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Policy and Procedure for Change of Assignment 

1. Definitions   (Pers. Com. Rule 715) 

a. A transfer is the reassignment of a classified employee to 
another position in a related class on the same salary schedule.

b. A change of location is the reassignment of an employee to the 
same class in another administrative unit. 

c. A related class is one so determined by the Personnel 
Commission. 

2. Policy regarding Change of Assignment   

a. An employee has no tenure in a particular position in the District 
but only in the class in which permanent. Requests for transfer and 
change of location will be considered when vacancies occur, but 
administrators are under no obligation to select these over methods 
of filling vacancies except in reclassification cases or in cases 
involving layoff. 

b. Transfers between classes should be encouraged when in the best 
interests of the District and the employee. Transfers initiated by 
the employee will usually be restricted to employees who have 
served at least one year in the class from which they are 
requesting transfer. 

3. Administrative Transfers and Changes of Location  . The Personnel 
Services Division has the right to assign any employee to any 
position of the same class title in the .District. Transfers and 
changes of location shall be made without the consent of the 
employee affected only when the good of the District outweighs the 
wishes of the employee. 

4. Employee Requests   

a. A permanent employee may request a change of location in the 
same class or a transfer to a related class. 

b. A probationary employee may request a change of location in the 
same class or a transfer to a related class provided that the 
current administrator recommends the action and states that such 
action will be in the best interests of the District. 



c. No probationary employee who was appointed from an area 
eligibility list shall be approved for change of location, at 
his request, to a college or other work location in the District 
which was not specified in the area eligibility list from which 
he was originally appointed. (PC 642D) 

d.  Requests should be made on Personnel Operations Branch Form 
C1044, available at all locations. The request must be submitted 
to the employee's supervisor for processing through channels to 
the Personnel Operations Branch. 
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5. Comparisons Used for Determining "Related" Class  . The 
following comparisons are used by the Personnel Commission in 
determining whether or not a class is "related": Similarity 
of: suggested qualifications for successful performance, 
promotional field (below and above), occupational service, 
duties, examination content, and requirements to take an open 
examination. 

6.  Application of Comparisons. The extent to which the two 
classes must be comparable depends upon outside factors. in 
general, more latitute is allowed as the employee's length of 
service with the district increases, when there is no 
eligibility list for the class to which transfer is desired, 
when the receiving location requests the transfer, when the 
employee's education and experience meets the requirements of 
the new class, or when the request for transfer is based on 
technological displacement, lay-off for lack of funds or lack 
of work, reclassification of position but not incumbent, or 
health or physical handicap. In such cases the following 
factors may be given more favorable consideration: work 
history of experience similar to the duties of the new class, 
scores on employment examinations indicating prospects of 
success in the new class, scores on aptitude or guidance tests 
which predict probability of success, and successful 
completion of relevant training courses* 

7.  Accumulated Benefits. The receiving college or division 
assumes the accumulated illness and vacation benefit 
previously earned by an employee who is reassigned (PC Rule 
715). 

8.  Probationary Period. An employee who is transferred to a 
class in which he has not achieved permanent status, must 
complete a probationary period in that class. (PC Rule 701) 


