External Secondment Delegation Plan
Purpose. Use this plan to identify responsibilities that will need to be delegated, how they will be covered, and what safeguards or approvals are required before the secondment starts. Delegation should be appropriate to the role and must not be used where duties cannot properly or safely be transferred.
Important. Particular care should be taken with responsibilities linked to ethics, regulatory compliance, clinical trials, statutory or professional accountability, financial authority, information governance, or formal decision-making. Where responsibility is personal to the role-holder or delegation is restricted, alternative cover arrangements should be agreed rather than delegating the responsibility.
1. Secondment details
	Employee
	

	Current role / School, Faculty or Directorate
	

	Proposed host organisation
	

	Proposed secondment start and end dates
	

	Line manager
	



2. Responsibilities requiring cover
List the key responsibilities that will need to be covered during the secondment, rather than individual day to day tasks. Focus on accountability and continuity of maintaining these responsibilities.
	Responsibility / area of accountability
	Why cover is needed
	Proposed delegate / cover arrangement
	Period of cover

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



3. Delegation checks
For each proposed delegated activity, consider whether the individual receiving the responsibility has the appropriate authority, competence, capacity and access, and whether any formal approval is required for them to take over.
	Responsibility
	Delegate / cover
	Authority and competence confirmed?
	Capacity/resources confirmed?
	Approval or restriction identified?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



4. Higher-risk or non-delegable responsibilities
Record any responsibilities requiring additional review or an alternative arrangement. Examples may include duties connected with clinical trials, ethics, regulatory or legal compliance, professional accountability, delegated financial authority, data/information governance, or other responsibilities attached personally to the role-holder.
	Responsibility
	Risk / restriction
	Can it be delegated?
	Alternative cover or control
	Who has confirmed the arrangement?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



5. Handover and access arrangements
Suggested items to consider, current priorities and deadlines; key contacts; records and document locations; system or shared mailbox access; approval limits; recurring meetings or reporting; live cases/projects; PhD student supervision; escalation routes; and arrangements for urgent issues.
	Handover item
	Action required
	Owner
	Complete by
	Status i.e. ongoing or completed 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6. Contact during the secondment
In most cases the delegation arrangements should enable the employee to undertake their secondment without continuing to carry out the responsibilities of their substantive role (unless the secondment is on a part-time basis). Any ongoing involvement or contact required during the secondment should be agreed in advance and clearly defined.
	Main point of contact for oversight of all delegated responsibilities (Head of Dept/Div)
	

	Circumstances in which the secondee may be contacted (if any)
	

	Expected response / availability (if any)
	

	Review date for the delegation plan
	





7. Confirmation
By completing this section, the employee and line manager confirm that the proposed arrangements have been considered and that any necessary approvals or specialist checks will be obtained before the secondment begins.
	
	Name
	Signature / confirmation
	Date

	Employee
	
	
	

	Line manager
	
	
	

	Other approver (if required)
	
	
	



Manager review prompts
Are all essential responsibilities covered for the full period of the secondment?
If the secondment is on a part-time basis, ensure it is agreed with the secondee which responsibilities they will be delegating for the duration of their secondment, and which responsibilities they will be maintaining during their university working hours.
Is the proposed delegate suitably authorised, competent and able to absorb the responsibility?
Could any accountability remain personally attached to the secondee despite the proposed delegation?
Have clinical trial, ethics, regulatory, legal, financial, data or professional obligations been checked where relevant?
Are the handover, escalation and review arrangements proportionate and clear?
Would the arrangement remain workable if the secondee were unavailable to support the substantive role?
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