[bookmark: _Hlk120798366][bookmark: _Hlk140227055][bookmark: _Hlk152324947][bookmark: _Hlk166840174]FROM:	PAUL MCKINNEY				Ref: I/C 30/24

DATE: 	17 MAY 2024

TO:		NI CIVIL SERVICE STAFF ONLY 

Secondment Opportunity with 

NORTHERN IRELAND OFFICE (NIO)	

PRIVATE SECRETARY TO THE PERMANENT SECRETARY

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. This opportunitity is open to staff at substantive Grade 7 only and analogous grades on level transfer. 

Salary
3. NIO will pay salary costs and associated expenses.  As this is a development opportunity the successful NICS candidate will transfer at their current Grade 7 salary. 

Duration
4. [bookmark: _Hlk139287696]It is anticipated the opportunity will last for two years, with the possibility of an extension up to a further third year, subject to agreement of all parties.  

[bookmark: _Hlk152324533]Location 
5. [bookmark: _Hlk139619196]The successful NI candidate will be based at Erskine House 20-32 Chichester St, Belfast BT1 4GF with regular travel to 1 Horse Guards Road, London, SW1A 2HQ required during the secondment.

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 Noon on Friday 31 May 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
	PO Box 1089
	Beacon House
	27 Clarendon Road
	Belfast BT1 9EW
			
	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. 

[bookmark: _Hlk131061659]Further information
10. The successful candidate must have or be willing to obtain security clearance to SC level and If you require any further information about the post, please contact maryjo.mckeever@nio.gov.uk who would be happy to answer any questions or provide further details on the role.



Paul McKinney
Paul McKinney


ANNEX A
Outward Secondment Business Case
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AGREEMENT FOR SECONDMENT OF NICS EMPLOYEES TO NON-CIVIL SERVICE ORGANISATION
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		Warning: this is only a template and must be adapted to suit individual circumstances. Legal advice should be taken where appropriate.









This Agreement is made between:



I. [Insert name of non-Civil Service (external) organisation] of [insert address] (“the Host”) 



II. the NICS Department of [insert Civil Service NICS Department name] (“the Department”)



III. [insert name of Civil Service employee] (“the Secondee”). 





Purpose of the Agreement



The Department agrees to second the services of the secondee to the Host.



The Host 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 secondment. The Secondee will report to (insert name) a manager within the Host.





1. Secondment and duration



The Secondee will be seconded by the Department to work for the Host in the post of [insert post title] from [insert start date] to [insert end date]. The Secondee’s manager during the secondment will be [insert name or job title of manager]; if a change of manager is necessary the details will be given to the Secondee and the Department. 





1. Status of secondee and agreed details of return to NICS



The Secondee will remain the employee of the Department and a member of the Northern Ireland Civil Service (NICS) for the duration of the secondment and will not become, or be regarded as, the employee of the Host. If the Secondee ceases to be employed by the Department for any reason during the secondment period, then the secondment will terminate immediately. 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 HR Connect during the period of the secondment. [The NICS secondment policy is set out in HR Handbook 1.06 (copy attached) and the Secondee and the Host should familiarise themselves with this – Need to include hard copy pending HB update]. 



At the end of the secondment the employee will return to the Department and post advised by the Line Manager prior to commencement of the secondment. Should any change to this arrangement be required the Secondee will be contacted by the Department Line manager to discuss any variance.







1. Location and hours of work



The Secondee will be based at [insert location] and the hours of work during the secondment will be [insert working hours etc.]

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





The Host 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 the agreement.



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



1. Remuneration



During the secondment, the Department will continue to pay the Secondee his/her normal remuneration (including pay for sickness absence, annual leave, and pension contributions) [DN less any Department/role specific allowances].



Overtime claims and other allowance arising from the Secondee’s secondment to the Host and incurred on their behalf will be paid by the Department in accordance with NICS policies. All amounts referred to in this paragraph will be recouped from the Host.



The Department will also be responsible for paying PAYE tax and national insurance contributions and any other applicable deductions in respect of the Secondee’s remuneration.



Any pay awards that are implemented within the NICS during the secondment should be applied to the Secondee’s salary as and when they occur.



No payment can be made to the Secondee by the Host, other than travel and subsistence payments, which must be in line with NICS travel and subsistence policy. 



Reimbursement



The Host will reimburse the Department for the full cost of the Secondee’s remuneration during the secondment, employer’s National Insurance contributions and pension contributions. The Host will also pay VAT where applicable on the invoiced amount.



Reimbursement will be made within [insert suitable period, e.g. 30 days] of the Department providing the Host with an invoice giving details of the cost and showing any applicable VAT. Invoices will be presented monthly/quarterly [delete as appropriate] in advance/arrears/on the following dates [delete as appropriate, insert relevant dates].



[DN: if the pay or reimbursement arrangements are complex it may be appropriate to deal with them in an Annex to the agreement.]





1. [bookmark: bookmark=id.2p2csry]Expenses and Training



Any travel, subsistence or other expenses incurred by the Secondee in the course of the secondment will be reimbursed by the Host in line with the NICS travel and subsistence policy.



Any expense relating to training must be agreed with the Department before this is approved.



[Insert any applicable provisions about who provides and pays for training and development during the secondment.]





1. 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. 

During the secondment, the Host will be responsible for the Secondee’s health and safety and shall comply with all relevant requirements contained in or having effect under legislation relating to health, safety, and welfare at work. The Host will ensure that the Secondee is only required to work for such periods and at such times as are permitted by the Working Time (NI) Regulations 1998.



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



1. Welfare

Although it is a responsibility of the Host 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.



1. Performance Management



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



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



The Host will provide appropriate training 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 requirement.



1. Leave 



During the secondment, the Secondee will continue to be entitled to holiday, sickness absence and other leave (and any associated pay) as provided for in his/her terms and conditions of employment with NICS. At the beginning and end of the secondment any accrued annual leave will be transferred with the Secondee. 



Maternity/Paternity/Adoption



In the event the Secondee takes maternity/paternity [DN: delete as appropriate] or adoption leave and:-



· The original secondment has not ended prior to return, the Host consents to continue with the secondment and the Secondee has the opportunity to return to the Host to complete the remainder of the secondment period.



· The original secondment ends during the period of maternity/paternity/adoption leave, the secondee will return to the Department at the end of the period of leave unless an extension to the period of secondment has been approved.





Annual Leave

Annual leave taken during the period of the secondment must be agreed in advance by the Host. The Host will notify [Insert name of manager] of the secondee’s leave dates [include frequency of reporting i.e. every occasion, month, at end of secondment etc.] to allow HR Connect to be updated. The Host will ensure that leave is taken to ensure the health and safety of the secondee.



Special Leave

The Line Manager within the Host will be informed of any request for absence for special leave. The Host will liaise with [name of manager] if such a request is received and the request will be considered and approved in line with NICS policy.



The Secondee must notify both the Host and the Department if his/her home address changes during the secondment.



1. Sickness Absence



If the Secondee is unable to attend work due to sickness, the Secondee should contact the line manager at the Host who will provide the details to [insert name of manager at the Department The Line Manager will advise the Host on action to be taken and the Secondee will provide information and medical evidence required in accordance with the NICS Sickness Absence Procedures.



The Host 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 the Departments’ sickness absence procedures and sick pay scheme and will attend any medical examinations required by the Department.



The Department will remain responsible for statutory sick pay, statutory maternity pay (if relevant) or any like statutory sums payable to the Secondee.



1. Pension



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



1. Standards, including confidentiality and conflicts of interest



During the secondment, the Secondee will observe all the Host’s rules, policies and procedures relating to conduct and standards, including confidentiality, unless the NICS rules, policies or procedures require a higher standard, in which case the Secondee will observe that higher standard. This will also apply after the secondment has ended, in relation to any continuing obligations. [DN: this will cover things like confidentiality and conflicts of interest rules which the Secondee must stick to even after the secondment ends.]



In the event of any breach of this clause (“Standards, including confidentiality and conflicts of interest”) the Host will inform the Department, and may terminate the secondment early as set out in the termination clause in this agreement.



The Secondee’s attention is particularly drawn to the following Host policies which are attached to this agreement: [insert details of policies which are specific to the Host in respect of standards and conduct].



The Secondee will continue to be bound by the NICS HR Handbook policies at all times during the secondment. The same applies to the Business Appointment Rules; these place restrictions on the work which civil servants are able to carry out after leaving the Civil Service and can be found in the NICS Handbook. The Secondee will also continue to be bound by the Official Secrets Act.



The Department will not require the Secondee to disclose or use any information which is confidential to the Host and will keep confidential any confidential information it acquires as a result of the secondment.



The Host will not require the Secondee to disclose or use any information which is confidential to the Department and will keep confidential any confidential information it acquires as a result of the secondment.



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’s interests.



If an actual or potential conflict of interests arises during the secondment, any party which becomes aware of the conflict will notify the other parties in writing as soon as possible, and all the parties will attempt to manage the conflict appropriately. If this is not possible the secondment must be terminated in accordance with the termination clause in this agreement.



1. Conduct and discipline



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’s code of conduct for staff, working practices and financial regulations. Breaches 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/informal action against the Secondee in relation to misconduct or capability. The Host will inform the Department of any instances of alleged misconduct. Where it is appropriate the Host will require the Department to remove the Secondee from the secondment on a temporary basis whilst any investigation takes place.



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



The Host 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 for the purpose of assisting in deciding whether to terminate the secondment as permitted under this agreement. This does not amend the rights of the Secondee as laid down in the Secondee’s Terms & Conditions of Employment.



1. Grievance



In the first instance, the Secondee should attempt to resolve any grievance related to matters associated with the secondment informally with the Host. 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.





1. Policies and Procedures



Except as otherwise provided in this agreement, the Secondee will continue to be subject to the NICS policies and procedures during the secondment.



1. Data Protection



By signing this agreement the Secondee agrees to appropriate information about him/her being passed between the Host and the NICS and processed by them for employment, managerial, administrative, and similar purposes and to comply with legal requirements. Such information will be held securely. Further information about data protection can be found in the Host’s Employee Privacy Notice. [DN: NICS Departments should note that the processing of sensitive data might require more specific consent from the employee.]



1. Early termination



Either the Host or the Department may terminate the secondment for any reason by giving [one month] notice in writing to the other two parties.



The Host may also terminate the secondment on grounds of serious misconduct by the Secondee, by written notice to the other two parties with immediate effect.



Either the Host or the Department may terminate the secondment if a conflict of interests arises which cannot be appropriately managed, by written notice to the other two parties with immediate effect.



On termination of the secondment the Secondee will return to the post as discussed and agreed with the Department business area.



1. Breach



The Host, the Department or the Secondee may terminate this contract immediately 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 terminating the contract may have against the other(s), as a result of the breach the other party or parties.



1. Information and monitoring of leave



The Host/Department [delete as appropriate] will monitor annual leave, sickness absence and other leave. The Host and the Department will each provide the other with any information the other needs to manage the Secondee, both during the secondment and when it ends. [it may be appropriate to make provision here for the party that does the monitoring to provide regular reports to the other party about leave and other management matters].



The Secondee must notify both the Host and the Department if his/her home address changes during the secondment.



1. Ethical considerations



This clause will apply during the secondment and for 24 months after its termination.



The Host will not induce (or attempt to induce) the Secondee to leave the Department or take up employment with the Host.



Neither the Department nor the Secondee will induce (or attempt to induce) any of the Host’s staff with whom the Secondee has worked to leave the Host or take up employment with the NICS.



This clause will not prevent either the NICS or the Host from running general recruitment campaigns or from offering employment to an individual who responds to such a campaign.



1. Liability and indemnities



The Secondee will work under the supervision of the Host. The NICS will not have any liability to the Host for the acts or omissions of the Secondee during the secondment. [DN: this is to guard against claims being made by the Host if the Secondee does poor work.]



The Host will indemnify the NICS fully and keep it always indemnified fully against any loss, injury, damage, or costs arising out of any act or omission of the Secondee in the course of the secondment. [DN: this is to ensure that the Host and not the NICS pays if a third party (including the Host’s own staff) makes a claim based on the actions of the Secondee – e.g. if a host employee claims that the Secondee bullied him. The NICS will remain vicariously liable for the Secondee’s actions during the secondment and that is why it could be sued by third parties.]



The Host will indemnify the NICS fully and keep it always indemnified fully against any loss, injury, damage, or costs arising out of any act or omission of the Host or its employees, officers or agents relating to the secondment. [DN: this ensures that the Host should pay if it treats the Secondee badly (e.g. discrimination) or negligently causes him to suffer injury, and the NICS must make a pay-out to the employee or incur other costs as a result.]



The NICS will maintain responsibility to the Secondee in respect of the duty of care owed to them as an employee. [DN: The NICS should satisfy itself that it is happy to accept that the standard of care offered by the Host meets their required guidelines. This is particularly important in overseas secondments. If it is agreed that the Host will take on this responsibility this should be set out here.]



1. Confidentiality



Unless the Department notifies the Host 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, its Contractors, the Department, or any services provided, or duties performed under this agreement to any person without the written consent of the Host.



1. Assignment



This agreement may not be assigned by any party to the agreement without the agreement of the other two parties.



1. General



Nothing in this agreement shall create nor be deemed to create any relationship of employer and employee status between the Host 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 in relation to secondment and supersede all negotiations or agreements either written or oral preceding the contract.



1. Variation



The terms of this agreement may only be varied by agreement in writing between the Host and the Department.



1. Governing law and jurisdiction 



This agreement is governed by and will be construed in accordance with the law of Northern Ireland





		Signed by:

		On behalf of:

		Date:



		[insert name of signatory]

		[insert NICS Department name] 

		



		[insert name of signatory]

		[insert Host name] 

		



		[insert name of signatory]

		Secondee
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