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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Internal Hiring Policy

We love to see our employees advance in their jobs and gain the skills needed to work in other areas of the Company.  While we can’t guarantee you promotions or transfers, it is our policy to consider current staff members for such opportunities when they arise.  Open positions and their requirements are generally posted for one (1) week so that everyone has an opportunity to review the job and apply.
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In filling positions, managers will first consider the Company’s business requirements and needs when selecting a person to fill an open position.  When considering internal candidates, managers, among other things, will be considering the following:

· The employee’s record in meeting performance expectations in the current position;
· Past experience that may apply to the new position;
· Attendance; and
· Length of employment at the Company

If you apply for a transfer and/or promotion, we need you to complete all of the regular steps in the recruiting process, which include completing the internal application and interviewing for the job.

If you are promoted or transferred into a position with substantially different responsibilities from the one you left, you will be required to complete a new Introductory Period.  During this new Introductory Period, your benefits will continue as they existed in your previous position in the Company.  At the end of this period you will receive a performance evaluation from your supervisor.  If you have not been able to meet the performance requirements of the new position, we will make every reasonable effort to return you to your previous position.
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