2.7 Transfer

In this section: - What are the rules for transfer - Who can initiate a transfer - How to apply for a

transfer

®* Rules: Transfer
®* Process: How to apply for a transfer

® Further reading: Why teachers are transferred



Rules: Transfer

® Transfer is to a position at the same level and grade.
The TSC retains the final authority in the transfer of teachers.
Transfer may be to a school within the same district or another district.
®* Transfer may be initiated by the TSC, the school leader or the individual teacher.
The TSC can transfer a teacher in view of the broader needs of the teaching service,
regardless of whether the teacher has requested the transfer or not.
The teacher must be given at least three (3) months’ notice of transfer unless otherwise
agreed between TSC and the teacher.
When a teacher has served in one school for a period of more than three (3) years he or she
may apply to the TSC for transfer.
A teacher may be transferred earlier than three (3) years of service:

° On medical grounds as certified by a registered medical practitioner.

° Severe family related problems, which may be exacerbated if transfer is denied.

° Urgent needs of the broader teaching service.

° Other circumstances based on the judgement of the TSC.
A teacher cannot transfer to another school before the school head issues a RELEASE
LETTER and the TSC issues a TRANSFER FORM .
The school leader may object against the transfer to the TSC if the transfer has adverse
consequences for the school. TSC may consult with the school and delay the transfer by 30
days or decline the transfer.
A school or a district may wish to transfer a teacher to another school for reasons of local
planning, i.e. to comply with the need for subject teachers, improve the teacher-student
ratio, the balance of qualified teachers, the gender balance or for other reasons.
®* The school leader must immediately report the transfer of a teacher to another school to the

TSC to ensure the Teacher Data Base and the Payroll system are updated.



Process: How to apply for a
transfer



Transfer Process

Initiate transfer (TSC, school leader OR teacher)

Discuss transfer

Complete transfer application form

~Recommends transfer and submits completed form

'Evaluates transfer applicaton |
Issues letter of transfer
Issues release letter
Teacher transfers to new school
Issues exit report
Registers transfer in Teacher Database
Updates payroll

Processespay

MaoF: Ministry of Finance
Acc. Gen: Accountant General's Office

To download forms, click on the links below:

* TRANSFER APPLICATION FORM


https://hrmanual.tsc.gov.sl/uploads/images/gallery/2020-04/Transfer-flow2.jpg
https://hrmanual.tsc.gov.sl/attachments/6

®* EXAMPLE RELEASE LETTER
®* EXAMPLE LETTER OF TRANSFER
®* EXIT REPORT


https://hrmanual.tsc.gov.sl/attachments/7
https://hrmanual.tsc.gov.sl/attachments/8
https://hrmanual.tsc.gov.sl/attachments/9

Further reading: Why
teachers are transferred

Occasionally a teacher may transfer from one school to another, either in the same or another

district. This may occur because:

® The TSC wishes to re-deploy the teacher to ensure equal distribution of teachers in the
country’s schools, uphold the national teacher-student ratio, ensure qualified subject
teachers at secondary schools, or for other reasons pertaining to national teacher workforce
planning.

®* A teacher may wish to transfer to another school for family reasons, in pursuit of better
career- and professional development opportunities, or because another school is more
attractive.

®* A school leader or a district may wish to transfer a teacher due to the school’s, ward’s or

district’s planning of the district teaching cadre.

Whatever the reason for transferring a teacher it is essential that the transfer process adheres to

the Teaching Service’s rules and procedures for transfer.

Any transfer of a teacher must be immediately registered in the Teacher Database, in the payroll
system, in district and school records, and in other registers of teachers that impact on teacher

personnel management.

Who is responsible

TSC: Approves and processes transfer of a teacher to another school; initiates transfer in

connection with deployment



School Leader: Can recommend transfer and makes the request to TSC



