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   Staffing Change Request Form
	School:                                                                                         
	Date:       


	Principal:       


	Phone:       


Section A                                      Voluntary Transfer Request

(To be completed by receiving school)

	Employee:                                                                          

	Transfer to (Receiving School/Subject):       

	Replacing                                                                                                                      

	Transfer from (Current School/Subject):       


    Change of status form will be sent at a later date to confirm payroll/personnel adjustments
Section B                             Revised Internal Personnel Change

	FTE   FORMCHECKBOX 
              Funding   FORMCHECKBOX 
                  Subject   FORMCHECKBOX 
                  Grant   FORMCHECKBOX 
   

	Employee:                                                                                            

	From:     

	To:       


      Change of status form will be sent at a later date to confirm payroll/personnel adjustments
Section  C                                           New Hire Request
	Candidate:                                                                                          


	Replacing (Name/Subject):       

	Reason for Leaving:        


	Comments:       


For Personnel Use Only
	Personnel Officer Confirmation:                                                                Date:       


	Vacancy Created:    Yes   FORMCHECKBOX 
    No    FORMCHECKBOX 
                            Reassign:  Surplus   FORMCHECKBOX 
    Excess    FORMCHECKBOX 



     c:  Assistant Superintendent, Receiving Principal, Sending Principal, Employee, Personnel Officer, PMM
Revised 9/10/2010-dpw-Office of Personnel         
