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Promotion Policy
1. Introduction
This Promotion Policy outlines the principles, processes, and criteria for employee 
advancement within our organization. Our aim is to foster a culture of growth, 
recognition, and fair opportunity for all employees.

1.1 Purpose
The purpose of this policy is to:

Establish clear guidelines for the promotion process

Ensure fairness and transparency in promotional decisions

Encourage employee development and career progression

Align promotional practices with organizational goals and values

1.2 Scope
This policy applies to all employees across all departments and levels within the 
organization.

2. Types of Promotions
2.1 Vertical Promotion
Advancement to a higher position with increased responsibilities, authority, and 
compensation.

2.2 Horizontal Promotion
Movement to a position at the same level but in a different department or 
functional area, offering new challenges and opportunities for skill development.

2.3 Developmental Promotion



Promotion Policy 2

Temporary assignments or projects that provide opportunities for growth and skill 
enhancement, potentially leading to future promotions.

3. Eligibility Criteria
3.1 Performance
Candidates must consistently meet or exceed performance expectations in their 
current role, as evidenced by:

Regular performance evaluations

Achievement of set goals and objectives

Positive feedback from supervisors, peers, and clients/customers

3.2 Tenure
While not the sole determining factor, employees typically should have:

Minimum of 12 months in their current position

At least 24 months of total service with the organization

3.3 Skills and Qualifications
Candidates must possess the necessary skills, qualifications, and competencies 
required for the new position, including:

Technical skills relevant to the role

Leadership and management capabilities (for managerial positions)

Soft skills such as communication, teamwork, and problem-solving

3.4 Potential
Demonstrated potential for growth and ability to take on increased responsibilities.

4. Promotion Process
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4.1 Identification of Opportunities
Promotional opportunities may arise through:

Creation of new positions

Vacancies due to departures or organizational restructuring

Expansion of existing roles

4.2 Internal Job Postings
All promotional opportunities will be posted internally for a minimum of 5 business 
days before external recruitment begins.

4.3 Application Process
Eligible employees must submit:

Updated resume

Cover letter outlining qualifications and interest in the position

Completed internal application form

4.4 Selection Process
The selection process may include:

Initial screening of applications

Panel interviews

Skills assessments or tests

Reference checks

4.5 Decision Making
Promotional decisions will be made by a committee consisting of:

Hiring manager

Human Resources representative

Department head or senior leadership member
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4.6 Notification
All candidates will be notified of the outcome of their application. Successful 
candidates will receive a formal offer letter outlining the new position, 
responsibilities, and compensation.

5. Promotion Criteria
5.1 Job-Specific Competencies
Candidates will be evaluated on their proficiency in skills directly related to the 
new position.

5.2 Leadership Potential
For management positions, candidates will be assessed on their ability to lead, 
motivate, and develop team members.

5.3 Cultural Fit
Alignment with organizational values and ability to contribute positively to 
company culture.

5.4 Innovation and Initiative
Demonstrated ability to bring new ideas, improve processes, and take initiative in 
current role.

5.5 Adaptability
Proven capacity to adapt to changing circumstances and learn new skills quickly.

6. Compensation and Benefits
6.1 Salary Adjustment
Promotions will typically include a salary increase, determined by:
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New position's salary range

Internal equity considerations

Candidate's qualifications and experience

6.2 Benefits Review
A review of benefits package will be conducted to ensure alignment with the new 
position level.

7. Probationary Period
Newly promoted employees will undergo a 90-day probationary period to ensure 
mutual fit and success in the new role.

8. Training and Development
Promoted employees will receive:

Comprehensive onboarding for the new position

Ongoing training and development opportunities

Regular check-ins with supervisors during the transition period

9. Performance Expectations
Clear performance expectations and goals will be set for the new position, with 
regular reviews to ensure successful transition and continued growth.

10. Internal Mobility and Career Pathing
The organization is committed to supporting internal mobility and clear career 
progression paths for all employees.

11. Diversity and Inclusion
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Promotion decisions will be made without regard to race, color, religion, gender, 
sexual orientation, national origin, age, disability, or any other protected 
characteristic.

12. Appeals Process
Employees who believe they were unfairly passed over for promotion may appeal 
the decision through the established grievance procedure.

13. Policy Review
This Promotion Policy will be reviewed annually to ensure its continued 
effectiveness and alignment with organizational goals and best practices.

14. Conclusion
Our Promotion Policy is designed to support the growth and development of our 
employees while meeting the evolving needs of our organization. By providing 
clear guidelines and a fair process, we aim to motivate our workforce and retain 
top talent.

For any questions or clarifications regarding this policy, please contact the Human 
Resources department.
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