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.
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.
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;

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.

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: …………………………………..
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.

