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	Employee Forename Surname
	Please ask for:
	

	Address lines 1
Address line 2 
City / Town
Postcode 



	Direct phone:
	

	
	Your ref:
	

	
	Our ref:
	

	
	Date:
	27 April 2026



Private & Confidential

Dear [Employee Name],

Request to Apply for Secondment Opportunity

Thank you for your request dated [insert date] to apply for the secondment opportunity of [post title] within [Service/team].

Following our meeting and after careful consideration, I am writing to confirm that your request has not been approved. The reasons for this decision are:

· [Insert business reason(s) for refusal]

Important Information About Applying on a Fixed‑Term Basis
If you choose to apply for this post on a fixed‑term basis rather than as a secondment, please be aware of the following:

· If you are successful at interview and accept the fixed‑term contract, you will be resigning from your substantive permanent post.
· This means you will lose your permanent employment status with the Council, and there is no automatic right to return to your original post or Service at the end of the fixed-term period.
· Your employment will end when the fixed‑term contract ends, unless an alternative post is secured through normal recruitment processes.

Please ensure you understand these implications before choosing to apply directly for the fixed‑term position.

If you would like to discuss this outcome or require any further clarification, please get in touch.

Yours sincerely

Manager Forename Surname
Manager Post Title
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