
TO BE PRINTED ON COMPANY LETTERHEAD

[INSERT NAME]

[INSERT ADDRESS]

[DATE]

Dear [NAME],
Secondment agreement

Following our recent discussions, I set out below the terms that we have agreed in relation to your secondment to [INSERT NAME OF HOST EMPLOYER]. 

Throughout the period of your secondment, you will remain employed by us on your current terms and conditions, except for any changes that are set out in this letter.  Your continuity of employment will not be affected and continues throughout the period of your secondment.
1. The secondment shall commence on [DATE] and shall continue until terminated:

i. on us giving you [NUMBER] months' written notice terminating the secondment; or

ii. on the termination of your employment in accordance with the terms of your contract.

2. During the secondment you shall:

i. continue to be bound by the terms of your employment contract but will also comply with [NAME OF HOST EMPLOYER’S] policies and procedures, namely [INSERT DETAILS], [copies of which are enclosed][OR STATE WHERE THESE CAN BE FOUND];

ii. [act as [JOB TITLE] and carry out [DETAILS OF DUTIES] OR carry out any work that is reasonably required of you by the Company at the [NAME OF HOST EMPLOYER’S] request and in the [NAME OF HOST EMPLOYER’S] business];

iii. continue to report to, and be managed by, [NAME OF EMPLOYEE AT THE EMPLOYER’S COMPANY] but for day to day matters you will report to [INSERT NAME] at [NAME OF HOST EMPLOYER]

iv. work at [NAME OF HOST EMPLOYER’s] premises at [ADDRESS];

v. obtain the prior approval of [NAME AT EMPLOYER] in the usual way before taking any holiday but notify [NAME AT HOST EMPLOYER] of the dates of your holiday once approved by [NAME AT EMPLOYER]; and

vi. if you are absent from work at any time, notify both [NAME AT HOST EMPLOYER] and [NAME AT EMPLOYER] as soon as possible on the first day of absence. 

3. [DETAILS OF ANY TERMS OF EMPLOYMENT THAT WILL CHANGE, SUCH AS HOURS OF WORK]

4. During the secondment:

i. you are required to maintain contact with [NAME OF CONTACT AT EMPLOYER] regularly and, in particular, keep them informed of any issues or concerns about your secondment or the work you are doing and report any absences from work;

ii. you should continue to attend [DETAILS OF RELEVANT MEETINGS] to keep in touch with developments at the Company;

iii. if you wish to raise a grievance this should be raised with [NAME OF EMPLOYER] in the usual way. Similarly, if there are any concerns about your conduct of performance, these will be dealt with by us in accordance with our procedures.  However, depending on the circumstances we may consult with [NAME OF HOST EMPLOYER] when dealing with such issues.

iv.  We will conduct any appraisals and pay reviews in the usual way 

5. Your salary will continue to be paid by us in the normal way and you shall continue to participate in [DETAILS OF ANY BENEFITS].

6. [Before submitting any overtime claims to us arising during your secondment, these claims must be approved in writing by [NAME OF EMPLOYEE AT HOST EMPLOYER] before being passed to us for payment in the usual way.]  If you have any claims for expenses during your secondment, you must submit these to [NAME OF EMPLOYEE AT HOST EMPLOYER] in accordance with their normal procedures, details of which are [STATE WHERE THEY CAN BE FOUND].

7. You agree to us providing relevant information about you to [INSERT NAME OF HOST EMPLOYER] in connection with the secondment [and, in particular, to it providing any sensitive/special category personal data to [INSERT NAME OF HOST EMPLOYER] as strictly necessary to enable it to manage your secondment effectively. [Details of what personal data relating to you we need to process, and why, are contained in our Privacy Notice which can be found at [INSERT]] 

[NAME OF HOST EMPLOYER] will collect and process information relating to you in accordance their own Privacy Notice, a copy of which can be obtained from [INSERT NAME AT HOST EMPLOYER]. You must comply with [NAME OF HOST EMPLOYER] privacy standards and/or data protection policy when handling personal data, including personal data relating to any employee, worker, contractor, customer, client, supplier, or agent of [NAME OF HOST EMPLOYER]. Failure to do so may be dealt with a disciplinary matter. 
8. The terms in your contract of employment relating to confidential information and trade and business secrets continue to apply. This is particularly important while you are on secondment to [INSERT NAME OF HOST EMPLOYER]. You must also respect the confidentiality of any similar information relating to [NAME OF HOST EMPLOYER] to which you have access during the secondment.

9. You may not take up any offer of employment or engagement with [NAME OF HOST EMPLOYER] (or be involved in [NAME OF HOST EMPLOYER] business in any capacity) for the period of [NUMBER] months after the end of the secondment, unless you have our prior written agreement (which will not be unreasonably withheld or refused).

It is intended that at the end of the secondment you will return to your current role on the terms and conditions that applied prior to the secondment.  If this role no longer exists, then we will look for a suitable alternative role. However, this may change according to the needs of the business at that time.

To confirm your agreement to the terms of this letter, would you please sign and return a copy of this letter to [NAME] by [DATE].

Yours sincerely,

For and on behalf of [NAME OF EMPLOYER]

I hereby agree to the above changes to my contract of employment.

Signed ................................. 

by [SECONDEE]

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