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[Print on Company Letterhead or insert Address] 

 

 

 

<<Name>> 

<<Title>> 

<<Company Name>> 

<<Company Address>> 

<<Company Address>> 

<<Postcode>> 

 

 

<<Date>> 

 

Secondment to <<INSERT NAME OF HOST COMPANY OR ORGANISATION>> 

Dear <<Name of Employee>> 

 

I am writing to confirm the arrangements that have been agreed in relation to your 

secondment to <<Insert Name of Host Company or Organisation>> (the Host). 

1. As we have discussed, the purpose of the secondment is:  <<State Reasons, 

E.g. Career Development, Closer Links with Host Company/Organisation>>. 

2. [The duration of the secondment will be <<insert number of weeks/months 

years>>.] The secondment shall commence on <<insert date>> and shall 

terminate on <<insert date>> OR <<on a date to be agreed>> OR on <<state 

number>> months’ written notice from the Company or Host. 

3. You shall remain employed by <<insert name of employer>> (the Company) at 

all times during the secondment and your current terms of employment shall 

remain unchanged, except as set out in this letter. Your period of continuous 

employment will remain unbroken. You will continue to be paid by the Company. 

4. At the end of the secondment, you will return to the Company.   

[The Company guarantees that you will return to your current position on the terms 

and conditions which applied before the secondment.] 

OR 

 

[The Company intends that you will return to your current position and guarantees to 

assign you to a suitable alternative if your former job no longer exists. This alternative 

role will be at an equivalent or higher level to the job that you held prior to the 

secondment. Pay and benefits will be no less favourable than they would have been 

if the secondment had not taken place.] 
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5. During the secondment you shall: 

(a) continue to abide by the terms of your contract; 

(b) [act as <<Insert Job Title>>. A job description is attached]; OR [carry out the 

following key duties <<Insert List of Duties>>]; 

(c) continue to report to, and be managed by, <<Insert Name and Job Title>> at 

the Company; 

(d) report on day-to-day matters to <<Insert Name and Job Title>> at the Host. 

<<Insert Name>> will maintain regular contact to review progress and discuss 

any issues that arise; 

(e) work at the Host’s premises at <<Insert Address>>; 

(f) comply with the Host’s policies and procedures, including safety policies and 

practices; 

(g) obtain the prior approval of your manager at <<Insert Company Name>> in 

the usual way before taking any holiday. On receiving the Company's 

approval, you should notify <<Insert Name and Job Title>> at the Host of the 

proposed dates of your holiday; and 

(h) if you are absent from work at any time, notify both <<Insert Name and Job 

Title>> at the Host and your line manager at <<Insert Name of Company>> 

as soon as possible on the first day of absence. 

During the secondment: 

(a) [you should continue to attend <<State Event E.g. Annual General Meeting>> 

to keep in touch with developments at the Company]; 

(b) you should talk to <<Insert Job Title E.g. The HR Manager at the Company>> 

if you have any issues or concerns about your secondment or the work that 

you are doing; and 

(c) the Company will conduct any appraisals and pay reviews in the usual way.  

 

6. While on secondment, you will receive an uplift on normal salary of <<State 

Amount and/or Percentage Increase>>. This allowance will be paid automatically 

along with your normal salary. [No further payment will be made and you will be 

expected to fund all additional expenses out of this allowance.] 

7. [You will be entitled to reclaim the following expenses while on secondment 

<<State Event E.g. Travel Allowance, Accommodation Allowance, Etc>>.] Any 

expenses claims arising during your secondment must be submitted to <<State 

Job Title E.g. The Finance Manager>> in the Host Company or Organisation in 

accordance with the Host Company’s or Organisation’s normal procedures. 

Please refer to <<State E.g. The Staff Handbook>>. 
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8. You consent to the Company providing relevant information about you to the 

Host Company or Organisation in connection with the secondment. 

9. During the secondment, you shall not use or disclose to any person any 

confidential information that is in any way related to this Company’s practice, 

business dealings or clients. 

10. You may not take up any offer of employment or engagement with the Host for 

the period of <<State Number>> of months after the end of the secondment, 

unless you have the prior written agreement of the Company (which will not be 

unreasonably withheld or refused). 

 

Please sign the enclosed copy of this letter and return it <<Insert Your Name>> OR 

<<State Job Title E.g. The HR Manager>> to indicate your understanding of, and 

agreement to, the terms in this letter.   

 

We hope you enjoy the secondment. 

 

Yours sincerely 

 

 

 

<<Name>> 

<<Title>> 

 

 

I agree to the secondment on the terms set out above: 

 

Signed......................................................................................  

  

 

Name…………………………………………………………….. 

<<Secondee>> 

 

 

Date.................................  
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