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Transfer Requests
Permanent employees can place a transfer request when a preferable position is available.  When more than one transfer request is received per posted position, a competition among those requesting transfer will be held. 

Suitability, skillset and past performance are key factors in the decision.  

Management reserves the right to deny transfer requests and continue with the posting process.  When requesting a transfer for an open position, permanent employees will submit a Transfer Request Form to ED and Co-ordinators with a refreshed resume. Positions vacated by a transfer will be filled temporarily as a safe-guard should a new position not be suitable for some reason.

TRANSFER REQUEST FORM

Date:  				


Staff requesting:  					


Current Division:  				


Position:  				



Requesting Transfer to:


Division: 				

Position: 				


Reason for Request: 								




Employee Signature: 				   Date:  				



HR/ED Signature: 					   Date:  									
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