SAMPLE LETTER - SECONDMENT FROM UWOSA TO PMA LEVEL POSITIONPRIVATE 

[DATE]

[Employee’s Name]

[New Dept]

[Campus Address]

Dear [Name]:

I am pleased to confirm our offer of a secondment to a PMA level position.  The purpose of this letter is to confirm the details of your voluntary secondment from the position [old title] to the position of [seconded position] in [seconded department/unit].  All matters referred to below become effective [effective date].  The expected end date for this secondment is [end date].

Your employment status will be Regular full-time.  The position you are seconded to has been evaluated as [new classification].  You will be paid on the basis of [no. of hours/week] hours per week and your salary will be adjusted accordingly to [new salary] per annum.

Those policies outlined in the Policy Handbook for Professional/Managerial Staff will apply to you during the period of the secondment.

Benefit coverage will be adjusted in proportion to your salary (pension contribution, life insurance, long term disability).

Benefits (Dental (Major), LTD, visioncare, cost containment plan) will be provided as per the negotiated agreement between the University and the PMA for the period of the secondment.  During the secondment, you will be entitled to the negotiated Professional Allowance.  You will have access to the Tuition Scholarship Plan for dependent children of PMA eligible employees.  You will accrue vacation based on your [RF start date] start date.  During the period of your secondment, you will accrue vacation at [vacation days] days per calendar month as per PMA Policy 6.4.

In accordance with Article 10.07 of the Collective Agreement between UWOSA and the University, your UWOSA seniority will not accrue during the period of the secondment.  Your UWOSA seniority will remain fixed at the commencement date of the secondment until you return to the bargaining unit as long as this secondment is no more than twenty-four (24) months in duration.  If you do not return to the bargaining unit within twenty-four (24) months, your seniority under the Collective agreement will be terminated.

You or the University may end this secondment for any reason with your return to the UWOSA bargaining unit by providing two weeks written notice or pay in lieu of notice.

An HR Consultant will be able to meet with you if you require an orientation regarding the Professional and Managerial Association policies.  Please call Human Resources to set up a time.

To confirm your acceptance of this offer, please sign below and return a signed copy to me.  Should you have any questions in the future, please feel free to contact me.  Congratulations!

Yours sincerely,

Supervisor

Cc:
Human Resources (Staff Relations)


Dean, Chair, or Budget Unit Head


Carol Curran, Manager, Group Benefits

I understand and agree to the terms and conditions outlined above.

_________________________________

______________________________

Employee





Date

