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Introduction

Departments are responsible for making Interchange arrangements in line with their own personnel strategies and policies. This guide provides some practical information to help, but should be used in conjunction with the Civil Service Management Code and any guidance specific to departments.

What we mean by Interchange
For the purposes of this guide, Interchange is the exchange of people between the Civil Service and other sectors of the economy for their mutual benefit.  It allows people from different organisations to learn from each other and share good practice, ideas and experience. On one hand it develops expertise within the Civil Service and so helps it provide better public services; on the other, organisations outside the Civil Service gain a useful insight into workings of central government.

The following guidance is not concerned with movement within the Civil Service (eg loans between departments or agencies).
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OUTWARD INTERCHANGE

Introduction

Interchange works best when departments and agencies have the maximum freedom (subject to a few necessary central rules governing, for example, pension arrangements, injury benefits and conduct) to negotiate the terms of outward Interchange with the host organisation and the individuals involved.  The following guidance might help those less familiar with organising Interchange.  It covers rules which must be taken into account, and describes good practice adopted elsewhere in the Civil Service.
Who can participate?
There are no formal eligibility criteria for Interchange. Departments may target groups in line with business objectives, but should facilitate Interchange for all staff regardless of age, grade, or other circumstances.  They are encouraged to actively seek involvement by people from ethnic minorities and those with disabilities.   
Duration

The duration of any Interchange opportunity can vary according to the nature of the activity and the opportunity it represents for the individual and organisations concerned.  You are free to negotiate time scales which meet your objectives and suit all parties.

Salary

Terms must be agreed between the organisations before the Interchange starts. They should be made clear to all parties and be explicit in any contract and/or letters of agreement. You should ensure that salary arrangements are defensible, and avoid situations which could lead to conflict of interest or suspicion of impropriety. Also check on the implications of salary arrangements for the charging departments of VAT. A model contract and letters of agreement are annexed. 
The usual arrangement is for a civil servant to continue to be paid by the employing department, which then seeks reimbursement from the host organisation. Reimbursement normally includes the Accruing Superannuation Liability Charge and the employer’s National Insurance contribution. Arrangements can, however, vary according to particular circumstances. For instance, the host organisation might pay salary and ERNIC, and an administration charge to the employing department or agency to keep the individual in the Principal Civil Service Pension Scheme.
Bonuses

Departments may agree to additional modest payments by the receiving organisation to civil servants on outward Interchange. These should be one-off, non pensionable cash bonuses, usually at the end of the Interchange.  Since individuals would still be eligible for Civil Service performance pay, total bonus payments should not, generally, exceed ten per cent of the civil servant’s salary at the time when the secondment ended.

Perks

In certain circumstances it may be appropriate for secondees from the Civil Service to take up some of the host organisation’s terms where these are justified by the job (eg a car if the job requires a lot of travel). 

Head-for-head exchange

If reciprocal or head-for-head exchange is arranged it can be simpler for each organisation to meet its own total costs, or meet salary costs only and reimburse other costs.
Less than full reimbursement

It may be appropriate for a department or agency to accept less than full reimbursement, or to second staff free, if there are particular reasons for seeking an attachment to a host organisation which cannot afford full reimbursement.

Funding by a third party 

It is acceptable for a third party (with funds but unable to provide staff) to fund, on behalf of the host organisation, secondment of a civil servant. The department or agency can make the financial arrangements with the host or the other party. 

Value Added Tax

The method of payment can affect VAT liability. Departments and agencies should consult their VAT Liaison Officers in their Finance Divisions, or through them, HM Revenue & Customs, in order to ascertain the current rules on the charging of VAT on outward secondments 

Pension Arrangements

A Civil Servant who accepts an outward Interchange must be given a written statement of the effect upon his or her pension arrangements.  Where he or she continues to accrue benefits in the Principal Civil Service Pension Scheme (PCSPS), the Accruing Superannuation Liability Charge (ASLC) or an amount equivalent to it is due to the Civil Superannuation Vote.   

For further information, see http://www.civilservice-pensions.gov.uk.
Expenses

Expenses (including transfer expenses) are for negotiation and agreement between the organisations concerned.  You may operate a similar policy with regard to expenses as to payment of salary; that is, meet the costs yourself and seek reimbursement from the host organisation. But, in some cases it may be appropriate for oneof the organsations to meet the cost outright. Arrangements for paying expenses should be made clear at the start of the Interchange and be explicit in any contract and/or letters of agreement. You should ensure that arrangements are defensible, and avoid situations which could lead to conflict of interest or suspicion of impropriety. A model contract and letters of agreement are annexed.

Leave and Sick Absence

You may negotiate leave and sick absence provisions with the host organisation. Normally, secondees will be entitled to their usual Civil Service leave allowance, and be subject to Civil Service sick absence provisions. The provision and arrangements for leave and absence should be made clear at the start of the Interchange and should be explicit in any contract and/or letters of agreement. A model contract and letters of agreement are annexed.

Injury Benefits 

You must agree arrangements for injury benefit cover before a secondment commences, and must give the secondee a written statement explaining who is providing it and, if it is the PCSPS, what it comprises. A secondee who remains in the pension scheme of their department or agency must receive cover from the department or agency.  In other cases, the receiving organisation must provide the cover.  Civil Service Pensions will advise departments and agencies where there is any doubt about liability (http://civilservice-pensions.gov.uk).
Conduct and Confidentiality

Civil servants on secondment remain subject to the Official Secrets Acts and to the conduct rules of the Civil Service and the employing department or agency. However, while in the host organisation, secondees behave as if they were members of that organisation in following its policies and directives. Organisations should be assured that commercial information acquired through Interchange will not be used for departmental or agency purposes, and organisations may wish secondees or departments to sign an undertaking to this effect. This is acceptable.  When araneging Interchange you should consider whether a conflict of interest is likely to arise. If this is possible, consider, along with the organisation concerned, how to avoid it. If no solution can be found the opportunity should not be pursued.   

Business Appointment Rules

In certain circumstances, civil servants must obtain Government approval before taking any form of full, part-time or fee-paid employment in business when they leave Crown employment.  Staff seconded from the Civil Service to the non-governmental sector are subject to the rules in the same way as other members of the Civil Service.  For more information contact the Advisory Committee on Business Appointments (http://www.acoba.gov.uk).
. 

Appraisal
Interchange should have clear objectives and be recorded on personal development plans.  The host organisation should complete appraisal reports on secondees in accordance with departmental practice. This is particularly important where pay is linked to performance. At the start of a secondment it should be agreed who, in the host organisation, will be the reporting and (if appropriate) countersigning officer and you should familiarise them with their responsibilities. 

Keeping in touch

Departments should have systems for staff on Interchange to keep up with developments in their departments. This is particularly important in the case of longer term attachments and secondments. Make sure you have a secondee's email address and other contact details so that you can send departmental and vacancy information, and invitations to seminars, training events etc.  If possible, arrange for secondees to have remote access to your intranet.

Evaluation and Feedback

During and at the end of the secondment, you should gauge the value of the experience and try to learn from it.  You might arrange ongoing evaluation during the secondment as a way of keeping in touch.  
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INWARD INTERCHANGE

Introduction

Civil Service policy is to encourage secondment to departments and agencies from the non-governmental sector.   This policy is best served if you have the maximum freedom (subject to a few necessary central rules governing, for example, pension arrangements, injury benefits and conduct) to negotiate the terms of inward secondment with the non-governmental organisation and the secondee.  

Appointments

An appointment on Interchange must be a voluntary transfer from the permanent employer, intended to be temporary (normally up to three years but not exceeding five years) and must not affect the employment status of the secondee.  For secondments of more than 24 months, you must take reasonable steps to establish a field of candidates.  For more information, including when such appointments require teh approval of te Civil Service Commissioners, see the Civil Service Commissioners' Recruitment Code, Section 2.32. (http://www.civilservicecommissioners.org.uk)

Nationality

Civil Service nationality rules are statutorily based. Guidance is available at http://www.careers.civil-service.gov.uk.
Who can participate?
There are no formal eligibility criteria. You may target groups in line with business objectives but should have policies which promote Interchange opportunities regardless of age or other circumstances. You are encouraged to actively seek involvement by people from ethnic minorities and those with disabilities. 

Duration

This will depend on the nature of the activity. The key to success is flexibility and to negotiate time scales which are appropriate to objectives and suit all parties.

Rules on the Acceptance of Outside Appointments by Crown Servants

People from other sectors wishing to be seconded into the Civil Service must be made aware (for instance in the letter of appointment) that they will be subject to the Civil Service Rules on the acceptance of outside appointments by crown servants. For more on this, see the Civil Service Management Code or consult your in-house lawyers.
Payment of Salary 

The most usual arrangement is for the secondee to continue to be paid by their organisation, which in turn seeks reimbursement from the host department or agency.  You will normally reimburse up to the maximum Civil Service salary for the post occupied by the secondee unless there are good reasons for negotiating a different level of payment; also the actual cost of superannuation (which should not in total exceed the current Civil Service Accruing Superannuation Liability Charge for the Civil Service grade in question) and the employer’s National Insurance contribution.  But arrangements can vary according to circumstances. If reciprocal or head-for-head exchange is arranged it can be simpler for each organisation to meet its own costs in total, or meet salary costs only and provide reimbursement of other costs. The arrangement for paying salary should be made clear at the start of the Interchange and be explicit in any contract and/or letters of agreement. You should ensure that the arrangements are defensible, and avoid situations which could lead to conflict of interest or suspicion of impropriety. A model letter of agreement is annexed.

Value Added Tax

The method of payment can affect VAT liability. You should consult the VAT liaison officer in your their Finance Division, or through them, HM Revenue and Customs, in order to ascertain the current rules regarding the charging of VAT on inward secondments. 

Transfer Expenses, Leave and Sick Absence 

Transfer expenses, leave, and sick absence provisions are subject to negotiation between the parties to the secondment.  Donor organisations may wish to operate a similar policy with regard to transfer expenses as to payment of salary; that is, meeting the costs themselves and then seeking reimbursement from you. 

Normally, inward secondees would be entitled to their usual leave allowances, and would be subject to their organisations' sick absence provisions. Arrangements for allocating leave, recording absence and, paying expenses should be made clear at the start of the Interchange and should be explicit in any contract and/or letters of agreement. You should ensure that the arrangements are defensible, and avoid situations which could lead to conflict of interest or suspicion of impropriety. A model contract and letters of agreement are annexed.

Injury Benefits 

You must agree arrangements for injury benefit cover before any inward secondment commences, and must give the secondee a written statement explaining who is providing it and, if it is being provided by PCSPS, what it comprises.  If you wish to provide injury benefit cover for an inward secondee, the prior authority of Civil Service Pensions Division must be obtained. 

The arrangements referred to above must ensure that a secondee who remains in the pension scheme of the sending employer will receive cover from that employer.  In other cases, the receiving department or agency must provide the cover.  Civil Service Pensions Division will advise where there is any doubt about liability (http://www.civiilservice-pension.gov.uk).
Conduct and Confidentiality 

Inward secondees from other sectors are subject to the Official Secrets Acts and are also required to observe Civil Service and departmental or agency rules on conduct (including the duty of confidentiality) and security.  They should ensure that in the course of their duty there is no conflict of interest that will cause embarrassment either to their organisation or to the department or agency. 

Partnerships
A partnership may be retained if it makes no demand on official time, and provided the secondee avoids any involvement with the organisation concerned or its clients during the Interchange except as agreed between the organisation and the receiving department or agency. 

Shareholdings 

Inward secondees should dispose of significant shareholdings in companies having special or particular relationships with the receiving department or agency or operating in any field with which they will be officially concerned, though it may be sufficient for the shareholding to be placed temporarily in the hands of a trustee.  The receiving department or agency should be informed of any necessary action under this head.  Secondees should also avoid official dealings with the affairs of any company in which they have a shareholding, unless they have been told, after official consideration of the facts of the case, that it is in order for them to do so. 

Directorships

These (whether executive or non-executive) should be given up during the secondment unless they involve no conflict with the individual's official position.  Any directorships which are to be retained during the secondment should be notified to the receiving department or agency. 

Political Activities 

Like civil servants, inward secondees from the non-governmental sectors to the Civil Service are bound by the Civil Service rules on political activities rules (see the Civil Service Management Code). 

Appraisal 

The secondee's manager(s) should be prepared to complete appraisal procedures, which should be agreed before the secondment begins. 

Keeping in Touch

You should be prepared to allow the secondee reasonable access/time off for activities to keep in touch with issues in their employing organisation.
. 

Annex 1 

Example of a secondment contract

NOTE - contracts may vary in accordance with arrangements agreed between all parties in specific cases

   - the ‘Host’ organisation is the receiving organisation 

Dated _____________________________________________

The Secretary of State for________________________

- and -

Name of host organisation

_____________________________________________________________

Secondment agreement
Dated

__________________________________

Parties

__________________________________

(1)
The Secretary of State for __________________ whose head office is at __________________ (‘The Department’); and

2)  __________________________ whose office is at _________________ (‘The Host’)

Recital

The Department has agreed to second an employee to the Host in accordance with the terms set out in this Agreement.

THE PARTIES AGREE as follows.

1.
Interpretation

1.1
In this Agreement the following words shall have the meanings set out below:-


‘Commencement Date’


__________ ‘Period of Secondment’ ______ from (START DATE) to (END DATE)


___________ “Secondee” ________________ (NAME) _______________________

1.2
In interpreting this agreement:

1.2.1
references to clauses and schedules are to clauses and schedules of this Agreement unless stated otherwise;

1.2.2
where reference is made to a statutory provision this includes all prior and subsequent enactments, amendments and modifications relating to that provision and any subordinate legislation to that provision and any subordinate legislation made under it;

1.2.3
references to a ‘person’ include any individual, firm, unincorporated association or body corporate;

1.2.4
the masculine includes the feminine and vice versa and the singular includes the plural and vice versa;

1.2.5  the headings to this Agreement shall not effect its interpretation.

2.
Secondment of Department’s employee

2.1
The Department agrees to second the Secondee to the Host on the terms of this Agreement for the Period of Secondment.

2.2
The Secondee shall work with the Host.

2.3
This Agreement shall commence on the Commencement Date and subject to earlier termination in accordance with Clause 6 may be terminated by either party giving one months notice in writing to the other.

3.
Duties of the secondee

3.1
The Department shall require the Secondee to carry out all reasonable instructions of the Host during the Period of Secondment.  The Host shall ensure that the duties of the Secondee are appropriate to the Secondee’s status.

3.2
The Host shall submit reports on the Secondee’s performance as and when required by the Department.  Blank report forms will be sent to (NAME OF REPORTING OFFICER) who shall act as Reporting Officer for the Period of Secondment.

4.
Payment of secondee

[4.1 - 4.3 Departments and Agencies should insert clauses setting out the agreed arrangements concerning salaries and pensions.]

4.4
The Host shall reimburse the Secondee any travel, subsistence, hospitality, entertainment and other out-of-pocket expenses incurred in the performance of agreed duties during the Period of Secondment [If needed].

4.5
The Host shall reimburse the Secondee for any additional hours incurred in performance of the agreed duties during their Period of Secondment [If needed].

4.6
The Host may pay direct to the Secondee bonus payments subject to the Secondee’s satisfactory performance during the Period of Secondment.  The Host shall be responsible for deducting any tax in respects of such payments [If needed].

4.7
If the Host wishes to pay further additional amounts to the Secondee they will be paid direct to the Secondee and the Host shall be responsible for deducting any tax in respect of such payments [If needed].

5.
Information

5.1
The Host shall provide the Department with all such information as the Department may reasonably require in respect of the performance by the Secondee of agreed duties during the Period of Secondment.

5.2
The Host shall maintain and make available to the Department on request an attendance record in respect of the Secondee, recording:

5.2.1
absence due to annual, sick or special leave; and

5.2.2
absence due to industrial action; and

5.2.3
unauthorised absences; and

5.2.4
overtime

6.
Termination

6.1
Notwithstanding Clause 2, this Agreement may be terminated forthwith by the Host if:

6.1.1
The Secondee fails or neglects efficiently and diligently to carry out the reasonable instructions of the Host;

6.1.2
The Host reasonably considers that the Secondee is guilty of any gross or serious misconduct.

6.2
Not withstanding Clause 2, this Agreement shall automatically terminate if:-

6.2.1
the Secondee leaves the Department’s employment;

6.2.2
the Secondee reasonably considers that the Host has contravened statutory or their organisational standards of conduct as detailed in their grievance procedure; and requests the Department in writing to terminate the Secondment.

6.3
Either party may terminate this agreement if the other party is in material breach of the Agreement and fails to remedy the breach, if capable of remedy, within seven days of a notice from the non-defaulting party requiring such breach to be remedied and specifying how it shall be remedied.

7.
Copyright

7.1
In this ‘Copyright’ shall mean any and all Copyright including design right and all other rights of a like nature which arise in respect of the activities of the Secondee during the course of this Agreement in relation to any literary or artistic work, typographical arrangements or design.

7.2
The Department and the Host agree that the Host shall be legally and beneficially entitled to any and all Copyright which arises under this Agreement and the Department hereby assigns to the Host any and all residual title which it may have in any and all such Copyright.

7.3
In consideration of this assignment set out in clause 7.2 the Host grants the Department a worldwide non-exclusive royalty-free licence to use the Copyright and to authorise others to use the Copyright and to do all other acts authorised by the Copyright Designs and Patents Act in 1988 in relation to the Copyright as it shall in its absolute discretion deem appropriate.

8.
Gross or serious misconduct
8.1
If the Host alleges that the Secondee is guilty of gross or serious misconduct, the Host may send the Secondee home subject to the Host notifying the Department forthwith of the alleged gross or serious misconduct.

8.2
For the avoidance of doubt, it shall be the responsibility of the Department to instigate any disciplinary proceedings in respect of the Secondee.

9.
Health and safety

9.1
During the Period of Secondment the Host shall be responsible in relation to the Secondee for compliance with all duties relation to health, safety and welfare at work imposed upon an employer by any relevant statutory provision within the meaning of Section 53(1) of the Health and Safety at Work Act 1974 as if the Host was the employer of the Secondee.

9.2
The Host shall provide to the Department such information and access to its premises as the Department may reasonably require in order to monitor the performance of the Secondee of the obligations under sub-Clause 9.1 above.

10.
Indemnity
The Host shall indemnify the Department against:

10.1
Any liability which the Department incurs due to any bodily injury or disease sustained by the Secondee during the Period of Secondment and arising out of and in the course of the Secondee’s secondment under this Agreement arising as a direct result of negligence of the Host, its servants or agents;

10.2
Any liability which the Department reasonably incurs as a result of any claim by the Secondee for constructive dismissal arising out of and in the course of the Secondee’s Secondment under this Agreement, provided that before entering into a settlement or compromise with the Secondee the Department will give the Host an opportunity to defend any such claim or to effect a settlement or compromise of such claim.  The Host may elect not to defend any such claim but shall provide such assistance to the Department in defending, settling or compromising the claim as the Department may reasonably require.

11.
Secondee remains Department’s employee

11.1
For the avoidance of doubt nothing in this Agreement shall constitute the Host as employer of the Secondee.  The Secondee remains an employer of the Department in all respects and shall remain the conditions of service set out below:

11.1.1

an annual leave entitlement of ________ days per year;

11.1.2

public and privilege holidays of 10.5 per year;

11.1.3

a standard five day week of  (* 36/37 (delete as applicable) hours excluding 

lunch breaks;

11.1.3

a salary of £ _________ (* amount in words * _________ POUNDS) per 


annum, exclusive of any increases which may be awarded in pay settlements 

and Performance Related Pay increases;

11.1.4

inclusion in the principal Civil Service Pension Scheme unless opting out is 

agreed between the Host, the Secondee and the Department;

11.1.5

inclusion in the Department’s sick pay scheme requiring immediate 


notification of sickness by the Host to the Department.

11.2
The Host acknowledges that the Secondment is a temporary arrangement and shall not solicit or entice away or endeavour to solicit or entice away the Secondee and shall indemnify the Departments in respect of all losses incurred by the Department as a result of any breach of this clause [If needed].

12.
Confidentiality

12.1
During and after the termination of this Agreement the Department shall not require the Secondee to disclose or divulge any confidential information (as defined in sub-Clause 12.3) without the prior written consent of the Host.

12.2
During and after the termination of the Agreement the Department shall use all reasonable endeavours to ensure that the Secondee does not disclose or divulge any confidential information.

12.3
In this clause ‘confidential information’ means all documents and information in whatever form disclosed or made available to the Secondee during or in connection with the secondment to the Host but shall not include information which:

12.3.1

is already in the public domain; or

12.3.2

is disclosed to the Secondee without any obligation of confidence by a third party who has not derived it directly or indirectly from the Host; or is trivial or cannot reasonably be considered to be confidential

13.
Miscellaneous

13.1
No amendment or variation to this Agreement shall be effective unless it is in writing and signed or on behalf each of the parties hereto.

13.2
The benefit and burden of this Agreement may not be assigned or sub-contracted in whole or in part by either party without the prior written consent of the other party.

13.3
No delay by or omission in exercising any right, power, privilege or remedy shall operate to impair such right, power, privilege or remedy or be construed as a waiver thereof.  Any single or partial exercise of any such right, power, privilege or remedy shall not preclude any other or further exercise thereof or the exercise of any other right, power, privilege or remedy.

13.4
Any notice to be given shall be delivered personally or sent by first class post or by telex or facsimile transmission to__________________ in the case of the Department and 

__________________ in the case of the Host.  Any such notice shall be deemed to be served, if delivered personally, at the time of delivery, if sent by post 48 hours after posting or if sent by telex or facsimile transmission, 12 hours after proper transmission provided that a copy of such transmission is also sent by post.

13.5
This Agreement shall be governed by and interpreted in accordance with English law and the parties submit to the jurisdiction of the English Court.

AS WITNESS the hands of the parties or their duly authorised representatives the day and year first before written.
Signed by __________________________________________

[__________________] for and on behalf of the_______________

Secretary of State for________________________

in the presence of ___________________________________

Witness signature ___________________________________

Name _____________________________________________

Address ___________________________________________

 __________________________________________________

__________________________________________________

Occupation ________________________________________

Dated _____________________________________________

Signed by __________________________________________

in the presence of ____________________________________

Witness signature ___________________________________

Name _____________________________________________

Address ___________________________________________

 __________________________________________________

__________________________________________________

Occupation ________________________________________

Dated _____________________________________________

FINANCIAL ANNEX
Secondee ____________________________

Host ________________________________

[The contract should also include a financial annex setting out the arrangement for payment and reimbursement of salary, superannuation, VAT etc.]

Annex 2
Example of terms and conditions letter for civil servants on outward secondment (within the UK)

NOTE  contracts may vary in accordance with arrangements agreed between all parties in specific cases.

Personal

(NAME AND ADDRESS)

SECONDMENT TO:

The following are the arrangements which apply during your Period of Secondment.

The Secondment will begin on (DATE) and will last until (DATE).  During this period you will remain an employee of the [Department] and the terms will be as follows:

1.
(NAME OF RECEIVING ORGANISATION) will be responsible for paying your salary to you for the period of your Secondment.)

2.
You will continue to be covered by the provisions of the Principal Civil Service Pensions Scheme.

3.
You will continue to be eligible for any pay increases awarded to Civil Servants.

4.
You will retain your current leave allowance.

5.
You will retain your present substantive grade and seniority and continue to be eligible for consideration for promotion in your absence.

6.
Performance reports will be completed by (NAME OF RECEIVING 
ORGANISATION) at appropriate times.

7.
You should submit copies of medical certificates for any sick absences to _____

8.
You should notify us of any change in your private address.

9.
During your Period of Secondment, any queries or problems relating to your Secondment should be directed to this office

10. 
Claims for travelling and subsistence expenses incurred on duty will be payable   [Insert agreed terms].

11.
You have the right to return to the Department at the end of your Secondment, but there is no guarantee of reallocation to a former or particular location.  If, during your period of absence reorganisation has occurred which results in no suitable posts being available within the department, every effort will be made to find you an alternative post elsewhere in the Civil Service within the appropriate mobility rules.

12.
(NAME) will be your mentor [if needed] and (NAME) will be your Countersigning Officer for the period of your Secondment and you should therefore arrange to speak to them on a regular basis throughout your Secondment.

13.
Arrangements will be made so that you will continue to receive all important 
circulars, notices and departmental communications. 
Please confirm that you accept these terms by completing and returning the tear-off slip below.

-------------------------------------------------------------------------------------------------------------

To: __________________________

I accept the terms of the Secondment as specified in the letter dated ____________________

Signed __________________________  Date _____________________________________

Name ___________________________

Annex 3
Terms and conditions letter for inward secondees to a Department or Agency 

RESTRICTED - PERSONAL

I am writing to offer you formally an appointment as a (JOB TITLE) for _________ (DIVISION) from (START DATE) __________ to (END DATE) __________ .  You shall be seconded to the (DEPARTMENT/AGENCY NAME) from your present employer (EMPLOYER NAME) ___________________ during this period.  You shall continue to be an employee of (employer name) ________________ and your present conditions of employment/service with respect to salary, pension and National Insurance will be maintained.  A separate agreement on the reimbursement of these costs will be made between the Department and (EMPLOYER NAME ________________.

In respect of any expenses incurred by you in connection with your Departmental duties during the Period of Secondment and in respect of any periods spent working away from your office outstationed in (OFFICE) ______________________ you shall be paid by the Department all such subsistence allowances, travel and other expenses as are payable to a (GRADE) ____________________ in the Home Civil Service in these circumstances.

You shall be required to work a 5 (five) day week of *41/42* hours, inclusive of meal breaks.  In addition to public and privilege holidays, currently totalling 10.1/2 (ten and a half) days, you shall retain your current leave allowance or any increased amount for which you may become eligible in the meantime but subject to a maximum of 30 (thirty) days.

The secondment may be terminated either by the Department or (EMPLOYER NAME) on expiry on one month’s written notice.

If you have any grievances relating to your Secondment, you should approach (LINE MANAGER IN DEPARTMENT/AGENCY) ____________________.  Your initial approach should be made informally; after that you may submit a written statement.  The steps to take if you are still dissatisfied are given in (INSERT APPROPRIATE REFERENCE) _________________.

If you wish to accept this offer, on the basis of the terms contained or referred to in this letter and attached schedule, would you please sign the declaration at the end of the schedule and return it to me within 7 (seven) days.  You should retain the top copy of this letter and the schedule for your own information.

Schedule

Introduction

1.
Throughout the Period of Secondment you will accept, as if you were a serving Civil Servant of the (DEPT), the rules governing the conduct of the Civil Servants as set out in the Civil Service Pay and Conditions of Service Code and those applying specifically to officers of the (DEPT).  The following is a summary of the standards of behaviour required of Civil Servants.

2.  General Code of Conduct


The distinctive character of the Civil Service depends largely upon the existence and 
maintenance of a general code of conduct which, although to some extent intangible and unwritten, is of very real importance.  The following general principles form part of that code and must be strictly observed by all staff working in government service.

3.
The first duty of a Civil Servant is to give their undivided allegiance to the State at all times when it has a claim on their services.  Although the State is not in general concerned with the private activities of its employees, Civil Servants are expected to act discreetly at all times so that their conduct does not become the subject of public criticism, and must not indulge in activities that might bring discredit to the Service; for example, heavy gambling and speculation particularly in circumstances where official information could be turned to private gain.

4.
Civil Servants must place their duty before their private interests and they must not make use of their official position to further these interests; neither should they put themselves in a position where their duty and their private interests conflict.  Should civil servants have occasion to deal in an official capacity with any matter in which they have a private interest, however slight, it is their duty to disclose that interest to their senior officer.  Similar action should be taken when the interest of a relative or close acquaintance is involved.  The high standard that the Civil Service sets itself goes beyond the normal standards of personal honesty and integrity; Civil Servants must not only be honest, they must not lay themselves open to suspicion or dishonesty.

5.  Civil Servants should retain a proper reticence in matters of public and political controversy so that their impartiality is beyond suspicion.  It follows that they should not take an active part in any matter which is or could be one of public or political controversy, whether or not it is one with which they are officially concerned.  If for any reason Civil Servants feel impelled as private citizens to do so in relation to particular issues, they should first consult their senior officer.

6.
Political Activities - National and Local


Civil Servants are not completely free to engage in political activities without the need for official permission and many, in the Executive grade and above, are debarred altogether from taking part in national political activities.  You should therefore consult (NAME OF RESPONSIBLE OFFICIAL) or a member of their staff to ascertain your position, before engaging in any form of political activity.

7.
Disclosure of Official Information


All Civil Servants owe duties of confidentiality and loyal service to the Crown.  These require Civil Servants to exercise care in the use of information which they acquire in the course of their official duties and to protect information which is held in confidence.  Any breach of those provisions may result in disciplinary action and in certain circumstances criminal or civil proceedings.  All civil servants are subject to the Official Secrets Act 1989.  You should carefully read the explanatory leaflet at Annex A which summarises the provisions of the Act.  You are reminded that you will continue to be bound by the provisions of the official Secrets Act after your Secondment has ended.

8.
Crown Copyright



Copyright of all material produced during, or in the course of, or as a result of your secondment is vested in the Crown, in the UK and throughout the world.  Prior permission must be obtained from the (DEPT) before publication or other dissemination is undertaken.

9.
Acceptance or Giving of Gifts and Rewards


It is an offence under the Prevention of Corruption Act 1906 to accept corruptly any gift or consideration as inducement or reward for:

i)  doing, or refraining from doing, anything in their official capacity; or

ii)  doing favour or disfavour to any person in their official capacity.

10.
Furthermore, under the Prevention of Corruption Act 1906, any money, gift or consideration received by a Civil Servant from a person or organisation holding or seeking to obtain a Government contract will be deemed by the courts to have been received corruptly unless the officer proves to the contrary.

11.
The conduct of Civil Servants should not foster the suspicion of a conflict of interest.  Civil servants should therefore always bear in mind the need not to give the impression to any member of the public or organisation with whom they deal, or to 
their colleagues, that they may be influenced, or have in fact been influenced, by any gift or consideration to show favour or disfavour to any person or organisation whilst acting in an official capacity.

12.
Civil servants must not either directly or indirectly accept any gift, reward or benefit from any member of the public or organisation with whom they have been brought into contact by reason of their official duties.  The exceptions are:

i)  isolated gifts of a trivial character, or inexpensive seasonal gifts (such as calendars);

ii)  conventional hospitality, provided it is normal and reasonable in the circumstances;

iii)  spontaneous subscriptions by officers and the private uncanvassed collection from amongst themselves as subscriptions for the purpose of making a gift or present to a colleague on marriage, transfer or leaving.

13.  In considering what is normal and reasonable in relation to 12(ii) regard is taken to the:

i)  degree of narrow personal involvement.  There is no objection to the acceptance of, for example, an invitation to the annual dinner of a large trade association or similar body with which the Department is in day to day contact; or of working lunches (provided the frequency is reasonable) in the course of official visits;

ii)  usual conventions of returning hospitality at least to some degree.  The isolated acceptance of, for example, a meal would not offend the rule whereas acceptance of frequent or regular invitations to lunch or dinner on a wholly one-sided basis even on a small scale might give rise to a breach of the standards of conduct required.

14.
If, in the application of these exceptions, you have any doubts about the propriety of accepting any gift, reward or benefit or of a member of your family doing so, you must consult (MANAGER) ______________.   Also, if you feel that there are circumstances surrounding a particular gift or occasion which are not covered by the exceptions but which merit special consideration, you should consult (MANAGER).
15.
Declaration 

I agree that the formal letter of appointment dated (DATE) and this associated schedule shall together constitute the principal terms and conditions of my Secondment to the (DEPT).
Name
_____________________________________________________

Signed
_______________________________________

Date

_______________________________________
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