[image: ]


	[bookmark: _GoBack][bookmark: _Appendix_B_–_1][bookmark: _Appendix_B_–]
Mobility Plan

	· Mobility Plans are intended to help employees and managers maximise the benefits of a temporary move where professional development is a key objective. Plans should be completed before the move occurs or as soon as practical after it has begun, and shared between all three parties.
· The Mobility Plan should be agreed to by all parties and referred to regularly throughout the move.
· This Plan may be used as an attachment to a Memorandum of Understanding (MOU) or other secondment agreement.  

	Purpose and benefits

	Describe the overarching purpose of the temporary move, including benefits for all parties
	      





	 Details 

	Employee Name 
	      

	Home organisation 
	      

	Host organisation
	      

	Employee ID  (if applicable)
	     

	Home organisation Phone  
	      

	Home organisation Email 
	     

	Host organisation Phone  
	     					(add when known)

	Host organisation Email 
	     	  				(add when known)

	Security clearance level (if applicable) 
	     
Note: a Change of circumstance form may need to be submitted to the relevant vetting body e.g AGSVA 

	Level/Classification/Position 
	     

	Employee Status  
	Full-time ☐ Part-time ☐  
Hours if part time:   

	Completed Conflict of Interest Declaration attached 
	Yes ☐ N/A ☐

	Provide any other relevant information 

	       
e.g. Planned leave, OH&S requirements or reasonable adjustments (including where equipment might be transferred between agencies for the duration of the agreement), flexible or remote working arrangements, etc 

	Home/Host Organisation Details 

	Home Manager
	Name:      

	
	Position/title:      

	
	Phone:      
	Email:      

	Host Manager
	Name:      

	
	Position/title:      

	
	Phone:      
	Email:      

	Mobility Placement Details 

	Employees are encouraged to have conversations with their home and host managers to complete this section. 

	Length of opportunity 
	      
	Start date:         End date:         

	Placement Position/Title 
	     

	Division/Work Area 
	      

	Host organisation address  
	     

	Position description 
Outline the roles and responsibilities
	     

(host organisation to provide)

	Performance expectations 
Outline any objectives and key areas that the employee is to deliver
	     


(host organisation to provide)

	List any supporting development activities 
e.g. induction, training, mentor
	     

(employee to complete in consultation with host organisation)

	Outline any development goals for the employee 

	     

(employee to complete in consultation with home organisation)

	Keeping in touch
Outline how the employee will keep in touch with their home organisation
	     


(employee to complete in consultation with home organisation)

	Re-integration
To assist with re-integration anticipate and describe how the skills, experience and insights gained through the opportunity are expected to be applied upon return:
	     






(employee to complete in consultation with home organisation)

	 Signatures

	Employee Signature:
Print name:
Date:
	



	Home Manager Signature:
Print name:
Date:
	

	Host Manager Signature:
Print name:
Date:
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