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HCM ǀ OPEN TRANSFER FORM

HCM ǀ OPEN TRANSFER PERIOD
TEACHERS, COUNSELORS, & MEDIA SPECIALISTS 


TEACHER, COUNSELOR, AND MEDIA SPECIALISTS  
OPEN TRANSFER PERIOD FOR 2013-2014 SCHOOL YEAR
TIMELINE

Open Period*



Monday, April 8, 2013 – Tuesday, April 30, 2013
Restricted Period**


Monday, May 6, 2013 - Friday, May 31, 2013
Notifications of Approval/Denial

Ongoing—Transfers are not approved until 







notification has been received and acknowledged by 






Human Capital Management.
Transfer Period Closes


Friday, May 31, 2013 at 5:00pm
*Current Principal must sign acknowledging the teacher’s request to transfer
**Current Principal must sign approving the teacher’s request to transfer

ELIGIBILITY
In order to be eligible for transfer, teachers must meet all of the following criteria:
1. Hold a valid Texas teacher certificate in the requested subject area vacancy
2. Meet “Highly Qualified” standards of NCLB for the position
3. Must not be entering 4th year of an Alternate Certification Program
4. Must not be on a Growth Plan or have Below Expectations rating
Teachers who qualify for a transfer, please note the following:

1. To view eligible positions available during this window, please visit the Careers website found here.  View positions listed under the category, Open Transfer Positions: http://www.applitrack.com/dallasisd/onlineapp/default.aspx?internal=internal&district=
2. If interested in a specific position, you may apply online: https://www.applitrack.com/dallasisd/onlineapp/_application.aspx?starting=true&isinternal=1&
Please note:  The transfer window does not apply to any teachers, counselors, or media specialists impacted by closing campuses, as they will be allowed to transfer beyond the identified transfer window.
Open Transfer*: Monday, April 8, 2013 to Tuesday April 30, 2013 
Restricted Transfer**:  Monday, May 6, 2013 through Friday, May 31, 2013 
	TEACHER NAME:
	
	ID #:
	

	LAST
	FIRST
	
	

	PHONE:
	
	EMAIL:
	


I AM REQUESTING THE FOLLOWING TRANSFER
	FROM:
	
	POSITION:
	

	
	SCHOOL
	
	

	TO:
	
	POSITION:
	

	
	SCHOOL
	
	


I MEET ALL OF THE FOLLOWING CRITERIA
1. Hold a valid Texas teacher certificate in the subject area  of requested position
2. Meet “Highly Qualified” standards of NCLB for the requested position
3. Must not be entering 4th year of an Alternate Certification Program
4. Must not be on a growth plan or have a Below Expectations rating. 

My signature confirms that I meet the above stated criteria and I can only accept one transfer during the open transfer period.
	
	
	

	TEACHER SIGNATURE
	
	DATE

	
	
	

	CURRENT PRINCIPAL SIGNATURE
	
	DATE


*During the open transfer period, the current Principal must sign acknowledging the teacher’s request to transfer.  **During the restricted period, the current Principal must sign approving the teacher’s request to transfer.


TO BE COMPLETED BY THE RECEIVING PRINCIPAL
	TO TEACH:
	
	PC#:
	

	
	SUBJECT/LEVEL
	
	

	TEACHER IS CERTIFIED FOR THIS POSITION:
	
	
	YES
	
	NO


If position was filled for the 2012‐2013 school year, please explain the status of the incumbent.

	INCUMBENT NAME:
	


	LAST
	FIRST

	
	
	
	
	
	

	
	Resigned or Retired
	
	Early Notification

	

	
	Transferred to another campus :
	

	
	
	SCHOOL (IF KNOWN)


My signature confirms I have obtained a reference from the teacher’s current Principal and the teacher meets the criteria outlined above.

	
	
	

	TEACHER SIGNATURE
	
	DATE

	
	
	

	PRINCIPAL SIGNATURE
	
	DATE


Once completed, the requesting teacher must scan and e-mail the form to their HCM Talent Partner.  
IMPORTANT
Teachers/Counselors/Media Specialists:
· Express interest early to create best probability for selection

· Ensure all requirements to transfer have been met

· Once principal signature and employee signature are obtained, the employee is unable to sign with another campus
· Human Capital Management (HCM) provides final approval based on position availability and requirements met

· HCM will send notification acknowledging approval or denial of transfer request within 96 hours of receipt

   Receiving Principal:

· Select early as submissions will be reviewed on a rolling basis

· Upon selection, submit form as soon as possible to ensure employee is not selected by another campus (rolling basis receipt)

· Ensure all signatures are received

· Use HCM as a resource to verify position availability to ensure expedited processing
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