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Dear NAME 

Secondment: JOB TITLE 

Further to your recent interview I am delighted to confirm the details of your Secondment to the post of JOB TITLE 

The Secondment to this role will commence on DATE and run to DATE (maximum 12 months), however this may be extended by agreement. In this seconded role you will report directly to HOST MANAGER NAME in my role as JOB TITLE. The secondment can be extended with agreement from yourself, host manager and substantive line manager.


In recognition of your increased responsibilities you will be placed on the XXX PAY SCALE and your salary will increase to XXXXX per annum. I can confirm that all of your other Terms and Conditions remain unchanged OR the pay band for this post is XXXX. You will be paid on the current salary for your substantive post and receive any allowances as per your existing contractual terms and conditions under Agenda for Change 

At the end of this period, you will revert to your substantive role as SUBSTANTIVE POST JOB TITLE and will revert to the Terms and Conditions applicable to this role. I do reserve the right to recruit on a permanent basis into your substantive post where a significant service need arises. In this event I will discuss this with you prior to the commencement of any recruitment activity. If your substantive position is recruited into then upon completion of the secondment an alternative position of an equivalent Band, type and status will be provided. 

Over the coming weeks I will arrange to meet with you to discuss and agree the main objectives for you in this SECONDMENT JOB TITLE role. During the period of the secondment I will continue to be responsible for your Appraisal / PDR. Responsibility for ensuring your registration / revalidation is kept up to date and all mandatory training is completed lies with you and your HOST MANAGER. 

I would like to take this opportunity congratulate you on this secondment and to wish you every success in the role. 

With best wishes, 

Yours sincerely 
NAME 
JOB TITLE
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