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Policy Statement

Acsenda School of Management (ASM) believes that providing employees with the opportunity for mobility and advancement
promotes the retention of employees with skills and experience vital to a healthy institutional culture. Qualified employees are
encouraged to pursue posted positions within the institution. A career portal is available through https://acsenda.com/careers/ for all
employees to view and apply for open positions.

Purpose

The purpose of the Faculty Appointment, Promotion & Transfer Policy is to outline a fair, transparent, and equitable process for
appointing, promoting and transferring faculty members within ASM. This policy aims to recognize and reward excellence, support
professional growth, enhance institutional effectiveness, promote diversity, equity and inclusion, and foster a positive work
environment, aligning with ASM’s values and strategic objectives.

Scope
This policy applies to all ASM staff and faculty who are ongoing full-time, ongoing part-time, fixed-term, sessional, or casual.

Policy
1. Equal Employment Opportunity

ASM is committed to equity in employment, with the fundamental principle for recruitment and retention of faculty and staff being
individual achievement and merit. Consistent with this principle and our commitments, and in adherence to all relevant provincial and
federal legislation, the institution will:

e remove and prevent barriers at work for workers who belong to groups that have often been treated unfairly, for example,
because of their race, age, gender or disability;

e ensure that fair and equal opportunity is afforded to all who seek employment at the institution;

e treat equitably all faculty and staff; and

e identify and eliminate any discriminatory barriers that interfere with employment opportunities in all jobs and at all levels.

Both current and prospective faculty and staff will receive equitable treatment in hiring, training, and promotion procedures .
2. Promotion

Generally, a promotion is advancement to a position in a higher salary grade that requires duties of increased complexity or
responsibility. Promotions can occur in the following ways:

e An employee can pursue a vacant positionin a higher salary grade within their current department. This can occur at any
time during the year.

e An employee’s supervisor can initiate a promotion, which may occur throughout the year.

e Anemployee can pursue a vacant position outside of their current department. An interdepartmental promotion can also be
considered a transfer.

3. Transfer

Generally, a transfer is a voluntary move by an employee to a vacant position with the same or lower salary grade. It may or may not
require different duties and responsibilities than are performed in the employee’s current job. A transfer to a higher salary grade is
considered a promotion. Transfers can occur in the following ways:
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e An employee can pursue a vacant position outside of their current department.
e An employee can pursue a vacant position within their own department.

4. Eligibility for Promotion or Transfer

For both an internal promotion or transfer, faculty are eligible to apply for positions if they have worked a minimum of 12 monthsin
their current position with ASM and have met their job expectations according ASM’s performance management process. Exceptions
may be made only with the approval of the faculty member’s current department head, VP Academic and the President. Employees
on corrective action are not eligible to apply.

Faculty are encouraged to inform their supervisor when they apply for positions within the Institution. If the employee is selected for
an interview, and thereis a sufficient level of mutual interest after the interview, the hiring manager may contact Human Re sources
for next steps.

Department managers are responsible for notifying Human Resources via an Employment Variation Form (EVF) of any change in an
employee’s job placement or duties.

Promoted or transferred faculty member and their supervisor should set new objectives and identify competencies for the new role,
in accordance with the guidelines with ASM’s performance management process.

Definitions
These definitions apply to terms as they are used in this policy.
Word/Term Definition
Promotion An advancement to a position in a higher salary grade that requires duties of increased complexity or
responsibility.
Transfer A voluntary move by an employee to a vacant position with the same or lower salary grade. It may or
may not require different duties and responsibilities than are performed in the employee’s current job.
A transfer to a higher salary grade is considered a promotion.

Related Legislation
B.C. Human Rights Code, B.C.
Employment Standards Act, B.C.
Pay Transparency Act, B.C.

Related Policies

Policy Number Policy Title
HR Policy ASM Code of Conduct
HR Policy ASM Inclusion, Diversity, Equity & Accessibility Policy
5303 Faculty Recruitment and Onboarding
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