APPENDIX3 FLOWCHART OF SECONDMENT PROCEDURE
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Whether an internal or external secondment, a Secondment
Agreement is drawn up and signed by receiving manager,
originating manager and employee using the Template
Secondment Agreement provided by HR

Secondment commences.

During the secondment there is a dual responsibility on the
employee and the originating manager to maintain regular
contact and ensure that relevant training is kept up to date
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Agreement is updated and reissued
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End of the secondment — 'Return to Base'

procedures implemented and employee
returns to their substantive post




