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    GC Internal Posting Program (IPP)
Purpose

GC is committed to providing career opportunities for full-time and part-time, benefit-eligible, incumbent employees. One way the GC Human Resources Office provides assistance with career advancement is by incorporating procedures into our hiring process that allow eligible incumbent GC employees an opportunity to be considered for staff job vacancies before the position is opened for recruiting to the general public.  The goal of the Internal Posting Program (IPP) is to enhance workplace satisfaction for existing employees while also allowing managers an opportunity to identify internal candidates who are interested in and may be qualified to fill current job vacancies.  The following procedures outline the process to accomplish these objectives.
Procedures
The decision to list a staff vacancy using the IPP rests mainly with the employing unit and must be approved by the Office of Human Resources and the Office of Institutional Equity & Diversity. While offering internal opportunities is important to employee job satisfaction we must also ensure we are attracting a diverse pool of applicants.  External recruitment is conducted to ensure we attract a diverse pool of qualified applicants. When a department does not have any protected category employees in its pipeline for promotional opportunities, external recruitment methods must be utilized, or a waiver for an approved internal promotion must be obtained from the Office of Institutional Equity & Diversity. The following steps should be followed in order to use the IPP.

1. Hiring Supervisor will request approval for the IPP via the GC job- posting request process.  
2. The Office of Institutional Equity and Diversity and the Office of Human Resources will review and approve requests for internal posting through the GC jobs automated posting process. 
3. If approved, the position will be internally posted for a minimum of five (5) business days prior to external posting.  Employees will receive notice of open internal positions through e-mail and myCats announcements.
4. If the employing unit identifies a successful candidate from the internal applicant pool, no additional recruiting is required.  However, after the minimum IPP five(5)-day timeframe, if no GC internal applicant has been selected, the position may be reopened for recruiting to the general public for a minimum of five (5) additional business days or until filled. 

5. The internally posted position will be automatically placed on hold at the end of the initial five(5)-day internal posting period until the search chair or hiring supervisor has an opportunity to assess the internal applicant pool and determine whether the position needs to be externally posted.  

6. The search chair or hiring supervisor is responsible for notifying the Office of Human Resources if the position is to be posted to the general public after the initial five (5)-day internal posting timeframe.  GC applicants may continue to apply during the general public recruiting period. 

7. Interested internal employees will complete the online employment application and submit the IPP employee authorization form via the GC Jobsite. 
8. Temporary staff that are not eligible for benefits and/or student employees do not qualify for the internal posting program. 

Contact the Office of Human Resources at 478-445-5596 for further information. 

09/22/11
GC Internal Posting Program Employee Authorization Form
Internal Applicant Information 
· Temporary staff who are not eligible for benefits and student employees are not eligible to submit an IPP application for vacant positions.  
· Regular, full and part time benefit-eligible incumbent employees who have not been in their current position for at least six (6) months are not eligible. NOTE:  The six(6)-month waiting period may be waived if the employee resides within the hiring department and the hiring supervisor (the person designated by the hiring department to be responsible for conducting the search) within the department approves the employee’s written request to apply in writing.  The Offices of Human Resources and Institutional Equity and Diversity must also approve the request.
· Online applications will be reviewed by the hiring department to ensure that the applicant meets the minimum qualifications for the position.  The hiring department will notify the internal applicant if he/she does not meet minimum requirements. If the internal applicant is among the best qualified candidates, the department will contact the employee directly for an interview.  Please note that if the internal applicant is  selected for an interview, information from his or her Human Resources file may be provided to the hiring supervisor and shared with any search committee members on a need-to-know basis.  

· All applicants will be notified if they are selected for an interview or when the position has been filled.  Applicants should not contact the hiring department to inquire about the status of their application
Salary Information: 

· If an employee is applying for a position that is the same pay grade as the employee’s current position, the  salary will remain the same. 
· If the position is at a lower pay grade than the employee’s current position, the salary may be decreased. 
· If this position is considered a promotion, a promotional increase in line with the new pay grade and position responsibilities will apply.   (Restrictions may apply depending on available position funding. For title and pay grade information please contact Human Resources.)  

Internal Applicant Authorization:

All internal applicants must complete and include this form with the online application: 

· I confirm that I am a regular benefit eligible full or part time employee who has been in my current position for at least six (6) months or that the six-month requirement has been waived since I am applying for a position in my current department and approval for this waiver has been received by both the current and hiring supervisor and this waiver has been approved by the Offices of Human Resources and Institutional Equity and Diversity. 
· I certify that the entries made on the employment application and any supporting materials provided are true and correct, and I acknowledge that any false information for misrepresentation, or failure to disclose any requested information will result in removal from consideration of employment for the position which I am applying for and potential disciplinary action if appropriate.
· I acknowledge that by applying for this position as a current employee I permit GC to contact my listed references and share my Human Resources personnel file information with the hiring supervisor to determine my suitability for the position, and that I will hold GC harmless for any decisions it may make based on such information. 

· I understand that dependent upon the location and the nature of the job that I am applying for within this institution, I will be subject to a background investigation and possibly drug screen in accordance with Board of Regents policy.  I understand that this is part of the interview process and could determine my qualification for this particular position with GC. 

· I understand and agree that if I am selected for a position with GC and accept the agreed-upon offer, I am considered to be withdrawing from any pending open positions for which I have already applied.
	  
	
	


Applicant type in name above to confirm approval


  Date     

