Checklist for the Host Manager

	Steps Process
	Steps Process

	Prior to the placement 

	Identify short-term capability

need and whether a

placement is appropriate
	Determine there are good reasons to seek a placement as opposed to:

• filling a fixed-term vacancy

• making a permanent appointment, or

• contracting a temporary employee

	Advertise the vacancy
	Use the organisation’s existing processes to advertise the vacancy.

	Identify the most appropriate

person for the position
	Use the organisation's existing selection processes, taking into account:

• merit principles

• the capability needs of the organisation

• the development goals of the individual

Undertake security and other relevant background checks, if required.

	Negotiate terms and

conditions of the placement
	The placement agreement has three parties - the employee, their home organisation and the host organisation. The placement agreement identifies remuneration, allowances, start date, duration, reviews, performance appraisal, etc. A Performance Agreement and Development Plan to identify the work objectives and development initiatives should also be negotiated.

The agreement must ensure that expectations, accountabilities and performance objectives are clear to all parties. The home and host managers agree how the employee's performance will be assessed, who will conduct the assessment, how often, how the information will be fed back to the employee, and how it will be delivered to the home manager.

	Finalise agreement
	After all three parties sign the placement agreement:

• advise payroll and finance in both organisations about invoice and leave arrangements

• advise staff in both organisations about the placement: who has been seconded, when they will start and what their objectives will be.

	Induct the employee
	Treat the employee like any new recruit, by

• erring on the side of over-induction

• tailoring the induction process

• including the employee in planning meetings and social events.

Complete personnel requirements.

Provide resources on the organisation's policies and procedures, and introduce the employee to key contacts.

Explain access to the building, IT systems, etc.

	Provide feedback
	Encourage and answer any questions on an ongoing basis. Provide constructive feedback to the employee within a couple of days on how they are settling into the work environment and how they are undertaking the placement/project etc. Adhere to the timetable set out in the placement agreement for feedback and review.

	Meet development needs

and/or ensure transfer of

skills
	Deliver on the commitment made in the Performance Agreement and Development Plan.

Discuss the employee's progress in regular formal interim reviews. Assess if there are any other development needs and/or whether the opportunities for skills transfer have been provided.

Monitor "stretch" assignments.

	Review the placement
	Continually review the purpose/outcome of the placement.

Identify any problems.

Come to an agreement for changes.

	Maintain contact with

employee's home organisation
	Keep in touch with the employee's home organisation.

Provide feedback to the home manager. Seek their input if there are any problems.

	If problems arise
	Deal with problems as you would in any other instance by:

• acting immediately and consulting appropriately

• inviting open discussion, listening actively, and providing honest, constructive feedback

• involving the home organisation if appropriate

• considering what is best for the individual, the host and the home organisation. Invoke early termination only as the last resort.

	At conclusion of placement

	Evaluate the placement
	Evaluate the placement separately from the performance appraisal process for the

employee. Evaluate what went well in the placement process, what did not go well and what should be done differently next time.

Provide Human Resources with a copy of the evaluation. If relevant, update the placement agreement for future placements.


