EMPLOYEE TRANSFER APPLICATION
Greenwood School District 50
Voluntary Transfer – Employee wishing to transfer from one school to another within the district should follow these procedures:

1. All Transfer requests must be made through the Office of Human Resources.  Employees requesting a transfer for the ensuing school year should complete this form.
2. Transfer forms may be obtained upon request from the Office of Human Resources or the school office.  These should be filled out by the employee and submitted to the Office of Human Resources.  A list of employees requesting transfers will be distributed to all principals periodically.

3. Employees who wish to update resumes or personnel information must do so through the Office of Human Resources.  Principals may review this information at the Office of Human Resources.  Employees are not to forward resumes or letters of interest to building principals.

	Date of Transfer Application:
	

	Name:
	

	Present School:
	

	Present Grade/

Subject/Position:
	

	Number of Years at 

Present School:
	

	Reason(s) for Requesting 

Transfer:


	

	School(s) to Which You Wish to Transfer:
	

	Requested

Grade/Subject/Position:
	


Certified Employees Only:

Do you have proper certification for grade/subject to which you are requesting a transfer?  _____

______________________________________________________________________________

Employee Signature:  ______________________________________
Revised:  3-16-06


