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PROMOT| ON

GENERAL PQLI CY

When a vacancy exists within the Cassified System every effort will be nade to
pronote those qualified enpl oyees who show a special ability and capacity for
grow h, can prepare thenselves for jobs ahead, and illustrate potential for greater
responsibility. This pronotion policy is intended to select the nost qualified
candi dates for avail able positions and assist UTD in achieving its Equal

Enpl oynment / Affirnmative Action goals.

Al'l requests for promotion will be considered in a confidential manner and an
enpl oyee's interest in a pronotional opening will not affect his/her current
position. Enployees may apply for promotion to a specific job vacancy w t hout prior
notification of his/her supervisor; however, enployees are encouraged to di scuss
such action with their supervisors at the point in tine they are accepted as a

vi abl e candidate in the opened position's "applicant pool."

WHO | S ELI G BLE FOR PROMOTI ON

Any regul ar enpl oyee who has conpleted a mni mrum of six (6) nonths continuous
enpl oyment at UTD may apply for a posted opening through the Human Resources Ofice.
Nornmal Iy, an enpl oyee may not be considered for nore than one (1) pronmpotion at any
one time and al so may not be considered for pronotion for a period of six (6) nonths

followi ng the period of a pronotion w thout admi nistrative approval .

POSTI NG OF OPENI NGS

Admi nistrative officers who anticipate or have a vacant position should properly
conplete a "Request for Appointnment” (RFA) and an RFA Addendum form (see Exhibit D2
and D2A) and forward themto the Budget Ofice. A conpleted RFA formwth all
approvals is due in the Human Resources O fice by noon each Wednesday in order to be
included in the foll owi ng week's Enpl oynent Opportunities Bulletin, Sunday Dall as

Morni ng News cl assified section, and/or other published announcenents of job

openings. To ensure tinmely receipt of the RFA in Human Resources by noon,

Wednesday, the formnmust be received in the Budget O fice by 10:00 a.m Wdnesday.




