EDINBURGH NAPIER UNIVERSITY

SECONDMENTS POLICY

1. Introduction

1.1 The University recognises the need for a clear, fair and consistent policy for secondments that promotes staff development and the opportunity to broaden work experience in a variety of disciplines.  The secondment of staff into different roles both within the University and in external organisations offers staff the opportunity to develop new skills and/or enhance existing skills, as well as responding to business needs.  In addition, seconding staff into Edinburgh Napier can introduce new experience, skills and working practices.  All internal secondment opportunities will be evaluated and advertised, and staff must formally apply to be considered for any secondment opportunity.

2. Equal Opportunities

2.1
The University’s Equality and Diversity Statement states that recruitment, training and promotion opportunities will be open to all staff on a fair and equal basis.  The University will monitor the use of the secondments policy to ensure that it is applied fairly and to ensure that members of staff are not unreasonably denied access to secondment opportunities.


The University’s Equality and Diversity Statement can be accessed via the attached link: www.napier.ac.uk/diversity
3.  Purpose and Definition of Secondments

3.1 Secondments provide an opportunity for members of staff to experience work in a different environment and develop new skills, expand knowledge and develop expertise.  They also allow the University to draw on specialist skills both internally and externally to meet short-term demand.  A secondment may therefore address both individual staff development needs, and the needs of the University, by utilising particular skills that are available.
3.2 Secondments are temporary assignments of varying duration, usually between 6 and 12 months.  This can be extended, but must be done in consultation with HR to ensure compliance with section 2.1.  Reasons for an extension may vary from covering maternity leave, one off special projects or career development.  If a secondment is required for more than 12 months the position should be considered for a permanent post.

3.3 A part-time secondment may form a percentage of a full time post. 


3.4 During the period of secondment the member of staff will report to the host manager.


3.5 The ‘original’ manager is the pre secondment manager.  The ‘host’ manager is the manager who will receive the secondee in the temporary department.
4.  Secondments Primarily to Meet Personal Development Needs
4.1 A professional development review (PDR) may highlight that an internal or external secondment would best meet a member of staff’s development needs. 

4.2 The original manager and the member of staff should discuss the potential for secondment and whether the member of staff can be released for an agreed period.  

4.3 Every effort will be made to address development needs however the secondment will only take place if a genuine requirement in a host School/ Service arises.  All University secondments will be evaluated and advertised in line with the recruitment and selection process as detailed in section 6.  Therefore expectations must be managed and no guarantees of secondments can be made.

4.4 There needs to be clear agreement about the development objectives to be achieved and an understanding of how these will be realised.  Therefore a discussion needs to take place with the original manager and host manager in order for the host manager to discuss and agree these with the secondee.  Arrangements also need to be put in place to discuss both the progress towards these objectives as well as the evaluation of the secondment against the development objectives at the end of the secondment.

4.5 Whilst on secondment procedures outlined in sections 9 and 10 should be followed.  These detail the obligations of the original and host School/ Service.


4.6 When a secondment is due to end the procedures detailed in section 11 and 12 should be followed.

5 Secondments Primarily to Meet Business Needs

5.1 Where there is a particular business need that meets the definition of a secondment as detailed in section 3.2, the role must be advertised so that an internal or external secondment application can be permitted. 

5.2 The secondee will require the agreement of their original line manager prior to making an application.  This ensures that no operational difficulties are incurred by the secondment being processed. 

5.3 Normally in these circumstances, a development plan should be agreed in consultation with the secondee’s original line manager. 

5.4 During and at the end of the secondment sections 4.5 – 4.6 will apply.

6 Secondments within the University

6.1 When a particular secondment opportunity has been identified by the host manager within the University the standard recruitment procedure should be followed in accordance with the University’s recruitment and selection procedures.  Any new post should be role evaluated. 

6.2 Consideration will be given as to whether the secondment can be filled by an existing member of staff.  If it can, once the Staffing Authorisation Form has been approved, the post will be advertised internally as a secondment opportunity for a particular period, normally between 6 and 12 months.  Members of staff who have agreed with their line manager that a secondment provides an appropriate opportunity for personal development can then apply for consideration.

6.3 Alternatively a host manager may prefer to advertise externally as well as internally.  If an external member of staff is brought in on secondment the procedure detailed in section 8 should be applied.

6.4 Members of staff on secondment can expect to receive a salary and conditions of employment which are no less favourable than those that normally apply in their current post.  In some cases, for secondments within the University the secondment post may be at a higher grade, in which case, the secondee will be placed on the first point of the higher salary grade.  On completion of the secondment, the secondee will return to their normal role at their previous salary level and previous terms and conditions.


6.5 During the period of secondment, the School/Service into which the member of staff is seconded will normally be responsible for all costs associated with the secondee’s salary and other employment costs during the period of secondment.

7 Secondments of University Staff to Other Organisations

7.1 As with internal secondments, the terms of agreement and the aims and objectives of secondments to external organisations must be agreed between the secondee’s original manager and host manager of the receiving organisation.  The secondment objectives agreed as part of the PDR process will take into account the personal development needs of the secondee and the needs of both the University and the receiving organisation.

7.2 Staff who are seconded externally to other organisations will continue to remain an employee of Edinburgh Napier and will receive their salary, costs and expenses, subject to normal tax, pension and NI deductions, from the University.  The University will then invoice the host organisation on a monthly or quarterly basis for reimbursement of all costs incurred.

7.3 Secondees may be expected to sign a confidentiality agreement with the receiving organisation, which protects the misuse of information that may be considered to be of a sensitive or confidential nature.


8 Secondments of External Staff in to the University

8.1 There will be occasions when the requirement for a particular skill has been identified within the University and it is considered that it can be best obtained by the secondment of a member of staff from an external organisation.  On these occasions, the terms relating to the secondment will be agreed with the University’s host manager in conjunction with Human Resources and the external organisation concerned.  It will be normal practice for the University to meet all salary costs and expenses incurred by the secondee for the duration of the secondment. The external organisation will invoice the University on a monthly or quarterly basis for reimbursement of all costs incurred.

9 Obligations of the Original School/Service

9.1 During both internal and external secondments, it is important that the secondee’s original manager ensures that the secondee is kept up to date with any developments e.g. School/Service changes or changes in University policy.  This will ensure that the secondee can make a smooth return to their original post once the secondment is complete. 

9.2 In the event that there are any fundamental changes in the original School/Service during the secondment, e.g. a restructuring, the secondee will be included in the consultation process in the same way as other staff in the affected School/Service. On return to the original area, the original manager will have a PDR discussion with the member of staff to appraise their development during the secondment and to agree objectives and any further development needs.

10 Obligations of the Host School/Service or Organisation

10.1 During the secondment, the host manager will carry out a PDR meeting with the secondee and will conduct a final review at the end of the secondment taking into account any personal development needs.  The host manager and the member of staff have a joint responsibility for keeping in touch on a regular basis.

10.2 In the event that there are any fundamental changes in the host School/Service during the secondment, e.g. a restructuring, the secondee will be included in the consultation process in the same way as other staff in the affected area.  If no suitable alternative position can be offered by the host organisation the secondee will have the right to return to Napier/the original School/Service as detailed within section 11. 

11 Right to Return to a Post at the same level

11.1 It is an explicit part of a secondment agreement that the secondee’s substantive post remains within the same School/Service in the University.  The secondee will return to their substantive post at the end of the secondment, and there will be no change to the original contract of employment.

11.2 If a restructure takes places during the period a member of staff is on secondment section 9.2 will apply.  This may result in the secondee returning to their substantive post, a suitable alternative post or ultimately being made redundant.  In this situation the member of staff will be managed in line with the University’s ‘Managing Organisational Change Policy’, and if appropriate ‘Redundancy Policy’ which can be accessed on the HR intranet site via the attached link:

http://staff.napier.ac.uk/services/hr/HRDocuments/Pages/Policy%20A-Z.aspx
12 Duration of Secondment

12.1 Secondments will normally be for a period of between 6 and 12 months.  This ensures that the member of staff achieves a satisfactory grounding and development in the activities associated with the secondment and can make an appropriate contribution to the team in which they are seconded.  Due to the usually temporary nature of secondments and the demands on the member of staff’s normal workplace, it would normally be inappropriate for any secondment to continue beyond 12 months. 

12.2 Where there are exceptional business reasons for secondments longer than 12 months, the seconding department must remember that the secondee remains part of the original School/ Service and they retain the rights detailed in section 9 and 11.

12.3 The minimum notice required for all secondments to return to the substantive post is one month prior to the end of the agreed secondment. A meeting must be arranged with the secondee and the secondee’s original line manager and the host line manager of the receiving School/Service to agree the exact date of return.  Wherever possible this will be subject to the agreement of all three parties. 

12.4 If there is a justifiable reason for a secondment to end before an agreed end date e.g. early completion of a project, the minimum notice period would be required to be given and the secondee, host manager and original manager should all be communicated with.

12.5 Should the secondee wish to terminate their employment with the University at any time within the secondment period, the notice period stipulated within their contract will apply. 

13 Fixed Term Contracts which are not Secondments

13.1 From time to time posts are offered within the University on a fixed-term basis due to the fact that the work is expected to be either less than a year in duration, or that the post is so specialised that it is unlikely there will be an opportunity to be redeployed at the contract end.  Where a member of staff, with the agreement of their line manager, wishes to apply for this post as a secondment they will be considered in line with other candidates.

13.2 In the event that it is not feasible for the original line manager to allow a secondment from the original department, the member of staff may still apply for the post on a fixed-term basis.  However it will not be a secondment with the right to return to a post of a similar level.  In this circumstance, the University will only ensure that they will attempt to secure a suitable post at the end of the contract period at a similar grade of post formally occupied, in line with the redeployment procedure.

14 Failure to have Secondments supported

14.1 If an individual feels that a secondment would be beneficial to the University or themselves but this is not supported by their line manager or Dean of School/ Director of Service, the individual member of staff can use the formal grievance procedure to appeal this decision. 
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