








PROMOTION POLICY & PROCEDURE

• Every organization should make advance plans for promotion 
programme. A carefully planned promotion programme has four 
elements:

• a) formulation of promotion policy, 
b) identification of promotion channels, 
c) promotion appraisal, and 
d) centralized records. We shall discuss each element in detail. 



• a) Formulation of Promotion Policy:
Each organization needs to maintain a balance between the internal 
sources of personnel promotion and external sources by means of 
recruitment. Hence, promotion must be based on consistent, fair and 
clear cut policy. The National Institute of Personnel Management 
(NIPM) has suggested a promotion policy on the following lines: 



•Encouragement of promotion within the organization instead of 

looking outside to fill vacancies in higher places.



•An understanding that ability as well as seniority will be taken into account in making promotions. 

Ability, efficiency, attitude, job performance, physical fitness, leadership, experience, and length of 

service are some of the factors considered in making promotions.



• Drawing up an organization chart to make clear to all the ladder of 
promotion.



• Promotion Channels:
Promotion channels should be identified and recorded on paper. This 
process is related with job analysis and career planning of an 
organization. 



• Promotion Appraisals:
The promotion of an employee is entirely dependent upon his/her 
performance appraisal outcome. 



• Centralised Records:
The education, experience, skills, abilities and evaluation of all 
employees should be recorded and maintained in a centralised
manner by the department of the organization, because basing on 
these attributes, promotion is given to an employee.



•Making the promotion system clear to all concerned who may initiate and handle cases of promotion. 

•Though departmental heads may initiate promotion, the final approval must lie with the top management, 

•after the personnel department has been asked to check from its knowledge whether any repercussion is 

•likely to result from the proposed promotion.
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