
Voluntary Transfer Process 
Columbia Public Schools 

 
Understandings 

a. The purpose of Columbia Public Schools Voluntary Transfer Process is to ensure that a transparent, 
clearly communicated, and fair process is in place to allow employees to apply for positions that 
occur in the school district. Everyone who is involved in the process, including employees, 
administrators, hiring managers, and Human Resources (HR) professionals, should maintain 
professionalism and integrity toward the process and toward each other.  

b. While the Voluntary Transfer Process was established to create a fair and transparent procedure for 
all, it should be stated that all employees of CPS are employees of the district and are subject to 
administrative reassignment at any time in the school year based on district needs and supervisory 
input.  All administrative reassignments will be communicated in person. 

c. This process was created by teachers, administrators, support staff, and HR to help clarify and 
improve the process within/for CPS. 

d. The district will make every attempt to prioritize hiring so that administrative level positions are 
filled earlier than teaching vacancies; recognizing that administrators may need to be involved in 
their building/program hiring. 

e. Employees are encouraged to submit letters of resignation or retirement as soon as a decision is 
made.  This will ensure positions are filled in a timely manner for the benefit of students, 
employees, and the overall educational environment in CPS.  Postings will not occur until positions 
are confirmed vacated. 

f. Employees should recognize that completing a transfer request will not guarantee a transfer or a 
new position.  

 
Information regarding Resignation of Professional Staff members can be found through Board Policy GCPB 
or GDPB-1 for support staff. 
 
Eligibility 

a. Employees may complete a transfer request during the initial internal posting.  Only individuals 
with proper certification will initially be considered for the position.  After all internal and external 
options have been exhausted, HR may identify hard to fill positions and allow administrators access 
to applications (internal and external) without proper certification.  These situations will be rare, 
and anyone hired will be expected, by the district, to obtain proper certification in compliance with 
DESE guidelines.  

b. All new employees to the district must work in their hired position for at least two years prior to 
requesting a transfer for a new position at a different location.  (For examples: Individuals could 
submit a transfer request in their second successful year with the district, and their new position 
would begin in year three). Changes within their own building, could be allowed with principal 
approval. 

c. To be considered for a transfer request, the proper transfer request form must be completed 
during the five (5) business office days outlined.  

d. Employees currently under a professional improvement plan (PIP) or disciplinary investigation will 
not be considered and should not request a transfer. 
 

Internal Posting Process 
a. Prior to internal postings, administrators and hiring managers will adjust staffing within their 

building to ensure that the position posted is accurate. In addition, administrators and hiring 
managers will work with HR to ensure positions posted are approved to be filled based on 
budgetary constraints, staffing projections, and student enrollment.  



b. Specific positions in CPS will be posted starting the first business office day in December (this year it 
will start January 1st – to allow for the new process implementation and to receive posting forms 
from administrators) for the following school year. Positions will be posted as needed and will 
detail the location, subject area and grade level, as specifically as possible. It should be known that 
in some cases, the exact course may not be known, and in those cases, the posting may be more 
general (i.e. high school math).  

c. The position will be posted internally for 5 business office days and a weekly email will be sent to 
staff, identifying job availabilities within CPS. 

d. If 30 days have passed since an identical position has posted, that position will be posted again. 
 
Transfer Request Application Process 

a. The transfer request form will require the employee to state why they are interested in the 
position. 

b. Once a transfer request form has been submitted, HR will vet the submittal for proper certification 
and other necessary credentials. If/when approved, the transfer request will then be sent to the 
hiring administrator.  

c. Employees may submit transfer requests until April 30th. Any internal applicant requesting a 
transfer after April 30th, may do so online, through the traditional application processes, (as it is no 
longer considered a transfer). Any hire made after April 30th, will have to be agreed upon by both 
the current and hiring administrators.  If administrators feel that based on timing, it would be too 
great of an impact to backfill the position, they may deny the hire.  

e. Once an employee accepts a transfer, they may not apply for any other lateral transfer positions 
during that school year. Any previously submitted transfer requests will be void. An employee who 
accepted a transfer may apply for a position that is higher in salary or responsibility in the same 
year, this is not considered a transfer. 

f. For traveling positions (i.e. orchestra, band), each position is given a home school by HR. That 
administrator and/or hiring manager is responsible for overseeing any transfers, in collaboration 
with the coordinator or director. Administrators and hiring managers should work closely with the 
coordinators and directors in applicable positions (i.e. fine arts, special education). 

 
Selection Process 

a. Principals and hiring managers are required to review and consider all transfer requests for their 
positions. Principals and hiring managers may or may not select individuals who have submitted a 
transfer request.   

b. Administrators and hiring managers who are filling positions will have access to the employment 
file (i.e., evaluations, transcripts, resume, etc.) as allowable by law, by visiting HR located at the 
central office building. 

c. Administrators may choose to observe a current CPS teacher in their position, following a 
scheduled interview. It is best practice to contact the applicant for a few times and dates, to ensure 
that a good observable lesson is identified. 

d. Prior to making a recommendation to hire, hiring managers must notify and contact the current 
administrator. 

e. Once an administrator or hiring manager has selected a person for a transfer, it is their 
responsibility to submit a recommendation to hire through the system. During this process, they 
must confirm that they have contacted the current administrator. Once HR has initiated the offer 
and confirmed, an acceptance email will be sent to the current and hiring administrator, 
acknowledging the acceptance. 

f. After an individual has accepted, the system will generate an email to all internal applicants, 
notifying them that the position has filled. 

 
*A modified version of the transfer process will need to be implemented, when considering new building 
additions to CPS.  This is yet to be determined.  


