University of Northumbria at Newcastle

Guidance for Managers on staff secondments to and from UNN

Managers regularly appoint employees of other organisations to posts within the University on a secondment basis, often to improve the skill mix of the department.  This ensures the individual concerned has a post to return to in their own organisation at the end of the secondment or can be used where someone is only going to work for Northumbria for a fraction of their contracted hours.

At the present time, the arrangements for secondments are ad hoc across the University.  This document aims to offer guidance to Managers and Human Resources staff on best practice when making appointments of this nature in future.

Seconding staff into the University

1. Agreeing the post

The post may be advertised specifically for applicants to apply on the basis of a secondment. This may be because the post is only for a short duration or because it has been agreed with a particular organisation to second one of their staff for a specific project or piece of work.

The post may be advertised on a fixed term basis but not specifically on a secondment arrangement.  However, individuals may wish to apply for a secondment and this can be agreed by the postholder.

Occasionally there is no advert for a post and an identified individual may be seconded for a specific task, subject to agreement by senior management in both organisations.

2. Advertising the post

The post may be advertised externally, for example in the press, or in some circumstances on an internal basis only, in a specific organisation that the School is collaborating with (for example the Probation Service).

3. Selection Process

The normal University procedure should be followed for selecting an appointment on a secondment basis, including shortlisting, panel interview etc. In some cases, the secondee may be subject to a Criminal Records Bureau check before they can start the secondment.  For further guidance see the Recruitment and Selection Procedure.

4. Once an offer is accepted

When an appointment is made on a secondment basis, the manager should contact the relevant HR Manager to inform them.  The manager will need to confirm the details of the offer made (including whether the secondee will remain on their existing terms and conditions or transfer to UNN terms and conditions – NB they must elect for one set or another, not a mixture of the two) and the contact details for the manager/HR contact who will deal with the arrangements in the secondee’s organisation.

5. Secondment agreement

The SHRA will contact the secondee’s organisation and request they draw up a ‘secondment agreement’ detailing: the employee, the post, the start and end date, terms and conditions, salary, rules and requirement that must be kept, how procedures may be applied, health and safety etc. Where appropriate the agreement should be explicit regarding issues such a pension, essential car user allowances, mileage claims etc.

Once received, the HRM will check the agreement and once the details have been agreed, will sign the agreement on behalf of the University. A nominated manager will also sign the agreement on behalf of the secondee’s organisation and both parties will keep a copy. A further copy will be sent to the University line manager for their records.

6. Secondment letter

The HRM will arrange for a secondment letter to be drawn up, confirming the terms of the secondment.  Two copies will be sent to the secondee, one for their records and the other to sign and return to HR. Once signed, copies will be sent to the relevant line manager at the University and also to the contact  in the secondee’s organisation. Sample docs, see Appendix 1a and 1b.
7. Honorary contract

The line manager at UNN will draft and issue the individual with an Honorary Contract where appropriate, detailing the scope of their role and responsibilities while they are working within the University. This is usually applies for posts in HCE, where staff may work with NHS Trusts, Schools etc. Once agreed, a copy should be sent to HR for inclusion on the individual’s personal file. Sample doc, see Appendix 2

The Supervisor appointed to the secondee under the Honorary Contract, will be responsible for issuing and guiding the secondee through relevant policies and procedures.

8. Payment of salary costs

The secondee will continue to receive their salary from their organisation, including any pension contributions.  The organisation will then invoice the secondee’s department/school at UNN for the costs of the seconded element of their salary, plus relevant on costs. Invoices received should be checked, authorised and forwarded to the Finance Department for prompt payment.

9. Administration

The details of the secondee will be entered onto the Oracle system by the Administrator in the normal manner and a personal file set up.  The details of the individual should also be added to the secondment spreadsheet, in order that the agreement dates can be tracked and to ensure any salary changes affecting the staff on secondment are notified to the respective employers promptly.  

The following documents should be included on the file:

copy of the secondment agreement

copy of the secondment letter

application form

copy of the honorary contract

10. Salary changes

Where a secondee has accepted UNN terms including salary, then HR will write to inform the organisation of any pay awards/increments due.

11. Appraisal

Secondees will be appraised by their line manager at UNN during the secondment, following the University Appraisal Scheme and associated guidelines.

Seconding staff out of the University

1. Secondment agreement

Once a UNN employee has been offered and accepted a secondment to another organisation, their line manager should notify the HRM and give them the details.  The HRM will then contact the other organisation and inform them that he/she will draw up a secondment agreement, which will then need to be checked and signed by both parties. Sample doc, see Appendix 3. 

Once this has been agreed and signed, copies will be distributed to the organisation, the line manager at UNN and included on the employee’s personal file.

2. Secondment letter

The HRM will arrange for a secondment letter to be drawn up confirming the terms of the secondment. Two copies will be issued to the employee, one for their records and the other to sign and return to HR.  This will then be copied to the line manager at UNN, the organisation the employee is being seconded to, payroll and their personal file.  Sample doc, see Appendix 4.

3. Honorary contract

Where appropriate (for example in NHS/other Universities), the organisation will issue the secondee an Honorary Contract.  The relevant HR Manager can offer guidance if necessary.

4. Salary

The employee will continue to receive their agreed salary (this may be higher or lower than their current salary at UNN, depending on the post they are seconded to and the salary scales of the organisation) via the University for the duration of the secondment.  The UNN line manager will make arrangements for the secondment element of the salary, plus relevant on-costs, to be invoiced to the seconding organisation in line with the secondment agreement. 

5. Administration

The details of the secondment should be entered onto the Oracle system and the following documents included in the employee’s personal file:

copy of secondment agreement

copy of secondment letter

copy of the honorary contract (where issued)

6. Appraisal

Their line manager in the organisation they are being seconded to should appraise the employee.  However it will still be appropriate for the employee to have an appraisal with their line manager at UNN, in order to discuss the ‘review of the previous year’, any relevant long-term objectives and also any development needs.
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