
INTERCHANGE AGREEMENT FROM [ORIGINATING BUSINESS UNIT] TO [RECEIVING BUSINESS UNIT]
I am enclosing a copy of an Interchange Agreement between the National offender Management Service and [RECEIVING BUSINESS UNIT] in respect of your [loan / secondment] to [RECEIVING BUSINESS UNIT]. I understand that [HEAD OF ORIGINATING BUSINESS UNIT] has agreed that your Interchange Agreement will run from [DATE]. I would be grateful if you would read the Agreement, and inform me, as soon as possible, as to whether you are content for the Interchange to proceed on the basis of the terms contained in it.

[FOR OPERATIONAL STAFF BELOW SENIOR MANAGER D WITH A START DATE IN HM PRISON SERVICE (NOW NOMS) BEFORE 1ST OCTOBER 1987:

I should draw your attention in particular to the paragraph under “Terms and conditions of employment” which explains that, for prison staff with reserved rights to retire at the age of 55 and to double pension entitlements for each year of service after the first 20 years, those rights will not apply during the period of this interchange; and that although – provided you remain in an eligible grade - reserved rights will be re-applied to any subsequent period of service in a prison establishment, they will not then be applied retrospectively to this period of interchange.]

[FOR ALL STAFF BELOW SENIOR MANAGER D WHO HAD PREVIOUSLY RECEIVED RHA, BUT FOR WHOM A BUSINESS CASE FOR PAYMENT OF RHA DURING THIS INTERCHANGE HAS NOT BEEN APPROVED:

You should also note the provisions regarding the payment of Required Hours Addition (RHA) during the period covered by the Interchange Agreement: That RHA will be paid in full for the first three years after you ceased to work in a post which attracted indefinite payment of RHA; and on a mark-time basis thereafter.]

The Agreement will not be extended without the prior agreement of [HEAD OF ORIGINATING BUSINESS UNIT] and your attention is drawn to the information about Interchange contained in PSO 8110.
If there is anything further that you would like to know please contact me on [PHONE NUMBER]. 

