IREDELL-STATESVILLE SCHOOLS
EMPLOYEE TRANSFER REQUEST

Name of Employee ________________________________________Social Security #________-_____-________
Home Telephone Number (____) ____________________Cell Phone Number (____) ______________________
Present Location ______________________________________________________________________________
School

Present Assignment _____________________________________________________________________________

Grade/Subject Area/Other Classification

Desired Location _______________________________________________________________________________

School(s)

Desired Assignment _____________________________________________________________________________

Grades/Subject Area/Other Classification(s)
For Certified employees: Please show specific level(s) and area(s) of Certification:

Examples: “G” in K-12 Reading, “A” in 9-12 Biology, etc.

Reason For Request _____________________________________________________________________________

Examples: Shorter drive, Desire Middle School, Desire To Work With Exceptional Children

_________________________________________


    __________________________________
Employee Signature








Date
_________________________________________


____________________________________

           Current Supervisor Signature






Date


Permanent, full time or part-time employees may request consideration for a transfer to another location or teaching/work assignment by completing an “Employee Transfer Request” form. When a transfer request is made, the immediate Supervisor must also sign the “Employee Transfer Request”.
All applications for transfers must provide an updated resume.  The resume may be attached to the “Transfer Request Form” or sent to the Human Resources Department within five (5) days after submitting the “Transfer Request Form”.
While it is the intent of the Human Resources Department to place staff where they will be most productive and successful, it should be noted that transfers are not granted automatically when there is a request and a corresponding vacancy.  Requests will be kept on file and principals/supervisors will seriously consider the person requesting a transfer along with other applicants before submitting a recommendation to the superintendent.

Request will be accepted at any time during the year and held for that school year only. The law provides that the superintendent may assign and reassign personnel as needed.  Many transfers have accommodated the best interest of the school system and the individual, and we want to continue this trend.
All instructional transfers from a Title I school, schools not making AYP or EC programs must be completed by May 20th. Instructional transfers at all other schools must be completed by June 30th. Any instructional transfers after these dates will not be considered unless initiated by the Human Resource Services Department. Instructional transfer requests reopen for the next year on September 1. 
Revised
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