Appendix 1 – Secondment Supporting Statement

THIS SECTION TO BE COMPLETED BY THE APPLICANT
To:
Recruitment Team

From:  ……………………………………………

Secondment Opportunity – Supporting Statement
Name:………………………………………………

Directorate: ………………………………

Secondment Post applied for: …………………………………………………………………………

Objectives of the Secondment: ………………………………………………………………………..

……………………………………………………………………………………………………………..

……………………………………………………………………………………………………………..
……………………………………………………………………………………………………………..
Reference Number:……………………………………..

THIS SECTION TO BE COMPLETED BY THE LINE MANAGER
Statement of support for the above mentioned secondment opportunity.

(As a guide, you should outline why the member of staff would make a suitable secondee and why you believe the individual and your department / organisation, would benefit from the secondment).

……………………………………………………………………………………………………………..

……………………………………………………………………………………………………………..
……………………………………………………………………………………………………………..

If the secondment is not supported please state reason:
……………………………………………………………………………………………………………..
……………………………………………………………………………………………………………..

……………………………………………………………………………………………………………..
SIGNED BY LINE MANAGER: ……………………………………. PRINT: ……………………….

DATE: ………………………………….
THIS STATEMENT SHOULD BE RETURNED TO THE EMPLOYEE AND, AS APPROPRIATE, COPIED WITH THE COMPLETED APPLICATION FORM. 

Appendix 2 – Template Secondment Agreement 

SECONDMENT AGREEMENT BETWEEN

SHEFFIELD HEALTH AND SOCIAL CARE FOUNDATION TRUST AND

xxxxxxxxxx

Name of Secondee: …………………………………………………………………………………
Seconding Organisation:
  Sheffield Health and Social Care Foundation Trust 

Receiving Organisation: ……………………………………………………………………………..
Seconded Job Role: …………………………………………………………………………………..
Place of Work: ………………………………………………………………………………………….
Start Date: …………………………………………………….
The secondment of xxxxxxxxx is from xxxxxxxxxx until xxxxxxxxxx .

This secondment may or may not be extended for a further specified period subject to mutual agreement between the parties.  At the end of the secondment period the secondee will return to Sheffield Health and Social Care NHS Foundation Trust.   

Hours of Work:
The secondee will devote the following hours of work to the seconded job role:
(As applicable - The remaining hours of the contract (specify) will remain with SHSC and will be performed in accordance with the existing SHSC contract of employment subject to any agreed change in duties).
Duties:

The duties for the time on secondment will be as  discussed and agreed between the parties (i.e. SHSC, XXXXXX  and the employee) subject to this being within the capabilities of the secondee concerned.

Salary:

The salary would be at current rate of pay for the secondee concerned.

Payment of Salary:

Remuneration and other contractual financial benefits, together with PAYE, National Insurance and Pension/Superannuation contributions and any other on-costs, will continue to be paid by SHSC throughout the period of the secondment.  

Reimbursement of Salary:
SHSC will invoice XXXXXX  monthly in arrears for the full recovery cost and other associated costs together with any overhead element applicable.  Payment terms are 28 days from receipt of a valid invoice.
Line Management:

The line management for this post within Sheffield Health and Social Care will be to xxxxxxxx within SHSC.  However for matters relating to the secondment, the line management will be delegated to xxxxxxxx.on behalf of XXX.

Sickness Absence:

The secondee will be subject to the relevant SHSC policies  and will be entitled to receive sick pay in accordance with the Agenda for Change national terms.  Notification of absence during the time of secondment should be to the nominated line managers for XXXXXXX in the first instance and then to the Line Manager at Sheffield Health and Social Care.

Leave:

The amount of leave to be taken during the time of secondment will be for agreement between Sheffield Health and Social Care, XXXXXX and the secondee.  The secondee will provide as much notice as possible of requests for leave to both Sheffield Health and Social Care and XXXXXXXX.   All leave pre-booked and agreed by SHSC prior to the secondment commencing will be honoured by XXXXXX should the leave fall on days of the secondment.   

Performance Management:

Performance management will be in accordance with SHSC policies on Appraisal, Performance Development Review and Capability but will incorporate feedback from the Line Manager at XXXXXXXX. 

Discipline and Grievance:

The secondee will be subject to SHSC‘s Discipline and Grievance procedures.

XXXXXX will notify the named SHSC manager of any situation which would warrant consideration of formal disciplinary proceedings.

In the event of disagreement or dispute on the part of the secondee in relation to the secondment, this will first be informally discussed with the Line Manager at XXXXXX.   If this is not appropriate or informal agreement cannot be reached at this stage, the Line Manager within SHSC will be informed.
Standards of Service:

During the time on secondment the secondee will be expected to comply with XXX’s standards, policies and procedures relevant to the working arrangements at XXXXX e.g. health and safety and confidentiality.  XXXXX shall bring to the attention of the secondee on appointment the relevant policies and procedures.  In case of any doubt about the appropriateness of their application, this should be raised by either the secondee or the line manager at XXXXXX with the SHSC line manager. 

Breach of Conditions:

If either party to this agreement believes that there has been a breach of the agreement, it shall give the other party written details of the breach.  If the breach can be remedied, written details shall be given of the agreed remedial action.

Confidentiality:

All information and other records relating to the work undertaken by the secondees for XXXXX shall remain the property of XXXXX.  The secondees shall not divulge any confidential information relating to XXXXXX to SHSC (and vice versa) or to any other third party.

Non-Availability of Secondee because of maternity, parental, adoption or long term sickness
The arrangements to apply will be for discussion and agreement and should be specified here.
Pregnancy, maternity and other forms of family-friendly leave 
The secondee retains their right to maternity and other forms of family-friendly leave and both organisations will undertake their responsibilities to ensure that all contractual and legal obligations are met.
Termination of Contract:

Other than in cases where the contract is breached as outlined above, either party can terminate this contract during the period of secondment giving xx months’ notice in writing to this effect.  All rights, either to services or to payments in respect of the service shall cease.

Training:

Training specific to the post will be provided by both SHSC and XXX as required.  Any other training will continue to be the responsibility of SHSC.

Health and Safety:

XXX will be responsible for Health and Safety requirements during the time spent on secondment.

Indemnity:
XXX shall indemnify and keep indemnified SHSC against all claims, costs, losses, damages, liability and expenses SHSC  may incur or suffer arising out of any occurrence or event which takes place during the period of secondment other than where SHSC are satisfied that NHS indemnity will apply.
Variation or Amendment 

This agreement cannot be varied or amended unless it is in writing and signed by all parties.

I agree to the terms of this secondment agreement:

Signed........................................
Print.....................................

On behalf of Sheffield Health and Social Care Trust

Date.........................
Signed........................................
Print.....................................

On behalf of XXX XXXXXXXXXX

Date...................

I hereby accept the secondment on the terms and conditions set out above:

Signed........................................
Print....................................

Seconded member of staff

Date...................

Appendix 3 – Secondment Evaluation Form
This form should be completed by the secondee and their Sending Line Manager immediately following the secondment period.  There is also space for the Receiving Manager to sign and support with any additional comments.

	Name of Secondee:


	Substantive Position:

	Receiving Organisation / Department:


	Type of Secondment (including role title):

	1. What were the objectives of the Secondment?



	2. Were the objectives of the Secondment met?              YES  (        NO  (
If No, please explain why:



	3. How did the Secondment benefit……

the Secondee?

the Sending Team / Organisation?

the Receiving Team / Organisation?



	4. What actions will the secondee take now that the secondment is complete and how will they use their skills and experience?



	5. Could anything have been done to improve the management process of the Secondment, if so please explain:



	Secondee’s Signature: ………………………………  Print: ………………………………

Date: …………………………….

* Please attach a copy of your report reflecting on the learning outcomes of the secondment.



	Sending Manager’s Signature: ………………………………  Print: .……………………………

Date: …………………………….

* If you wish to add further comments in addition to the form please attached on a separate sheet of paper.


	Receiving Manager’s Signature: …………………………  Print: .……………………………

Date: …………………………….

* If you wish to add further comments in addition to the form please attached on a separate sheet of paper.




Once completed, a copy of this for should be:

· Given to the secondee

· Filed on the secondee’s personal file

· Forwarded to SHSC, Human Resources Department within one month of the end of the secondment.[image: image1.emf] 

1.1   What is the policy/decision title?   1.2   What is the objective of the policy/decision?   1.3   Who will be affected by the policy/decision?    
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