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Supporting Documentation 1 Process Guide
[bookmark: _GoBack]If the line manager does not support application, the colleague may wish to contact their trade union representative and Human Resources Advisory Team for support and advice. The colleague should continue to apply for the position. Wherever possible any issues should be resolved informally. If the line manager does not support the secondment, the colleague may wish to appeal this decision following the Trust Grievance Policy & Procedure.  



Secondment opportunity arrives


 Manager considers request. Request should be supported wherever reasonably practicable,  balancing the need for colleague's development against any impact on services.   



Before applying for a secondment, the  collegue requests approval from their line manager. The colleague will provide details of the secondment and outline the development opportunity.  Approvals for secondment should not be unreasonably witheld.


Colleague applies for the secondment opportunity. 
Recruitment and Selection procedures are followed.


If  the  colleague's application is successful, start date, pay, terms and conditions and  duration of secondment are  agreed between substantive and host  managers in communication with the colleague.  The substantive manager (with support from HR) is then responsible for completing the ESR change form and  issuing of the  letter confirming secondment for internal secondments and secondment  agreement for external secondments.  Secondments will be agreed for a minimum of 3 months and a maximum of 12 months. 


Prior to commencing the secondment, the colleague and substantive manager agree learning objectives and keeping in touch dates. Responsibilities for ensuring appraisals, mandatory training and revalidation are kept up to date are confrmed.


Prior to return to the Trust,  the substantive  manager and secondee make arrangements for reintegration.  Any extension to secondment must be approved by all parties (substantive & host manager and secondee). Colleagues will usually return to their substantive position if  this is not the case a position of an alternative position of an equivalent Band, type and status will be provided ( see policy for further detail).
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