FLORIDA GATEWAY COLLEGE

POLICY


TITLE: Promotion and Transfer



NUMBER: 6Hx12:6-17


AUTHORITY: District Board of Trustees


PAGE: 1

RESPONSIBILITY:  Executive Director, Human Resources 
OTHER: 
State Board of Education Rule

DATE: See History Below


Rule 6A-14.0261


Florida Statute 1001.64; 1012.855

It is the policy of the District Board of Trustees that a system of personnel promotion and transfer be established.

It is the policy of the Board to fill job vacancies, whenever practicable by promotion or transfer within the College.  However, all qualified candidates for an announced position vacancy shall be given equal opportunity for consideration.
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In accordance with Board policy, the Board defines a promotion as a personnel action that advances a career service employee to a different job carrying a higher job classification and a higher pay grade than the employee's previous job.  A salary level within the new pay grade will be made with appropriate justification, recommendation by the President and approval by the Board.

A transfer is defined as a personnel action that changes an employee's work assignment from one employing unit to another at the same or, in some cases, a lower basic job classification and pay grade level.  A transfer is accompanied by an equal or lower rate of pay as provided in the job classification and pay plan.

It is the responsibility of the employee to keep the Human Resources Office records up to date as to qualifications, education courses completed, and degrees received which would qualify an employee for promotion.

Personnel working on a part‑time basis and changing to full‑time position may not be paid for both during one pay period.  All pay for part‑time or temporary positions must be final before employee can enter a new category for pay purposes.  All changes should be final ten (10) days prior to the end of the pay period.  When an employee is assigned to a new position during the pay period, the employee must wait until the next pay period to receive pay for the full time position.  This also applies to anyone changing from a full‑time to a part‑time or temporary position.

A current employee may be considered for a job vacancy in another work unit within the College.  Any employee who is selected for a job vacancy shall be on a period of probation in the new position. If the duties of the new position are appreciably different than the previous position the employee will be on a 180 day period of probation; if the duties are the same or similar the employee will be on a 90 day period of probation. If the employee filling the new position does not perform satisfactorily during the stated period of 
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probation, the employee is normally not eligible to return to the former position.

When an employee is promoted or transferred to another department within the institution, the transfer will normally occur two (2) weeks after the employee gives notice to the department he or she is leaving.  The only exception to this rule will be made with the concurrence of the Vice President(s) of the affected division(s).
History: Adopted: 1/8/91; Effective: 1/8/91; Revised: 9/19/91, 11/18/91, 1/12/93; 6/9/98; 1/26/99, 1/08/02; 8/14/03; 12/17/12; 1/25/19
