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SUMMARY  

  

The Secondment Procedure sets out the processes for 
the application and approval for secondments within 
ISLHD, the NSW government sector, and 
nongovernment sector bodies.  

  

  

  

COMPLIANCE WITH THIS DOCUMENT IS MANDATORY  
Feedback about this document can be sent to ISLHD-Policies@health.nsw.gov.au   

  
1. POLICY STATEMENT  

  

Secondments are covered under the Government Sector Employment Act 2013 (s 64), 
and more detail is provided in the Government Sector Employment Rules (Part 6). The 
GSE Act and GSE Rules apply to secondments between Illawarra Shoalhaven Local 
Health District (ISLHD), other government sector agencies and non-government sector 
bodies.   

  

Whilst the GSE Act and GSE Rules do not technically apply to secondments within 
ISLHD, this is covered by NSW Health policy. The NSW Health PD2015_026 
Recruitment and Selection of Staff to the NSW Health Service provides that such 
secondments should be consistent with the relevant conditions set out in Part 6 (Rule 31) 
of the GSE Rules.   

  

Secondments can assist in producing a more skilled and knowledgeable workforce, 
increase staff engagement, increase retention, and can help to fill short term vacancies or 
specific funded projects. Secondments provide an opportunity for employees to expand 
on their career and professional development, develop new capabilities, increase 
knowledge and skills, experience new areas of work, and enables new ideas to be 
brought into workplaces.  

  

ISLHD supports secondments wherever reasonable and practicable, where the 
secondment:  
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• builds organisational capability through the structured development of the skills 
and knowledge base of ISLHD employees, thereby contributing to a more multi-
skilled and productive workforce; and/or   

• enables ISLHD to temporarily fill a vacancy in a critical role.  

  

2.  BACKGROUND  

  

The purpose of this procedure is to provide managers and employees with information on 
secondments, in order to ensure that a consistent approach to managing secondments is 
applied throughout ISLHD.  

  

This procedure applies to permanent employees within ISLHD, including both full-time 
and part-time. It does not apply to temporary and casual employees, or to contractors.   

  

Definitions:   

  

Secondment – a movement of an employee for a time limited period, up to a maximum 
period of 2 years, from one agency (the home agency) to a different agency (the host 
agency). The employee formally remains the employee of the home agency, with the 
dayto-day direction of work coming from the host agency. At the end of the secondment, 
the employee returns to their substantive position within the home agency (or to same 
grade that they were employed immediately before being seconded).   

  

Internal secondment (technically known as an Intra-NSW Health Organisation 
Secondment) – a secondment within ISLHD.  

  

NSW government sector secondment – a secondment between ISLHD and another  
NSW government sector agency. This includes secondments to or from another NSW 
Health organisation (such as another Local Health District), and Public Service 
organisations (such as the NSW Ministry of Health, the Department of Family and 
Community Services (FACS) etc.).   

  

Non-government sector secondment – a secondment between ISLHD and a 
nongovernment sector body, which is limited to the following: a local council, a state 
owned corporation, a private sector entity, a Commonwealth government agency, or 
another State or Territory government agency, or a university.  
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Delegate – The position holder that has been provided authority to execute secondment 
decisions under the ISLHD Delegations Manual.  

  

Home agency – the agency where the employee’s substantive position is. (Note: ISLHD 
is the home agency where an ISLHD employee undertakes a secondment within another 
agency).  

  

Host agency – the agency where the employee is undertaking the secondment (Note: 
ISLHD is the host agency where an employee from another agency undertakes a 
secondment within ISLHD).  

  
Home department – the department / work area where the employee’s substantive 
position is.   

  

Host department – the department / work area where the employee is undertaking the 
secondment.   

  

Home manager – the manager of the employee’s substantive position.  

  

Host manager – the manager of the secondment position.  

  

Secondee – the employee undertaking the secondment.  

  

3.  RESPONSIBILITIES   

  

3.1 Employees will:   

• Request approval to undertake the secondment in accordance with established 
procedure.  

• Maintain agreed frequency of contact with their home manager.  
• Apply for an extension to the secondment period if applicable.  
• Notify their home manager if not returning to their substantive position, with 

appropriate notice in line with the relevant Award.   
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3.2 Managers will:   

• Seek approval from the Delegate for the employee to undertake the secondment.  
• Negotiate the terms of the secondment with the secondee and the other agency, 

within approved parameters.  
• Provide the secondee with an opportunity to return to their substantive position prior to 

permanently backfilling it.  

  

3.3 Delegates will:   

• Consider and approve/decline the request for secondment in accordance with the best 

interests of ISLHD, taking into account both current operational needs and future 
capability development, in line with delegated authority.  

  

3.4 Workforce Support will:   

• Process secondments internal to ISLHD.  
• Assist managers to apply the Secondment policy fairly, consistently and in a 

supportive manner.  

  

4.  PROCEDURE   

  
1.1 General  

Secondments can be made:  

• Within ISLHD (internal secondment)  
• Within NSW Health and the broader NSW government sector (NSW government 

sector secondment)  
• Within the non-government sector (non-government sector secondment)  

  

Refer to Section 2 for definitions of the above secondment types.  

  

1.2 Initiating a Secondment  

Secondments are generally initiated by the host agency, as a method of responding to 
workforce needs. ISLHD may be the host agency or the home agency depending on the 
secondment arrangement. For example, ISLHD would be the host agency where the 
Ministry of Health was requested to release an employee to undertake a secondment 
within ISLHD. ISLHD would be the home agency where the Ministry of Health requested 
release of an ISLHD employee to undertake a secondment within the Ministry of Health.  
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For NSW government sector secondments and non-government sector secondments, the 
head of the host agency would generally make a written request to the home agency 
Chief Executive or Delegate formally requesting the release of the employee to undertake 
the secondment. Discussions and negotiations would then occur to determine if the 
secondment will be approved, and the terms and conditions of the secondment.  

  

ISLHD positions can be filled temporarily via secondment for over 13 weeks without 
advertising, in line with NSW Health PD2015_026 Recruitment and Selection of Staff to 
the NSW Health Service (section 2.4). Where an ISLHD employee is identified as being 
suitable (in the absence of advertising), to be seconded into a position, the employee 
must be consulted, and given reasonable notice of the secondment. The employee must 
also be advised that they can request a review of the secondment within 10 business 
days of being notified. Rule 34 of the GSE Rules sets out the review process where an 
employee requests a review of such a secondment.  

  

Development opportunities such as secondments can be discussed by managers and 
employees as part of the Personal Effectiveness and Development (PED) process. 
Should a secondment be identified, the employee must make a written application 
requesting approval to undertake the secondment. The Delegate’s approval is 
discretionary, and an employee should not presume that an application for secondment 
will be approved.  

  

1.3  Secondment Considerations  

This section only applies where ISLHD is the home agency.   
  

Each application for secondment is considered on its merits, and whilst the decision is 
discretionary, the Delegate may have regard for the following:  

  

• The operational needs of ISLHD (for internal secondments, this includes both the 
home and host departments);  

• The long term staffing needs of ISLHD;  
• The employee’s development needs, based on their PED Plan;  
• The potential to develop and enhance the employee’s competencies as a result of the 

knowledge and experience likely to be gained in the secondment, including 
opportunities for mentoring and leadership development;  

• The wishes of the employee;  
• The length of the secondment (up to a maximum of 2 years);  
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• Any real or perceived conflicts of interest and other ethical considerations.  

  

An employee cannot absent themselves from their substantive position or accept a 
secondment without prior approval of the Delegate.  

  

1.4 Declined Secondment  

This section only applies where ISLHD is the home agency.   

  
The Delegate’s approval of a secondment is discretionary. Secondments can be declined 
for a number of reasons, including operational requirements where it is considered that 
service delivery or service quality could be compromised. The manager should advise the 
employee of the Delegate’s decision as soon as possible, providing reasons why the 
secondment was declined.  

  

If a secondment is declined, the employee may appeal the decision. The procedures in 
NSW Health PD2016_046 Resolving Workplace Grievances, or the dispute procedure in 
the relevant Award, should be followed. An employee cannot absent themselves from 
their substantive position or accept a secondment without prior approval of the Delegate.  

  

If a secondment is declined, and the employee is interested in pursuing the opportunity, it 
is a personal option for the employee to resign from their substantive position in order to 
take up the secondment. In such a case, for an internal secondment, the employee would 
be taking on the position as a temporary contract, and their employment with ISLHD 
would cease at the end of the temporary contract. For a NSW government sector 
secondment or a non-government sector secondment, their employment would cease 
with ISLHD when they commenced the temporary contract.  

  

1.5 Secondment Negotiations  

The home and host managers, or more senior managers as appropriate, should liaise 
and negotiate the terms of the secondment. Any negotiations between the relevant 
managers of the home and host agencies should be within delegation or within approved 
parameters. Appendix 1 - Secondment Agreement provides a template incorporating the 
elements that need to be negotiated. The Secondment Agreement should be submitted to 
the Delegate for final approval.   
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1.6  Secondment Agreement  

The conditions of the secondment are negotiated by the relevant managers of the home 
and the host agencies. This should be in consultation with the secondee. The 
Secondment Agreement is to include the following:  

  

• Period of the secondment – this should include the start date and finish date;  
• Employer responsibilities during the period of the secondment, including which party 

is responsible for work health and safety matters;  
• Project or work to be undertaken during the secondment;  
• Financial responsibilities including remuneration and other arrangements in relation to 

employee entitlements, conditions and day-to-day management (refer to Payroll 
below);  

• Obligations of the parties including with respect to confidentiality, conflicts of interest, 
copyright and intellectual property;  

• Procedures to be followed on completion of the secondment;  
• Circumstances in which the secondment may be terminated before the end of the 

secondment period, including the period of notice of termination to be given;  
• Other matters as required, such as leave arrangements, performance assessment, 

frequency of communication.  

  

Letters should be exchanged between the home and host agencies to advise that the 
secondment will be approved or declined. If the secondment is agreed and approved, the 
exchange of letters should include the Secondment Agreement, which outlines the terms 
and conditions of the secondment. The GSE Rules require that a copy of the 
Secondment Agreement is also provided to the secondee. Workforce Support and 
Finance should also be provided with a copy of the Secondment Agreement.  

  

For internal secondments, if the secondee is being seconded to another department 
within ISLHD, the Secondment Agreement is not required, however the agreed terms of 
the secondment should be documented. For internal secondments that are managed via 
the recruitment process through e-Recruit, the host manager will be required to complete 
the necessary forms. For further information, refer to the People, Change & Governance 
Guide: eRecruit – Secondments.   

  



 

  

  

 
Revision: 3                  DX19/207                            August 2017                           Page 8 of 18  

THIS DOCUMENT BECOMES UNCONTROLLED WHEN PRINTED OR DOWNLOADED UNLESS REGISTERED BY LOCAL 
DOCUMENT CONTROL PROCEDURES  

INTERNAL ONLY  

  

INTERNAL ONLY 
  

ISLHD  PROCEDURE   

  

Secondment Procedure   ISLHD CORP PROC    108   

 

1.7  Payroll  

It is to be negotiated whether the secondee will continue to be paid by the home agency 
or will be paid by the host agency. In most circumstances, the secondee will be paid via 
the payroll of the host agency (or the host department for internal secondments).  

  

Where ISLHD is the home agency, the secondee should only continue to be paid by 
ISLHD in exceptional circumstances. Where this occurs, ISLHD will invoice the host 
agency for the secondee’s salary plus on-costs. Where the secondee remains on 
ISLHD’s payroll, Finance must be provided with details of the secondment in order to 
ensure that invoices are created and appropriate monies recouped from the host agency.  

  
1.8  Secondment Pay and Conditions  

With the exception of non-government sector secondments (see below), the salary of the 
secondment position can be equal to, greater, or where the secondee consents, less than 
the secondee’s substantive salary.   

  

The employment conditions that apply during the secondment are those of the host 
agency, including the Award conditions applicable to the secondment position. 
Depending on the host agency and the position, this may be the same or a different 
Award that applies to the secondee’s substantive position. The secondee is to comply 
with the policies of both the home and the host agency. Where there is any inconsistency, 
the policies of the host organisation should prevail.  

  

All service during the secondment counts as service. Secondees can carry across any 
leave accruals from their substantive position, enabling them to take leave while in the 
seconded position. Any leave taken whilst on secondment is paid at the secondment 
position rate.  

  

For a NSW government sector secondment, where ISLHD is the home agency, and the 
secondee is paid by the host agency, their leave accruals are suspended in StaffLink for 
the duration of the secondment. Leave accrued during the secondment is transferred 
from the host agency to ISLHD at the end of the secondment.  

  

Different conditions apply to non-government sector secondments. Where an employee 
undertakes a secondment to a non-government sector body, they keep their existing 
conditions of employment and their existing level of salary (Note: a situation where an 
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employee takes leave without pay to temporarily work in a non-government sector body is 
not considered a secondment).  

  

1.9     Maximum length of secondment – 2 years  

Under the GSE Rules, secondments can be for a period not exceeding 2 years. This 2 
year maximum includes the initial secondment and any extensions to the secondment. 
The length of the secondment should be a factor to consider when negotiating and 
approving secondments, and when approving extensions to secondments.   

  
Secondments cannot continue beyond 2 years. If a secondment has reached the 
maximum 2 year period, the secondment arrangement must cease, and the secondee 
must return to the home agency or the home department.   

  

Where ISLHD is the home agency, if the employee is interested in continuing to pursue 
the opportunity beyond the 2 year period, as a temporary arrangement (as it would not be 
referred to as a secondment beyond the 2 year period), it is a personal option for the 
employee to resign from their substantive position. For a NSW government sector 
secondment or a non-government sector secondment, their employment would cease 
with ISLHD effective from their resignation date. For an internal secondment, the 
employee would cease their permanent employment with ISLHD to undertake the 
position as a temporary contract, and their temporary employment with ISLHD would 
cease at the end of the temporary contract.   

  

1.10 Backfilling – Temporarily and Permanently This 

section only applies where ISLHD is the home agency.   

  

It is at the Delegate’s discretion whether to permanently fill (subject to certain conditions 
being met), temporarily backfill, or not to backfill the secondee’s substantive position.   

  

Under the GSE Rules, the secondee is entitled to return to ISLHD at the same work level 
at which they were employed immediately before being seconded. This means that the 
secondee does not necessarily need to return from secondment to their substantive 
position, provided that they return at the same grade they held immediately before 
undertaking the secondment. This means that a permanent appointment may be made to 
the secondee’s substantive position, provided certain conditions are met.   
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The home manager / Delegate should consider a number of aspects when considering 
whether to permanently back fill the secondee’s position, including full consideration of 
their financial responsibilities and their role in finding the secondee an alternative 
permanent position at the same grade when they return from secondment. The home 
manager is responsible for ensuring that the permanent backfilling is financially viable. 
Where the secondee’s substantive position is been permanently backfilled, the home 
manager remains financially responsible for the secondee until they have been placed in 
a suitable permanent position. This responsibility of the home manager extends to  



 

  

  

 
Revision: 3               DX19/207                      August 2017                      Page 11 of 18  

THIS DOCUMENT BECOMES UNCONTROLLED WHEN PRINTED OR DOWNLOADED UNLESS REGISTERED BY LOCAL 
DOCUMENT CONTROL PROCEDURES  

INTERNAL ONLY  

  

INTERNAL ONLY 
  

ISLHD  PROCEDURE   

  

Secondment Procedure   ISLHD CORP PROC   108   

 

financial and managerial impacts of NSW Health PD2012_021 Managing Excess Staff of 
the NSW Health Service.  

  

The secondee’s substantive position can be permanently filled where:  

   

• The secondment has continued or is likely to continue for more than 12 months; and   
• The secondee is advised of the proposal to permanently fill their substantive position; 

and   
• The secondee is given reasonable opportunity to end the secondment and return to 

their substantive position before any recruitment action is taken to fill it.  

  

It is not appropriate to initiate permanent backfilling at the commencement of the 
secondment. It is possible to propose to permanently back fill after at least six months 
into the secondment (provided the above conditions are satisfied, including that the 
secondment is likely to continue for more than 12 months).  

  

When the secondee is advised of the proposal to backfill their substantive position, the 
secondee may:   

  

• Elect to end the secondment at this time and return to their substantive position; or   
• Arrange to limit the secondment period, e.g. to 9 or 12 months only (at which time the 

employee would return to their substantive position); or   
• Continue with the secondment for the total agreed period (this can be up to 2 years), 

allowing their substantive position to be permanently backfilled, and meaning they 
return to ISLHD at the same grade.   

  

The secondee should be given 4 weeks to consider the proposal to backfill their 
substantive position. The secondee should provide their decision in writing. The 
reasonable opportunity for the secondee to end the secondment allows them time to 
consider whether to terminate the secondment in order to return to their substantive 
position.  

  

If the secondee’s substantive position is permanently backfilled, the person on 
secondment continues to be employed by ISLHD. At the conclusion of their secondment 
(up to a maximum of 2 years) the staff member would return to ISLHD. Upon their return, 
ISLHD should take steps to manage their return (refer also to 4.14 Return from 
Secondment). These steps include:   
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• Identification of a permanent position at the employee’s substantive grade;  
• Identification of a temporary arrangement at the employee’s substantive grade, until a 

permanent position is identified;   
• At the end of the temporary arrangement, or should an alternative permanent position 

not be available, the processes outlined in NSW Health PD2012_021 Managing 
Excess Staff of the NSW Health Service apply.  

  

1.11 Monitoring Secondments  

The secondee and the home manager should remain in contact during the secondment. 
The home and host managers should also remain in contact, monitor the secondment, 
and ensure that it does not extend beyond the agreed length, without the appropriate 
approval. Where it is proposed to extend the secondment (maximum total length is 2 
years), this should be actioned before the initial approval expires, as the employee 
cannot continue in the secondment without approval.   

  

1.12 Early end to Secondment  

The secondment agreement should specify the notice period required for the home or 
host agencies to cease the secondment early (e.g. 4 weeks). For example, where ISLHD 
is the home agency, should ISLHD cease the secondment early based on business 
requirements, such notice would need to be provided to the host agency and the 
secondee.   

  

Unless the secondment agreement provides for different provisions, the secondee can 
make a written request to the Delegate to end the secondment and return to the home 
agency earlier than intended. The Delegate may consider a request for a secondee to 
return to their substantive position earlier than previously planned where circumstances 
have changed, however, the Delegate is under no obligation to meet this request.   

  

1.13 Extension of Secondment  

The same process applies to extending secondments as applies to the initial secondment 
approval. A secondment may be extended if approved by the Delegate. This would 
require initial negotiation between the home and host manager, or more senior managers 
as appropriate. Any extension approved by the Delegate should be in writing, and form 
an amendment to the secondment agreement. However, the total length of the 
secondment must not exceed 2 years.  
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1.14 Return from Secondment  

This section only applies where ISLHD is the home agency.   

  

Secondees may return to their substantive position, but do not necessarily have to return 
to their substantive position. Under the GSE Rules, at the completion of the secondment 
the employee is entitled to return to ISLHD at the same work level at which the person 
was employed immediately before being seconded (refer to 4.10 Backfilling – Temporarily 
and Permanently).  

  

Four weeks prior to completion of the secondment, the home manager should discuss 
with the host manager and the secondee the arrangements for the secondee to return to 
ISLHD. This will help to ensure a smooth transition back to the ISLHD.   

  

Where the secondee is not returning to their substantive role, the home manager should 
play an active role in identifying a suitable role for the employee. The home manager 
should consider suitable roles or positions for the secondee to return to at the conclusion 
of the secondment and discuss this with the secondee. Among other factors, in identifying 
suitable roles for the secondee, it is appropriate to consider the capabilities required of 
different roles, the secondee’s capabilities, the secondee’s career preferences, and the 
staffing needs and business requirements of ISLHD. Where the secondee’s substantive 
position has been permanently backfilled, the home manager remains financially 
responsible for the secondee until they have been placed in a suitable role on a 
permanent basis.  

  

Whether the secondee is returning to their substantive role or an alternative role, the 
home manager (or new manager) should take the opportunity for the whole team to 
benefit from the secondment. When returning from a secondment, the secondee should 
be encouraged to share their new-gained knowledge and experience. This could be via a 
report or via a presentation to the team.  

  
1.15 Change Management   

This section only applies where ISLHD is the home agency.   
  
If the secondee’s substantive position changes during the secondment, the home 
manager should contact the secondee with respect to any possible impacts that the 
changes may have on their position.   
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Regular communication should occur between the home manager and the secondee. The 
secondee should be invited to any meetings that are held, and be provided with any 
documentation in relation to the changes that are provided to other employees of the 
department. The processes outlined in the NSW Health PD2012_021 Managing Excess 
Staff of the NSW Health Service apply.  

  

5.  DOCUMENTATION  

Secondment Agreement   

  

6.  AUDIT   

Not required  

  

7.  REFERENCES   

Government Sector Employment Act 2013 (section 64)  

  

Government Sector Employment Rules (Part 6)  

  

NSW Public Service Commission G2016_06 Mobility Guideline – Transfers and 
Secondments  

  

NSW Health PD2015_026 Recruitment and Selection of Staff to the NSW Health Service 
(section 2.4)  

  

NSW Health PD2016_046 Resolving Workplace Grievances  

  

NSW Health PD2012_021 Managing Excess Staff of the NSW Health Service  
  

  

8.  REVISION & APPROVAL HISTORY  
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