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PROMOTION POLICY

Policy brief & Purpose

Our employee promotion policy presents our guidelines for advancing and promoting employees
from within our company. We want to invest in our employees and reward those who perform well.

This policy includes the process/that managers.m n promoting employees. We will
communicate this policy to a o 3 who should promoted and
when. ‘ 2 . 4 ‘

Scope

This policy applies\a oye =e _ sé/ be promoted only
after their [three‘ ‘ /
“Promotion” may. b position ity salary. Often,
: e uthority. Instead,
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employees may 3
these advancem

We will promote em
criteria for promotion are:

ace conduct. Acceptable

Experience in the job or !!W ?\.

High performance level in cer‘"\/\’yc :

Skill set that matches the minimum requirements of the new role.
Personal motivation and willingness for a change in responsibilities.

These criteria reflect the bigger picture of an employee’s work. Managers should avoid making
decisions for promotion based on recent or insignificant events. They should keep logs with
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important incidents that they might want to consider when it's time to promote one of their team
members.

In accordance with our company policies, we will not tolerate promotions that are based on:

Managers’ subjective opinions unsupported by performance evaluations.

Discrimination.
ion ®tion process.
e Ajob openi I

Fraternization.
n > AS = 1
e A position n y andfour campa within.
erfofman > ciFmanager deems

Favoritism.
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e An employe good
them rea r . !g
e An employ i 7 g ' m to advance

To avoid such incide
During this process,

, Or a position that
so occur if a business

Promotions may oc¢c

Our company will €
managers may ¢
better matches their
need arises.

Managers should follow thls.- -‘\
1. Meet with employees to talk a!oul their ‘nga|s andfor aspirations for a promotion.

Managers should create career plans for their team members.

2. ldentify opportunities to promote one or more team members, if applicable (by either filling
vacancies creating new jobs or enhancing job titles.)

3. Discuss the promotion with [Manager/ direct supervisor/ department head] to receive
approval. Managers should also ask Manager about the new position’s salary range and
any new benefits they should present to their team member.

4. Arrange a meeting with the employee to determine whether they’d be happy with this career
move.

.
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Managers must keep detailed records of the process to support their decisions to promote
employees.

Internal job posting

We encourage hiring managers to post job openings internally. Hiring teams may post the job
internally for a period of time before they post externally or post at both places at the same time.
Internal candidates may be given priority in the hiring process since they’re already familiar with
our culture and expectations.
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y and autonomy without
e.a team leader and a junior

These changes may not always come with a formal title change. Employees may be awarded a
higher salary, bonuses or stock options. The new benefits depend on the position and are at the
immediate supervisor’s discretion.

Managers should keep an updated promotion plan in their team members’ file and discuss future
career moves during performance reviews.
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