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Policy Purpose  

 

Balfour Beatty employs a large number of people worldwide and is committed to providing 
career development opportunities for all employees in order to improve both individual 
career opportunities and business capability.  To enable this strategy it is essential that 
employees have the opportunity to transfer from one Operating Company to another in an 
efficient and consistent manner. This policy is intended to ensure a transparent and 
common procedure that both encourages employees to develop their career within Balfour 
Beatty and ensures that the Operating Companies are aware of the progress of internal 
applications during the recruitment process. 
 
This policy outlines the procedure to be followed by HR departments, line managers and 
employees, when employees wish to be considered for an internal vacancy in another 
Operating Company within Balfour Beatty. It outlines the protocol to be used during the 
initial contact, interview process, offer of employment and eventual transfer.  

 
Policy Statement   
 
It is important that employees of Balfour Beatty should foremost see the opportunity to 
develop their careers within, and not outside, the Balfour Beatty Group. They shall not be 
disadvantaged by applying for vacancies elsewhere in the Group.  Preference for filling 
vacancies should be given to internal candidates where feasible. 
 
The purpose and benefits of this policy are to: 
 

 Support Operating Companies by introducing a consistent, transparent and 
open process. 

 Create a process that encourages our employees to develop their careers 
across Balfour Beatty. 

 Ensure that all stakeholders involved in inter company recruitment are kept 
informed appropriately. 

 Make it clear that poor recruitment practices are not acceptable. 

 Have an established policy for resolving disputes between companies. 
 
 
 
 
Procedure 
 

Inter Company Recruitment and Transfers 
 
Balfour Beatty is committed to encouraging employee development and career 
progression.  Where an employee wishes to explore or apply for vacancies in other 
Operating Companies, the following working procedures should be followed. 
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Advertising of vacancies 
 

 Operating Companies will, as appropriate, advertise their vacancies through the 
internal vacancy bulletin.  The internal vacancy bulletin should be made widely 
available to employees throughout Operating Companies.  This could be using an 
online mechanism such as the HR Intranet page, an applicant tracking system (such as 
i-GRasp or smartsearch) or a paper-based version for site based staff.  

 
Application Process 

 

 Where an applicant from an Operating Company is being considered for a vacancy in 
another Operating Company, the process should be carried out in an open and 
transparent way that ensures all involved parties are informed of what is happening at 
each stage of the process. 

 

 If an employee wishes to discuss a vacancy informally with the recruiting Line Manager 
for the purpose of establishing suitability, this discussion can take place confidentially 
between the potential candidate and the recruiting line manager.  An informal 
discussion is defined as either an email exchange or telephone conversation, not a 
face to face meeting. 

 

 Formal application should go via the new HR Department.  
 

Recruitment Process 
 

 If an employee wishes to formally apply for a vacancy, the employee must inform their 
Line Manager.  The employee must also inform their Line Manager of the details of any 
interviews. All parties should respond to this development in a positive and supportive 
way.   

 

 Following the interview should the recruiting line manager choose not to proceed they 
should advise either the candidate directly or via their HR department.  The recruiting 
line manager should be prepared, to provide constructive feedback with HR to the 
unsuccessful candidate. 

 

 Offers of employment may see uplift in an internal applicant’s benefits package 
depending upon the potential role, levels of seniority, responsibilities and market 
conditions. It is not acceptable to make significant improvements in package for similar 
levels of roles where this can lead to internal wage inflation. 

 

 Employees should be released from their current position within a reasonable 
timeframe that balances the business needs of both the outgoing and incoming 
Operating Company.  



 

 

 

 Where agreement cannot be achieved, the default leave date is the employee’s 
contractual notice period, starting from the date the offer of employment is accepted by 
the employee. 

 
 
 

Redundancy 
 

 Where a potentially redundant employee is transferred to another Operating Company, 
an appropriate trial period will be established.  This should be reviewed towards the 
end of the agreed period and if either the employee or receiving Operating Company 
does not wish the arrangement to continue, the redundancy process would be actioned 
and paid for by the original outgoing Operating Company.  The proportion resulting 
from any uplift in the benefits package is to be paid for by the new company.   

 

 The Company reserves the right not to pay redundancy if the transfer is considered to 
be “reasonable alternative employment.” 

 
 
Responsibilities  
 
HR (recruiting company) 

 Ensure overall adherence to this policy 

 Advertise vacancies through the appropriate channels 

 Inform appropriate HR colleagues of the progress of internal applications 

 Arrange interviews and assist with selection 

 Make offers of employment  

 Resolve questions /issues with respect to any offer of employment 

 Induct employee into their business 
 
HR (supplying company) 

 Ensure overall adherence to this policy 

 Inform appropriate Line Managers of the progress of internal applications 

 Provide current package details and a reference when requested 

 Facilitate a start date in the event of transfer 
 
Line Management (supplying company)  
 

 Give honest appraisal of employee 

 Coach employee in career choice 

 If employee accepts an internal transfer, agree a reasonable transfer date 
 
 



 

 

Employees 
 

 Review vacancies and apply in required method 

 Have informal discussions by phone/email with recruiting manager if required to 
assess suitability 

 Advise own line manager of wish to formally apply and keep informed of progress 
during the application 

 Agree transfer date with current Operating Company and new Operating Company 
 
 
Further Information /Support   
 
Vacancies will be advertised on some or all of the following; via the company HR Intranet 
Site (through the appropriate applicant tracking system), notice boards, and OpCo 
intranets. 
 
Any questions with respect to the implementation of this policy should be addressed via 
the current HR function. 
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