FROM:	PAUL MCKINNEY				Ref: I/C 18/24

DATE: 	15 MARCH 2024

TO:		NI CIVIL SERVICE STAFF ONLY 

Secondment Opportunity with 

THE NI HOUSING EXECUTIVE (NIHE)

PAYROLL AND EMPLOYEE BENEFITS MANAGER

1.  I have attached an Interchange Hosting Proforma outlining the details of the above opportunity which has been advertised on the Interchange Website.  A link to the website can be found on the HR Connect Portal under ‘Secondment Opportunities’.

Eligibility
2. These opportunities are open to staff at substantive Deputy Principal level and analogous grades. 

Salary
3. NIHE will pay salary costs and associated expenses.  As this is a development opportunity the successful candidate will transfer at their current salary. 

Duration
4. This opportunity will be for a period of 6 months, with the possibility of an extension subject to the agreement of all parties.

The preferred start date is on 01 May 2024.

Location
5. [bookmark: _Hlk129684030]The successful candidate will be based at The Housing Centre, 2 Adelaide Street, Belfast BT2 8PB.

Authorisation 
6. All applications MUST be accompanied with confirmation that your Line Manager and Business Area (Grade 5 level) s willing to release you if successful in your application.  In the event that this application is successful, the Business Area will be responsible for departmental sign-off on the Secondment Agreement which will be prepared by NICS HR / HRConnect.

How to apply (this process is for NI Civil Servants only)
7. Complete the candidate proforma which is available at www.interchangeni.org.uk and forward a copy to your Line Manager and Business Area (at least Grade 7 level) to ensure that endorsement for this application is provided prior to the deadline of 5.00pm on Friday 29 March 2024.
	
	Fully endorsed candidate proformas should be submitted by the applicant to HRConnect at secondments@hrconnect@nigov.net or by post to:

Secondments Team
HRConnect
Metro Building
6-9 Donegall Square South
Belfast
	BT1 9EX
			
	NICS Outward Secondment Business Case

· You should also complete the Outward Secondment Business Case at Annex A which should be retained by your business area/branch. 

8. Candidates should demonstrate in the proforma how they meet the requirements for the posts.  This information may be used for shortlisting purposes.

GDPR
9.  Your information will be held and managed in accordance with the Data Protection Act/GDPR policies and procedures, including those relating to retention and disposal will be applied; the information will be used only for the purposes of this secondment, and will only be shared with any relevant third parties only with the explicit permission and assurance of NICSHR. 

Further information
[bookmark: _Hlk129685262]10. Shortlisting will take place on 04 December and for further information about the post please contact Dolores Higgins by email at: Dolores1.higgins@nihe.gov.uk. 



Paul McKinney
Paul McKinney


ANNEX A
Outward Secondment Business Case
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Outward Secondment Agreement Template 





Name of Seconded Organisation 



Address 



Date 







Dear 



SECONDMENT OF (secondee Name)



I am writing to confirm that (secondee name) will be seconded to your organisation with effect from (date) for a period of (insert duration). The terms and conditions that will apply to (secondee name) are set out in the attached document, which has previously been agreed.



The secondment will commence on (insert date) and will finish on (insert date) (or amend as appropriate). At the end of the secondment (secondee name) will return to the NICS (insert details of placement on return if known).



(insert details of any administrative/VAT charges, if applicable, relating to salary 

recoupment).



Delete (i) or (ii) below as appropriate 



(i) As this is a development opportunity (secondee name) will transfer at their current salary and any applicable allowances. No additional salary/allowance will apply. 



(ii) As previously agreed (secondee name) will transfer to your organisation on temporary promotion terms to (insert NICS grade/title of post) and at the end of the secondment period will return to the NICS at their substantive grade.



The secondee will retain the normal eligibility rights in relation to Departmental and service-wide promotion boards, trawls and interest circulars. The secondee is not an employee of your organisation and will not be eligible for internal boards/promotion competitions within your organisation. 



Yours sincerely 





(Insert Establishment / Personnel Officer name)




Secondment Agreement



This agreement is made between:



(insert host organisation)

Hereinafter referred to as the Host Organisation



And



Department (insert secondees parent department)



And



Mr/Mrs/Miss/Ms (insert secondee name) 

Hereinafter referred to as the Secondee



1. Purpose of the Agreement 



The Department agrees to second the services of the Secondee to the Host Organisation.



The Host Organisation will agree with the Department (in consultation with the 

Secondee) the responsibilities, within the attached job description, which they will be required to undertake during the period of the secondment. The Secondee will be report to (insert name), a manager within the Host Organisation.



During the period of secondment, the Secondee will remain an employee of the Department and a member of the Northern Ireland Civil Service (NICS). The Terms and Conditions and benefits of the Secondee including pay and progression set out as appropriate by the Department will remain unchanged. HR records of the Secondee will be retained by the Department/HRConnect during the period of the secondment. The NICS secondment policy is set out in HR Handbook 1.06 (copy attached) and the Secondee and Host Organisation should familiarise themselves with this.



2. Period of Secondment 



This secondment will commence on (insert date) and will finish on (insert date).



An extension to the secondment can only be made with the agreement in writing of the Host Organisation, the Secondee and the Department following a written explanation from the secondee and host organisation as appropriate of why the developmental or business objectives agreed at the beginning of the secondment have not yet been realised.



In the event of agreement of the parties to an extension of the secondment the terms of this Agreement shall apply for the period of the extension. The initial period of the secondment will be (insert duration) years.



The total duration of the secondment will not normally exceed 2 years from the commencement date. The total duration of the secondment will not, unless there are compelling reasons, exceed 3 years from the commencement date.



3. Hours



The hours of work will be 9:00–17:00, 5 days per week (Monday to Friday), although a flexible approach will be required at certain times to meet the business needs of the host organisation. The host organisation may provide flexibility regarding these hours with the agreement of the Department and Secondee.



4. Leave



Annual leave entitlement will be in accordance with NICS terms and conditions. Annual leave taken during the period of the secondment must be agreed in advance by the host organisation. The host organisation will notify the Department of the secondee’s leave dates at the expiry of the secondment, or periodically at set times if required by the Department. The host organisation will ensure that leave is taken to ensure the health and safety of the secondee.



The Line Manager within the host organisation will be informed by the Secondee of any request for absence for special leave. The host organisation will liaise with the Department and special leave will be granted according to NICS procedures.



5. Sickness Absence



If the Secondee is unable to attend work due to sickness, the Secondee should contact the line manager at the Host Organisation. The Secondee shall forward self-certification forms signed by the Host Organisation’s line manager and any medical certificates to the Department in accordance with NICS Sickness Absence Policy.



The Host Organisation will notify the Department at the commencement and end of any periods of sickness absence of the Secondee during the Secondment.



The Secondee will remain subject to NICS sickness absence procedures and sick pay scheme and will attend any review meetings / medical examinations required by the department as detailed in the NICS Sickness Absence policy.



6. Pension



The Secondee will continue to be covered by the NICS superannuation scheme whilst on secondment and the NICS will continue to maintain employer contributions during the secondment, which will be recouped from the host organisation, subject to the Secondee remaining as a member of the pension scheme.



7. Health and Safety



The Department shall retain all normal duties and other legal responsibilities of an employer to an employee in relation to the Secondee. The Host Organisation shall comply with all relevant requirements contained in or having effect under legislation relating to health, safety and welfare at work. The Secondee will familiarise him/herself with the Health and Safety Policy of the Host Organisation.



In the event of an accident occurring during the secondment, both the Department and the Host Organisation’s Line Manager will be informed by the secondee. Any accidents should be recorded according to both the Department’s and Host Organisation procedures.



8. Welfare



Although it is a responsibility of the Host Organisation to manage and ensure the welfare of the Secondee during the secondment, it is also expected that the Department will regularly contact the Secondee and arrangements for this will be agreed at the outset.



9. Conduct



The Secondee will remain subject to the NICS rules governing conduct and behaviour of staff.



In addition the Secondee agrees to abide by the Host Organisation’s code of conduct for staff, working practices and financial regulations. Breeches of these will be considered by the Department to be an act of misconduct and will be dealt with by the Department under its disciplinary procedure.



The Department is responsible for any formal action against the Secondee in relation to misconduct or capability. The Host Organisation will inform the Department of any instances of alleged misconduct.



Any allegation of misconduct or issue relating to capability will be referred to the Department, who will take the appropriate action in line with NICS policy.



The Host Organisation retains the right, after consultation with the Department, to conduct investigations into any alleged act of misconduct by the Secondee which affects their staff or other secondees. This does not amend the rights of the Secondee as laid down in the Secondee’s Terms & Conditions of Employment.



10. Grievance



In the first instance the Secondee should attempt to resolve any grievances related to matters associated with the secondment informally with the Host Organisation. The Secondee will continue to have the right to invoke the NICS grievance procedure should he/she be unable to resolve any matters concerning his/her terms and conditions of employment or the terms of the secondment.



11. Indemnity



The Host Organisation shall indemnify the Department against any liability which the 

Department incurs due to:



1. Any bodily injury or disease sustained by the Secondee during the period of secondment, (including liability for ill health and injury pension awards) and



2. The performance by the Secondee of their duties under this agreement.



Provided that the liability arises in the course of the Secondee’s secondment under this agreement except in so far as it arises from wilful default, negligence or bad faith on the part of the Secondee, the Department, its agents or employees.



The Department shall notify the Host Organisation upon becoming aware of any threatened or actual proceedings against the Department in respect of which it is or may be indemnified by the Host Organisation under the terms of this agreement.



12. Place of work



The Secondee will be based at (insert location)



The Host Organisation will provide all necessary equipment to the Secondee, which they have not with the agreement of the Department brought with them to enable them to carry out their duties. Any equipment provided shall be returned on the termination of this agreement.



If in exceptional circumstances the Host Organisation requires that the Secondee substantially performs the services at any location other than as specified above, it shall seek the agreement of the Secondee and Department prior to relocating the Secondee.



13. Business Ethics and Conflict of Interest



As per Cabinet Office guidance on Outside Business Appointments, the Secondee shall maintain appropriate professional standards including those necessary to avoid any real or apparent impropriety or to prevent any action or conditions, which could result in conflict with the NICS or Host Organisation’s interests.



14. Performance



The Secondee will be required to carry out diligently all reasonable instructions, given by the Host Organisation in connection with his/her work. The Host Organisation’s line manager will manage the Secondee and submit a report on the Secondee’s performance to the Department, in accordance with NICS appraisal procedures.



The Secondee will agree the purpose of the secondment with the Department and Host Organisation and identify personal development objectives, progress towards which the Secondee will review on a regular basis throughout the secondment. 

Appropriate training will be provided by the Host Organisation to enable the Secondee to perform the duties required. The Department will also ensure that the Secondee is facilitated in participating in training necessary to comply with any statutory/NICS requirements.



The Host Organisation will not approach the Secondee with an offer of employment or engagement on a consultancy basis during the continuance of this agreement or within the 24 month period after termination of this agreement.



15. Payment



The Department will continue to pay the Secondees salary in accordance with their terms and conditions of employment. The Department will recoup all agreed payments in regard to the Secondee from the host organisation.



[Departments to list all specific agreed costs to be recouped from the Host Organisation]



Overtime claims, and other allowances arising from the Secondee’s secondment to the Host Organisation and incurred on their behalf will be paid by the Department in accordance with normal NICS policies. All amounts referred to above in this Clause 15 will be recouped from the Host Organisation.



No payments can be made to the Secondee by the Host Organisation, other than travel and subsistence payments, which must be in line with NICS policy. These costs will not be recouped from the Department.



16. Confidentiality



Unless the Department notifies the Host Organisation otherwise, all documents and information received from the Department during, or in connection with, the performance of this agreement shall be held in confidence unless any duty to disclose information or records to a third party is imposed under statute or by a Court Order.



Neither the Department nor the Secondee shall at any time during or after the termination of this agreement divulge any confidential information relating to the Host Organisation, its Contractors, the Department or any services provided or duties performed under this agreement to any person without the written consent of the Host Organisation.



17. Copyright



Copyright in written work produced in connection with this contract or by the Secondee in the course of the provision of his/her services or the performance of his/her duties during the secondment shall be vested in the Host Organisation.



18. General



Nothing in this agreement shall create nor be deemed to create any relationship of employer and employee status between the Host Organisation and the Secondee. The Secondee will remain under the terms and conditions of their contract of employment with the Department for the duration of the secondment.



This agreement and its appendices constitute the entire agreement between the parties hereto in relation to the secondment and supersede all negotiations or agreements either written or oral preceding the contract.



19. Variation



The terms of this agreement may only be varied with the consent of the Host Organisation, the Department and the Secondee in writing.



20. Termination



This agreement may be terminated at any time by the Secondee, the Department or the Host Organisation subject to the provision of one month notice in writing.



On termination of the secondment the Secondee will return to his/her substantive role on the terms and conditions applicable to that role (including pay). However if such a role no longer exists at the termination of the secondment the NICS will seek to identify and offer suitable alternative employment.



The secondment will automatically terminate should the Secondee for any reason no longer be an employee of the NICS.



21. Breach



The Host Organisation, the Department or the Secondee may terminate this contract summarily in the event of a material breach of any of its terms by any party. Such termination shall not affect any rights, which the party so terminating the contract may have against the other(s) in consequence of the breach by the other party or parties.




Authorised to sign for and on behalf of the Host Organisation 



Signature.................................................. 



Name …………………………………… 



Position.................................................. 



Date …………………………………… 







Authorised to sign for and on behalf of the Department 



Signature .................…………………….... 



Name ....................…………………….



Position................................................... 



Date ……………………………………. 







Secondee’s Agreement 



I agree to the above terms which will apply throughout the period of my secondment 



Signature ...…………………......................... 



Name ……………………………………… 



Date ........................……………………
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