% Administrative Procedures Manual ® AP 5-000 — Human Resources

AP 5-240 — TEACHER TRANSFER AND REASSIGNMENT

Western School Division wishes to encourage and facilitate changes of assignment for teachers within the Division
in the belief that these provide substantial benefits to the teacher and to the Division in terms of professional
educational growth.

Definitions:
TRANSFER: Shall be defined as a change of school.

REASSIGNMENT: Shall be defined as a change of grade or specialized subject area of more than 25% within the
same school.

The right of transfer or reassignment, although clearly residing with the School Division, shall always be exercised
fairly and reasonably, having due regard for the educational needs of the Division, and the Teacher involved.

When a Teacher is notified that their grade or specialized subject area assignment is changing for the upcoming
school year, a Teacher may request a meeting with their Principal to discuss the change.

In the case of Division-initiated transfers, the Division shall consult with Teachers who are being involuntarily
transferred prior to making a final decision. A Teacher shall make themselves available to a consultation meeting
even if they are on a leave. Where the Teacher is unable to attend the meeting, a representative from the Western
Teachers Association or Manitoba Teachers’ Society may attend on their behalf.

A Teacher desiring a transfer shall make application in writing to the Principal and Superintendent for a transfer on
or before a date as deterined by the Division, prior to the School Year for which the transfer is to be effective. The
Division shall approve or deny the transfer request at its discretion. The request for change should remain
confidential.

A Teacher initiated transfer does not restrict a Teacher’s ability to apply for other positions in the Division.

If a Teacher objects to a transfer and/or reassignment, they should refer to AP 5-500 - Staff Complaints and
Grievances.

Changes to contractual time must be dealt with under the appropriate sections of the Public Schools Act, the
Educational Administration Act, and the Provincial Teachers’ Collective Agreement.
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