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RATIONALE 

The H. Lavity Stoutt Community College “HLSCC” recognizes that staff motivation, productivity and 

retention are dependent on employees working in areas that are suited to their knowledge, skills and 

abilities. This policy provides employees with an opportunity to apply for open positions which may 

enhance their career growth. Administrative transfers may also be initiated in an effort to utilize an 

employee’s skills based on the needs of the institution. 

DEFINITION 

Internal transfer: Defined as a change in an employee’s position as a result of a lateral move, 

promotion, department change or job change. This transfer can be voluntary or involuntary. A change 

in job title, reporting structure, and change in responsibilities or other adjustment to a current position 

is not considered as a transfer. 

Voluntary Transfer - A voluntary transfer takes place when an employee submits an application for an 

open position and is selected. 

Administrative Transfer - An Administrative transfer may be initiated by the President or 

recommended by a Department Head based on the needs of a new or existing department to 

maintain/ensure efficient and productive workflow. Factors such as reorganization or reclassification 

may be the basis for an involuntary transfer. 

POLICY 

TRANSFER ELIGIBILITY REQUIREMENTS 

An employee may be considered for a voluntary or involuntary transfer provided that they meet the 

following eligibility requirements: 

The employee must be in the continuous service of the H. Lavity Stoutt Community College for a minimum 
period of one year. 

• The employee’s performance appraisals must be satisfactory, and the employee must not have
been subjected to disciplinary measures.
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• The employee must meet the minimum job requirements for the position; and 

• The employee’s efforts to further develop skills will also be considered. 

PROCEDURE 

VOLUNTARY TRANSFER PROCESS 

1. An interested employee should notify his/her immediate supervisor of his/her interest in being 

transferred to another department. 

2. The employee should submit an application for the advertised position to the Human Resources 

Department. The application must be accompanied by documentation which supports their 

qualifications for the position as well as their performance history. This may be in the form of a 

performance evaluation or a recommendation from their immediate supervisor. 

3. Applicants will be interviewed after the deadline for applications for position advertised. The 

successful candidate will be notified in writing within five days following the interview. 

4. An employee who was unsuccessful will be notified in writing by the Human Resources Manager. 

ADMINISTRATIVE TRANSFER PROCESS 

1. In the case of an administrative transfer, the Human Resources Manager will meet with the 

employee to inform him/her of the transfer decision once the Supervisor (s) have been notified. 

The employee will then be informed of the transfer in writing. 

2. Transfer decisions are based on the needs of the institution; therefore, transfer decisions are 

final. 

3. A transfer date will be agreed upon by the Human Resources Manager and the affected 

Managers. 

4. The Human Resources Department will provide the Fiscal Services Department with the 

necessary written transfer instructions so that remuneration and other benefits can be coded to 

the appropriate department. 

COMPENSATION 

An employee’s salary will not change if the transfer is lateral since there is no increase or decrease in 

the level of responsibility. 

If the transfer is for a job in a higher pay grade, a promotional increase will be considered. In such 

instances the Human Resources Manager, in consultation with the President, will determine the amount 

of the increase. 

EXCEPTION 

An employee may be considered for an internal transfer outside the usual policy requirements on the 

basis of a medically documented condition. 

APPEAL 

An employee may request a reconsideration in instances where they may have been judged ineligible 
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for a transfer or have been denied a transfer. In such instances, the decision of the president in 

consultation with the Human Resources Manager is final. 

  


