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	Substantive Manager Name
	Please ask for:
	

	Substantive Manager Post title
Organisation
Address lines 1
Address line 2 
City / Town
Postcode 



	Direct phone:
	

	
	Your ref:
	

	
	Our ref:
	

	
	Date:
	27 April 2026



Private & Confidential

Dear 

Inbound Secondment with Highland Council for [enter Secondee Name]

I am writing to set out the terms and conditions of [enter Secondee Name]’s secondment to the post of [enter post title] at The Highland Council.

Purpose of secondment
Attached is the job profile for the secondment.

Duration: [DD/MM/YYYY] to [DD/MM/YYYY]
[enter Secondee Name] will be seconded to The Highland Council effective from DD/MM/YYYY but will remain an employee of [substantive Organisation]. The secondment will last for a period of ** months from this date (subject to the terms under ‘termination of secondment’) after which they will return to the post of [Substantive post title] within [substantive Organisation].

Location
[enter Secondee Name]‘s secondment will be based at [enter work location]. Should the needs of the business require [enter Secondee Name] to transfer to any other work location, this will only be done with the agreement of all the parties concerned. Should additional travelling expenses be incurred they would be reimbursed in line with the Highland Council’s policy.

Reporting Line
[enter Secondee Name] will report to [secondment manager], The Highland Council.

Working Hours
[enter Secondee Name]‘s working week will be 35 hours, which will normally be worked over 5 days Monday to Friday.
Should they be required to work out with and in excess of normal working hours they will be entitled to time off in lieu.

Employment Costs
During the period of secondment, [substantive Organisation] will continue to be responsible for all aspects of [enter Secondee Name]‘s salary costs, National Insurance contributions and pension arrangements and any agreed travel and subsistence costs as identified above. Their salary will be XXXX per annum (HC grade **) with incremental rises where applicable during the secondment, and will be paid by [substantive Organisation] monthly in arrears. 

[substantive Organisation] will invoice The Highland Council monthly for the salary plus the employer’s costs.

The Highland Council will be responsible for notifying [substantive Organisation] of [enter Secondee Name]‘s attendance, leave and any other matters affecting payroll administration.

Terms and Conditions of Employment
All of [enter Secondee Name]‘s contractual terms and conditions will remain the same, as per the [substantive Organisation]‘s conditions of employment.

The Secondment Manager is responsible for the day-to-day management of the secondee including performance, annual leave and attendance management and will arrange Employee Review and Development (ERD) meetings in line with Highland Council policy.

While on secondment, [enter Secondee Name] must comply with The Highland Council’s policies and procedures. Failure to do so may result in the immediate termination of the secondment without notice.

Sick Leave
[enter Secondee Name] should follow the local reporting arrangements applied by The Highland Council who will in turn notify [substantive Organisation] of any such absences.  [substantive Organisation] will be liable for covering the cost of sickness allowance that the Employee is eligible for.

Extension of Secondment
Should the Highland Council seek to extend the period of this secondment then it should raise this with the [enter Secondee Name] as well as the [substantive Organisation] as soon as the need for an extension comes to light. There is no guarantee that [enter Secondee Name] or [substantive Organisation] will be able to agree to an extension and they are under no obligation to do so.
Termination of Secondment
The secondment may be terminated by either Highland Council, [substantive Organisation] or [enter Secondee Name], subject to one month’s notice in writing. In such an event, they would return to their [substantive Organisation].

Training
The Highland Council will be responsible for ensuring that [enter Secondee Name] has the appropriate training to carry out the seconded role. They will also be expected to attend any relevant training courses arranged by The Highland Council during the period of secondment.

I would be grateful if you would confirm, by signing and returning the enclosed copy of this letter, that you accept [enter Secondee Name]‘s secondment to The Highland Council on the basis of these terms and conditions.

Yours sincerely


Secondment Manager’s Name
Manager Post Title
The Highland Council


ACCEPTANCE – For and on behalf of Enter secondee name

I hereby accept the terms and conditions set out above.

	Signature:
	Click or tap here to enter text.
	Name:
	Click or tap here to enter text.
	Job Title:
	Click or tap here to enter text.
	Substantive Organisation:
	Click or tap here to enter text.
	Date: 
	Click or tap here to enter text.


Please read, sign and return by email at your earliest convenience. 
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