
 
PERSONNEL TRANSFER PROCEDURE 

 
 

I. PROCEDURE STATEMENT 
 
Personnel transfers within the district may be affected on a voluntary or involuntary basis.  The primary 
factor in making the decision shall be whether or not the transfer is in the best interest of the district.  
However, the staff member’s performance, training, experience and the like may be considered in the 
transfer decision.  The superintendent of schools must approve all transfers, voluntary or involuntary.  The 
following procedure shall be used in making transfers: 
 

A. VOLUNTARY 
 

After discussing the desire to transfer with the principal, the staff member must make a written 
request to the superintendent, stating the reason for the request and the school to which the transfer is 
desired.  The superintendent shall arrange for the staff member to meet with the principal of the 
school to which the transfer is requested.  The ‘receiving’ principal shall provide a decision in 
writing to the staff member within 5 working days of the meeting.  If the transfer is denied and the 
staff member so desires, the staff member may appeal the principal’s decision by sending a written 
request for reconsideration to the superintendent within 5 working days of receipt of the principal’s 
decision.  The superintendent shall issue a final decision in writing to the staff member within 5 
working days of receipt of the request for reconsideration.  The superintendent’s decision will take 
into consideration the principals’ recommendation, curricular, instructional and program expertise, 
leadership qualities, years of experience, special qualifications and training, as well as any other 
relevant factors.   The superintendent’s response, if the transfer is still denied, shall contain reasons 
for the denial.   
 

B. INVOLUNTARY 
 

If an involuntary transfer is in the best interest of the district in the opinion of the superintendent, the 
superintendent will discuss the need for the transfer with the immediate supervisor of the person 
involved and the principal of the building to which the person would be transferred.  The 
superintendent or superintendent’s designee shall meet with the person involved; giving the reasons 
the transfer is desirable and will be made. 
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