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About this policy 

This policy describes ASIC’s approach to secondments as an effective way 

for ASIC to develop capability at an individual level and across our 

workforce.  

This policy supports ASIC's values of ACCOUNTABILITY, 

PROFESSIONALISM and TEAMWORK.  
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Policy ownership 
 
The Senior Executive, People & Development is responsible for the development and implementation 
of this policy. 

 
Policy application 
 
This policy applies to ASIC team members including the Superannuation Complaints Tribunal (SCT), 
Corporations and Markets Advisory Committee (CAMAC) and the Companies Auditors and Liquidators 
Disciplinary Board (CALDB). 
 
Policy application is subject to adoption by the Senior Executive Leader, People & Development. 

 
Policy approval 
 
This policy has been reviewed and approved by the following parties on the following dates: 
 

Version Reviewer Comments Approved Date 

1.1 Helen O'Loughlin   Approved 25 November 
2013 

 
Policy distribution 
 
This policy has been distributed to the following parties on the following dates: 
 

Version Date Distribution List 

1.0 September 2013 ASIC  

  
Policy location 
 
This policy is published on myASIC, People & Development.

http://myasic.asic.gov.au/myASIC/People-Development/PoliciesFormsEnterpriseAgreement/PoliciesGuidelines/index.htm
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A What is this policy about? 

1 This policy provides guidance to people leaders and team members participating in a 
secondment. 

 
 
 

Further Guidance 

ASIC's Relocation Policy provides guidance on the financial support that may 

be provided to a team member on secondment and Fringe Benefits Tax 

considerations. 

 

ASIC’s International Travel Policy provides guidance on what must be done 

when planning overseas travel for ASIC business, as well as background 

information needed when travelling.  

 

 

A glossary of key terms is provided on page 11 of this policy. 
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B Principles  

2 Secondments are an effective way for ASIC to develop capability both at an individual 

level and across its workforce more broadly.  

 

Principles 

 The purpose of secondments should be: 

 -  Filling temporary vacancies and providing opportunities for team  

    members to increase their knowledge and skills 

 -  Developing a multi-skilled workforce 

 -  Strengthening relationships with key regulators and the private sector 

 -  Deepening ASIC's regulatory expertise 

 -  Retaining and developing ASIC's high potential talent, or 

 -  Developing leaders with a diverse perspective. 

 A secondment is temporary in nature and would not normally exceed 18 

months.   

 People visiting from other organisations for the purposes of learning 

and development and who do not have specific role accountabilities, 

are not on secondments.  These study visits are usually of 2 - 4 weeks 

duration.  

 There are a number of different financial arrangements that can be 

 agreed for a secondment  including salary costs, input to bonus 

 decisions and superannuation. Each secondment is negotiated on a 

 case-by-case basis. 

 A team member must have been employed by ASIC for at least six 

 months and completed probation to be eligible to apply for a 

 secondment position. 
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C Accountability 

Team member  
3  Team members are accountable for: 

 Deciding whether a secondment is the appropriate development opportunity for 
them  

 Ensuring the necessary approvals have been given 

 Considering any financial, taxation and personal implications and seeking 
advice where required 

 Participating in and utilising the secondment opportunity, and 

 Maintaining contact with their home team. 

 

People leader  
4 People leaders are accountable for: 

 Deciding whether a secondment will cost-effectively meet the business 
objectives, considering any financial and taxation implications for ASIC  

 Ensuring the necessary approvals have been given 

 Advising the relevant business units (e.g. Risk & Security Services, People & 
Development, Information Technology, Facilities and International Strategy) 

 Working with the other people leader to ensure the secondment has been 
designed effectively, and 

 Maintaining contact with the secondee. 

Senior Executive Leader 
7 A Senior Executive Leader will approve the secondment arrangements, including any 

provisions outside of policy, and seek Commission approval where required. 

People & Development Advisory 
8 People & Development Advisory will provide advice on contractual and payment 

arrangements and application of this policy. 
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D Types of secondments 

There are four types of secondments that ASIC supports. 

1.  Internal secondment 

9  Internal secondments are temporary internal transfers between business areas. 

Internal secondments are generally easiest to facilitate, and more often utilised for team 
member development and recruiting specific skills required for short-term projects or 
initiatives. Secondments also work well when temporary vacancies occur due to 
parental leave.  

People leaders and Senior Executive Leaders must approve internal secondments. 

 

2.   Public sector agencies 

10 ASIC has developed strong working relationships with other Government agencies 
involved in regulation, industry liaison and enforcement. Opportunities may arise to 
temporarily second a team  member to an external agency, or to second other 
government agency staff into ASIC to undertake joint regulation initiatives, and improve 
regulatory expertise.  

Senior Executive Leaders must approve all public sector secondments. 

 

3.  Private sector organisations  

11 Secondments to private sector organisations provide ASIC team members with new 
skills and work experiences that are often not available within the public sector. 
Secondments from private sector organisations to ASIC provide ASIC with industry 
expertise and enhanced cooperation. 

Senior Executive Leaders must approve all private sector secondments. 

 

4.  International secondments 

12 International secondments can be used to strengthen ASIC's relationships with key 
international regulators, build its regulatory expertise, and develop leaders with an 
international and broad cultural perspective.  

Proposals for international secondments are to be initiated by Commission in 
consultation with People & Development, the International Strategy team, and relevant 
Senior Executive Leaders. 

International secondments must have a business case and be approved by the 
Chairman. 

 



 SECONDMENT POLICY 

Australian Securities and Investments Commission  Page 8 

E Finance and employment arrangements 

13 As a general principle, the host organisation or team pays for the secondment as they 
are benefitting from the expertise and work performed by the secondee. Any 
secondment costs borne by ASIC may have Financial Management Accountability Act 
1997 (FMA Act) implications. Contact ASIC Procurement Centre for further information.  

Study visits are financed by the home organisation. 

Internal secondments 
14 Generally when a team member is seconded to a different team, they are temporarily 

transferred into a position within the host team through a HDA/Transfer application in 
MyPeopleSoftHR. This ensures reporting lines and delegations are correct and will 
assign cost to the host team.  If partial or full payment is to be met by the home team, 
the host manager can arrange for this to be journalled through their Finance Manager. 

Public Sector secondments 
15 Public Sector secondments are facilitated through a temporary transfer under Section 

26 of the Public Service Act 1999. This allows Commonwealth Public Servants to move 
easily across APS organisations and transfer their employment to the host agency for 
the duration of the secondment. Partial or full payment may be recovered from the 
home agency by invoice.  

In some instances the secondment may be facilitated through s122 of the ASIC Act 
2001 or according to Memoranda of Understanding with certain agencies. The cost 
would be incurred by the home agency but partial or full payment may be recovered 
from the host agency by invoice.  

Private Sector secondments 
16 Private Sector secondments are also facilitated through s122 of the ASIC Act 2001. 

This does not alter the existing employment relationship and means that the home 
organisation will continue to pay the secondee. Again partial or full payment may be 
recovered from the host agency by invoice.  

   International secondments 
17 For most international secondees into ASIC, ASIC will sponsor the secondee under a 

457 Long Stay Business Visa or 400 Short Stay Business Visa. Both visas require ASIC 
to employ the secondee however payment can be recovered from the home 
organisation by invoice.   

 In cases where full salary costs are to be borne by the home organisation, ASIC may be 
able to utilise a 401 Staff Exchange Visa if a reciprocal arrangement is in place. 

 For secondments from ASIC to other international organisations, the visa and payment 
arrangements are largely determined by the country of the host organisation. 

 The contractual, logistical, and financial arrangements for international secondments 
are complex and will be managed by People & Development, the International Strategy 
team and Finance. Costs that need to be considered may include travel, 
accommodation, insurance, living away from home allowance, and Fringe Benefits Tax. 
Refer to ASIC's Relocation Policy and International Travel Policy for more information. 
Team members undertaking an international secondment should obtain personal tax 
advice. 
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F Selection process 

18 It is generally good practice to ask for expressions of interest from the organisation to 
recruit for a secondment opportunity.  However, there will be times when appointments 
can be made directly, such as where a specific skill set is required.  People & 
Development Relationship Managers will be able to assist people leaders determine the 
best way to proceed.   

People & Development Advisory must be notified to confirm contractual arrangements, 
initiate the necessary secondment contract and create a record on the centralised 
secondment register. 

Finance, Procurement and Risk & Security Services may also need to be notified. Refer 
to the Home Manager and Host Manager Checklists. 

International Selection process 
19 Selection of Senior Executive Service (SES) and Executive level team members for an 

International secondment will be made by Commission.     

There will be times when Commission or the International Strategy team runs an 
expression of interest for an international secondment.  The selection criteria will be 
developed on a case by case basis but may include criteria such as foreign language 
skills, cultural knowledge and awareness.  
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G Managing the secondment 

What happens when a secondment finishes 
20 When the secondment is completed, the team member will return to their home team 

and to their substantive role.  If this role no longer exists or has changed, then the 
person will go into a role at an equivalent classification level with the same entitlements 
as their previous substantive role. 

It is expected that the team member will complete a secondment evaluation to share 
their experiences with their colleagues, and to enable People & Development to 
evaluate the effectiveness of the placement. 

Team members engaging in overseas travel for an international secondment will be 
expected to provide a travel report to the Commission and implement an 
information/intelligence-sharing plan upon their return, as per ASIC’s International 
Travel Policy.  

It is not recommended that a team member undertake consecutive secondments.  

When not to use a secondment 
21 A secondment should not be used: 

 To move an underperforming team member 

 To avoid having to manage team conflict, or other difficult issue that exists within 
a team 

 To address personal or lifestyle issues of a team member, or 

 When other development strategies would be more appropriate. 

Security  
22 Conflicts of interest or compromised security may be risks, particularly with private 

sector organisations that ASIC regulates. 

These risks can be mitigated by: 

 Ensuring mandatory security clearances are completed and approved before the 
secondment commences 

 Designing secondment positions to offer meaningful work without exposure to 
potential conflicts, and 

 Liaising with external secondment partners and Risk & Security Services in 
advance and during the secondment to ensure any potential conflicts are 
considered and addressed by Chief Legal Office. This includes any Agency-
specific legislation security protocols and mandatory training requirements. 
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Key terms 

Term Meaning in this policy 

Secondment When a team member moves for an agreed period of 

time to a role in different business area within ASIC, or to 

an external organisation. ASIC can also act as the host 

organisation and accept secondees into ASIC from other 

organisations. 

People leader An ASIC employee with people management 

responsibilities. For example a Senior Executive, Senior 

Manager, Manager or Team Leader. 

Team member An ASIC employee, either ongoing or non-ongoing with 

no people management responsibilities.  
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Annexure A – Home People Leader’s Checklist  

Step Checklist 

Prior to 
secondment 

 

 Decide whether a secondment is the appropriate development opportunity. Is the 
timing suitable? Would other development strategies be more appropriate? 

 Consider team resourcing issues during the secondment period. How will you 
backfill? Will you be able to meet deadlines and maintain sufficient staffing levels 
without this team member? Can you offer internal relieving opportunities or a 
secondment to fill the position? 

 Discuss with your Relationship Manager to ensure the secondment will be approved. 

 Design and negotiate the terms of the secondment. In conjunction with the host 
leader, the team member being seconded and Relationship Manager, design the 
secondment placement. What are the expected outcomes? What will be the team 
member’s responsibilities? What development will they receive? What is the expected 
duration? 

 Contact People & Development Advisory to prepare contractual documentation and 
create a record on the secondments register. Advisory will also provide advice on 
relocation assistance and liaise with Finance on the taxation implications. 

 For international secondments – each secondment is managed on a case-by-case 
basis. People & Development Advisory will provide advice regarding the contractual, 
logistical, and financial arrangements, in consultation with Finance.  The International 
Strategy team will provide advice on how to obtain Chairman approval, official 
Government passports, visas, flights, and other matters that may be relevant to their 
situation under ASIC’s International Travel Policy.  Accommodation arrangements are 
to be made by the secondee once instructed to do so by People & Development. 

 Liaise with external secondment partners and Risk & Security Services in advance 
and during the secondment to ensure any potential security risks and conflicts are 
considered and addressed by Chief Legal Office. This includes any Agency-specific 
legislation security protocols and mandatory training requirements. 

 Contact your Finance Manager to arrange journaling or invoices if required. 

 For internal secondments, enter a HDA/Transfer application. 

 Make arrangements to keep your team member in the loop. Ensure they are still on 
team email and distribution lists, and that they are invited to all team events and that 
they receive regular calls from you. This will help them remain attached to their team 
and make the return easier. 

 Discuss and agree with your team member how often they will provide regular 
updates for distribution on myASIC (blog/journal-like entries with photos, where 
possible, for sharing with ASIC colleagues on their experiences overseas).  

 Plan for your team member’s return. Plan how you will use the experience they will 
gain and offer new challenges when they return. Discuss the plan with your team 
member so they have realistic expectations. 

On 
secondment 

 

 Maintain contact with your team member. Contact them regularly to see how they are 
going. Don’t forget to send them team updates, special announcements and meeting 
invitations where appropriate. 

 Ensure that your team member is providing regular updates as agreed, and arrange for 
those updates to be shared on myASIC where appropriate.  

 Manage the agreed finance arrangements. This may include invoicing or paying the 
other organisation or acquitting Corporate Cards on the secondee's behalf. 

 Manage any conflicts or problems. Contact your Relationship Manager if you have any 
concerns or issues about the secondment. 
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Step Checklist 

 

Conclusion 
of 
secondment 

 

 Conduct a performance review taking into account feedback from the host manager. 
End of cycle reviews should consider the previous twelve (12) months including any 
periods on secondment. 

 Prepare for your team member's return. Plan how you will accommodate their return. 
What position will they return to? What challenges and additional responsibilities can 
you give them? How will you make use of the knowledge your team member will bring 
back with them? 

 Ensure that your team member is fully integrated back into your team from a Facilities 
perspective. Advise internal contacts of the transfer and ensure MyPeopleSoftHR is 
updated. 

 International Travel - Remind your team member to fulfil their post-travel obligations 
under ASIC’s International Travel Policy.  For example, a travel report will need to be 
provided to Commission, and an information/intelligence-sharing plan implemented 
after your team member returns.  Contact the International Strategy team if you need 
further advice on this.  

 Manage your talent. It is often easy to slip back into the way things were. The success 
of the secondment placement is largely influenced by how the secondee is re-engaged 
and their talent is managed. Make sure you utilise their new skills, talk with them about 
their career plan, and any opportunities ahead. Secondments are most successful 
when they are treated as a stepping-stone to the next opportunity rather than a one-off 
initiative. 
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Annexure B – Host People Leader Checklist   

Steps Checklist 

Prior to 
secondment 

 

 Decide whether a secondment is the most appropriate to build the required 
competencies. Would recruitment or internal training be more appropriate? 

 Consider selection method for secondment. Will it be open to everyone? Do you target 
a specific team or individual with the required skill set? Is it part of your talent 
management strategy? Is the process fair and transparent? 

 Negotiate the terms and conditions of the secondment. What are you in a position to 
offer? What objectives do you want to include? How will performance be assessed? 

 Contact People & Development Advisory to prepare contractual documentation and 
record on the secondments register. 

 Contact Risk & Security Services to discuss any conflicts of interest. This includes any 
Agency specific legislation security protocols and mandatory training requirements. 

 Contact your Finance Manager to arrange journaling or invoices if required. 

 For external secondments into ASIC complete the Contingent Worker Engagement on 
MyPeopleSoftHR to arrange access, IT equipment and notify internal contacts of the 
secondment. 

On 
secondment 

 

 Induct your new team member. Ensure they are familiar with the organisation or team 
specific policies and procedures, contacts and systems. 

 Provide feedback and communicate often. Take the time to give regular and 
constructive feedback. Encourage questions. Involve your team member in team 
communications. 

 Meet development needs and ensure skills are transferred. Ensure the secondment 
objectives are met, and that you provide the professional development and skills 
transfer that you are responsible for. 

 Maintain contact with the home people leader. Keep the home people leader informed 
of their team member's performance and the outcomes being achieved. 

 Manage any conflicts or problems. Contact the home people leader or your 
Relationship Manager should any conflicts or problems arise. 

Conclusion 
of 
secondment 

 

 Provide performance feedback. Provide constructive feedback to the team member 
and home people leader as part of the performance management cycle. If it is an 
internal secondment and the team member is still part of your team at the end of the 
review period, you will need to conduct the review, seeking feedback from the home 
manager. 

 Evaluate the secondment experience. This is separate to the performance 
management process and is designed to evaluate the value of the secondment 
placement and areas for improvement. A form will be provided for you to complete. 

 Advise internal contacts of the transfer and ensure MyPeopleSoftHR is updated. For 
internal secondments, you will need to enter a HDA/Transfer application to transfer the 
team member back to their home team. 
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Annexure C – Secondee Checklist  

Steps Checklist 

Prior to 
secondment 

 

 You will need to decide whether a secondment is the appropriate development 
opportunity. Is the timing suitable? Would other development strategies be more 
appropriate? 

 Obtain your people leader’s approval. Is your people leader aware of your interest in 
secondments and have they agreed to the secondment opportunity? 

 Assess the suitability of the secondment. Does the opportunity meet your 
development needs? Does it fit with your responsibilities and your business needs? 

 Negotiate the terms and conditions of the secondment. Do you agree with the terms 
of the secondment? Consider responsibilities, objectives, outcomes and expected 
duration? 

 International secondments - Seek the advice of the International Strategy team on 
how to obtain Chairman approval, official Government passports, visas, flights, and 
other matters that may be relevant to your situation under ASIC’s International Travel 
Policy.  People & Development Advisory will provide advice on contractual, logistical 
(with exception to flights), and financial arrangements.  You will need to book your 
own accommodation once instructed to do so. 

 Discuss and agree with your people leader how often you will provide regular 
updates for distribution on myASIC (blog/journal-like entries with photos, where 
possible, for sharing with ASIC colleagues on your experiences). This is strongly 
recommended for all secondments but is mandatory for international secondments. 

On 
secondment 

 

 Negotiate a performance agreement indicative of the work to be performed. 
Participate in the performance management process and be open to giving and 
receiving constructive feedback. 

 Participate in development as provided. Your host team will provide development 
opportunities to you during your placement. Drive your development. 

 Maintain contact with your home team. Catch up with colleagues regularly. Ensure 
you are invited to team events and key meetings. 

 Ensure that you provide regular updates to your people leader, so that they can be 
shared on ASICnet where appropriate. 

 Manage any conflicts or problems. Contact People & Development Advisory or your 
Relationship Manager if any conflicts of interest arise, or if you experience any issues 
with your secondment. 

Conclusion 
of 
secondment 

 

 Participate in a performance review. Participate in the performance management 
process and be open to giving and receiving constructive feedback. 

 Evaluate your secondment experience. This is separate to the performance 
management process and is designed to evaluate the value of the secondment 
placement and areas for improvement. A form will be provided for you to complete. 

 Ensure that you fulfil your post-travel obligations under ASIC’s International Travel 
Policy.  For example, you will need to write a travel report for Commission, and 
implement an information/intelligence sharing plan after your return.  Contact the 
International Strategy team if you need further advice on this.  

 Prepare to return to your home team. You may have higher expectations on return to 
your previous team. Plan your career goals and discuss with your people leader. If 
you are feeling uncomfortable or disinterested in returning to your previous role, 
discuss ways for you to be further challenged when you return.  
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Useful hints 

 Prepare yourself for a change in your work environment, each area does things differently. 
Be open to change and new experiences. 

 Keep in the loop. Things are bound to change in your home team whilst you’re on 
secondment. Keep in contact with your team so you know what is happening. 

 Plan your career for when you return. Don’t feel disengaged when you return to your 
previous role. Take time to prepare yourself and plan your career path so you can get back 
into the swing of things. 

 Enjoy the experience. You have been selected for secondment because your talents and 
abilities have been recognised. Make the most of the opportunity and enjoy the 
secondment experience. 

 

 


