Voluntary Lateral Transfer Process Steps

Employees submit voluntary
lateral transfer request forms to
their principals for their
information and signature

!

Principals submit transfer forms
received from their employees to
Human Resources

!

HR informs all principals of
employees requesting transfer to
their schools

!

Principals make contact with those
employees requesting transfer to
their school to acknowledge
receipt of requests

!

In the event a vacancy occurs,
principals may choose to make
second contact with those
employees requesting transfer to
their location to schedule
interviews




