
Voluntary Transfer Instructions for Administrators 
 
Requesting Your Posting 
 
1. Submit a job posting request form.  
2. The request will go to Yvette Orozco for assigning dates for posting and approval. 
3. If approved, the job will be posted Monday at midnight and will remain available for internal applicants until 

midnight on Wednesday. 
4. Requisitions must be received by Human Resources no later than Friday at 10:00 a.m. to be posted the following 

week.   
 
Setting Your Interviews 
 
1. To locate the teachers who have applied for your posting, click on the Dashboard,  under Job Posting, type in your 

site in the search bar. 
2. The “Interview Scheduler” should be used to set up your interviews. 
3. All internal applicants who are certified and highly qualified for the vacancy must be interviewed.   
4. Exclusionary employees (on a one-semester or one-year-only contract) should not be interviewed.  Only teachers 

with a contract for the new school year are eligible to participate in the voluntary transfer process.  A complete list 
of certificated exclusionary employees will be sent to all certificated administrators weekly during the voluntary 
transfer process. 

5. Teachers may only transfer to positions of the same contract amount as they currently hold.  The voluntary transfer 
process may not be used to increase or decrease a teacher contract amount. 

 
Selection and PARF 
 
1. If a teacher is selected, the school/department must submit and approve an Obligatory/Voluntary Transfer PARF. 

a. On the PARF select “Voluntary” for the type of transfer. 
2. When Human Resources receives the PARF – 

a. Certification will be reviewed 
b. Highly Qualified status will be reviewed 
c. Available contract will be reviewed 

3. Human Resources will approve the PARF if teacher is qualified and contract is available. 
4. Admin approval is given via email.  The email is sent to both the receiving and departing principals and their 

secretaries. 
5. The hiring administrator may offer the position. 
6. The hiring administrator should contact all other interviewees to inform them of their decision.  
7. If no teacher is selected, regular procedures for hiring outside candidates should begin ASAP. 


