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Los Rios Community College District 
 

Request for Faculty Transfer 
(See reverse side for contract language regarding voluntary transfers) 

 
 
Step 1 
Submit to Human Resources by the final filing date for in-district transfer request.  Application and requested 
information must be attached. 
 
Applicant Name:                                                                             Employee ID #:                             
 
Department:                                                                                     3rd / 4th year tenure-track  tenured 
 
Current Assignment Location:   ARC       CRC       FLC       SCC       Other                                              
 
Faculty Service Area(s):                                                                                        
 
My current teaching assignment includes (be specific): 
 
                                                                                 
 
I hereby request a transfer to:   ARC       CRC       FLC       SCC       Other                                               
 
Vacant Position Number:                          (must be full-time position) Closing Date:                                      
 

 Yes    No        If the transfer is denied, I wish to be considered in the advertised posting pool. (If ‘No’, you will 
need to withdraw your application from the advertised posting using the online application system.)    
 
Applicant Signature: __________________________________________ Date: __________________________ 

Step 2 
Human Resources forwards to the appropriate hiring committee chair and/or area dean. 
 
Date Forwarded: _____________________________ 

Step 3 
College notifies Human Resources of decision. 
 
TO: Director, Human Resources 
 
At this time, the transfer requested by _________________________________ from _________ is being: 
    (college) 
 

 Recommended pending Board approval with a start date of ______________________________ 
 

 Referred to the general hiring process with all other applicants 
 
 
Hiring Committee Chair and/or Area Dean Signature: _________________________________________  
 
Date: ____________________ 
 

Step 4 
Human Resources notifies the requesting party of the outcome of the transfer request. 
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Article 5.3 - Transfer 
 
5.3.1 Voluntary Transfer 

Voluntary transfer is a process by which an eligible faculty member of a district college may request a transfer to another college or site 
within the District.  A voluntary transfer request does not guarantee being selected and can result either in acceptance or denial of the 
voluntary transfer request.   
Eligibility Criteria 
Eligibility for voluntary transfer is limited to full-time tenured faculty and full-time third and fourth year, tenure-track faculty who have 
received no “needs improvement” or “unsatisfactory” marks on their first and second year peer reviews.   
Process Stages 
The voluntary transfer process shall consist of four (4) stages:  a preliminary stage; a screening stage consisting of two (2) steps; a first-
level interview stage consisting of three (3) steps; and a second-level interview stage consisting of two (2) steps.   

5.3.1.1 Preliminary Stage 
There shall be three (3) preliminary steps in the voluntary transfer process. 
Step One:  As part of the college process for filling new full-time faculty positions, full-time faculty within the department will 
reach consensus as to whether to review voluntary transfers.  The Department Chair and Area Dean shall define faculty 
consensus.  If a department does not have any full-time faculty or a new faculty position is without a designated department, 
the Area Dean, in consultation with the Academic Senate President (or designee), will determine whether to review voluntary 
transfers.  If there is no consensus, then Involuntary Transfer may occur. 
Step Two:  If voluntary transfer applicants are to be considered, the District Human Resources Office shall inform full-time 
faculty members via e-mail regarding the voluntary transfer deadline date.  The District voluntary transfer deadline date shall 
be no later than three (3) weeks earlier than the general application deadline date.  
Step Three:  Voluntary transfer applicants must submit to the District Human Resources Office a Voluntary Transfer Request 
Form, an application used for general hiring, a resume and/or a letter of interest no later than the voluntary transfer deadline 
date.  The District Human Resources Office shall forward all voluntary transfer applications to the college requesting the 
position prior to the general application deadline date. 

5.3.1.2 Screening Stage 
There shall be two (2) screening steps in the voluntary transfer process. 
Step One:  A transfer screening committee shall screen the voluntary transfer application(s) according to screening criteria 
established by the committee prior to reviewing the voluntary transfer applications.   
Step Two:  The transfer screening committee may recommend by consensus moving forward with one (1) or more voluntary 
transfer interview(s) or recommend opening the process to all general applicants as described in the hiring manual.  If there is 
no recommendation, then Involuntary Transfer may occur. 

5.3.1.3 First Level Interview Stage 
There shall be three (3) first-level interview steps in the voluntary transfer process. 
Step One:  The transfer interview committee develops interview questions that must be used for all voluntary transfer 
applicants being interviewed.   
Step Two:  The transfer interview committee conducts [an] interview(s) of the voluntary transfer applicant(s).   
Step Three:  The transfer interview committee may recommend by consensus [a] voluntary transfer applicant(s) for selection to 
the College President or choose not to recommend by consensus any voluntary transfer applicant(s).  If there is no 
recommendation, then Involuntary Transfer may occur.  

5.3.1.4 Second Level Interview Stage 
There shall be two (2) second-level interview steps in the voluntary transfer process. 
Step One:  After receiving the recommendation(s) from the transfer interview committee, the College President (or designee) 
interviews the voluntary transfer applicant(s) and checks applicant references consistent with hiring manual procedures.  
Step Two:  The College President determines to either accept or deny the transfer of the voluntary transfer applicant(s) and 
then notifies the applicant(s).  If the College President denies the voluntary transfer applicant(s), then Involuntary Transfer 
may occur. 

5.3.2 Committee Appointments 
Members of the transfer screening committee and transfer interview committee shall be taken from the general hiring committee. 
The hiring committee will determine the appointments to the transfer screening and interview committees under conditions in Sections 
5.3.2.1 and 5.3.2.2.   

5.3.2.1 Transfer Screening Committee Membership 
The transfer screening committee shall consist of one (1) administrative member, an affirmative action representative who 
should be a faculty member if one is available, and at least one (1) tenured discipline faculty member and one (1) additional 
faculty member, excluding the voluntary transfer applicant’s current institution of assignment. 

5.3.2.2 Transfer Interview Committee Membership 
The transfer interview committee shall consist of at least the transfer screening committee, with the option of adding any or all 
of the faculty members from the department assigned to the hiring committee. 

5.3.2.3 The Rights of Unsuccessful Voluntary Transfer Applicants 
If at the screening stage, the first-level interview stage, or the second-level interview stage, a voluntary transfer applicant’s 
request for transfer is denied, the applicant reserves the right to be considered for the position through the general hiring 
process as described in the hiring manual. 


