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INTRODUCTION

1. A Career Secondment can be taken as either:

a) A paid temporary transfer to another organisation, or

b) As an unpaid placement with another organisation

for the purpose of broadening an individual's experience and enhancing their skills and knowledge in an area related to their employment within the University. (Note - Academic sabbaticals are subject to separate, local, arrangements).
2. A Career Secondment will be for a maximum of 12 months at the end of which the individual will return to the University. 

ELIGIBILITY

3. To qualify for consideration of a Career Secondment staff must :

· Have worked for the University for a period of 5 years.

· Have a good employment record. ( See Appendix 1)

FREQUENCY

4. While there is no restriction on the number of Career Secondment one individual can undertake during their total employment with the University, the service between Career Secondments should normally be not less than 3 years (36 months).

5. However, where there is a recognised need to keep abreast of frequently changing developments in technology, techniques and practices in other organisations further Career Secondments can be considered for an individual earlier than the normal 3 year (36 months) separation period. 
APPLICATIONS

6. Individuals who wish to take a Career Secondment should test the feasibility of the idea by raising it either at their annual Appraisal as part of the discussion on their personal development or, at other times of the year, in an informal meeting with their manager.

7. Following the feasibility discussion, those staff who wish to pursue an application must complete the Career Secondment Request Form (Appendix 2) and submit it to their Dean/Director.

8. Applications should be submitted in sufficient time, given the particular circumstances, to enable any necessary cover arrangements to be secured before the stated date of commencement of the Secondment.

CONSIDERATION OF REQUESTS

9. The opportunity to take a Career Secondment is discretionary and will depend on consideration, by the Dean/Director in conjunction with a HR Manager, of the following:

· The organisational and operational requirements of the particular School/Service during the period of the proposed Career Secondment.
· An assessment of the likely benefits to the individual in terms of skill, knowledge and general career development.

· An assessment of the likely benefits to the University of the individual's improved skills, knowledge and experience.

· The anticipated employment situation at the end of the 12 month period in terms of the potential availability of a post to which to return.
· The feasibility of the post being able to be held open or covered on a temporary basis for the duration of the Secondment.
· The liability for VAT payments. (see Appendix 3)

10. Where the Dean/Director (Appendix 4) approves a request the member of staff will receive formal notification from the HR Department with confirmation of the conditions covering the agreed Secondment.

RETURN TO WORK IN THE UNIVERSITY
11. Staff on a Career Secondment must confirm to their Dean/Director 3 months in advance of the due date of return that they will be returning as expected.

12. Staff returning from Career Secondment will return to their original post where this is possible. This however cannot be wholly guaranteed.

13. It will be the responsibility of each School/Service to ensure that someone returning from a Career Secondment can return to their original post or, where this is not possible, to return to a vacant post of the same grade and similar duties within the School/Service.

14. In circumstances where there are no such suitable vacancies, returning staff may be required to fill a lower graded post within the School/Service, on their substantive salary, on a temporary basis until a suitable vacancy arises.

15. Assignment to a post on returning from a secondment will be regarded as a voluntary transfer unless it is a re-deployment as the result of restructuring undertaken while the member of staff was on their Career Secondment.

ABSENCE DUE TO ILLNESS AFTER A CAREER SECONDMENT

16 A member of staff who is unable to return to work on the due date because of illness must produce a medical certificate within 3 days of their return covering the whole period of the sickness.

TERMS AND CONDITIONS

17 Career Secondment will be either:

a) Paid, where the placement organisation is willing to accept a re-charge from the University for the individual’s salary, or

b) Unpaid, where the placement organisation requires the member of staff to formally become their employee for the duration of the Secondment
PAID SECONDMENT CONDITIONS

18 The usual University conditions of service will continue to apply except that individuals will be required to conduct themselves in line with the standards of behaviour and work performance, work procedures and practices of the placement organisation for the duration of their Secondment. 

19Any disciplinary issues, however, will be subject to the University’s Disciplinary Procedure.

16. Staff must agree with their manager arrangements that are appropriate to their particular circumstances for keeping in touch with developments at work during their Career Secondment.

17. Staff on Secondments, as part of the keeping in touch arrangements, must keep their manager apprised of any developments/situations that might have an effect on their ability to continue with the Secondment or have implications for their return to the University, e.g. development of a chronic medical condition/periods of long term sickness. 

UNPAID SECONDMENT CONDITIONS

18. A Career Secondment arranged as an unpaid placement will count as continuous service but will not be reckonable for purposes of pay progression; pension; annual leave and sickness leave entitlements: redundancy notice: redundancy and related payments/benefits. 

19. Staff will be required to take any due annual leave before the break commences.

20. Staff will be consulted in the usual manner should a restructuring/redundancy situation arise while they are on their Career Secondment.

21. While on a Career Secondment a member of staff will not be able to continue with contributions to their occupational pension scheme, unless the organisation to which they on placement can contribute to the appropriate pension schemes. On return arrangements can be made to repay contributions to cover the period of the Career Secondment.

22. Staff must agree with their manager arrangements that are appropriate to their particular circumstances for keeping in touch with developments at work during their Career Secondment.

23. Staff on Secondments, as part of the keeping in touch arrangements, must keep their manager apprised of any developments/situations that might have an effect on their ability to continue with the Secondment or have implications for their return to the University, e.g. development of a chronic medical condition/periods of long term sickness. 

Appendix 1

EMPLOYMENT RECORD

Members of staff who are the subject to any of the following should not normally be considered for a Career Secondment:

· Structured monitoring because of an identified conduct or performance problem.

· Undergoing an investigation under the Disciplinary Procedure in respect of a conduct or performance problem.

· Is under a current Disciplinary Warning.

· Is under a current Capability Caution for sickness absence.

Staff who are the subject of the above should only be permitted to take a Career Secondment when their standard of service reaches a satisfactory level. 

Appendix 2

CAREER SECONDMENT APPLICATION FORM

To Dean/Director,

Name________________________    Payroll Number________________

School/Service______________________ Job Title_____________________

I wish to apply for a Career Secondment to work for __________________ (name of organisation) in the capacity of ____________________________ ( job title or role) for the period -__/__/__  until  __/__/__.

The Secondment is to be PAID/UNPAID (delete as appropriate)

The benefits of this Career Secondment will be:

1. To personal development -

2. To the University - 

Signed ___________________________            Date___/____/____

(Print name)________________________

Appendix 3
LIABILITY FOR VAT
Whether a Secondment is liable for VAT payments depends on the arrangements that are made with the second employer:

PAID SECONDMENT – where the member of staff remains employed for the period of the Secondment by the University and their salary is recovered through recharge arrangements from the second employer – will be liable for VAT paid by the second employer.
UNPAID SECONDMENT – where the member of staff is temporarily transferred to the second employer – will not be liable for VAT provided that:

· The temporary post is organised on the employee’s own initiative,

· There is a written agreement between the University and second employer that the employee is to be transferred for a fixed period with an entitlement to return to the University

· The second employer issues to the employee a new contract or letter of appointment, temporarily suspending the employee’s contract with the University,

· The new contract gives the second employer control over the terms and conditions of employment and determining the salary the employee is to receive during the period of the Secondment.
 
Appendix 4
CAREER SECONDMENT REQUEST: MANAGER'S RESPONSE

To (name of staff member),

I am notifying you that your application for a Career Secondment with _________________________________ (name of organisation) in the capacity of ____________________________ (job title or role) commending on ___/___/ ___ until __/__/__ is:

Approved. *
Not approved. *

(* Delete as appropriate)

The reason(s) for non-approval are:

(Where approved) The HR Department will send to you in due course formal notification of the conditions on which the Career Secondment is given.

(Where not approved) You have a right to seek recourse against this decision by initiating the Grievance Procedure.

Dean/Director

c.c. HR Department.
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