RadHR

POLICY

Internal hiring/promotion

We wanted to create a two-way road into a role for
employees, they can nominate themselves or their
supervisor can nominate them. We built this with the
intention that not all supervisor-supervisee
relationships are equitable. We also wanted to
involve more staff members in the process so we

created an "internal interview" that any staff...
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Info

Overview

This is a accountability / decision-making / equal
opportunities / hiring and recruitment that's been used for 0-
1 years by a hierarchy charity with 15-29 people and a
turnover of £500k+.

Policy details

Type: -

Used for: 0-1years

Policy areas: Accountability

Decision-making
Equal opportunities

Hiring and recruitment


https://radhr.org/

Known legal issues: No

Organisation info

Name: Headwaters Foundation for Justice
<https://headwatersfoundation.org/>

Type: Charity
Structure: Hierarchy
People: 15-29
Turnover: £500k+

Like this policy?

Not sure how to make it fit your group?

Try the free RadHR Policy Adaptation Workshop
<https://radhr.org/workshop/adaptation> with your team!

Licence

This policy is shared under a Creative Commons (CC BY-SA 4.0
<https://creativecommons.org/licenses/by-sa/4.0/> ) licence.

This means you are free to:

o Share—copy and redistribute the policy in any medium or format;

o Adapt—remix, transform, and build upon the policy for any purpose, even
commercially.

And if you do, you must:

1. Attribute—Give credit to the author and source appropriately and say

whether any changes have been made from the original;

2. ShareAlike—Share your policy or document under the same licence
<https://creativecommons.org/licenses/by-sa/4.0/> , and link to details

about the licence.
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Policy

Internal promotion or transition to a new role

e Supervisors should consider an employee for promotion if/when:

« A new job opening is posted and there is a strong internal
candidate (either within or across departments)

« An employee has consistently strong performance in annual
reviews, and they are ready to take on additional
responsibilities.

« Employees may be eligible for a promotion only after their first
90 days of employment.

o If there is an opportunity for staff promotion or transition,
supervisors and their candidates should work with the Operations
team to document and formalize the intention to transition.
Recommendations for promotion/transition should be shared in an
all-staff internal email at the start of any internal hiring process.



Internal hiring process

« Open positions should be emailed to staff by the Operations team.

Internal postings are open for internal candidates for one week with

an internal process that takes no longer than three weeks with

consideration of staff time off and holidays.

Candidates being nominated for promotion/transition by
supervisors should be clearly shared with staff at the start of
the internal posting process.

Internal candidates interested in a posted role should share
their interest in a position with a short paragraph email with the
hiring manager and Operations staff (and others if desired).
Candidates are to be interviewed by the hiring committee before
the position is posted publicly.

Interview questions are to be shared with candidates at least 24
hours prior to meeting.

The hiring manager should review relevant personnel documents
and candidates should be interviewed by an internal hiring

committee.

e The hiring committee and hiring manager will either select the

candidate for hire based on qualifications, leadership capacity and

interview responses OR offer a written memo of constructive

feedback on desired qualifications that will inform a conversation

between the hiring manager and opportunities to grow professional

skills in the candidate.

From the RadHR.org Policy Library.



