
<Insert date>
CONFIDENTIAL
<Name>

<Address 1>

<Address 2>

Dear <Name>
I am pleased to offer you a secondment to the position of <Secondment Position title> <Classification level>, in the <Unit/School> at the <Location> Campus.  This appointment will commence on <Secondment Commencement Date> on a <fulltime/fractional> basis until <Secondment End Date>. You will be a member of the <Team name> team/area and will be responsible to <Director/HoS/Division Manager> through <Manager/SEO Name and Title>.  At the end of this period you will revert back to your substantive position of <Insert title of substantive position> in the <Unit/School - location of substantive position>.

Your salary will be <$annual salary> per annum which places you at step <Insert appropriate step> of the <Insert appropriate HEO level> salary scale.

Please sign one copy of the attached agreement to accept this offer and return to <HR Administrator name>, Human Resources Administrator, <Enter Division/Unit>, as soon as possible, and no later than five working days after receipt of this letter.

Please contact <HR Coordinator/Administrator name> on telephone <number> should you have any further queries.

Congratulations on your appointment.

Yours sincerely

Name
Title
Division/Unit
[image: image1.png]University of
South Australia




INTERNAL SECONDMENT AGREEMENT

DATE


BETWEEN THE
UNIVERSITY OF SOUTH AUSTRALIA
(‘the University’)

AND EMPLOYEE
 [insert name]
(‘the staff member’)

1. Parties to the Agreement 
Staff member: [Enter first and last name]
Delegated Officer (Substantive Area): [Enter first and last name]
Delegated Officer (Host Area): [Enter first and last name]

2. Duration of the Secondment 
This secondment will commence on [insert date] on [insert fraction] FTE basis until [insert end date], or until the substantive incumbent returns, whichever is earlier [delete if secondment is not for a replacement].

3. Position Description and Remuneration during the Secondment 

During the secondment period the staff member will be required to perform the duties of [title of position and location] in accordance with the duties in the attached Position Description under the terms of this agreement and will be paid at [insert Level and step e.g. HEO7, Step 4 or relevant fraction if a fractional higher duties appointment] for the duration of the secondment period. 

4. Early Termination of the Secondment 

Subject to agreement by the Delegated Officers (substantive and host areas) and the seconded staff member, this secondment may be terminated prior to the end date specified in Clause 2 above by the University or the staff member with 4 weeks notice.  
Subject to agreement by the Delegated Officers (substantive and host areas), the secondment may be terminated prior to the end date specified in Clause 2 above without the agreement of the staff member where a reasonable period of performance improvement has been undertaken in accordance with the University’s performance management scheme.
5. Conditions of Return to Substantive Area 

On the expiry of this secondment agreement, the staff member will have the right to return to his/her substantive position within the [insert name of substantive area] Area/School.  The staff member will give at least four weeks notice prior to the end of the agreed secondment period of their intention to return or otherwise to the substantive position.
6. Leave Arrangements 

During the secondment period, [insert name of host area] will be responsible for the management, approval and processing of leave requests. 
The Delegated Officer (host area) will develop a leave management plan to ensure the staff member is able to take recreation leave accrued during the period of the secondment.

7. Other Conditions of Employment

Other than where mentioned specifically in this agreement, all other conditions of employment are as detailed in the staff member’s employment agreement and relevant industrial instrument apply.

8. Signatures 

In signing this agreement the seconded staff member, the host area and the substantive area agree to be bound by the terms of the agreement. 
	Staff member [Enter first and last name]:  

Signature:




Date:




	Delegated Officer (Substantive Area) [Enter first and last name]:

Signature:




Date:




	Delegated Officer (Host Area) [Enter first and last name]:  

Signature:




Date:





























































Put your School, Unit, Division name etc here (School of XXXX)


Adelaide


South Australia 5000





GPO Box 2471


Adelaide


South Australia 5001


Australia





t: +61 8 8302 XXXX


f: +61 8 8302 XXXX


e: xxx.xxx@unisa.edu.au
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