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The District transfer process typically begins in February/March.  Teachers and other campus instructional

professionals seeking a transfer must submit their request to transfer using the district’s transfer system.

Requesting a transfer does not guarantee the request will be granted. 

Applying for a position at another District campus shall be without prejudice to the employee and shall not

jeopardize his or her present assignment. If less than three weeks remain prior to the first day of classes or

during the school year, teachers and other campus instructional professionals will not be able to seek a

transfer to another campus unless agreed upon by both principals involved.

Teachers and other campus instructional professionals voluntarily requesting a transfer and being selected

for a transfer will remain on the receiving campus even if vacancies occur at the sending campus. An

exception could be made if the teacher or other campus instructional professional requests to return to the

sending campus and the return transfer is agreeable with both principals involved.

Definition of Excess Teachers and Other Campus Instructional Professionals:

Teachers and other campus instructional professionals who are no longer needed on a specific campus as a

result of decline in projected enrollment, a program change, or a modification of staffing guidelines are

defined as excess.

Identification and Placement of Excess Teachers or Other Campus Instructional Professionals:

The identification of excess teachers and other campus instructional professionals is based on District

seniority, with some exceptions.  These exceptions may include:

● certification, endorsement or highly qualified status

● bilingual ability

● racial/ethnic balance

● responsibility for specified initiatives designated in the Campus Improvement Plan

● extracurricular assignments.

Exceptions shall not exceed 25 percent of the total number of excess teachers and other campus

instructional professionals at a particular campus.

Definition of Seniority - Seniority is continuous uninterrupted service with the District as a professional

employee. Continuous service includes all professional service and is cumulative regardless of the teaching

assignment. A teacher or other campus instructional professional returning to duty following an official

leave of absence maintains the system seniority held when the teacher or other campus instructional

professional went on leave.

Grade-level or Campus-wide Determination - While using District seniority to determine excess staff,

elementary principals can either use grade-level or campus-wide distribution of teachers to determine

excess status as based on student enrollment projections. Once an elementary principal declares the use of

grade-level or campus-wide distribution, the principal must maintain that same system until the first day of

classes. Beginning on the first day of class, the principal may only use grade-level seniority to identify

excess teachers.
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Proficient Performance - Only teachers and other campus instructional professionals whose performance is

at least proficient will be placed on the excess list. Teachers and other campus instructional professionals

who are on an intervention plan and/or have been in contractual difficulty for the current school year shall

not be placed on the excess list.

Identification

- Human Resources in collaboration with Area Superintendents will identify staffing units that need to

be moved or dissolved

- Human Resources, Area Superintendents and Campus administrators will identify staff members that

will need to be moved to another location.

Notification

● The campus principal will meet with the staff member that will be transferred to another location

and will notify the receiving principal when the staff member has been notified of the pending

transfer.

● The principal receiving an excess teacher or other campus instructional professional will complete a

Personnel Action Form and will communicate with the transferred employee.

Assignment

● Human Resources in collaboration with Area Superintendents will facilitate the assignment of all

excess teachers and other campus instructional professionals to campuses where vacancies exist.

● All excess teachers and other campus instructional professionals having appropriate certification

and qualifications for vacant positions must be placed before external hiring can commence.

● The placement of excess teachers and other campus instructional professionals shall be consistent

with contractual obligations. 

● Placement of excess teachers and other campus instructional professionals is a District priority and

every attempt will be made to place excess teachers and other campus instructional professionals in

assignments prior to the last day of instruction.

● In extraordinary circumstances, Human Resources shall place unassigned excess teachers and other

campus instructional professionals after the last day of instruction.

Return to Original Campus

● Excess teachers and other campus instructional professionals involuntarily reassigned may return to

the sending campus should an appropriate vacancy occur at the sending campus three or more

weeks prior to the first day of classes.

● Campus principals, in collaboration with Human Resources, will establish the certification and

qualification criteria for the vacant position and shall notify excess teachers or other campus

instructional professionals meeting those criteria of the vacancy.

● If fewer than three weeks remain prior to the first day of classes, these individuals will remain at

the receiving campus unless a reassignment is agreeable with both principals involved.

Special Education Units:

Due to the specialization of Special Education teachers and units, the Special Education department will

identify the units and teachers who will be moved. The following is the process for the movement of Special

Education units from one campus to another.

● The teacher assigned to the unit moves with the unit to the new campus.

● The principal receiving the unit must accept the teacher.
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● If the teacher has put in for a transfer or a reassignment on the original campus and the

transfer/reassignment is accepted by a principal, the teacher vacates the position at the campus

where the unit has been assigned for the new school year.

● If the transfer is not accepted, the teacher moves with the unit to the campus where the unit has

been assigned for the new school year.

● The instructional aide assigned to the unit moves with the unit to the new campus.

● If the instructional aide applies for a position on the original campus or another campus and the

aide is selected by a principal, the aide vacates the position at the campus where the unit has been

assigned for the new school year.

District Support for Movement of Classroom Teaching Materials:

The district will provide 5 boxes to an excessed teacher and will move the 5 boxes to the new campus.

Principals must provide the name of the excessed teacher to Human Resources and HR will notify the

warehouse.   It is the responsibility of the excess teacher to pack and label all boxes.

The district will provide 5 boxes to all teachers who transfer to a campus for the opening year. It is the

responsibility of the teacher to pack and label all boxes.

Staff members who request and receive a transfer to an existing different campus are responsible for

moving their own personal teaching materials to their new assignment.  Boxes are not supplied to teachers

voluntarily transferring to another campus.
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