
ABERDEEN CITY COUNCIL

COMMITTEE Finance, Policy and Resources

DATE 19 June 2014

DIRECTOR Angela Scott

TITLE OF REPORT Secondment Policy

REPORT NUMBER:  CG/14/075   

CHECKLIST RECEIVED: Yes

1. PURPOSE OF REPORT

This report proposes the introduction of a secondment procedure to replace 
the existing secondment policy, following a review undertaken of secondment 
arrangements in the Council. 

2. RECOMMENDATION(S) 

The Committee is requested to:

a) Approve the introduction of the secondment procedure detailed at 
Appendix 1 to replace the existing secondment policy. 

3. FINANCIAL IMPLICATIONS 

There are no costs associated with the implementation of this procedure to 
replace the existing policy.  

4. OTHER IMPLICATIONS

The new procedure will provide the Council with increased flexibility in the use 
of secondments as a development tool to augment employees’ skills and 
knowledge and potentially improve succession planning. 

5. BACKGROUND/MAIN ISSUES

The existing secondment policy has been in place for several years and was 
last reviewed in 2007 and has therefore been overdue a further review. Also, 
some feedback had been received from managers and the HR teams of 
certain operational difficulties with the policy, for example, the duration of a 
secondment being limited to 24 months and the recruitment and selection 
arrangements relating to a secondment opportunity.

As part of the review, benchmarking was undertaken with various 
organisations to identify best practices for incorporation into the Council’s 



                                                                                                 1

arrangements. The feedback and the benchmarking details gathered were 
used to inform the review.  It was identified that there was a need for the 
policy to be re-written (rather than amended) and replaced with a procedure 
incorporating guidance, as it was considered that significant changes were 
required. The change from a policy to a procedure, with guidance, will allow 
for more flexibility in its application. 

The main features incorporated into the new procedure which differentiate it 
from the existing policy are as follows:-

(a) The policy currently applies only to permanent employees of the 
Council, whereas the new procedure, as detailed at section 3, will 
apply to both permanent and fixed term employees. The reason for 
broadening the scope to include those on fixed term contracts was to 
ensure adherence with the Fixed Term Workers Regulations, that there 
is no less favourable treatment of fixed term employees compared to 
permanent employees with regard to terms and conditions of 
employment. It also makes clear in the new procedure that a 
secondment of a fixed term employee must end prior to, or on the end 
date of the employee’s fixed term contract. This should act as a 
safeguard to ensure that fixed term contracts are not inadvertently 
extended beyond their end dates, which would cause difficulties for the 
Council.

(b) The procedure under section 5 now states a maximum length of 
secondment as under 4 years, whereas in the existing policy the 
maximum duration is 24 months, although this can be extended in 
exceptional circumstances. By allowing a longer duration this should 
provide Directorates with more flexibility in applying the secondment 
arrangements, including considering extensions where appropriate. 
The reason for a cap being set at under 4 years, is that usually there 
will be fixed term backfill cover for the secondee and under the Fixed 
Term Workers Regulations a fixed term employee gains permanency 
rights if employed under two successive fixed term contracts lasting for 
4 or more years. By restricting secondments to under 4 years this 
avoids the fixed term backfill cover gaining permanency rights by 
default.

(c) With regard to the documentation used to set up a secondment, the 
existing policy contains a template agreement detailing the terms of the 
secondment relating to the parties to the agreement, which is signed to 
formalise the arrangement. It also includes a template letter for issue to 
the employee summarising the employee’s terms and conditions of 
employment during the secondment, to be signed by the employee. 
The new procedure, however, contains only a template secondment 
agreement to be signed by the parties including the seconded 
employee (one version for internal at appendix 1 and one for external 
secondments at appendix 2). As the agreement template now contains 
all the details of the secondment captured in one document, there is 



                                                                                                 2

now no need for a separate letter to the employee. This will therefore 
reduce the administration in relation to secondments. 

(d) One completely new feature added to the new procedure under section 
4 is ‘job swapping’ which provides another development option to apply 
potentially benefitting both employees and the Council. This comprises 
a mutually agreed arrangement where two employees on the same 
grade in the Council temporarily swap roles. Job swaps provide 
employees with the opportunity to develop new skills and knowledge 
and to learn about other parts of the organisation. It states that 
employees wishing to be considered for ‘job swapping’ require to 
discuss this with their line manager in the first instance with the 
agreement of both managers required for a ‘job swap’ to proceed, (with 
the level of skills and qualifications required for the roles considered 
before any decision is made). It also states in the new procedure that 
’job swapping’ can also be considered for employees rated as 
‘exceeding’ under the Performance Review and Development Scheme.

(e) With regard to recruitment and selection arrangements for 
secondments, the new procedure under section 6 is more specific on 
how these should be applied (which should provide more clarity for 
managers), as follows:-

 It indicates that the normal recruitment and selection procedure should 
be used, but it also makes it clear that it is possible in certain 
circumstances to ring fence the secondment opportunity to specific 
groups of employees e.g. for specialised roles.

 It makes it clear that the person applying for the secondment must 
have the agreement of their Service Manager before applying and it 
states that this will be granted wherever possible.

 It mentions that where it is not possible to grant a secondment the 
employee can still apply for the post on a fixed term basis, where there 
would be no right to return to their substantive post at the end of the 
fixed term period.

 It indicates that where the post requires pre-employment checks such 
as PVG or health checks, the result of the checks should be received 
before the secondment can proceed.

(f) A paragraph has been included in the new procedure at section11 on 
the arrangements for ending a secondment early, indicating that it can 
be ended before the agreed termination date by the seconded service 
or the employee provided that the substantive service is consulted and 
at least 4 weeks’ notice of the end of the secondment is given. This 
should make it clearer for the parties on the arrangements (in the 
unusual circumstance) of ending a secondment early.

(g) Under the paragraph on ‘extension to secondment’ at section 9, it has 
been made clear that where agreement is reached amongst all the 
parties to extend a secondment, a revised secondment agreement 
requires to be compiled and signed by the parties.   
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(h) In the policy it currently indicates that the employee’s substantive line 
manager will meet with the employee before they return to their 
substantive post, with this being a face to face meeting. In the new 
procedure under section 12, more flexibility is given in that it solely 
states that the employee contacts their manager to discuss 
arrangements for returning to their substantive post, but this doesn’t 
necessarily require a meeting to take place (it could be through a 
phone call). Giving this option may help to make more efficient use of 
time as there may only be limited matters to discuss that don’t require a 
face to face meeting, (although a meeting can still be held if one or 
both parties wish this). 

(i) A flowchart has been incorporated into the secondment procedure as 
appendix 3 to reflect the process under the new arrangements.

The proposals in this report have been fully consulted with the trade unions 
and no comments were received.

6. IMPACT

The new secondment procedure provides the Council with more flexibility in 
the use of secondments as a development tool, which should have a potential 
positive impact for employees, as it could result in more use being made of 
secondments in future, which in turn could provide additional opportunities for 
employees to increase their skills and knowledge. An Equality and Human 
Rights Impact Assessment has been undertaken in respect of the new 
procedure.

7. MANAGEMENT OF RISK

There have been no significant risks identified in relation to this proposal.

8. BACKGROUND PAPERS

None.

9. REPORT AUTHOR DETAILS 

Keith Tennant, Team Leader, Policy and Performance
E-mail ktennant@aberdeencity.gov.uk
Tel: (01224) 523094

mailto:ktennant@aberdeencity.gov.uk


SECONDMENT 
PROCEDURE
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1. Introduction

A secondment is where a Council employee is temporarily transferred to a different 
post in the Council or to a different organisation, or where an employee of an 
external organisation is temporarily transferred to a post within the Council, for a 
specified period of time which is agreed between all parties.

2. Benefits of secondment

The benefits of secondment include:
 Providing an employee with the opportunity to develop skills and knowledge 

outwith their substantive post.
 Providing an employee with the opportunity for learning and development and 

career development.
 Increased employee engagement.
 Improved succession planning for the organisation.

3. Scope

This procedure applies to all permanent and fixed term employees of Aberdeen City 
Council excluding Teachers and other employees on SNCT terms and conditions.

Note: For fixed term employees, the secondment must finish prior to or on the end 
date of the fixed term contract.

4. Types of secondment

Internal

This is a mutually agreed secondment where an employee temporarily moves from 
their substantive post to a different post of the same grade or of a different grade 
within the Council for a fixed period of time.  When an employee is seconded to a 
higher graded post, they will be paid the salary for the seconded post for the duration 
of the secondment.  Where applicable, annual incremental progression in 
accordance with the PR&D scheme will be applied during the secondment.  When an 
employee is seconded to a lower graded post, no pay protection will apply and the 
employee will be paid at the top point of the lower grade for the duration of the 
secondment. 

External

This is a mutually agreed secondment where an employee temporarily moves from 
their substantive post to work within an external organisation for a fixed period of 
time.  The employee will continue to be an employee of Aberdeen City Council and 
will retain their Council terms and conditions of employment for the duration of the 
secondment except where stated otherwise in the secondment agreement.  The 
Council will continue to pay the employee for the duration of the secondment and the 
substantive Service Manager should arrange in advance with the external 
organisation how the recharging arrangements will work, including liaising with the 
Council’s Finance section as appropriate.  
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In relation to their substantive salary, the employee will be entitled to any pay awards 
or incremental progression (as per the terms of the Local Salary Progression 
Scheme) that occur during the secondment period.  In relation to their seconded 
salary, the employee may be entitled to any pay awards or incremental progression 
that occur during the secondment period (as per the terms of the secondment 
agreement).

If the salary for the post the employee is seconded to is higher than the salary for the 
employee’s substantive post, the seconded employee will receive the salary for the 
seconded post for the duration of the secondment subject to the agreement between 
the Council and the external organisation. 

Although day to day management of performance and allocation of tasks will lie with 
the external organisation for the duration of the secondment, the Council retains 
overall responsibility for any formal procedures e.g. Maximising Attendance, 
managing performance, discipline and grievance matters etc. in accordance with the 
Council’s policies and procedures, including making decisions on potential dismissal.

For the duration of the secondment the external organisation is responsible for all 
aspects of Health and Safety including risk assessments.

Inward 

This is a mutually agreed secondment where an employee from an external 
organisation temporarily moves from their substantive post to work within the Council 
for a fixed period of time.  The seconded employee will continue to be an employee 
of the external organisation and will retain the external organisation’s terms and 
conditions of employment for the duration of the secondment except where stated 
otherwise in the secondment agreement.  The external organisation will continue to 
pay the employee for the duration of the secondment and should arrange in advance 
with the substantive Service Manager within the Council how the recharging 
arrangements will work.  

If the salary for the seconded post is higher than the salary for the substantive post, 
the seconded employee will receive the salary for the seconded post for the duration 
of the secondment subject to agreement between the Council and the external 
organisation. 

Job swapping

This is an informal mutually agreed arrangement where employees on the same 
grade within the Council temporarily swap roles for a maximum period of 6 
months.  Employees can only swap with other employees on the same terms and 
conditions of employment e.g. someone on EP&M terms and conditions of 
employment cannot swap with a Craftworker.  If the employee receives allowances 
such as non-standard working week allowance or Essential Car User allowance in 
their substantive role, how this will be applied for the duration of the job swap needs 
to be agreed before the job swap starts.
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Any employee who wishes to be considered for a job swap should discuss this with 
their line manager in the first instance.  The line manager should then contact the 
line manager of the potential ‘job swap’ post to discuss whether a swap may be 
possible.  The service may also wish to consider job swap opportunities as a 
development opportunity for those employees deemed to be ‘exceeding’ under 
PR&D.  

A job swap may not always be possible due to operational requirements or where a 
role requires specialist skills or specific qualifications that another employee would 
not be able to swap into.  For a job swap to go ahead, the managers of both posts, 
as well as both employees, must agree to the job swap.  The job swap can be ended 
at any time by any of the parties involved giving appropriate notice.

5. Timescales

A start and end date will always be specified in any secondment agreement.  

The minimum period for a secondment is 6 months.  This is because internal 
arrangements can be covered by higher graded duties for up to 6 months and also to 
allow sufficient time for the employee to be inducted and trained in the seconded 
post.

Under no circumstances should a secondment reach or exceed 4 years in duration.   

6. Selection arrangements

The Council’s recruitment procedure should normally be used to recruit to the 
seconded post.  In certain circumstances, it may be possible to ‘ring fence’ the 
secondment opportunity to a specific group of employees using an expressions of 
interest process e.g. where specialisms occur or where specific qualifications are 
required.  

An employee applying for the post on a secondment basis needs to have asked for 
and obtained the agreement of their Service Manager before applying for the 
seconded post.  Wherever possible secondment requests will be granted, although 
this may not always be possible due to the requirements of the service.
  
If an employee asks to go on secondment and this is not granted due to the 
requirements of the service, the employee can still apply for the seconded post on a 
fixed term basis with no right to return to their substantive post at the end of the fixed 
term period. 

Where the seconded post requires post offer checks such as PVG or health checks, 
the results of these checks must be received before the secondment can begin.

7. Development

The Council is committed to training and developing its employees.  Secondment 
provides employees with an opportunity to gain and develop new skills and 
experience.  In order to enhance the potential of secondment as a development 
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opportunity, the seconded service may decide to put in place a development plan for 
the duration of the secondment which is reviewed on a regular basis with the 
seconded employee.

8. Secondment agreement

For internal secondments, a formal written secondment agreement must be agreed 
and signed by the Service Manager from the substantive service, the Service 
Manager from the seconded service and the employee, stating the terms of the 
secondment.  Each of the three parties should then receive a copy of the signed 
agreement.  A copy of the signed secondment agreement should also be sent to the 
HR Service Centre for the employee’s personal file.

For external secondments, a formal written secondment agreement must be agreed 
and signed on behalf of the Council and external organisation by persons with 
authority to enter into such agreements.  The employee must also agree and sign 
the agreement.  Each of the three parties should then receive a copy of the signed 
agreement.  A copy of the signed secondment agreement should also be sent to the 
HR Service Centre for the employee’s personal file.  The template secondment 
agreement for external secondments (Appendix 2) can be used, or the Council can 
agree with the external organisation to use the external organisation’s secondment 
paperwork.

See Appendix 1 for the template secondment agreement for internal secondments 
and Appendix 2 for the template secondment agreement for external secondments.

9. Extension to secondment

In certain circumstances it may be necessary to extend the secondment (although 
under no circumstances should a secondment reach or exceed 4 years in duration).  
The Service Manager from the substantive service/organisation, the Service 
Manager from the seconded service/organisation and the employee must agree the 
extension before the secondment can be extended.  If the secondment is extended, 
a revised secondment agreement should be signed by, and a copy given to, all three 
parties.  A copy of the revised signed secondment agreement should also be sent to 
the HR Service Centre for the employee’s personal file.
  
10. Contact

Both the employee and their substantive manager are responsible for keeping in 
contact with each other throughout the secondment.  Any significant changes to the 
employee’s substantive post should only be made after consultation with the 
seconded employee.

11. Ending the secondment early

The secondment can be ended before the agreed end date by the seconded 
service/organisation or the employee, provided that the substantive 
service/organisation is also consulted and at least 4 weeks’ notice of the end of the 
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secondment is given.  This will be subject to the actual terms of the secondment 
agreement.

12. Return to substantive post

An employee on secondment has the right to return to their substantive post at the 
end of the secondment.  If the substantive post no longer exists or the secondment 
has ended before the agreed secondment end date the Council will endeavour to 
place the employee in a post with similar responsibilities and the same terms and 
conditions as they held before.  

It is important that prior to the seconded employee returning to their substantive post, 
the employee contacts their substantive manager to discuss the arrangements for 
them returning to their substantive post.

13. Review

This procedure will be subject to continual review and amendment in the light of 
experience of its operation, employment best practice and statutory requirements.



Appendix 1

INTERNAL SECONDMENT AGREEMENT

Secondment Agreement

among

(1) [insert name of substantive service] (substantive service); 

(2) [insert name of seconded service] (seconded service); and

(3) [insert name of employee] (employee).

Employee’s substantive post: [insert job title]

Employee’s seconded post: [insert job title]

It is agreed by the above parties as follows:

1. Secondment period

1.1 The secondment will start on [insert start date] and will end on [insert end 
date].  

2. Salary
 
2.1 The employee’s salary will remain the same as their substantive post, and 

they will be entitled to any pay awards or incremental progression in 
accordance with the PR&D scheme (where applicable) that may occur during 
the secondment period.

Or

2.1 For the duration of the secondment period only, the employee will be paid the 
salary of the seconded post.  The employee’s starting salary for the 
secondment period is [insert pay] per annum.  The employee will be entitled to 
any pay awards or incremental progression in accordance with the PR&D 
scheme (where applicable) that may occur during the secondment period.

3. Hours of work and place of work

During the secondment period:

3.1 The employee’s place of work will be [insert location] or any other place of 
work within Aberdeen City, reasonably required by the Council.

3.2 The employee’s contracted weekly working hours will remain the same as 
their substantive post.
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Or (where hours are changing for the duration of the secondment)

3.2 The employee’s contracted working hours will be [hours per week] hours per 
week.

Optional paragraph where employee currently gets flexi time but will not 
get flexi time when on secondment

3.3 For the duration of the secondment flexi time will not apply.

4. Leave

4.1 During the secondment period the employee will continue to receive their 
current annual leave and public holiday entitlement.  The employee should 
agree their annual leave requests with their line manager within (insert name 
of seconded service).  At the end of the secondment, the employee will notify 
their substantive line manager of any annual leave taken.  

5. Employee’s obligations

During the secondment period, the employee will:

5.1 Undertake the role and duties of [insert job title] for the seconded service.  
The duties are as described in the job profile for the role and the line manager 
in the seconded service will detail the current responsibilities of the role as 
part of the induction.

5.2 Comply with all reasonable instructions given to them by the seconded 
service.

5.3 Report any sickness absence to the seconded service in accordance with the 
Council’s Maximising Attendance policy and procedure.

Where the seconded post is politically restricted

5.4 In line with the Local Government (Political Restrictions) Regulations 1990 the 
seconded post has been deemed to be politically restricted.  The employee is 
therefore required to comply with the provisions of the Local Government 
(Political Restrictions) Regulations 1990.  

6. Seconded service’s obligations to the substantive service

During the secondment period, the seconded service will:

6.1 Pay the employee’s salary and any other associated costs (e.g. employer’s 
National Insurance contributions, employer’s pension contributions, any other 
contractual payments) for the duration of the secondment.
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6.2 Arrange in advance with the substantive service how any recharging 
arrangements for the payment of salary and any other associated costs will 
work.

6.3 Refund to the employee all reasonable travelling and other expenses (e.g. 
mileage) incurred by the employee during the secondment period in the 
performance of the employee’s duties for the seconded service, subject to 
production by the employee of receipts where applicable.

6.4 The seconded service will report to the substantive service any performance, 
health and safety, grievance and disciplinary matters that relate to the 
employee that arise out of or are in any way connected to the secondment.

7. Seconded service’s obligations to the employee

During the secondment period, the seconded service will:

7.1 Provide to the employee any induction, training and development as may 
reasonably be required for the proper performance of the employee’s duties.

7.2 Be authorised by the substantive service to deal with any informal disciplinary 
matters involving the employee.  The substantive service reserves the right to 
deal with all disciplinary matters in accordance with the Council’s discipline 
policy and procedure.

7.3 Be authorised by the substantive service to deal with any informal grievance 
matters involving the employee.  The substantive service reserves the right to 
deal with all grievance matters in accordance with the Council’s grievance 
policy and procedure.

7.4 Discuss and agree in advance with the substantive service how any 
performance reviews/PR&D will be carried out. 

7.5 Discuss and agree in advance with the substantive service how the 
Maximising Attendance policy & procedure will be applied.

8. Termination of secondment

The secondment will terminate:

8.1 At the end of the secondment period; or

8.2 If earlier, by the employee or seconded service giving at least 4 weeks’ written 
notice of termination of this secondment agreement to all other parties of this 
secondment agreement.

9. Return to substantive post

9.1 The employee has the right to return to their substantive post at the end of the 
secondment period.
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9.2 If the substantive post no longer exists the employer will endeavour to place 
the employee in a post with similar responsibilities and the same terms and 
conditions as their substantive post.  

10. Written agreement

10.1 This secondment agreement constitutes the entire agreement between the 
parties relating to the secondment.

11. Signatures

This secondment agreement is signed as follows:

On behalf of [insert name of substantive service] (substantive service)

I have read, understood and agree to the above terms. 

Name: ………………………………………..  Position: ……………………………………

Signature:………………….…………………  Date: …………………………….…………
(Service Manager)

On behalf of [insert name of seconded service] (seconded service) 

I have read, understood and agree to the above terms. 

Name: …………………………………….  Position: ……………………………………….

Signature: ………………………………..  Date: …………………………………………..
(Service Manager)

Employee

I understand that the above terms vary my contract of employment for the duration of 
the secondment and that any variations to my contract of employment will cease 
when the secondment ends.  I have read, understood and agree to the above terms. 

Name: …………………………………….  

Signature: ………………………………..   Date: ………………………………………….

The final signed agreement should be copied to all three parties and a copy sent to 
the HR Service Centre for the employee’s personal file.
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EXTERNAL SECONDMENT AGREEMENT

Secondment Agreement

among

(1) Aberdeen City Council (“employer”); 

(2) [insert name of external organisation] (“external organisation”); and

(3) [insert name of employee] (“employee”).

Employee’s substantive post: [insert job title]

Employee’s seconded post: [insert job title]

It is agreed by the above parties as follows:

1. Definitions

In this secondment agreement:

1.1 “employment contract” means the contract of employment between the 
employer and the employee;

1.2 “parties” means the employer, external organisation and employee;

1.3 “secondment period” means the period starting on [insert start date] and ending 
on [insert end date], or if earlier, the date of termination of the employment 
contract.  

1.4 “substantive post” means the post held by the employee immediately before 
starting the secondment.

2. Secondment

For the duration of the secondment period:

2.1 The employee will be seconded by the employer to the external organisation.

2.2 The employee will remain an employee of Aberdeen City Council.

2.3 The employment contract shall remain in force unless explicitly varied by this 
secondment agreement.
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2.4 The employee will continue to comply with policies and standing orders of 
Aberdeen City Council and will continue to comply with legislation and 
regulations relevant to Local Authorities in Scotland.

3. Salary

3.1 The employee’s salary will remain the same as their substantive post, and they 
will be entitled to any pay awards or incremental progression as per the terms of 
the Local Salary Progression Scheme (where applicable) that may occur during 
the secondment period.

Or

3.1 For the duration of the secondment period only, the employee will be paid the 
salary of the seconded post.  The employee’s starting salary for the secondment 
period is [insert pay] per annum.  The employee will be entitled to any pay 
awards or incremental progression (where applicable) that may occur during the 
secondment period.

4. Hours of work and place of work

During the secondment period:

4.1 The employee’s place of work will be [insert location] or any such place as may 
reasonably be required by the external organisation.

4.2 The employee’s contracted weekly working hours will remain the same as their 
substantive post together with such additional hours as may from time to time be 
reasonably required of the employee by the external organisation for the proper 
performance of the employee’s duties.

Or (where hours are changing for the duration of the secondment)

4.2 The employee’s contracted working hours will be [hours per week] hours per 
week together with such additional hours as may from time to time be reasonably 
required of the employee by the external organisation for the proper performance 
of the employee’s duties.

Optional paragraph where employee currently gets flexi time but will not 
get flexi time when on secondment

4.3 For the duration of the secondment the employer’s flexi time scheme will not 
apply.
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5. Leave

5.1 During the secondment period the employee will continue to receive their current 
annual leave and public holiday entitlement.  The employee should agree their 
annual leave requests with their line manager within [insert name of external 
organisation].  At the end of the secondment, the employee will notify their 
substantive line manager of any annual leave taken.    

6. The employee’s obligations to the external organisation

During the secondment period, the employee will:

6.1 Undertake the role and duties of [insert job title] for the external organisation, 
including duties which are not part of the employee’s normal duties but which are 
reasonably related to the normal duties.

6.2 Comply with all reasonable instructions given to them by the external 
organisation.

6.3 Report any sickness absence to the external organisation in accordance with the 
external organisation’s policies and procedures and also report any sickness 
absence to their substantive line manager.

Where the seconded post is politically restricted

6.4 In line with the Local Government (Political Restrictions) Regulations 1990 the 
seconded post has been deemed to be politically restricted.  The employee is 
therefore required to comply with the provisions of the Local Government 
(Political Restrictions) Regulations 1990.  

7. The external organisation’s obligations to Aberdeen City Council

During the secondment period, the external organisation will:

7.1 Pay to Aberdeen City Council an amount which (excluding any VAT payable 
thereon) is equal to the employer’s cost of paying the employee’s remuneration 
and providing the employee with contractual and other benefits under the 
employment contract including:

7.1.1 the employee’s salary;

7.1.2 National Insurance contributions payable by the employer in respect of the 
employee’s salary;

7.1.3 the employer’s pension contributions payable on behalf of the employee;
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7.1.4 all other allowances, expenses and benefits paid to the employee by the 
employer under the employment contract.

Insert paragraph here to clarify how the recharging will work e.g.

7.2 The amount payable by the external organisation will be payable within 30 days 
of receipt by the external organisation of monthly invoices from the employer.

7.3 Pay to Aberdeen City Council all reasonable travelling and other expenses 
incurred by the employee during the secondment period in the performance of 
the employee’s duties for the external organisation, subject to production by the 
employee of receipts or other evidence of expenditure (if required).  The Council 
will then make arrangements for the employee to be reimbursed for these 
monies.

7.4 Apart from as provided in clause 7.1, indemnify the employer against all liabilities, 
costs and expenses arising out of or in any way connected to the secondment of 
the employee to the external organisation and all documents signed, or actions 
taken, by the employee during the secondment period.

7.5 Report to the employer any performance, health and safety, grievance and 
disciplinary matters that relate to the employee that arise out of or are in any way 
connected to the secondment.

8. The external organisation’s obligations to the employee

During the secondment period, the external organisation will:

8.1 Provide to the employee any induction, training and development as may 
reasonably be required for the proper performance of the employee’s duties.

8.2 Be authorised by the employer to deal with any informal disciplinary matters 
involving the employee in accordance with the external organisation’s discipline 
procedures.  The employer reserves the right to deal with all disciplinary matters 
in accordance with the employer’s discipline policies and procedures.

8.3 Be authorised by the employer to deal with any informal grievance matters 
involving the employee in accordance with the external organisation’s grievance 
procedures.  The employer reserves the right to deal with all grievance matters in 
accordance with the employer’s grievance policies and procedures.

8.4 Be authorised by the employer to carry out any reviews of the employee’s 
performance.  Any such reviews can be reported to the employer.
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9. Termination of secondment

The secondment will terminate:

9.1 At the end of the secondment period; or

9.2 If earlier, by the employee or external organisation giving at least 4 weeks’ written 
notice of termination of this secondment agreement to all other parties of this 
secondment agreement.

10. Return to substantive post

10.1 The employee has the right to return to their substantive post at the end of the 
secondment period.

10.2 If the substantive post no longer exists, the employer will endeavour to place the 
employee in a post with similar responsibilities and the same terms and 
conditions as their substantive post.  

11. Written agreement

11.1 This secondment agreement constitutes the entire secondment agreement 
between the parties and supersedes all prior agreements, understandings and 
arrangements between them, whether oral or written, which relate to the subject 
matter of this secondment agreement.

12. Signatures

This secondment agreement is signed as follows:

On behalf of Aberdeen City Council (employer)

I have read, understood and agree to the above terms. 

Name: ………………………………………..  Position: ……………………………………

Signature:………………….…………………  Date: …………………………….…………
(Service Manager)

On behalf of [insert name of organisation] (external organisation) 

I have read, understood and agree to the above terms. 

Name: …………………………………….  Position: ……………………………………….

Signature: ………………………………..  Date: …………………………………………..
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Employee

I understand that the above terms vary my contract of employment for the duration of 
the secondment and that any variations to my contract of employment will cease when 
the secondment ends.  I have read, understood and agree to the above terms. 

Name: …………………………………….  

Signature: ………………………………..   Date: ………………………………………….

The final signed agreement should be copied to all three parties and a copy sent to the 
HR Service Centre for the employee’s personal file.
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