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EXECUTIVE SUMMARY 
 
The Trust acknowledges the importance that an acting up or secondment opportunity may have for 
its staff to enable them to gain new skills and explore new careers. These opportunities are a 
valuable way of offering employees professional development internally and or externally and allow 
the Trust to grow their own staff. 
 
The Trust therefore encourages, promotes and supports the involvement of Secondments and 
Acting Up opportunities within its hospitals and services and recognises the valuable contribution 
and efforts that current staff members can make when working within a different service. 
 
The Trust is committed to be being an employer of choice, offering modern employment practices 
which support staff to develop their skills and knowledge and promote career progression. 
 
This policy provides a clear and consistent framework for managing acting up appointments and 
considering requests by staff to apply for secondment opportunities. 
 
 
                            
AIM  
 
1. This policy forms a part of Ashford & St Peter’s Hospitals NHS Foundation Trust (ASPH) people 

strategy to being a great place to work and be a patient, where we listen, empower and value 
everyone.  

 
1.1 The Trust is committed to be being an employer of choice, offering modern employment 

practices which support staff to develop their skills and knowledge and promote career 
progression, understanding that they can benefit both the organisation and its staff in a range 
of ways: 

 
 Allowing recruitment and retention of valuable skills and experience 
 Promotion of equality of opportunity 
 Improving staff morale and productivity 
 Enabling the Trust to become an employer of choice 

 
1.3 The aim of this policy is to provide a clear and consistent framework for managing acting up 

appointments and considering requests by staff to apply for a secondment.    
 

1.4 The Trust has a duty to promote equality of opportunity and the removal of discrimination 
where it is found to exist and will apply this policy fairly and consistently irrespective of race, 
disability, gender, sexual orientation, religion or belief, age, transgender status, caring 
responsibilities, flexible working status, pregnancy, relationship status, staff association or 
trade union activity. 

 
SCOPE & PROCEDURE 
 
2.1 Although it is likely that the circumstances of each secondment or acting up opportunity will 

vary considerably, the primary purpose should remain the same: To promote the personal and 



 
Volume 1 

Employment & Occ. 
Health 

First Ratified 
April 2021 

Next Review 
April 2024 Issue 1 Page 5 of 20 

 

professional development of the staff member by developing new skills, knowledge and 
experience; or alternatively bring skills, knowledge and experience that will benefit another 
department or organisation 

 
2.2 This procedure sets out the circumstances under which staff may be offered secondments or 

acting up positions, and the payments and other arrangements which should be applied. 
 

2.3 Acting up and secondments, by their very nature are temporary appointments. 
 

2.4 All arrangements must follow this procedure and be confirmed in writing. The terms of the 
acting up or secondment role should be clearly defined at the outset, so any staff member with 
existing flexible working arrangements can be clear around the expectations of the role. If 
necessary, the staff member may wish to have a discussion with the prospective manager on 
any flexibility available in the temporary role 

 
2.5 It should be noted that a change in duties does not automatically lead to a change in 

remuneration. 
 
DUTIES AND RESPONSIBILITIES 
 
3.1 Managers 

Managers 
 
Have a duty to seriously consider all secondment 
requests and to deal with requests in a 
reasonable manner and in line with the Trust 
obligations set out under this policy.  
 

Are required to review the request carefully 
looking at the benefits of the request for the staff 
member and the service, weighing these against 
any adverse business impact of authorising the 
secondment 
 

Have a duty to provide a written response to all 
requests made in accordance with this policy. 
 

In considering the request that you do not 
discriminate unlawfully against the staff member. 
 

Must complete a change form to submit to 
payroll to record the secondment or acting up 
post on Employee Staff Record (ESR).  

 

 
3.2 Employees  
 

Employees 
 

Have a duty to familiarise themselves with this 
policy.  
 

Seek and gain approval from their line manager 
before applying for a secondment opportunity.  
 

Attend meetings as requested by their manager 
to discuss their request.  
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3.3  Workforce Team  

 
Workforce Team  

 
To provide professional, impartial advice and 
support to both managers and employees when 
dealing with matters covered by this policy 
 

To provide consistent advice to managers and 
employees on the application of this policy  
 

To publicise the policy to ensure that all staff are 
aware of the process for appointing to acting up 
opportunities and to request a secondment. 

 

 
 
PART 1: ACTING UP  

 
ACTING UP APPOINTMENTS 

 
4.1 An individual can only “act up” into an existing vacant established position within the agreed 

structure and by agreement with the manager.  
 

4.2 “Acting up” appointments are used when moving an existing member of staff into a time limited 
vacant post of a higher band. In normal circumstances this should be for a maximum duration 
of 6 months; however this can be extended in exceptional circumstances. Examples could be:  

 
 To provide cover for a vacant post whilst it is being recruited to  
 To provide cover for long term sickness/maternity, extended or substantial leave.  

 

4.3 Acting up does not occur where the more senior post holder is on holiday or otherwise absent 
for short periods of less than 4 weeks.  

 

4.4 The period of acting up should be for a period of not less than 4 weeks and not more than 6 
months, except in instances of maternity leave or long term absence where a longer period 
may be known at the outset.  

 

4.5 Extension to the 6 month time limit should only occur when:-  

 The vacant post has been appointed to and the extension is to cover the notice period 
of the successful applicant.  

 The planned return of the existing post holder has been unavoidably delayed  
 The department is undergoing imminent organisational change and it would not be 

appropriate to recruit substantively until the change process is completed.  
 

4.6 Appointment to a vacant post on acting up basis should not automatically convert into a 
permanent appointment. 
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4.7 In order to make the post permanent it will need to be advertised and is subject to the normal 
recruitment and selection procedures.  

 
4.8 The duration of the acting up period should be considered, but undue credit should not be 

given for this experience. 
 
 
 

Acting Up – Procedure for Appointing 

 
4.9 The appointing line manager must publicise the opportunity and consider all suitable 

employees. In some circumstances, there may be a “natural” acting up arrangement identified 
where only one suitable employee can be identified. In this instance, the appointing line 
manager should seek guidance from their HR Business Partner before proceeding with 
appointment. 

 
4.10 All suitable employees should be made aware of the acting up opportunity, every effort should 

be made to ensure all appropriate individuals have an opportunity to express their interest and 
be considered for the role.  

 
4.11 Acting up arrangements will be confirmed in writing by the relevant manager and any changes 

to the individual’s terms and conditions must be recorded on a change of details form and sent 
to HR Department along with copies of all relevant paperwork.  

 
4.12 In exceptional circumstances, a management decision can be made for an immediate acting 

up arrangement. There must be a clear rationale and it should not be for longer than 4 weeks. 
However, if at any point it emerges that the acting up role will last for longer than 4 weeks; the 
normal process for appointing to acting up posts should be run as a parallel process.  

 
Acting Up - Remuneration 

 
4.13 If acting up pay is to be given, it is in accordance with NHS Terms and Conditions, or the NHS 

Medical and Dental Staff and Doctors in Public Health Medicine and Community Health 
Service (England and Wales) terms and conditions or Schedule 21 of the Terms and 
Conditions of service for Associate Specialists – England (2008).  

 
4.14 Under NHS Terms and Conditions, pay should be set at the minimum of the new pay band, or, 

if this should result in no pay increase, the first pay point in the band which will deliver an 
increase in pay. (NHS Terms and Conditions Handbook, paragraph 6.19)  

 
 

4.15 Where temporary movement into a higher band results in only one extra pay point the date on 
which an increment can be considered remains the same. Where temporary movement results 
in more than one extra point, the date on which the increment can be considered becomes the 
date the movement began. If, exceptionally, the acting up continues for a year or more, the 
individual will be eligible to be considered for an increment on the acting up position.  

 
4.16 The terms and conditions applying to the new post will apply to the individual acting up into 

that position for the duration of the acting appointment.  
 

PART 2: SECONDMENTS 

Secondments  
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5.1 A secondment will be used where there is a need to complete a specific 
task/assignment/project or to provide cover for a vacant post which it is not proposed to 
permanently recruit to.  

 
5.2 A job description and person specification must be drawn up and evaluated to determine the 

band for the secondment.  
 

5.3 The period of secondment should be for a period of not less than 3 months and not more than 
12 months and the individual will normally return to their previous position at the end of the 
secondment.  

 
5.4 Extensions to this period will only be considered in exceptional circumstances and with the full 

agreement of the original (releasing) line manager, current line manager and individual. 
Managers should contact their relevant Human Resources Business Partner.  

 
5.5 If, following the completion of the secondment, the employee does not return to their 

substantive post, but is successful in gaining a consecutive secondment, then they will no 
longer retain the right to return to their substantive post, but will retain their permanent 
employment status and substantive banding. At the end of the secondment, the manager of 
their original substantive post will explore suitable alternative employment in accordance with 
the Organisational Change Policy and Procedure.  

 
5.6 Appointment to a vacant post on a secondment basis should not automatically convert into a 

permanent appointment. 
 

5.7 In order to make the post permanent it will need to be advertised and is subject to the normal 
recruitment and selection procedures.  

 
5.8 The duration of the acting up/secondment period should be considered, but undue credit 

should not be given for this experience.  
 
Secondments – Procedure for Appointment  

5.9 All secondment opportunities, regardless of length must be advertised, whether internally or 
externally.   

 
5.10 Managers must ensure that appointments to positions are done so in conjunction with the fair 

process outlined in the Trust Recruitment and Selection Policy  
 

5.11 Individuals must have detailed discussions with their original line manager prior to applying for 
any secondment opportunity if preservation of employment rights are to be continued. 

 
5.12 The original line manager and individual will discuss, prior to the secondment:-  

 The impact on service if the post-holder is appointed  
 How the service will be covered during their absence  
 The duration of the secondment  
 Any changes in salary or enhancements  
 The right to return to either their existing job or to another of equal value  
 The skills and experiences gained by the individual which may be useful when 

returning to their substantive/similar position  
 The individual’s appraisal and Personal Development Plan.  

 
5.13 The original line manager will confirm in writing, within 7 working days of the request being 

made, whether the employee’s request to apply for a secondment/acting up opportunity is 
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approved or declined. Working days are Monday to Friday (Weekends and Bank/Public 
holidays are not considered working days) 

 
5.14 Where a request is not approved, the manager must outline the business reasons for declining 

the request. A meeting should be arranged with the member of staff to enable a discussion 
and explain the reasons for this. This discussion should also include identifying any 
opportunities for the member of staff to develop in their current department.  

 

Another NHS or Local Authority employee undertaking a secondment with the Trust 

6.1 Where the post has been advertised externally and an individual applies who is not a Trust 
employee the appointing line manager must ensure that: 

 
 The individual has discussed this opportunity with their original manager and 

employer and that they are supportive of these arrangements.  
 The individual understands that on completion of their secondment they will return to 

their existing employer.  
 If successful the individual will remain an employee of their original employer and not 

of the Trust.  
 A Secondment Agreement (Appendix 3) will have to be drawn and signed by all 

parties to formalise any offer.  
 The recruiting manager is responsible for ensuring a written record of these 

discussions, recommendations and agreements are kept on file.  
 

A Trust employee undertaking a secondment with another NHS employer  

7.1 As an existing substantive employee of the Trust an individual who is seconded to another 
NHS organisation retains the employment rights afforded by continuous employment with the 
Trust throughout the period of secondment.  

 
7.2 An individual has the right to apply for a secondment opportunity with another NHS 

organisation but the Trust reserves the right to refuse such a request where it would be 
deemed detrimental to the service.  
 

7.3 The individual must have detailed discussion with the original (releasing) manager prior to 
applying for a secondment opportunity, whether internally or with another NHS employer, if 
preservation of employment rights are to be continued.  
 

7.4 A copy of these discussions, recommendations and decisions will be given to the individual 
and placed on file.  
 

7.5 If the individual is appointed the recruitment team is responsible for ensuring that the new line 
manager/employer has signed and returned a copy of the Secondment Agreement form 
(Appendix 3) prior to commencement of the secondment. 
 

7.6 Seconded employees will maintain their terms and conditions of employment whilst on 
secondment. They will be subject to the operational policies and procedures of the host 
organisation.  

 

 

 

Ending Acting Up and Secondment Arrangements  
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8.1 At the end of the acting up or secondment the individual will return to their original or agreed 
post on their original salary and terms and conditions. 
 

8.2 The Trust reserves the right to end the secondment early giving four weeks’ notice unless 
there are exceptional circumstances. This will be in writing and reviewed on a case by case 
basis with the HR Business Partner.  
 

8.3 If the individual wishes to end the acting up or secondment early, they are required to give 4 
weeks’ notice unless there are exceptional circumstances. This will be in writing and 
reviewed on a case by case basis with the manager.  

 

Performance and Conduct issues arising in Acting Up/Secondment Positions  

9.1 The line manager responsible for the acting up/secondment position shall ensure that the 
member of staff is aware of their role and responsibilities.  
 

9.2 The line manager is responsible for providing guidance and support and will at intervals of not 
more than 2 months, provide an opportunity for the staff member to discuss their 
performance in the role with the line manager.  
 

9.3 Any concerns regarding the performance whilst in the acting up/secondment position must be 
brought to the attention of the employee and appropriate support put in place to aid the 
employee to achieve the required objectives.  
 

9.4 For internal staff, the provisions for managing sickness, performance or conduct issues will be 
applied as per trust policy.  
 

9.5 For external staff seconded into ASPH, matters that arise that warrant management of formal 
performance or conduct issues, the host manager I responsible for advising the employee’s 
substantive employer and the provisions to terminate the secondment early will apply, as 
outlined in the secondment agreement (appendix 3).  

 

Organisational Change  

10.1 Where an individual’s substantive post is affected by organisational change whilst they are on 
secondment, they should be fully informed of the process in accordance with the Trust 
Organisational Change Policy and treated as if still working in their substantive post. 

  

Pregnancy  

11.1 If pregnancy occurs during a secondment, the host department or organisation must make the 
necessary arrangements as if the individual was in a permanent post.  
 

11.2 A secondment opportunity must not be refused or terminated because an individual is 
pregnant.  
 

Policy Application 

12.1 Should a staff member have concerns regarding the application of this policy, then they 
should refer to the Trust Grievance Policy.  
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Discrimination and Less Favourable Treatment 

13.1 In considering requests for acting up/secondments, managers must not:  
 

 Discriminate on the grounds of age, disability, gender reassignment, marriage and civil 
partnership, pregnancy and maternity, race, religion and belief, sex and sexual orientation.  

 Treat part time workers less favourably than full time workers  
 Treat fixed term workers less favourably than permanent workers.  

 

Record Keeping 

14.1 Copies of applications and all subsequent correspondence will be retained on the 
employee’s local personal file.  

 

Dissemination and Implementation 

15.1 This policy will be available to all staff through publication on the Intranet. Copies can also be 
requested form the Human Resources Department. 

 
15.2 The line manager will be responsible for ensuring their staff are made aware of this policy 

and for ensuring compliance. 
 

Process for Monitoring Compliance with the effectiveness of policies  

16.1  This policy will be monitored on an ongoing basis and through: 
 Requests for, and outcomes of acting up / secondments, including number of appeals 

made 
 Reasons for any refused applications 

 
Equality Impact Assessment 

 
17.1  An assessment of this policy has been carried out in accordance with the Trust’s Equality 

Impact Assessment framework.  
 

Archiving Arrangements  
 
18.1 This is a Trust-wide document and archiving arrangements are managed by the Quality 

Department who can be contacted to request master/archived copies 
 
Bibliography 
 

 NHS Employers Terms and Conditions 
 The Employment Act 2002 
 Part-time Workers (prevention of less Favourable Treatment) Regulations 2000 ACAS  
 The Employment Rights Act 1996 – 2014 Amendment 
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APPENDIX 1  

PROCEDURE FLOW CHART / MANAGEMENT CHECKLIST 
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Draw Up Terms (role title and location; line manager, job description; person specification) 
Period of time:  

- Acting Up: 4 weeks to 6 months   
 - Secondment: 6 weeks to 12 months  

 

Publicise the Opportunity 
Acting Up: to all suitable employees 

Secondments: Across the Trust and externally if appropriate 
 

Appoint 
By interview. (Appointments must be preceded by confirmation that original line manager has 

authorised the release of the member of staff to undertake the opportunity) 

Confirmation in Writing 
Candidates will receive confirmation of appointment (appendix 2) 

For internal appointments, the new manager completes an Employee Details Change Form 
For external appointments, contract of employment will be sent  

New line manager provides appropriate induction and on-going supervision 
For any agreed extensions to acting up/seconded posts, the manager is responsible for 

completing the necessary changes form.  

End of Acting Up/Secondment 
New line manager advises the employee that the end of their Acting Up/Secondment is due, a 
minimum of 4 weeks in advance, and works with the returning line manager to ensure they are 

ready to receive the employee back. 
The ‘host’ manager is responsible for ensuring a changes form is completed and sent to payroll 

to confirm the end of the secondment/acting up.  



 

St Peter’s Hospital 
Guildford Road 

Chertsey 
Surrey 

KT16 0PZ 
 

DX 119775, Chertsey 2 
 

Tel 01932 872000 
Web www.ashfordstpeters.nhs.uk 

Text Relay prefix numbers with 18001 
 

APPENDIX 2 – EMPLOYEE CONFIRMATION LETTER  
Ref: 
 
Date:    
 
Name 
Address Line 1 
Address Line 2 
Town 
County Postcode 
Country 
 
Dear xx 
 
Secondment / Acting Up   (delete as appropriate)  
 
I write further to your recent interview on (inset date) and I am pleased to confirm the details of 
your acting up / secondment (delete as appropriate) opportunity as follows: 
 
Job Title: 
Line Manager: 
Base: 
WTE: (include here any details regarding specific working pattern)  
Pay Band:  
Salary: 
Period of Secondment / Acting Up (from/to):  
 
In all other aspects, the terms and conditions of your employment will remain unchanged during 
this period.  
 
You will be assuming the full / part of the (delete as applicable) duties of this post. Attached is a 
copy of the Job Description that will apply during the period of your acting up / secondment.  
 
Following completion of the acting up / secondment period, you will return to your substantive post 
/ a suitable alternative role (delete as appropriate). Should your substantive post be affected by 
organisation change during the period of your acting up / secondment, you will be fully informed of 
the process.  
 
If either party wish to end the acting up / secondment prior to the specified end date, this must be 
done giving a minimum of 4 weeks’ notice in writing.  
 
If you have any queries regarding this please do not hesitate to contact either myself on (TEL No/ E-
mail address) or (name and contact details of of HR Business Partner)  
Yours Sincerely, 
 
 
Name of Manager  
Job Title  
 
cc Name of HR Advisor/Business Partner 



 

 

 
APPENDIX 3: SECONDMENT AGREEMENT (EXTERNAL EMPLOYEES)  
 

 
This agreement is made between the parties, the host organisation and the employer 
 
Host organisation Ashford & St Peter’s Hospitals NHS Foundation Trust 

Guildford Rd, Chertsey KT16 0PZ 
 
The Employer 

 
[name of the employer] 

 
It is agreed as follows  
 
 
Secondment  
Agreement for the post 
of  
 

 
 
[name of post] 

 
Name of Secondee  

 

 
 
Place  

The Secondee will be based at Ashford and St. Peter’s Hospitals 
NHS Foundation Trust, and such other locations as are required 
to carry out the role. 

 
 
 
Period of Secondment  

 
The secondment will last for [ xx] months. This Agreement may 
only be extended beyond this date where agreed in writing 
between both parties and the secondee.  

 
Start date  

 

 
End date  

 

 
 
Details of working 
pattern of Secondment 
Role 

 
 
 
The Secondee will work as a part-time (x days per week) / full 
time [insert job title] totalling xx hours per week 

 
 

It is agreed as follows:  
 
 
1. This agreement is between the parties as set out above.  

 
2. Ashford and St Peter’s Hospitals NHS Foundation Trust has agreed with [name of employer] to 

facilitate a secondment for [name of Secondee] as above for a period of [xx] months, 
commencing on [date]. 

2. If the Secondee ceases to be employed by the employing organisation, for whatever reason, this 
agreement will terminate automatically.  

 
Termination of Secondment 
 
3. The Secondment will end  on [date] unless the following events occur: 

 
3.1 First review at 6 weeks proves not to be satisfactory to the Host Organisation 

   
3.2 Any regular review signifies cause for concern 
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Redundancy 
 
4. Should a redundancy situation affecting the Secondee’s employment with the employing 

organisation arise during the secondment, the situation regarding the Secondee will be covered 
by the provisions of the Employer’s redundancy arrangements. Any redundancy related costs 
which are incurred will be borne by the employing Trust. 

 
Sickness 

 
5. Where the sickness absence record of the Secondee gives cause for concern to the Host 

Organisation. For example, but not exclusively, sickness absence of one week or more in any 
period of four weeks; an average of seven or more days sickness absence per month; sickness 
absence of four weeks or more.  

 
Disciplinary or Performance or Conduct 
 
6. If such issues are identified by the Host Organisation as serious enough to warrant formal 

procedures to be instigated, the Host Organisation will notify the Employer in writing of the issue 
and advise that the Secondment is terminated with or without notice depending on the 
seriousness of the concern. The Host Organisation will co-operate fully with any requests for 
information required by, and any investigation conducted by, the Employer.    

 
Resignation 

 
7. Where a Secondee resigns their employment with the employer. The employer agrees to notify 

the Host Organisation in the event that this happens. 
 
Notification of termination of Secondment Agreement 
 
8. The Secondment Agreement may be terminated by either party by giving one month’s notice in 

writing.  However, should any of the events outlined in Section 3 take place either party reserves 
the right to terminate the Secondment Agreement giving 2 weeks’ notice in writing or by a 
shorter period by mutual consent of both parties. 

 
 
Action following termination of this secondment agreement  
 
9. The Host Organisation will advise the Secondee that notification of the termination of the 

Secondment Agreement has been confirmed to the Employer and that the Secondee should 
contact the Employer to make arrangements for their return to the Employer. 

 
10. The Employer will notify the Secondee that the Secondment Agreement is ended and the 

Employer will make the necessary arrangements for the Secondee to return to their employing 
organisation. 

 
Payment of salary and related expenses to Secondee 
 
11. Salary: during the secondment the Secondee’s salary will continue to be paid by the Employer. 

The agreed salary is Agenda for Change Band xx, full-time basic at xxx plus £xx Fringe High 
Cost Area Supplement, [pro-rata for x days (xx hours) per week at £xx per annum plus £xx 
Fringe High Cost Area Supplement per annum].   
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12. Expenses: during the secondment any work related travel expenses (excluding travel from 
home to work expenses) incurred by the Secondee will be authorised by the Host Organisation 
and paid by the Employer. 

 
13. The Employer will recharge the Host Organisation by invoice for salary, expenses and on-

costs on a monthly basis, during the secondment. 
 

 
Discipline, Performance and Conduct issues 
 
14. In the event of any discipline, performance, conduct or grievance issues arising in relation to 

the secondment, depending on the severity of the issue they should be informally discussed 
with a view to resolution between the Secondee and their line manager or other relevant party 
within the Host Organisation.  In the event that formal procedures need to be instigated this 
will be dealt with by the Employer under the relevant Trust’s policies.  The Employer will take 
responsibility for any investigation and disciplinary action. 

 
Annual Leave 
 
15. The Secondee will retain their normal annual leave entitlement in accordance with the policies 

of the Employer – national terms and conditions. 
 

16. The Secondee will agree their annual leave dates with their line manager at the Host 
Organisation. 

 
17. The Host Organisation will advise the Employer of all annual leave taken by the Secondee.  

 
Sickness Absence reporting 
 
18. The Secondee will remain subject to the Employer’s sickness absence provisions and any 

certificates of sickness will be forwarded to the Employer by the Host Organisation. 
 

19. The Secondee will report sickness absence to their line manager at the Host Organisation. 
The Secondee will inform their line manager at the Host Organisation of their sickness 
absence at least 1 hour prior to the start of work or as soon as possible 

 
20. The Host Organisation will inform the Employer of any period of sickness absence in order that 

records may be maintained. 
 
Conditions 
 
21. Whilst on secondment to the Host Organisation the Secondee will conduct themselves as an 

employee and will be subject to the Host Organisation’s related policies on confidentiality, 
security, Email and Internet Use. 

22. The Host Organisation is responsible for the health and safety of the Secondee whilst 
undertaking the Secondment Role and the Secondee is expected to abide by the Host 
Organisation’s environmental and Health and Safety related policies. 

23. The Employer agrees to ensure that all recruitment checks have been completed as required 
for the secondment post, in accordance with NHS Employers guidance, and rechecked as 
appropriate. The employer agrees to notify the Host Organisation of any changes to 
employment clearances that might affect the employee’s eligibility to carry out the secondment 
post, during the period of the secondment. 
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24. The Employer agrees to ensure that statutory and mandatory training are completed as 
appropriate at the start of and during the secondment and the cost met by the Employer. Any 
additional training or development course(s) required to carry out the secondment will be 
agreed between the Employer and the Host Organisation, and costs will be met consistent 
with the arrangements in place for the job title.  

 
25. The terms of this Secondment Agreement may only be varied in writing by the agreement of 

both parties: 

 

Signed on behalf of Seconding 
Organisation (the Employer):  

 

Ashford & St Peter’s Hospitals NHS 
Foundation  Trust   

NHS Foundation Trust 

Name  

Position 

 

 

Signature  

 

Date  

Signed on behalf of Host 
Organisation:  

 

 

 

 

Name  

 

Position  

 

Signature  

 

Date  

 

Signed on behalf of the Secondee 

 

 

 

 

Name  

Signature  

 

Date  

 

 
  
 
 
 
 



 

 

Appendix 4 – EQUALITY IMPACT RISK ASSESSMENT SUMMARY  
 
Name of Author: HR Business Partner 
Policy/Service: Secondment & Acting Up Policy  
 
Background 

 Description of the aims of the policy 
 Context in which the policy operates 
 Who was involved in the Equality Impact Assessment 
 

Ashford and St Peters NHS Foundation Trust aspire to put patients first with the highest standard 
of clinical competence and corporate behaviour, ensuring that safe, fair and equitable procedures 
are applied. 

The aim of this policy is to: 
 To state clearly the standard adopted by the Trust when an acting up or secondment 

opportunity is available 

 To provide a framework for dealing with the opportunities for staff that are successful in being 
appointed to an acting up or secondment agreement and guidance for manager, for 
receiving or releasing staff for these opportunities.  

 To provide a policy and procedure for managing acting up and secondments, this is fair to 
individual members of staff as well as protecting the business / service needs. 

This Equality Impact Assessment was completed by a HR Business Partner and was reviewed by 
the wider HR Team (HR Business Partners, Employee Relations Manager and Advisors), as well 
as members of the following committees : Policy Sub Group, Employee Partnership Forum and the 
Trust Executive Committee. 

Methodology 
 A brief account of how the likely effects of the policy was assessed (to include race and 

ethnic origin, disability, gender, culture, religion or belief, sexual orientation, age) 
 The data sources and any other information used 
 The consultation that was carried out (who, why and how?) 
  

The likely effects of the policy were assessed by a review of the number of acting and 
secondments opportunities that the trust current has and reviewing how these came about and 
how they were managed going forward.   
Key Findings 

 Describe the results of the assessment 
 Identify if there is adverse or a potentially adverse impacts for any equalities groups 
 

Introducing this policy will allow for a consistent approach. The application of this policy will not 
have an adverse impact on a particular equalities group. This policy is accessible to all employees, 
regardless of the equalities group. 
Conclusion 

 Provide a summary of the overall conclusions 
 

In conclusion, the policy does not appear to have an adverse impact on a particular equalities 
group and will ensure a consistent and fair approach throughout the Trust 
Recommendations 

 State recommended changes to the proposed policy as a result of the impact assessment 
 Where it has not been possible to amend the policy, provide the detail of any actions that 

have been identified 
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 Describe the plans for reviewing the assessment 
 

There are no changes recommended to the policy on the basis on this assessment however 
ongoing monitoring will take place to identify whether this policy is applied to any particular 
equalities group. Further work may then be required to ensure accessibility of the policy to all 
employees and equalities groups. 
 
 
Guidance on Equalities Groups 
 
Race and Ethnic origin (includes gypsies and 
travellers) (consider communication, access to 
information on services and employment, and 
ease of access to services and employment) 
 

Religion or belief (include dress, individual 
care needs, family relationships, dietary 
requirements  and spiritual needs for 
consideration) 

Disability (consider communication issues, 
access to employment  and services, whether 
individual care needs are being met and 
whether the policy promotes the involvement of 
disabled people) 
 

Sexual orientation including lesbian, gay 
and bisexual people (consider whether the 
policy/service promotes a culture of openness 
and takes account of individual needs 

Gender (consider care needs and employment 
issues, identify and remove or justify terms 
which are gender specific) 
 

Age (consider any barriers to accessing 
services or employment, identify and remove or 
justify terms which could be ageist, for example, 
using titles of senior or junior) 

Culture (consider dietary requirements, family 
relationships and individual care needs) 
 

Social class (consider ability to access services 
and information, for example, is information 
provided in plain English?) 

 


