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Introduction

Policy Purpose

The term secondment covers a variety of arrangements whereby an employee is “lent to” or 
“borrowed from” another organisation, Service or part of a Service. At the end of the secondment 
period, the secondee will normally be able to return to their substantive post with the Council.

Secondments can benefit the organisation by increasing employees’ knowledge and skills, 
broadening employees’ experience, developing relationships with other organisations and 
plugging any short or long term skills gaps. For employees, secondments can assist with their 
personal development, test and gain skills in a different environment and develop confidence 
and flexibility.

Secondments should be planned and structured and must fit in with the organisation’s business 
needs and the employees’ personal development plan. The purpose of the secondments 
between the organisations must be agreed and clearly understood and employees should be 
aware that secondment requests which do not meet the organisation’s business needs will not 
necessarily be supported.

Secondments should be for a fixed term and would normally be not less than 3 months and 
normally no more than 24 months.

The Council recognises the critical role of staff in its pursuit of successful service delivery. As part 
of its Employee Development Strategy, extended learning is encouraged to enable individuals 
to experience different ways of working, thereby expanding their knowledge and skill base. A 
secondment policy will provide a framework to help broaden and develop extended learning for 
employees of the Council.
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Guidance

For further guidance please refer to the Secondment Guidance linked at the bottom of this 
Policy or on the HR Website.

Conditions of Service

Internal Secondments

The main consideration is pay. If the post is at a higher grade than the secondee’s 
substantive pay, they will receive the higher pay for the duration of the secondment 
period. If the post is at a lower grade than the secondee’s substantive pay, they will 
continue to receive their own pay. If there is no set pay for a secondment post, the 
secondee will retain their own pay. 

External Secondments

Pay will be a consideration and the guidance detailed above will also apply to 
external secondments. There will, however, have to be more formalised arrangements 
in terms of any changes to conditions of service during the secondment period. For 
example, it would be expected that a secondee to NHS Highland would comply with 
the working hours for that organisation. Arrangements for annual leave and sickness 
recording will have to be clarified and it is important, therefore, that a secondment 
agreement is drawn up for external secondments.

Excess Travel

In normal circumstances secondments are filled by competition after advertisement 
and excess travel/other relocation expenses would not be payable. However, there 
may be occasions whereby the Council requests an employee to undertake a 
secondment, either internally within the Council or to another organisation, and in 
such cases excess travel expenses/other relocation expenses would be claimable.

Other Issues

Particularly where longer term secondments are agreed, it is important that the employee 
retains contact with their substantive Service/Section and line manager. This will enable the 
secondee to keep abreast of any ongoing Service developments and, if necessary, to participate 
in any essential training or other personal development requirements.

Appraisal/Personal Development Plan arrangements must be clarified and formalised between 
the individual and the organisations e.g. there should be an annual report on the employee from 

https://www.highland.gov.uk/peopleandperformance/
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the ‘receiving’ organisation to the ‘lending’ organisation.

Secondees will normally return to their substantive post at the end of the secondment period. 
If a secondment is terminated prematurely, either by agreement between the parties or at the 
request of one of the parties, there will be no guarantee that the secondee will be able to return 
to their substantive post immediately. In such cases the secondee will be given alternative 
suitable duties.

Guidelines for Managers

Guidelines for managers have been drawn up to ensure that secondment requests and 
arrangements are dealt with fairly and equitably in order to meet the business needs of the 
Council and the development needs of employees. Please click here for Appendix A - Guidelines 
for Managers.

Consultation

The policy and guidelines for managers were been submitted to the recognised trade unions for 
comment and have been amended to take account of significant comments.

https://www.highland.gov.uk/peopleandperformance/downloads/file/739/secondment_-_guidelines_for_managers
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Quick Links

The Hyperlinks listed here will redirect you to the related guidance, letters, information 

and relevant organisations mentioned in this policy.

Secondment Guidance Click Here

Secondment - Guidelines for Managers Click Here

Employee Review & Development page Click Here

Terms and Conditions of Employment page Click Here

Employee Induction page Click Here

Employee Review & Development Policy Click Here

Code of Conduct Click Here

https://www.highland.gov.uk/peopleandperformance/downloads/file/702/secondment_guidance
https://www.highland.gov.uk/peopleandperformance/downloads/file/739/secondment_-_guidelines_for_managers
https://www.highland.gov.uk/peopleandperformance/info/28/hr_topics/23/employee_review_and_development
https://www.highland.gov.uk/peopleandperformance/info/28/hr_topics/31/terms_and_conditions_of_employment
https://www.highland.gov.uk/peopleandperformance/info/28/hr_topics/23/employee_review_and_development/2
https://www.highland.gov.uk/peopleandperformance/downloads/file/357/erd_policy_v01pdf
https://www.highland.gov.uk/peopleandperformance/downloads/file/168/code_of_conduct_v01

