MEMORANDUM
TO:

Vice Presidents | Deans
FROM:
Betty Capaldi and Carol Campbell 
CC:

Matt McElrath
RE:

Procedures for Internal Recruiting, Hiring and Transfers
As ASU becomes the gold standard for the New American University, we have more stimulating options to restructure existing university jobs and create new ones.  It is a dynamic environment for ASU faculty and staff that fosters professional development and enhances a strong workforce.
With careful management of the process, we can avoid the disruption of critical university operations that may result from the transfer of employees from one ASU unit to another. To foster a positive work environment, we ask that you establish the following procedures for internal recruiting, hiring and transfers: 

· Inform ASU employees who apply for other positions within the university that you must notify their current ASU unit if they become a finalist for an open position. 

· If you plan to offer a current ASU employee a different position, notify the employee’s current ASU unit before you make the offer. Be sure to include the salary you will offer the employee.
· Develop a logical transition plan that reasonably accommodates any concerns voiced by the employee’s current ASU unit.
· Do not make any salary offers that artificially increase a current employee's salary. If there is a salary increase, be sure there is a corresponding change or increase in job responsibilities or the increase is a reward for superior job performance.
Please share this information with your unit’s supervisors and managers so they can begin using these procedures during the recruiting process.
