Florida Atlantic University Department of Human Resources


Wherever possible, the University shall seek opportunities to promote current employees.  Employees shall be eligible for promotional opportunities where the Director or designee has determined that such recruitment within the University would be in the best interest of the department.  There are two methods by which an employee may be internally recruited and/or promoted.  Both options are open to all full time, regular AMP/SP employees.  (Note:  Acting Employees are ineligible for the promotional process as this practice would lend itself to pre-selection of candidates, thus thwarting efforts toward a fair and equitable promotional process).  Internal promotional opportunities are to be visibly posted within the respective departments for all potential candidates to be informed of.  In addition to communicating the new promotional process department/university wide, placing a visible posting in the area improves morale and serves to negate perceptions of bogus efforts in presenting a promotional opportunity.  
DEPARTMENTAL PROMOTION:
The process of posting a promotional position follows the normal posting procedures applied through the PeopleAdmin system. Where a vacancy exists or becomes available in a department, the Director or designee shall be able to identify and promote staff member(s) within their department who have demonstrated through a reasonably competitive process, the skills, abilities and performance level to be successful in the higher level position outlining the assessment process utilized (such as written test, oral interview, performance examination, or other job related criteria).  The assessment process should be noted in the “comment” section of PeopleAdmin. For Support Personnel positions, all provisions of Veterans’ Preference will apply to qualified applicants from within the department.  In addition, hiring officials shall follow the standard recruitment process through PeopleAdmin, gaining the appropriate departmental approvals.  

The posting will be distinguished in the PeopleAdmin program from regular postings by the “FAU DEPARTMENTAL PROMOTIONAL OPPORTUNITY” designation. Employees being considered for promotional position must:
· meet the minimum qualifications for the position to which they are being promoted.

· have “achieves” or above performance ratings currently on file.
· have successfully completed their probationary period for their current position, if applicable.
· be within the department for at least six months, with no breaks in service.
Review of representation requirements is an ongoing process within the University.  When appropriate, the Vice President shall meet with the Director of Equal Opportunity Programs to review the utilization data for the respective department or unit in keeping with the University’s commitment to diversity and representation at all levels. Upon a department’s decision to conduct an internal promotion, it is recommended that the hiring official confer with the Director of Equal Opportunity Programs to ensure that the department has met representation requirements as per the annual Affirmative Action Plan. The Hiring officials shall be held accountable for those decisions.  
Once a selected candidate is identified from an internal departmental promotion, appropriate notification is made through PeopleAdmin system to advise EOP of the candidate selected.  Additionally, Department Directors or their designee shall be responsible for informing the members of their staff of their decisions, prior to the employee starting in the new position.  Although an extra step, this action fosters respect, unity and communication in the workplace.

To ensure fairness and equity, such decisions to promote within a department will require review of the Director of Human Resources or designee and the approval of the Equal Opportunity Programs Director or designee consistent with hiring practices currently in place through PeopleAdmin.  In addition, department promotional opportunities must be posted in a visible location within the workplace during the posting period.
For positions of Director and above, the internal promotional process is not recommended.  National searches are highly advised in keeping with the University’s efforts to provide opportunity for a qualified diverse candidate pool from which to attract and retain eligible candidates.  As always, internal candidates are welcomed and encouraged to apply.
UNIVERSITY INTERNAL RECRUITMENT:
Managers may open a position to all current University employees, and only current FAU employees will be eligible to apply. For Support Personnel positions, all provisions of Veterans’ Preference will apply to qualified applicants from within the University.   The posting will be distinguished in the PeopleAdmin program from regular postings by the”UNIVERSITY INTERNAL PROMOTIONAL OPPORTUNITY” designation.  
Managers shall complete the Recruitment Request form and indicate on the form that it is an Internal Recruitment. The process outline and the qualifications requirements will mirror that of the internal recruitment process with the omission of distinction that requires the individual to be currently employed within the department having the vacancy. Employees being considered for promotional positions must:
· meet the minimum qualifications for the position to which they are applying.

· have “satisfactory” or above performance ratings currently on file.

· have successfully completed their probationary period for their current position, if applicable.

· be within the University for at least six months, with no breaks in service

Review of representation requirements is an ongoing process within the University.  When appropriate, the Vice President shall meet with the Director of Equal Opportunity Programs to review the utilization data for the respective department or unit in keeping with the University’s commitment to diversity and representation at all levels. Upon a department’s decision to conduct an internal promotion, it is recommended that the hiring official confer with the Director of Equal Opportunity Programs to ensure that the department has met representation requirements as per the annual Affirmative Action Plan. The Hiring officials shall be held accountable for those decisions.  

To ensure fairness and equity, such decisions to promote within a department will require review of the Director of Human Resources or designee and the approval of the Equal Opportunity Programs Director or designee consistent with hiring practices currently in place through PeopleAdmin.  Such positions shall be posted on the FAU-HR job vacancy board and FAU-HR webpage through PeopleAdmin. 
Once a selected candidate is identified from a university wide promotional recruitment process, justification for the hire must be placed in the ‘Comments’ section of the PeopleAdmin system to advise EOP of the purpose one candidate was selected over the others.  Additionally, Department Directors or their designee shall be responsible for informing the members of their staff of their hiring decisions, prior to the employee starting in the new position.  Although an extra step, this action fosters respect, unity and communication in the workplace.
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