
 

Memorandum of Understanding 

Between the 

St. Johns County School District 

And 

St. Johns Education Association 

Early Transfer Process for the 2024-2025 School Year 

This memorandum is written to serve as an agreement between the St. Johns County School District and 

St. Johns Education Association. The intent of this memorandum is to expedite the internal transfer 

process of instructional personnel so schools are better able to identify vacancies. This will allow 

schools to post earlier in the hiring season to secure high performing instructional personnel 

( February - March) for the 2024- 2025 school year. 

Definition: 

Voluntary Transfer: A request made by an eligible instructional employee for a transfer to a different 

school or cost center. 

Reassignment Within a School: The change of a instructional employee's regular teaching duties or 

major change in responsibility in a school. Such reassignment is not a voluntary transfer under this 

MOU. 

Eligibility: 

1. Only full time SJCSD instructional employees.

2. A SJCSD instructional employee with a contract and/or position that is continuing through the next 

school year  2024-2025.

3. Any SJCSD instructional employee, seeking a lateral move from one certified position to another. 

(No change in paygrade.)

4. Any instructional employee who has received a satisfactory evaluation,
a. During 2022-2023 school year (Effective or Highly Effective).

b. Current  2023-2024 school year (observable score of 2.5 or above). 

Ineligible: 

l. Tutors, temporary positions, substitutes, or employee in a position less than 60%.

2. Instructional employees who have an unsatisfactory or needs improvement evaluation, or a

professional improvement plan or have documented performance concerns�

3. Instructional employees who do not have the required certification or if the transfer puts the

instructional employee out-of-field.

Required steps for early voluntary transfer consideration: 

1. Instructional employee completes and submits an Early Transfer Request by the 

designated deadline, February 28th, 2024. 

2. Instructional employees are required to update their profile in AppliTrack.  



 3. Instructional employee informs their current principal/administrator of their intent or interest 

to transfer . 

 4. Submitting a transfer request does not mean the employee will automatically receive an 

interview, a transfer, or specific assignment desired. 

 5. When a transfer offer is made, candidates will be asked to accept or decline the offer in 

writing (email is appropriate) within &Re two business days(� 48 hours). 

 6. Instructional employees will only be allowed to transfer via the Early Transfer Process one 

time during the transfer window (February 28-March 29, 2024) for the  2024-2025 school 

year. Once a transfer is made, the instructional employee request is removed from the early 

transfer process. 

Vacancies: 

1. Not all vacancies will be known at the beginning of the transfer window (February 28 ).

2. Instructional employees who submit their completed Early Transfer Request �on or before 

the deadline (February 28, 2024) remain eligible for a voluntary transfer to their desired 

schools through March 29, 2024.

3. All instructional employees are encouraged to complete and submit an Early Transfer Request 

even if vacancies of interest are not available or known. This will ensure the instructional 

employee is considered should a vacancy occur prior to March 29, 2024. There are no 

exceptions to add employees after the application deadline.

4. All vacancies are subject to confirmation for an allocated position at desired school.

5. Employees who desire to transfer to new schools must follow the procedures outlined in the 

MOU for the opening of the new school. 

Timelines: 

February 2 - February 28, 2024 - Voluntary Early Transfer Process and Transfer Request will be made 

available to all instructional personnel. 

March 1-March 29, 2024 - Principals conduct interviews for known or anticipated vacancies. Principal/

administrator contacts instructional employee whom they would like to interview from the Early 

Transfer Request process. Note: Eligible instructional employees are not guaranteed interviews by any 

desired schools listed. 



March 30 -June 30, 2024- Positions will be posted internally/externally after an internal candidate is 

not chosen from the early transfer process.  At this time, an instructional employee may apply via the 

on line application (Applitrack). 

 July 1 October 11, 2024-  Limited Transfer Period. After July 1 the instructional employee will not be 

allowed to transfer until a replacement teacher is secured, and ready to take over the classroom from 

which the instructional employee is leaving, and approved by Human Resources. 

October 14, 2024 through the first day of the next transfer period 

All instructional employees can be recommended for any open position within the district. The 

instructional employee will not be allowed to assume their new position until the replacement 

teacher's start · established in Applitrack for the class they will be taking over. 

_. 

Wayne N. King 

Chief Negotiator, SJCSD 

Date 

Chief Negotiator, SJEA 

Date 

� lis/2-3 
J I 



SJCSD Counter Proposal #2 9/25/2023 

St. Johns Col::lnty School District 

EARLY TRAN&fER Rf.QUEST/Br 202:2 2Q�i 

S1:1l3ffl.'55l9R ef th.is ferffl is NOT GBRSide.-=ee SR f3l:lt9ff1Bt.iG f3Pf)r81fB! fer B trBRsJer te f3 

seleeted seheel. 

Please reae all the information tl:1oro1:1ghly. lneomplete forms will not ee proeessee. 

ORiy � traRsfer req1:1est will ee proeessee per sehool year . 

• oJek!: Any iRSm1fiti9REJI efflfJ.l.e)•ee 1vhe reeei�ti EJR end ef yeEJr e1<eFE11.' eW1!1-JG#en ef less thGR sEtti!iJEtfitBF)• }9F #le fi1-Jrrent EJRti/er 

previel-J5 5fiR99I )•e9r is R9t eligible t9 tFEIRSjeF. AR iRSt.'l:Jfiti9REII efR(Jleyee wi#I El pe,f9FFRE1Rfie iFRl}.<91<eFReRt pl9R is iRellgi#Jle. 

liMple•;ee IRfeFMatieR: 

First Name: Last NaR1e: 

[FRplo11ee R1:1meer: ----------- C1:1rrent Sehool: 

�R1ail AEleress: --------------- 8est Phone Contact N1:1R1eer: ______ _ 

Re11wir-ed A-fll118Wlk If Jes& thaR 2 ye&FS at EIIFFeRt 5Elleel, QflPFSWH i& Fe11wi,ed, 

C1:1rreRt Principal Signat1:1re: ------------- ------- Date: ____ _

Assoe:. S1:1pt. i=or l=l1:1maR Reso1,1rees: Date: 

TRANSFliR INFORMATION: 

List 4 eesiree sehools 1yo1,1 wo1,1le like to ee eoRsieereEl to traRsfer to in priority oreer (most preferree 

S. __ (Cheek here if an·r of the aeove.)

List de&iFed B95itieR5 for wt:iie:h 1,101,1 are eertifiee on yo1:1r teae:hing eertifie:ate inel1,1eiRg s1,1ejee:t, graee 

level or speeializee areas s1:1e:h as giftee, lnD, ASD, mo, ete:. 

Grade level 

Graee Le·,el 
---------------- ------

Ple&&e sttBEh B "'l'Y sf yswr tesEhi1u1 Eertilieste snd wpdBted res11111e, 




