Procedure 1-8
CHILD AND FAMILY DEVELOPMENT PROGRAMS
Head Start In-House Transfer Procedure
All Head Start transfers are authorized by the Program Director.  A transfer is not granted solely by request.  The Director will consider the needs of the program, children and families before approving or initiating a transfer.
1. Head Start staff may request to transfer to another center when the position they currently hold becomes available at another site.    
a. Must have one year employment status with CAT.
b. Must meet position qualifications outlined on the job description.
c. Must have a current and positive performance appraisal on file.
d. Must not have an active plan of assist.
e. Must be free of disciplinary actions within the past 12 months.
f. Must not have transferred in the last two years.  
g. Must be current in all job duties and responsibilities.  
2. The Program Director will consider transfer requests when made during the 5-day in-house posting period.  
a. Once the position has been advertised out-of-house, a transfer may not be granted.  
b. The Director will consult with the Center Managers of both centers before making a decision.  
c. Mid-year moves may not be in the best interest of maintaining continuity of care.
d. Team dynamics will be considered.
e. If more than one qualified staff person requests to transfer to an open position, interviews will be held.  Where all factors considered are reasonably equal between Community Action Team, Inc. employees, the action shall be on the basis of seniority.
3. The Program Director may initiate a transfer or assign a staff person to another location when it is in the best interest of the program to meet the needs of children and families.  
4. A Center Manager may initiate a transfer within the center or assign a staff person to another classroom when it is in the best interest of center operations to meet the needs of children and families.  
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