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School Secondment Policy

1. Introduction

It is important that the school’s workforce can be flexible and adapt to change where
required. This policy provides the means to achieve flexibility and can provide mutual
benefits to both the school and to employees.

The school recognises that staff secondments are a valuable way of providing cost-
effective development opportunities for staff and a way to meet the short-term needs of
the school. Temporary arrangements may arise for several reasons, including:

e To covertemporary vacant positions due to e.g maternity leave, long term sickness
absence, secondments.

e To cover temporary increase in workload/a project that requires additional staff
resource.

e Where re-organisation, resignation, or similar changes to the school’s structure
necessitates interim staffing arrangements.

In the above cases, should an employee undertake the full range of duties for a period
which is anticipated will be more than 6 months then this should be classed as a
secondment into the post being covered.

Proposals and agreement for such arrangements must be made in conjunction with the
Chair of the Governing Body.

2. Secondment purpose

A secondment is the planned and voluntary transfer of an individual, with the agreement
of their Head teacher, from one post to another for a time limited period. This does not
have to be on a full-time basis, the individual may only be undertaking the duties of the
secondment post on a part time basis and continuing in their substantive role for the rest
of their contracted hours.

At the end of the secondment, the employee may either return to their original post, or if
this is not possible due to school changes, to a post commensurate with their grade prior
to secondment. These arrangements should be clarified prior to the commencement of
the secondment.

Secondments can be utilised for up to a 12-month period, any extension beyond this must
be approved by the Chair of the Governing Body.

Secondments should not last more than 2 years however exceptions could include posts
which are externally grant funded where the terms of the grant specify a contract period
longer than 2 years. Any such secondment period must be approved by the Chair of the



Governing Body and such secondments will be reviewed annually by both parties to
ensure the role and responsibilities are up to date and still relevant and that any revisions
are agreed.

Care needs to be taken to ensure equality of opportunity for all potential applicants and
secondments should follow normal recruitment processes, e.g. via expressions of interest
or internal advertisement.

3. Benefits

A well-managed secondment can offer benefits for all parties involved, namely the
individual employee, the employee’s Head teacher, the host employer and the school.

The Employee
e Increased motivation of a new and challenging work environment.
e Personal and career development through the acquisition of new skills.
e The opportunity to explore a new career option and apply specific skills in a
different environment.

The Employee’s Head teacher
e Increased motivation of employee on their return.
e Assisting an individual to develop their skills, knowledge, and competence.
e Develop closer links with other schools/ services within the Council, or another
organisation.

The Host Employer
¢ An employee for a time-limited period, who may not otherwise be available.
e Utilise an individual’s particular skills for a project or specific piece of work.
e Introduction of new ideas and approaches to the school or team.

4. Approval

Prior to any application for a secondment the employee must gain approval from their
Head teacher. The seconding Head teacher in consultation with the Chair of the
Governing Body will consider both the needs of the individual and the school as a whole
and ensure the equitable treatment of all potential secondees. The attached form at
Appendix 1 should be completed by the seconding Head teacher, confirming agreement
to the secondment, and forwarded to Human Resources.

If the request to second is rejected the Head teacher will explain to the individual the
reason(s) for the refusal.

Where clear potential benefits have been identified every effort should be made to allow
staff to pursue a secondment, however the decision must be made in the light of the need



to maintain school needs, stability, and effectiveness. There will be occasions when a
secondment within a team may not always be possible due to anticipated difficulties in
filling the vacant substantive post and the resulting impact on the school.

5. Preparation

When preparing for a secondment the following should be considered:

e There should be a clear understanding of the purpose of the secondment including
a job description outlining the roles and responsibilities.

e There should be written confirmation of the employee’s terms and conditions
during the secondment, e.g. pay, hours, grade, job location, performance review
and development arrangements.

¢ Human Resources should be notified and updated as appropriate.

¢ All parties agree the duration of the secondment.

e Regular review meetings should be scheduled with the employee and host
employer, to ensure the secondment is running smoothly. In the event of early
termination by either party the individual’s contract notice will apply.

¢ All necessary checks such as DBS to be undertaken if appropriate.

e There should be written confirmation of the terms under which the secondee will
return to their substantive post, including issues regarding grade, job content,
potential restructuring, etc.

6. Terms & Conditions
Pay will depend on the grade of the secondment post.

Where applicable, annual leave accrued during the secondment should be agreed with
the host manager and taken during the secondment.

Policies and procedures applicable during the secondment need to be confirmed prior to
commencement by the host employer.

Any other change to terms and conditions should be agreed prior to the commencement
of the secondment.

Secondments shall not normally extend beyond the originally agreed period. Where there
is a requirement to continue beyond this period a review must be undertaken in
consultation with HR to consider whether the secondment should continue, or some other
arrangement should be made to cover the duties.



7. Relationship with Maternity Leave

If a woman is on a secondment during the 8 week period prior to the end of the qualifying
week, the secondment salary will form part of her gross earnings used to calculate her
right to maternity pay.

8. Relationship with Sickness Absence
Seconded employees who are continuously absent from work for more than 28 calendar
days on long-term sickness absence will return to their substantive post.

Head teachers should provide the payroll section with the above information.

9. Substantive Post

The substantive post is the position employees are contracted to undertake. In the case
of a secondment opportunity, the employee’s substantive post may be filled on a
temporary basis, and subject to the agreed notice period.

When the secondment finishes, the employee will return to their substantive post or, if
there has been a change to the school staffing structure, to a post commensurate with
their substantive grade and salary.

If a school staffing restructure, or any other change occurs during the secondment, the
employee should be kept fully informed as if they were present in the workplace. In such
cases the school’s Restructuring & Redundancy and Redeployment Policies will apply.

10.External Secondments

Whilst every effort will be made to accommodate external secondments, the school
should only consider such a secondment if it is not financially detrimental. The
secondment may be approved if clear benefits to the school can be demonstrated or if it
is determined by a joint partnership agreement involving the school.

Prior to the secondment being agreed it is essential that all parties concerned are clear
about their obligations, expectations, accountabilities, and performance objectives. The
secondee is expected to adhere to all policies of the employing school.

The host employer receiving the secondee will be required to meet all employee costs
and expenses, including the salary, pension contributions, training and development. A
secondment agreement will be agreed and signed by all parties. The agreement will set
out the purpose and aims of the secondment, as well as the practical arrangements such
as:

e appraisal and personal development planning.
o notification of sickness absence.



e annual leave.

e salary.

e pension.

e expenses.

All seconded employees will remain under a contract of employment with the school and
will be entitled to maintain their terms and conditions of employment. Where the
secondment attracts improved terms and conditions, the secondee will fall under the
terms and conditions attached to the secondment and will revert to the terms and
conditions for their substantive post when their secondment ends.

A draft secondment agreement for use in external secondments is attached at Appendix
2.

At the end of the secondment period, feedback and evaluation should be encouraged.
This will focus on the mutual benefits that have been obtained from the process and any
useful learning in relation to undertaking similar secondment experiences in the future.

11.Policy Review

The Secondment policy will be reviewed on a regular basis considering operating
experience or changes to legislation.



Appendix 1

Internal secondment request

School:

Name: Pay Number:
Substantive post: Grade/Salary:
Seconded post: Grade/Salary:

Period of Secondment:

I confirm that the substantive post will not be filled during
the period of secondment.

[]
[]

I confirm that the substantive post will be filled during the
period of secondment.

Review Date

Reasons for Secondment

Authorisation

Head teacher

Signature: Date:
Name:

Chair of the Governing Body

Signature: Date:

Name:




Appendix 2
Secondment Agreement

This Agreement for Secondment is made on the ™ day of 202 .
BETWEEN:

(1) NAME OF SCHOOL, hereinafter called the 'Employer' and

(2) Body A

THE PARTIES NOW AGREE AS FOLLOWS:

1 TERM

Subject as hereinafter provided the employer will second the Secondee(s) to work for
Body A for:

from ™ day of 202 . The Employer and Body A shall formally review the
Secondment on an annual basis.

2 OBLIGATIONS OF THE EMPLOYER
As the employer of the Secondee(s), the Employer shall:

2.1 make reasonable endeavours to ensure that the Secondee(s) works to Body A
standards of service delivery and competences;

2.2 continue to be responsible for the Secondee(s)’s contract of employment and their
professional development. The Secondee(s) will be professionally accountable to ? or
their successor. The Secondee(s) will continue to be subject to the terms and conditions
of employment of the Employer now applying to that Secondee(s), variation of which shall
only take place following appropriate consultation between the parties to this Agreement
and with the Secondee(s) ;

2.3 be responsible for instigating any action against the Secondee(s) during the period of
Secondment within 14 days receipt of the complaint.

2.4 suspend, discipline or dismiss if necessary the Secondee(s) following appropriate
consultation with Body A where it is involved,;



2.5 continue to pay the Secondee(s)’s salary, together with PAYE and National Insurance
and Pension Contributions and other proper and related expenses and provide other
contractual benefits under the contract of employment with the Employer;

2.6 consider and resolve appropriately any grievances instigated by the Secondee(s)
which the Secondee(s) has been unable to resolve with Body A or for which the Employer
has responsibility;

2.7 provide Body A with details of the Secondee(s)’s annual leave entitlement. For the
duration of the Secondment applications by the Secondee(s) for annual leave will be
subject to the approval of the line manager at Body A. All other applications for time off
will be made to the Employer in the first instance who will reach agreement with the line
manager at Body A before approving the application;

2.8 subject to Clause 3 of this Agreement, act as Respondent in any respect of any
Employment Tribunal proceedings brought by or on behalf of the Secondee(s) ;

3 OBLIGATIONS OF Body A

In respect of the Secondee(s) and the Secondment Body A shall:

3.1 arrange for the line manager/ headteacher at Body A (or their successor) to deal
with the day to day management of the Secondee(s) including, not limited to, allocation

of work and formal supervision;

3.2 ensure that the Secondee(s) complies with the provisions of the Working Time
Regulations 1998,;

3.3 only suspend or discipline the Secondee(s) following appropriate consultation with
and the agreement of the Employer;

3.4 consider and resolve appropriately any grievances instigated by the Secondee(s)
excluding those areas for which the Employer has responsibility.

3.5 look after the health, safety and wellbeing of the Secondee(s) to the same extent as
that of Body A own employees;

3.6 investigate, resolve and inform the Employer of any complaints whether brought by
the Secondee(s) or any other persons and arising out of or in connection with their
secondment;

3.7 be responsible for informing the Employer immediately and in writing of all sickness
absences reported by the headteacher at Body A;

3.8 observe the terms under which the Secondee(s) is employed by the Employer as if it
were the actual employer of the Secondee(s) subject as otherwise provided in this



Agreement and that it will not do or omit to do anything which would cause the Employer
to breach any of its obligations to the Secondee(s).

3.10 reimburse the Secondee(s) the cost of any subsistence expenses necessarily
incurred during his/her secondment with Body A upon receipt of such verified claim form
as Body A may reasonably require.

4 UNDERTAKINGS
4.1 THE EMPLOYER

4.1.1 The Employer assumes full responsibility for the investigation and handling of all
employment tribunal and wrongful dismissal claims brought by the Secondee(s) together
with the associated expenses and together with the obligation for payment of any legal
costs and/or damages.

4.1.2 The Employer undertakes to the best of its ability to assist Body A in the
investigation and handling of any matters arising out of or incidental to this Agreement.

4.2 BODY A

Body A undertakes to assist the Employer to the best of its ability in the investigation and
handling of any matters or disputes arising out of or incidental to this Agreement.

5 EARLY TERMINATION

5.1 This agreement may be terminated prior to the termination date by either party on 3
months notice in writing or immediately if the Secondee(s) is found to have committed
gross misconduct;

5.2 If either of the parties consider that a material breach of this Agreement has taken
place then the parties should:

o first attempt to resolve the matter between themselves and if this is not
successful;
o refer the matter to the parties' respective Chair of the Governing Body

and if the matter is still not resolved then either party shall, notwithstanding any other
provision of this Agreement, be entitled to terminate this Agreement by giving summary
notice in writing to the other.

5.3 On termination of the secondment, the Secondee(s) will resume their normal
employment with the Employer unless termination is due to the Secondee(s)’s resignation
from that employment or the Secondee(s) is found to have committed gross misconduct
under Clause 5.1 above, or the secondee’s role with the employer is no longer in



existence due to a School structure change. In such instances the secondee will be
subject to the School’'s Restructuring & Redeployment Policies.

6 MATERIAL FACTORS

Both parties agree to inform each other of any situation that could materially affect the
terms of the agreement including those of staffing and statutory regulations. Both parties
will give written notification informing the other of such situation within 14 calendar days
and discuss and seek to agree proposed corrective action.

7 DISPUTE RESOLUTION AND ARBITRATION

7.1 The parties agree to co-operate with each other in an amicable manner with a view
to achieving the successful implementation of this agreement;

7.2 if a dispute arises between the parties in relation to any matter which remains
unresolved for more than 10 working days the parties may refer the matter for
determination in accordance with the procedure set out in Clause 7.3;

7.3 a dispute referred for determination under Clause 7.2 shall be resolved as follows:

7.3.1 by referral in the first instance to the decision of a manager/ headteacher of
equivalent authority of each of the parties; and

7.3.2 if a dispute is not resolved within 14 working days such dispute shall be referred to
a Director (or equivalent) of Body A and the Chair of the Governing Body of the secondee.

7.3.3 The individuals referred to in Clause 7.3.2 shall use reasonable endeavours within
10 working days following referral to them to meet, speak by telephone or otherwise
communicate with a view to attempting to resolve the dispute in an amicable manner;

7.4 if the dispute is not resolved by the processes of Clause 7.3 the parties shall consider
resolving the dispute by arbitration or other forms of alternative dispute resolution;

7.5 for the avoidance of doubt neither party shall be prevented from, or delayed in,
seeking orders for specific performance or interlocutory of final injunctive relief on a
without notice basis or otherwise as a result of the terms of this Clause 7 not applying in
respect of any circumstances where such remedies are sought though the parties hereto
shall make every effort before invoking this provision to settle any dispute.

7.6 both parties reserve the right to seek redress from the courts for disputes which are
not suitable or capable of dispute resolution procedure set out in this Clause 7 and agree
that this Agreement shall be subject to the jurisdiction of the Courts of England and Wales.

8 RIGHTS OF THIRD PARTIES



Nothing in the agreement is intended to confer on any person any right to enforce any
terms of this agreement which that person would not have had but for the Contracts
(Rights of Third Parties) Act 1999.

Signed on behalf of the parties by their authorised representatives:

On behalf of the Employer:



Appendix 3
Roles & responsibilities

Headteacher

Complete secondment application form.

Obtain confirmation from school accountant that funding is available for any proposed
secondment.

To provide the payroll section with information regarding long term absence of more

than 28 days of those in receipt of secondment payments.

If a secondment request is rejected the Head teacher will explain to the individual the
reason(s) for the refusal.

External secondments

In addition to the above:

Maintain regular contact with the employee and host employer.

Keep the employee informed about any developments or changes in the school, e.g.
minutes of meetings, staff briefings etc.

Keep the rest of the staff informed and plan for the secondee’s post/work to be covered
during the secondee’s absence.

Chair of Governing Body

Approve Secondment requests.

Monitor and review effectiveness of Secondment arrangements

Employee

To undertake the additional duties and responsibilities of a higher graded post for a
continuous period of four weeks before receipt of additional payments.

To gain approval from their manager/ headteacher to apply for any potential
secondment opportunity.

To be aware that payments/secondments will cease following a period of 28 days
continuous absence on long term sickness absence.



External secondments

Discuss any problems that arise with the host employer and if necessary, the seconding
Head teacher.

Observe the appropriate policies/procedures.

Maintain regular contact with their seconding Headteacher.

Human Resources

Notify the employee in writing confirmation of the basis of any additional payment and
the likely duration of the secondment.

To support headteachers and employees with the implementation of this policy.
To give advice on the School’s Restructuring & Redundancy and Redeployment

Policies if applicable following any internal restructures/reorganisations during a
secondment period.

The host employer should

Arrange an induction programme including health and safety issues, policies/
procedures, reporting arrangements, objectives etc.

Review and manage the employee’s performance.

Maintain regular contact with the seconding Head teacher.

Address any attendance, absence and conduct issues and liaise with the seconding
Head teacher and Human Resources as appropriate.

Have a copy of, and apply, this document.
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