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Promotion Policy

Pol_icy Statement

It is India International House Limited goal to ensure maximum opportunity for
promotion from within, consistent with the

commitment to organizational needs, equal
opportunity and applicable contractual agreements.

It is recognized that a promotion may occur in the following cases:

1. A reclassification of the individual’s existing position as
performing duties at a higher degree of responsibility and ¢

classification calls for. This requires an audit of the
evaluation process.

a result of the individual
omplexity than the current
position through the job

The filling of an existing higher-level vacancy by a promotable individual at a lower
classification,
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whenever possible.

The criteria used when o

and unbias & employees’ qualifications for promotion must be fair
d()cumemesd‘E:\nioa“ ITHL employment policy requirements must be fully met and
color. nat; i OYees are to be considered for promotion regardless of age. sex. race

- hational origin or disability, & o :

nsiderin
Eligibility

poe:iicy, a promotion is defined as advancement to 2 different
as

responsibilities and adjustment to 2 higher salary level. All
ave successfully completed the

probationary period specified by
ent or contract are eligible to be considered fo

‘ i r promotion. They
are encou_raged to review all job vacancies circulated to each department and posted on
the ITHL intranet on a regular basis.

Supervisors should also be aware

‘ . - that promotable candidates need only satisfy the
qualifications as specified in the Job description and not the qualities, skills or knowledge
of the incumbent.

Implementation

Posting and/or Advertising

Supervisors should encourage all support staff member within their areas of
responsibility in the pursuit of career advancement and should ensure that all qualified
internal applicants are duly considered for vacancies in their unit before recruiting outside
candidates. Accordingly, to promote internal mobility, a procedure for waiving job
posting requirements and/or external advertisement has been established.

For promotions, the following criteria should be considered:
1.

The positions are in the same department, and one position genuinely prepared the
incumbent for the next. This allows for upward movement within the same or related
family of job groups where skills are easily transferable.

2. The incumbent has already demonstrated the ability to perform the higher job.

3. The incumbent has met any special requirements such as a course or a skill.
4. Anemployee on layoff status is to be rehired.

All interdepartmental promotions will be posted if the intradepartmental search has not
been successful.
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Procedures for Promotion

Responsibilities of the Factory Mal;ggcr

The Factory ) '

hori benréf?anag?r §ha|l review all aspects of the promotion with respect W pzyro‘h,

re\'ie'\ \ e Flas.t Sem:)drlty change, range/step movements etc, Upon c,,mpm;m of this
X ctory Manager signs the i o wards all

Human Resources. g Appraisal Form and forwar

Responsibilities of Human Resources

he data compiled 10 determine the

The Human Resources Department reviews all t need
and long-term staffing :

appropriateness of the promotion with respect 0 the short-
of the department and ITHL as well as the budget implications.

Effective Date of Promotion

A promotion resulting from a reclassification becomes effective retroactive 10 the date of

receipt of the Appraisal Form to the Factory Manager.

Acknowledgment and Agreement

I. (Employee Name). acknowledge that I have read and understand the Promotion Policy
of IIHL. I agree to adhere to this agreement in its entirety and will ensure that employees
Policy. I understand that if I violate the rules

working under my direction adhere to this
set forth in this Policy. I may face legal, punitive, or corrective action.

[ERTELY el & om0

Name:
Signature: H)‘? M llMs@m
Date: 2 0/3/2023

.

Witness:



