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Staff Transfer Policy 

Aim of the Trust 

One community.  Many ideas.  Everyone’s future. 

We aim to provide an exceptional education for every child in the Trust through an ethos of 

collaboration and high aspirations and through the principles of quality learning using curiosity, 

exploration and discovery. 

This policy is linked to:  

• Equality, Diversity & Inclusion Policy 

• Professional Development & Appraisal Policy 

• Safer Recruitment Policy 

 

Principles 

• The Arbib Education Trust is committed to creating and sustaining one inclusive community in 

which everyone can thrive and create their best future.  Individuals are encouraged to own their 

own professional and career development, with support and guidance from their line manager, 

the Headteacher / Executive Principal and other colleagues across the Trust.   

• New job opportunities are promoted across the Trust on the website and / or via email (for some 

internal-only vacancies). In order to offer the widest possible range of opportunities for promotion 

or for broadening professional experience, we encourage staff to apply for suitable vacancies in 

any of the academies within the Trust as well as for opportunities elsewhere.  The Trust recognises 

the contribution this can bring to staff development and retention, as well as to improving 

collaboration and knowledge-sharing across the Trust.  

• For the avoidance of doubt, opportunities for academy-specific additional responsibility eg a 

Teaching & Learning Responsibility (TLRs) payment or a SEND allowance are usually only 

advertised to staff within that academy as they are designed to reward additional leadership and 

management responsibilities undertaken by staff already onsite within that school community.   

• The Trust will act with fairness and integrity when recruiting to roles and will seek to ensure that 

decisions are free from any unfair discrimination and bias.  This will include being transparent 

about the opportunities arising and seeking to ensure a diverse and impartial selection panel. 

 

Guidelines 

If an employee is interested in applying for a position in another academy within the Trust, they must 

first inform their line manager and Headteacher of their intent to apply for the position. 

As the Trust will already have a full application form on file, it isn’t necessary to complete a new one 

under KCSIE, as the employer (the Trust) will remain the same. However employees will need to follow 

the application instructions provided by the recruiting academy, which will normally involve providing 

a supporting statement of application to the new role. 
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Please note that the Headteacher and / or HR contact from the current academy and the Headteacher 

and / or HR contact from the recruiting academy will discuss the application prior to interview. 

If an interview is required, then approval for leave is requested from the current Headteacher and an 

interview day is logged as per the Staff Absence, Sickness & Cover Policy. 

If an employee is selected for the position, the Headteachers / HR  will agree a reasonable transfer 

date, subject to the academy’s need, typically not to exceed two months or standard teaching timings 

(where agreement cannot be reached, the employee’s standard notice period will apply). 

An employee can expect to have a review period when transferring from one position to another 

within the Trust, which may include an extension to an existing probation or a new period of probation 

(in the case of a promotion to a more senior role). For the purpose of establishing statutory and other 

employment rights, the employee’s period of continuous employment will be from their original start 

date at the Trust, and not the transfer date. 

An induction will be organised for the transferring employee, and a formal check-in will normally take 

place at 3 and 6 months with their new line manager (outside the usual line management meetings) 

to ensure they are settling into the position, and that they have the resources they need to succeed 

in the new role. 

Where relevant, any unused accrued annual leave must be taken by the employee prior to the transfer 

to the new position (except by prior agreement with the recruiting academy).  

All contractual changes (such as location, pay, working hours or days) will be confirmed in writing by 

the recruiting academy prior to the commencement of the new position.  

 

 


