secondment
A secondment is a temporary move between one job and another, other
than a temporary promotion as defined below, which usually involves a
transfer from one line manager to another. Secondments can be within a
department, to another department or even between different organisations.
Secondments can be at the same or a different band to the individual’s
substantive post. The duration of a secondment will normally be for at least
three months but could, in some situations, last for one or more years.
1.2.5 Temporary Promotion (or ‘Acting Up’)
A temporary promotion involves a member of staff assuming the full duties
and responsibilities of a higher banded post for a temporary period to cover
an employee who is absent, for example on parental leave, anticipated longterm sickness, a career break or for extended training. A temporary promotion
is usually within a department. Their salary will be adjusted accordingly (see
paragraph 4.6.1). Temporary promotion arrangements do not apply when the
higher band duties and responsibilities are shared with other individuals,
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unless there is a formal job-sharing arrangement in place. A temporary
promotion will usually be for a period up to six months but could be longer in
specific circumstances, e.g. to cover a one-year career break.
1.3

Scope

This policy applies to all members of staff of Sussex Partnership NHS Foundation
Trust other than Bank workers. Appropriate sections also apply to the staff of other
organisations who are seconded into the Trust, whether under a Partnership
Working scheme or otherwise.
1.4

Principles

All secondment opportunities within the Trust will normally be advertised, at least
internally, on NHS Jobs (accessible from the Trust intranet ‘Partnership Online’). In
the case of temporary promotion opportunities, these must be advertised locally
within the appropriate department, ward or speciality. Staff temporarily promoted will
receive the appropriate salary in accordance with the banding of the post being filled
so that the employee receives a reasonable increase in pay for taking on the higher
level of duties and responsibilities.

2.0

Policy Statement

The ability to transfer staff from one post to another for a temporary period can
offer an organisation and its staff many benefits. These temporary changes can
take the form of a secondment, temporary promotion (also referred to as acting up)
or job rotation. The Trust may use these arrangements for personal or career
development and/or for covering a vacancy resulting from parental leave, long-term
sickness, a career break or another secondment or temporary promotion. The
opportunity may also arise because of the need for staff to work on a special
project or because there is a need to delay making a permanent appointment to a
vacant post.

3.0

Duties

3.1

Executive Director of Corporate Services

The Executive Director of Corporate Services is the sponsor of this policy and is
responsible for its implementation.
3.2

Director of Human Resources

The Director of Human Resources is responsible for the correct application
of this policy throughout the Trust and for overseeing all arrangements made
under this policy.
3.3

Deputy Director of Human Resources

The Deputy Director of Human Resources is responsible for regularly reviewing the
effectiveness of the policy and for drafting any amendments that may be required.
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3.4

Human Resources Managers and Advisers

Human resources managers and advisers are responsible for providing professional
support and guidance to managers on the application of this policy and will propose
updates as required. They are also available to provide advice on any aspect of a
secondment or temporary promotion including the correct administrative processes
that need to be completed in each case.

4.0

Temporary Promotion or “Acting Up”

4.1

Introduction

The basis of a temporary promotion is that it allows a member of staff to assume the
full duties and responsibilities of a higher banded post for a temporary period. The
salary of the individual undertaking the temporary promotion arrangements will be
adjusted accordingly (see section 4.6). Temporary promotion arrangements do not
apply when the higher band duties and responsibilities are shared with other
individuals, unless there is a formal job-sharing arrangement in place.
These arrangements are made to cover situations such as parental leave,
anticipated long-term sickness, career breaks or for extended training.
4.2

Identifying a Requirement for Temporary Promotion

It is the responsibility of the relevant manager to identify a requirement for a
temporary promotion, consulting with the senior management team and Human
Resources as appropriate. An offer of a temporary promotion should not be made
until these discussions have taken place.
4.3

Time Limits

A period of temporary promotion can be for any period but if longer than two weeks
the procedure outlined in Section 4.4 must be followed.
The manager should ensure that a temporary promotion arrangement does not
normally continue for more than six months. However, where it is anticipated that the
post will be vacant for longer than this due to extended parental leave, a career
break, long term study or sick leave or any other planned long term leave, the
temporary promotion will initially be for six months but will be reviewed at regular
intervals and should not be for more than a year.
Where a post is not filled permanently due to a pending departmental reorganisation
the manager should consider a secondment (see Section 5) if it is necessary to
cover a temporary vacancy.
Wherever possible, temporary promotion should be offered for a defined period.
However, the manager may withdraw a temporary promotion arrangement prior to
the end of the proposed period where service needs dictate. The employee should
normally be given a minimum of two weeks’ notice. Such a decision should be fully
explained to the member of staff in question.
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4.4

Selection Procedure
4.4.1 All opportunities for temporary promotion for a period of over two
weeks must be advertised to members of staff within the relevant
team, department or ward area. Shortlisting will be carried out on the
basis of the Knowledge and Skills Framework (KSF) outline for the
relevant post. Temporary promotion into a higher pay band must only
be offered if the individual meets the relevant person specification for
the post, and is able to perform the full range of duties of the higher
banded post.
4.4.2 If there are a number of candidates who meet the person specification
in full, the temporary promotion will normally be decided by means of
competitive interview.
4.4.3 All temporary promotions will initially only be advertised within the
particular department/ward/speciality. The normal recruitment and
selection procedure will be used in these circumstances, as it would be
for appointments to substantive posts. The post should be advertised
within the area of work with an appropriate closing date, allowing
people time to apply. Job descriptions and person specifications must
be up to date. Application forms will be submitted and formal interviews
will take place, taking into account the criteria in 4.4.1 above.
4.4.4 Should it not prove possible to identify a suitable candidate for
temporary promotion, the manager may wish to consider advertising
the temporary promotion on a wider basis. Advice should be sought
from Human Resources in this case.
4.4.5 Staff who apply and meet the essential criteria for a role but are not
selected for a period of temporary promotion should be given the
opportunity to discuss the reasons for their non-selection with their
manager.

4.5

Information to Employees
4.5.1 At the beginning of the temporary promotion the manager should
confirm the following to the employee by completing a Contract
Amendment Form:
•
•
•

the reasons for temporary promotion being offered;
the banding of the post, salary, and other terms and conditions
attached to the temporary promotion period; and
the date on which the temporary promotion arrangements begin
and the end date if known.

4.5.2 Where it has not been possible to specify a precise period for the
temporary promotion the employee should be given, if possible, at least
two weeks’ notice of the termination of their temporary promotion
arrangements.
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4.6

Terms and Conditions for Temporary Promotion
4.6.1 An individual undertaking a temporary promotion will be paid a salary in
accordance with the banding of the post occupied. The salary will be
the minimum of the new pay band or the first point of the band that
would deliver an increase in pay. For example, if member of staff is
currently paid on pt 22 of pay band 5 they would move to pt 23 on pay
band 6. Further advice may be sought from Human Resources if
required.
4.6.2 On the completion of a temporary promotion, an individual will return to
their substantive band and salary taking due account of any inflationary
increases and incremental credit accrued during the temporary
promotion.
4.6.3 Annual leave, sick leave, and other entitlements will be as outlined in
the NHS Agenda for Change Terms and Conditions of Service
handbook.
4.6.4 There may be occasions when it is in an individual’s job description to
cover some of the duties and responsibilities of a higher banded post in
their department when that person is on annual leave or short term sick
leave. Covering for these short term absences will not attract any
additional payment.

5.0

Secondments

5.1

Introduction

A secondment is a temporary move between one job and another, other than a
temporary promotion as described in Section 4 above, which usually involves a
transfer from one line manager to another or even between different organisations.
The duration of a secondment will normally be for at least three months but could,
in some situations, last for one or more years. The secondee's original post is
usually temporarily filled but it is implicit that the secondee will have the right to
return to their previous post (or one which is similar) at the end of the agreed
period. There is no automatic right to the secondment post at any stage.
5.2

Reason for Using a Secondment

A secondment can provide a significant personal and/or career development
opportunity for a member of staff and can assist the Trust by increasing the range of
skills within the workforce.
The basis of a secondment is that an individual is appointed to a vacant post for a
fixed period to perform the duties of that post, or to a newly-created post which, due
to the nature of the duties involved, may only be required for a fixed period.
Secondments can be made to posts on identical salary bands or can be to posts on
a higher pay band. At the end of the secondment, individuals would normally return
to their original post or to a similarly graded post within the trust.In situationswhere
the secondments are over one year the trust cannot guarantee a return to the
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original post but to a similar graded post within the trust. Secondments are not
permanent appointments.
5.3 In What Situations Should a Secondment Be Offered?
Many posts may be suitable as secondment opportunities, but to be attractive to
staff they usually offer a beneficial diversion from the existing career path. Some of
the more common situations which meet this criterion include:
•
•
•
•

a special project to be completed within a given timescale;
availability of short-term funding to develop a service;
a role to which staff may feel reluctant to commit themselves on a
permanent basis before having the opportunity to experience it
personally, e.g. a supervisory or management position; and
meeting the short-term needs of a service where a vacancy needs to be
filled on a temporary basis only, for example because it is known that
imminent organisational changes may lead to significant alteration to the
post as it currently stands.

Employees may also seek out a personal development opportunity as part of a
defined programme of development, identified through the staff development
review process, where gaining knowledge and learning, improving or exercising
new skills would enhance their career
In line with the above, the reasons for supporting staff through secondment
arrangements may be as follows:
•
•
•
•

5.4

to enable a member of staff to experience a different role in order to
assess where a possible change in career direction would be beneficial
as agreed in their PDP (Personal Development Plan);
to gain insight into an existing area of work from a different perspective
as agreed in their PDP;
to undertake a recognised professional training course as agreed in their
PDP; or
to provide a trial period in a new job or a personal training package where
a member of staff is being considered for a different job as an alternative
to redundancy.

Selection Procedure
5.4.1 All secondment opportunities must normally be advertised on
NHS Jobs, accessible from the Trust's intranet ‘Partnership Online’.
The only exceptions would be where the secondment was designed to
meet the specific needs of an individual as an alternative to
redundancy or where the reorganisation of existing services was
creating a secondment opportunity within a limited group of staff.
5.4.2 In the latter situation, it must be made clear that the secondment is
open only to applicants from that group on a restricted competition
basis. The availability of the opportunity should also be brought to the
personal attention of those eligible to apply.
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5.4.3 The advertisement must clearly state that the post is offered on a
secondment basis, the duration of the secondment and any significant
accompanying terms attached to the appointment.
5.4.4 Appendix 3 contains a summary of the main points of this policy. This
should be given to applicants with the job description, person
specification and other details of the post.
5.4.5 The salary scale applicable will normally be the grade of the post. The
applicant for the secondment should explore this further, if necessary,
with the recruiting manager, either prior to or during interview.
5.4.6 Selection for secondments should be undertaken on the same basis as
for other types of recruitment, involving interviews with an appropriate
panel and obtaining references where needed. A judgement also
needs to be made whether a health questionnaire should be completed
if the job role will be significantly different or whether a new Criminal
Records Bureau disclosure is required.
5.4.7 Employees considering applying for secondment under a different line
manager should discuss their application with their existing manager
prior to submitting their application. If they feel unable to do this they
must discuss it with a member of the Human Resources team.
5.4.8 All internal candidates who meet the person specification for the post
must be offered an interview, unless there are too many to make this
practicable and in which case a shortlisting exercise should be
conducted. Those not selected for interview, or who are unsuccessful
at interview, must be offered constructive feedback afterwards.
5.4.9 The recruiting manager should give consideration to the support
mechanisms which must be in place during the period of secondment,
together with any induction needs.
5.5

Terms and Conditions of a Secondment
5.5.1 It is important that all parties involved in the secondment understand
the terms on which the secondment is being offered, including the
‘releasing’ and ‘receiving' managers if these are different.
5.5.2 The terms need to be clearly expressed in writing to all parties before
the secondment commences. Factors which will need to be addressed
are as follows:
•

The salary and other financial terms which are to apply. As stated in
5.4.5 the salary scale will normally be the grade for the post.

•

The objectives for the secondment period should be agreed and
clearly defined and there should be dialogue about expectations
and long term goals before the secondment progresses.

•

Confirmation that the secondment is for a specified period and
whether this may be extendable by agreement between the parties.

Page 9 of 31

Secondment and Temporary Promotion Policy

•

The reason and purpose of the secondment and the intentions of
the parties subject to it.

•

Whether the secondee will be expected to undertake any work
commitments for the ‘releasing’ manager during the period.

•

The rights of all parties in terminating the secondment during
its period.

•

The duties expected of the employee during the secondment and
who will be responsible for managing performance.

•

What happens at the end of the secondment period, e.g. any
agreement concerning the post the secondee will move to at that
point.

•

How the secondee will keep in touch with their old department/
workplace.

5.5.3 Allowances and other terms and conditions from the original job should
not automatically be carried forward into the new post.
5.5.4 Staff who hold Mental Health Officer status are not able to retain it for
any period spent in a job which is not eligible. However, status will
resume and count towards the calculation of qualifying years if the
secondee returns to his or her original job, or one which meets the
status criteria, within a period of five years.
5.5.5 During the period of the secondment, all personnel records (annual
leave, sick leave, study leave etc), appraisal, performance
management and discipline will be the responsibility of the receiving
manager. The receiving manager should keep the releasing manager
informed about the outcome of any disciplinary cases of a serious
nature. Any disciplinary record would be regarded as continuous.
5.5.6 The receiving manager will have the right to terminate the secondment
arrangement where the objectives for the secondment are not being
achieved. This will only take place following joint discussion with the
secondee and the releasing manager and will be subject to mutual
agreement concerning timescale. In circumstances where a number of
secondments or any other cover arrangements are inter-dependent, it
may be necessary for more than one placement to be terminated
before the end of the agreed period. If it is not possible to move a
member of staff back into their original job before the end of the
secondment, the releasing manager will find suitable alternative
employment with the agreement of the post holder.
5.5.7 Where there is a failure to meet the required standard during a
secondment arrangement to undertake a course of training, there will
be joint discussion with the course tutor, the secondee and the
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seconding manager to establish an appropriate course of action, which
may include termination of the secondment.
5.5.8 Where restructuring of a service is due to take place, and one or more
posts are temporarily covered by secondment arrangements, only the
substantive postholders will be eligible to apply for relevant posts within
the new structure. More information is given in the Trust’s joint policy
for organisational change and redundancy.

6.0

Secondments to Another Organisation

6.1

Before Applying for an External Secondment

Employees contemplating applying for a secondment opportunity should discuss this
with their manager, prior to submitting an application. The employee and manager
should identify:
•
•
•

the benefits to the employee and the substantive service;
how the employee’s post will be covered (including funding for the
potential backfill); and
whether or not the manager supports the secondment.

Employees may be required to resign from their positions if they wish to take up such
an opportunity, or could potentially take a career break. (See Flexible Working Policy
– section on career breaks.)
6.2

Before the Secondment Starts

Prior to the commencement of the secondment, the substantive service, host
organisation and employee must determine the following matters:
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Scope of the project/role the seconded employee will undertake
Source and duration of the funding for the secondment and the backfill
arrangements for the substantive service
Organisations/agencies involved in the project
Lead agency if appropriate or management board consisting of
representatives of all involved parties
A job description, person specification and Performance and Development
Review (PDR) (if appropriate) for the seconded employee
Duration of the secondment
Location of the secondment
Overall management arrangements
Line management/supervision
Induction
Any health and safety issues
Policies, procedures and guidelines to be followed – the substantive
employer’s personnel policies will normally apply but all other host
organisation’s procedures should apply unless otherwise agreed
Procedure to be followed in the event of misconduct or poor performance
– this should follow the substantive employer’s disciplinary policy.
Appraisal and review processes
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•
•
•
•
•
•
•
•
•
•

Arrangements for training, including who will pay
Linkage with the substantive organisation
Grading and salary – this should be a grade that is consistent with the host
organisation’s grading structure and evaluation scheme.
Arrangements for the management and notification of sickness and other
absence impacting on pay
Annual leave
Hours of work
Travel and subsistence and submission of these claims
Provisions for the early termination of the secondment by any of the
parties
Arrangements for return to post
Arrangements for invoicing the host organisation for the employment costs
of the secondment.

The host organisation will be required to confirm the above in writing to the
substantive manager and the individual employee.
Appendix 1 is a checklist to assist managers to ensure that all the relevant
information and arrangements for the secondment are in place. This should be sent
to the lead manager at the host organisation for completion and returned to the
substantive manager when completed.
6.3

Confirming the Secondment

The substantive manager should ensure that details of the secondment are provided
to the employee in a letter (outlined in Appendix 2) with a copy to Human Resources
for the personnel file. An amendment to contract form should also be completed by
the substantive manager and placed on the personnel file.
6.4

Terms and Conditions of an External Secondment
6.4.1 An employee on secondment to another organisation remains an
employee of the Trust. This preserves continuity of service for
employment and associated benefits.
6.4.2 The employee will continue to be paid by the Trust at the usual
intervals and the Trust will invoice the host organisation for full
employment costs. If the secondment position is at a higher grade,
then the employee will receive this rate for the period of the
secondment.
6.4.3 Unless otherwise agreed the employee will continue to be:
•
•
•

subject to the same terms and conditions of employment, including
increments, hours of work, annual leave, employment policies etc;
able to be represented by a local trade union representative, where
this is indicated in the relevant Trust Workforce policy; and
retain full continuity of employment and will remain in the NHS
pension scheme, if a member.
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6.4.4 The secondment may be terminated early by either party giving one
week’s notice for secondments up to six months and four weeks’ notice
for secondments of more than six months. If the secondment is
terminated by the host organisation, written notification of the reasons
for the early termination will be provided to the employee.
6.4.5 At the end of the secondment the employee will revert to their original
grade and post in their substantive service within the Trust or, in
exceptional circumstances, an equivalent post. This will also apply if
the secondment is terminated early.
6.4.6 Secondments on this or any other basis should be discussed with HR
before the arrangements are finalised.

7.0

Secondments into Sussex Partnership NHS Foundation Trust
from Other Organisations

7.1

Terms and Conditions of Employment
7.1.1 An employee on secondment to the Trust remains an employee of their
substantive organisation. This preserves their continuity of service for
employment and associated benefits.
7.1.2 The employee will continue to be paid by their organisation at the usual
intervals and the substantive employer will invoice the Trust for full
employment costs. If the secondment position is at a higher grade,
then the employee will receive this rate for the period of the
secondment. The percentage payable for on-costs will be agreed at the
start of the secondment as part of the discussions about setting up the
secondment.
7.1.3 Unless otherwise agreed the employee will continue to:
•
•

be subject to the same terms and conditions of employment,
including increments, hours of work, annual leave, employment
policies etc as determined by their substantive employer; and
retain full continuity of employment with their existing employer and
to remain eligible to belong to their current pension scheme, if this
forms part of their terms and conditions.

7.1.4 The secondment may be terminated early by either party giving one
week’s notice for secondments up to six months and four weeks’ notice
for secondments of more than six months. If the secondment is
terminated by the Trust, written notification of the reasons for the early
termination will be provided to the employee.
7.1.5 The arrangements for the end of the secondment should be confirmed
by the substantive organisation prior to the secondment starting. The
substantive organisation would normally be expected to make an
undertaking that the employee will revert to their original grade and
post in their substantive service or in exceptional circumstances an
equivalent post. This should also apply if the secondment is terminated
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early. The Trust will not undertake to fund any redundancy pay due if
the substantive organisation no longer has a suitable post for the
individual to return to.
7.2

Human Resources Involvement

Secondments on this or any other basis should be discussed with Human Resources
before the arrangements are finalised.
7.3
Terminating a secondment
Please refer to Appendix 3 for further details.
7.4

Internal Secondments within Sussex Partnership NHS Foundation Trust

The same principles as outlined above apply to internal secondments. Managers
receiving a seconded employee are responsible for writing to the employee to
confirm the secondment arrangements.

8.0

‘Section 75’ arrangements

There are some teams within the Trust that work on an integrated basis with staff
employed by County Councils and/or other NHS organisations. The staff who work
within these teams are sometimes referred to as being on ‘long term secondments’.
These integrated teams are actually permanent and ongoing and therefore different
to the secondments referred to within this policy. Staff employed by either the Trust
or the Council to work in these teams are recruited and employed on standard terms
and conditions and as such have the terms that apply to them confirmed upon their
appointment in their contract of employment. Any further questions regarding these
arrangements should be directed to the relevant HR department.

9.0 Development, Consultation and Ratification
This policy has been revised by the HR Directorate. The policy was widely consulted
on through the various staff side and management groups prior to ratification at the
HR Executive Group.

10.0 Equality and Human Rights Impact Analysis
The policy has undergone an Equality and Human Rights Impact Assessment.

11.0 Monitoring Compliance
Human Resources will administer all secondments and temporary transfers
involving Trust employees and will be consulted about the secondment of other
organisations’ employees into the Trust. They will therefore be in a position to
monitor compliance with this policy.
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12.0 Dissemination and Implementation of Policy
This policy will be circulated to all staff by means of communication tools available to
the Trust such as the Partnership Bulletin, publicised at launch at the leadership
briefing and circulated at team meetings and will be placed on Partnership Online
and the Trust website. Paper copies will be made available to managers without
access to computers and to any member of staff on request. Staff networks will be
asked to discuss and publicise the policy at their meetings.

13.0 Document Control including Archive Arrangements
It will be the responsibility of the Sponsor and Authors of this policy document to
ensure that it is kept up to date with any local or national policy, or legislation. The
policy will be managed in accordance with the Policy for Procedural Documents.

14.0 Reference Documents
For further information and cross reference to other related policies, please refer
to:
Agenda for Change Terms and Conditions of Service handbook
Equality and Diversity Policy
Flexible Working Policy
Management of Organisational Change Policy and Procedure including Redundancy
Recruitment and Selection Policy

15.0 Appendices
Appendix 1 Checklists for Secondments to and from Another Organisation
Appendix 2 Offer Letters for Secondment from or into the Trust
Appendix 3 Summary of Secondment Policy for Applicants for Secondments with
Sussex Partnership NHS Foundation Trust and Secondments from
Sussex Partnership NHS Foundation Trust
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Appendix 1

SUSSEX PARTNERSHIP NHS FOUNDATION TRUST
Secondment to Another Organisation - Checklist

TO BE COMPLETED BY THE HOST ORGANISATION PRIOR TO SECONDMENT
COMMENCING
Guidance notes

Requested information

Name of seconded
employee(s)
Host organisation

Other involved parties

Nature/scope of the
secondment

Please state briefly the
objectives of the
secondment.

Line management
arrangements

Please state the job title of
the person responsible for
the day to day line
management at the host
organisation.
Please state the job title of
the post the employee is to
be seconded to.
These will be produced by
the host organisation in
consultation with the Trust
and be based on
appropriate national, local
and professional standards.
Where appropriate the post
should have been evaluated
and the grade noted in the
adjacent column. If a
different salary has been
agreed please state this,
indicating any incremental
increases.
Please state location of
secondment.

Job title (where
appropriate)
Job description and
person specification
(Please attach copies)

Evaluation/salary

Location of
secondment
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Commencement date
of secondment
Length of the
secondment/
termination date

Please state the length of the
secondment or the termination
date for the secondment if
known.
Hours of work/flexible The employee’s current
working arrangements contracted hours and working
arrangements will apply unless
otherwise agreed. Please state
if different.
Annual leave
The employee’s current
entitlement/bank
contractual annual leave
holidays
entitlement will apply. Prebooked annual leave should be
notified to the host organisation
prior to the commencement of
the secondment and annual
leave whilst on secondment
should be agreed with the host
organisation and notified to the
substantive organisation.
Travel and
The employee’s current
Subsistence expenses contractual arrangements for
claiming travel/subsistence will
apply. Any claim should be
authorised by the responsible
manager.
Induction
The host should arrange a
suitable induction programme
for the employee.
Misconduct and poor
Please state who is responsible
performance
for tackling matters of poor
performance or misconduct
whilst on secondment. (HR
should be contacted for
advice.) The Trust’s policies
should be used.
Health and safety
The host’s policies and
procedures will apply unless
otherwise stated.
Employment policies
The Trust’s policies and
and procedures
procedures will apply unless
otherwise stated.
Host Organisation’s
Please state if any of the
procedures/policies to Trust’s policies or procedures
be followed
are to apply to the employee in
addition to host’s procedures.
Please state where a copy may
be obtained.
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Sickness Absence and
other absences

Training whilst on
secondment

Appraisal/Performance
and Development
Review

Trade Union
Representation/
Consultation
Arrangements for
invoicing of costs

Backfill arrangements

Early Termination of
secondment

The employee should notify
their host line manager if
unable to attend work and
their substantive manager
who will notify payroll.
If possible, please specify
arrangements for training
whilst on secondment
including responsibility for any
costs incurred.
Will be carried out by the host
line manager and notified to
the substantive manager.
Please agree which
organisation’s paperwork
should be used. KSF outlines
should be used for all staff on
Agenda for Change terms
and conditions.
The employee’s current
contractual arrangements will
apply.
The Trust will invoice the host
organisation for the full cost of
the secondment. Please liaise
with your Directorate
Accountant to set up these
arrangements. (Please
indicate in adjacent box what
arrangements have been
made).
Please indicate what backfill
arrangements have been
made for the duration of the
secondment?
The secondment can be
terminated early by either
party with the following notice.
One week for secondments of
less than six months and four
weeks for secondments of
more than six months. If the
secondment is terminated by
the host organisation written
reasons for the early
termination of the
secondment should be
provided to the employee.
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Signed

________________________________________________________

Date

________________________________________________________

Name

________________________________________________________

Job Title

________________________________________________________

Please return to Substantive Manager.
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SUSSEX PARTNERSHIP NHS FOUNDATION TRUST
Secondment from Another Organisation to SPFT - Checklist

TO BE COMPLETED IN PARTNERSHIP WITH THE SUBSTANTIVE
ORGANISATION PRIOR TO SECONDMENT COMMENCING
Notes
Name of
seconded
employee (s)
Substantive
Organisation
Other involved
parties

Nature/Scope of
the Secondment

Please state the objectives of the
secondment

Line
Management
Arrangements

Please state the job title of the person
responsible for the day to day line
management of the employee whilst on
secondment.
Job Title (where
Please state the job title of the post the
appropriate)
employee is to be seconded to.
Job description
These will be produced by SPFT in
and Person
consultation with the substantive
specification
organisation and be based on
(Please attach
appropriate national, local and
copies)
professional standards.
Evaluation/Salary Where appropriate the post should
have been evaluated and the grade
noted in the adjacent column. If a
different salary has been agreed please
state this, indicating any incremental
increases.
Location of
Please state location of secondment.
secondment
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Commencement date of
Secondment
Length of the
Secondment/Termination
date
Hours of Work/Flexible
working arrangements

Annual leave
entitlement/Bank holidays

Travel and Subsistence
expenses

Induction

Misconduct and poor
performance

Health and Safety

Please state the length of the
secondment or the
termination date for the
secondment if known.
The employee’s current
contracted hours and working
arrangements will apply
unless otherwise agreed.
Please state if different.
The employee’s current
contractual annual leave
entitlement will apply. Prebooked annual leave should
be notified to SPFT prior to
the commencement of the
secondment and annual leave
whilst on secondment should
be agreed with SPFT and
notified to the substantive
organisation.
The employee’s current
contractual arrangements for
claiming travel/subsistence
will apply. Any claim should
be authorised by the
responsible manager.
SPFT should arrange a
suitable induction programme
for the employee.
Please state who is
responsible for tackling
matters of poor performance
or misconduct whilst on
secondment. (HR should be
contacted for advice). The
substantive organisation’s
policy would normally be used
but if the matter related to
conduct/poor performance in
an SPFT post then the Trust
would normally wished to be
involved. HR advice will need
to be sought should this
occur.
SPFT policies and procedures
will apply unless otherwise
stated.
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Employment policies and
procedures

Sending Organisation’s
procedures/policies to be
followed

Sickness Absence and
other absences

Training whilst on
secondment

Appraisal/Performance
and Development Review

Trade Union
Representation/
Consultation
Arrangements for
invoicing of costs

The substantive employer’s
policies will apply and SPFT
may need HR advice about
specific matters. The contact
details of the substantive
employer’s HR contact should
be included.
Please state which of the
substantive organisation’s
policies and procedures are to
apply to the employee in
addition to SPFT’s
procedures. Please state
where a copy may be
obtained.
The employee should notify
their SPFT line manager if
unable to attend work and
their substantive manager
who will notify payroll.
If possible, please specify
arrangements for training
whilst on secondment
including responsibility for any
costs incurred.
Will be carried out by the
SPFT line manager and
notified to the substantive
manager. Please clarify which
organisation’s paperwork will
be used.
The employee’s current
contractual arrangements will
apply.
The substantive organisation
will invoice SPFT for the full
cost of the secondment. The
% on-costs to be paid by the
Trust should be agreed as
part of these arrangements
prior to the secondment
starting. Please liaise with
your Directorate Accountant
to set up these arrangements.
(Please indicate in adjacent
box what arrangements have
been made.)
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Backfill arrangements

Early Termination of
secondment

Please indicate what backfill
arrangements have been
made for the duration of the
secondment?
The secondment can be
terminated early by either
party with the following notice.
One week for secondments of
less than six months and four
weeks for secondments of
more than six months. If the
secondment is terminated by
the Trust written reasons for
the early termination of the
secondment should be
provided to the employee.

Signed

_______________________________________________________

Date

_______________________________________________________

Name

_______________________________________________________

Job Title

_______________________________________________________

Please return to Substantive Manager.
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Appendix 2
OFFER LETTER FOR SECONDMENT FROM TRUST
Date:
PRIVATE AND CONFIDENTIAL

Dear
Post of

I am delighted to confirm the details of your secondment to XXXXXX, based at
XXXXXX, reporting into XXXXXX. This secondment is subject to satisfactory
references and occupational health clearance.
You will have a start date of XXXXXX, assuming all pre-employment checks prove
satisfactory. The post is offered as a secondment for a XXXX month fixed term
duration and will therefore terminate on XXXXX.
You will remain employed by Sussex Partnership NHS Foundation Trust (SPFT) and
XXXXXXXX will become the “host” organisation. Your line manager in XXXXXXX will
be XXXXXXXX.
You will continue to receive your pay, at the rate quoted below, through SPFT’s
payroll. Any travel expenses incurred will be paid through payroll, in the normal way,
once authorised by an authorised officer of the host organisation. The host
organisation shall be responsible for reimbursement of these costs to SPFT via
invoice.
The host organisation shall be responsible for any costs related to training in
connection with the seconded post.
During the period of the secondment you will remain subject to the employment
policies and procedures of SPFT. Any matters of misconduct and/or poor
performance will be discussed between you, the line manager of the host
organisation and your substantive line manager and will be addressed following the
appropriate policies of SPFT.
During the period of the secondment you will be subject to all the non-employment
organisational policies and procedures of the host organisation, including those
relating to Health and Safety. You will also be subject to any local Health and Safety
policies and procedures for the location that you are working in e.g.
XXXXXXXXXXXXXX.
If you are unable to attend work during the period of the secondment you will be
required to report your absence to your line manager within both organisations. Your
substantive line manager will be responsible for reporting your absence in the usual
way to the payroll department of SPFT to ensure accurate payment.
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The secondment can be terminated early by either party with the following notice in
writing. One week for secondments of less than six months and four weeks for
secondments of more than six months. If the secondment is terminated by the host
organisation written reasons for the early termination of the secondment will be
provided to you.
At the end of the secondment you will return to your substantive post.
Your salary will be £XXXXX per annum paid monthly on 24th of each month, directly
by bank transfer.
Your hours of duty will be XXXX hours per week, Monday to Friday in accordance
with the needs of the service. Your annual leave entitlement will be in accordance
with current entitlement in line with your NHS service. (You will not be required to
work Bank Holidays./You have notified me of your current annual leave
commitments and I have agreed to honour these) Delete if not appropriate.
I would be grateful if you could confirm your acceptance of this offer by
signing and returning the enclosed copy of this letter as soon as possible in
the envelope provided.
As discussed I will arrange a comprehensive induction programme for you. I will
send you details of this once I have mapped them out.
If you have any queries, please do not hesitate to contact me on XXXXXXXXXXXX
I wish you every success in this secondment.
Please sign and return one copy of this letter to me.

Yours sincerely

Encs
cc

Acceptance of Offer
Signed:

_______________________

Date:

_______________________
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OFFER LETTER FOR SECONDMENT FROM ANOTHER
ORGANISATION TO THE TRUST
Date:
PRIVATE AND CONFIDENTIAL

Dear
Post of

I am delighted to confirm the details of your secondment to XXXXXX, based at
XXXXXX, reporting into XXXXXX. This secondment is subject to satisfactory
references and occupational health clearance (and CRB disclosure).
You will have a start date of XXXXXX, assuming all pre-employment checks prove
satisfactory. The post is offered as a secondment for a XXXX month fixed term
duration and will therefore terminate on XXXXX.
You will remain employed by xxxxxxx and Sussex Partnership NHS Foundation
Trust (SPFT) will become the “host” organisation. Your line manager in XXXXXXX
will be XXXXXXXX.
You will continue to receive your pay, at the rate quoted below, through your current
employer’s payroll. Any travel expenses incurred will be paid through payroll, in the
normal way, once authorised by an authorised officer of SPFT. SPFT shall be
responsible for reimbursement of these costs to xxxxxx via invoice.
SPFT shall be responsible for any costs related to training in connection with the
seconded post.
During the period of the secondment you will remain subject to the employment
policies and procedures of (insert name of substantive employing organisation). Any
matters of misconduct and/or poor performance will be discussed between you, the
line manager of SPFT and your substantive line manager and will be addressed
following the appropriate policies of (insert name of substantive employer).
During the period of the secondment you will be subject to all the non-employment
organisational policies and procedures of SPFT, including those relating to Health
and Safety. You will also be subject to any local Health and Safety policies and
procedures for the location that you are working in e.g. XXXXXXXXXXXXXX.
If you are unable to attend work during the period of the secondment you will be
required to report your absence to your line manager within both organisations. Your
substantive line manager will be responsible for reporting your absence in the usual
way to the payroll department of (insert name of substantive employer) to ensure
accurate payment.
The secondment can be terminated early by either party with the following notice in
writing. One week for secondments of less than six months and four weeks for
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secondments of more than six months. If the secondment is terminated by SPFT,
written reasons for the early termination of the secondment will be provided to you.
At the end of the secondment your will return to your substantive post.
Your salary will be £XXXXX per annum paid monthly on 24th of each month, directly
by bank transfer.
Your hours of duty will be XXXX hours per week, Monday to Friday in accordance
with the needs of the service. Your annual leave entitlement will be in accordance
with current entitlement. (You will not be required to work Bank Holidays./You have
notified me of your current annual leave commitments and I have agreed to honour
these) Delete if not appropriate.
I would be grateful if you could confirm your acceptance of this offer by
signing and returning the enclosed copy of this letter as soon as possible in
the envelope provided.
As discussed I will arrange a comprehensive induction programme for you. I will
send you details of this once I have mapped them out.
If you have any queries, please do not hesitate to contact me on XXXXXXXXXXXX
I wish you every success in this secondment.
Please sign and return one copy of this letter to me.

Yours sincerely

Encs
cc Line manager in substantive organisation

Acceptance of Offer
Signed:

_______________________

Date:

_______________________
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Appendix 3
SUMMARY OF SECONDMENT POLICY FOR APPLICANTS FOR
SECONDMENTS WITH SUSSEX PARTNERSHIP NHS FOUNDATION TRUST/
SECONDMENTS FROM SUSSEX PARTNERSHIP NHS FOUNDATION TRUST
Introduction
This guidance has been drafted for people considering a secondment to or from
Sussex Partnership NHS Foundation Trust (‘the Trust’). Full details of the
Secondment and Temporary Promotion Policy are available on the Trust intranet and
from Human Resources.
What is a secondment?
A secondment is a temporary move between one job and another and transferring
from one line manager to another or even between separate organisations. The
basis of a secondment is that an individual is appointed to a vacant post for a fixed
period to perform the duties of that post or to undertake a post which, due to the
nature of the duties involved, may only be required for a fixed period.
Secondments can be made to posts on identical salary bands or can be to posts on
a higher pay band. The duration of a secondment will normally be for at least three
months but could, in some situations, last for one or more years. The secondee's
original post is usually temporarily filled but it is implicit that the secondee will have
the right to return to their previous post (or one which is similar) at the end of the
agreed period. There is no automatic right to the secondment post at any stage.
Why should I consider a secondment?
Secondments can provide significant personal and career development opportunities
for staff.
Many posts may be suitable as secondment opportunities, but to be attractive to
staff they usually offer a beneficial diversion from the existing career path. Usually
the possibility of a secondment would be discussed as part of your PDP. A
secondment may help you:
•

experience a different role in order to assess where a possible change in career
direction would be beneficial;

•

To gain insight into an existing area of work from a different perspective;

•

To undertake a recognised professional training course

•

To offer a trial period in a new job or undertake a personal training package
where a member of staff is being considered for a different job as an alternative
to redundancy.

How are staff selected for secondment?
All secondment opportunities within the Trust must be advertised at least on
the Trust's intranet. The only exceptions would apply where the secondment was
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designed to meet the specific needs of an individual as an alternative to redundancy
or where the reorganisation of existing services was creating a secondment
opportunity within a limited group of staff.
The advertisement must clearly state that the post is offered on a secondment basis,
the duration of the secondment and any significant accompanying terms attached to
the appointment.
The salary scale applicable will normally be the grade of the post. However, in
appropriate circumstances a manager may be prepared to consider pay protection
arrangements where service needs dictate. The applicant for the secondment should
explore this further with the recruiting manager either prior to or during interview.
Selection for secondments should be undertaken on the same basis as for other
types of recruitment, involving interviews with an appropriate panel and obtaining
references where needed. A judgement also needs to be made whether a health
questionnaire should be completed if the job role will be significantly different or
whether a Criminal Records Bureau disclosure is required.
What should I do if I would like to apply for a secondment either within or
outside of the Trust?
If you are considering applying for a secondment opportunity, you should discuss
this with your manger, prior to submitting an application. The employee and manager
should identify:
•
•

the benefits to the employee and the substantive service
how the employee’s post will be covered (including funding for the potential
backfill), and indicate whether or not the manager supports the secondment

Employees may be required to resign from their positions if they wish to take up a
secondment opportunity outside the Trust, or could potentially take a career break.
(See Flexible Working Policy - career break section.)
What are the terms on which a secondment is offered?
It is important that all parties involved in the secondment understand the terms on
which the secondment is being offered, including ‘releasing' and ‘receiving'
managers if these are different.
The terms need to be clearly expressed in writing to all parties before the
secondment commences. Factors which will need to be addressed are as follows:
•

the salary and other financial terms which are to apply, the salary scale will
normally be the grade for the post;

•

the objectives for the secondment period should be agreed and clearly defined
and there should be dialogue about expectations and long term goals before the
secondment progresses;

•

that the secondment is for a specified period and whether this may be extendable
by agreement between the parties;
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•

the reason and purpose of the secondment and the intentions of the parties
subject to it;

•

whether the secondee will be expected to undertake any work commitments for
the seconding manager during the period;

•

the rights of all parties in terminating the secondment during its period;

•

the duties expected of the employee during the secondment and who will be
responsible for managing performance;

•

what happens at the end of the secondment period, e.g. any agreement
concerning the post the secondee will move to at that point; and

•

how the secondee will keep in touch with their old department/workplace.

Allowances and other terms and conditions from the original job should not
automatically be carried forward into the new post.
Staff who hold Mental Health Officer status are not able to retain it for any period
spent in a job which is not eligible. However, status will resume and count towards
the calculation of qualifying years if the secondee returns to his or her original job, or
one which meets the status criteria, within a period of five years.
Terms and Conditions of Secondments to Another Organisation
An employee on secondment remains an employee of the Trust. This is in order to
preserve continuity of service for employment and associated benefits.
The employee will continue to be paid by the Trust at the usual intervals and the
Trust will invoice the host organisation for full employment costs. If the secondment
position is at a higher grade, then the employee will receive this rate for the period of
the secondment.
Unless otherwise agreed the employee will continue to be:
•
•
•

Subject to the same terms and conditions of employment, including increments,
hours of work, annual leave, employment policies etc.
Able to be represented by a local trade union representative, where this is
indicated in the relevant Workforce policy.
Retain full continuity of employment and will remain in the NHS pension scheme,
if a member

Terminating a Secondment
The secondment may be terminated early by either party by one week’s notice for
secondments up to six months and four weeks’ notice for secondments of more that
six months. If the secondment is terminated by the host organisation, written
notification of the reasons for the early termination will be provided to the employee.
At the end of the secondment the employee will revert to their original grade and
post in their substantive service or in exceptional circumstances or where the
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secondment is over 1 year an equivalent post.
secondment is terminated early.

This will also apply if the

Secondments on this or any other basis should be discussed with Human Resources
before the arrangements are finalised.
Terms and Conditions of Secondments to Sussex Partnership NHS Foundation
Trust from Another Organisation
An employee on secondment to the Trust remains an employee of the sending
organisation. This is in order to preserve continuity of service for employment and
associated benefits.
The employee will continue to be paid by their organisation at the usual intervals and
the sending employer will invoice the Trust for full employment costs. If the
secondment position is at a higher grade, then the employee will receive this rate for
the period of the secondment.
Unless otherwise agreed the employee will continue to be:
•

Subject to the same terms and conditions of employment, including increments,
hours of work, annual leave, employment policies etc. from their current
employer.

•

Retain full continuity of employment with their existing employer and will remain
eligible to belong to their current pensions scheme, if this forms part of their terms
and conditions.

The secondment may be terminated early by either party by one week’s notice for
secondments up to six months and four weeks’ notice for secondments of more that
six months. If the secondment is terminated by the Trust, written notification of the
reasons for the early termination will be provided to the employee.
The arrangements for the end of the secondment should be confirmed by the
sending organisation prior to the secondment commencing. The sending
organisation would normally be expected to make an undertaking that the employee
will revert to their original grade and post in their substantive service or in
exceptional circumstances an equivalent post. This would also apply if the
secondment is terminated early. The Trust would not undertake to fund any
redundancy pay due, if the sending organisation did not maintain a substantive post
for the individual to return to.
Secondments on this or any other basis should be discussed with Human Resources
before the arrangements are finalised.
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