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Shenandoah Medical Center is an Equal Opportunity Employer that does not discriminate because of sex, age, race, color, religious creed, marital or veteran status, citizenship, national origin, ancestry, non-job related handicap or disability, obligation to serve in the armed forces of the U.S., or any other characteristics protected by applicable Federal, State or Local laws.

It has always been the policy of Shenandoah Medical Center to afford opportunities for advancement to qualified employees.  However, transfers may only occur where an opening exists, an employee is qualified to perform the work available in the position to which a transfer is requested, and the hiring manager feels the candidate is a good fit for the position.

Eligible employees must have worked at least 6 months in their current position, and must not have documented performance below expectations by their current supervisor or have had disciplinary action within the prior six months. Administrative and Human Resources approval must be given before being considered for transfer.
Part I – Employee Requesting Transfer

Instructions to the Employee:  
Complete Part I of this form and forward it to Human Resources.  
· HR will forward this application form to the present supervisor, but employees are encouraged to let their supervisor know they are applying for a different position within the organization.

Name



Current Department



Current Position 

Phone Number

Department Desired


Position Desired
Reason for Desire to Transfer:
________________________________________________________________________________________________________________________________________________________________________________
Qualifications/Experience/Educational Background (attach resume if applicable):
________________________________________________________________________________________________________________________________________________________________________________
Briefly explain career highlights and accomplishments at SMC:
________________________________________________________________________________________________________________________________________________________________________________
Comment on your short and long term career goals:
________________________________________________________________________________________________________________________________________________________________________________

Employee Signature







Date

Part II.  Human Resources

( APPROVE



( DISAPPROVE

Comments: ______________________________________________________________________________

________________________________________________________________________________________
Human Resources Signature







Date

Part III.  Present Supervisor
Complete part II within two business days of receiving it from Human Resources.  
· Forward to Human Resources after completion.

	
	Exceeds

Expectations
	Good
	Needs Improvement
	Unsatisfactory

	Attendance
	
	
	
	

	Conduct
	
	
	
	

	Dependability
	
	
	
	

	Job Knowledge
	
	
	
	

	Quality of Work
	
	
	
	

	Work Ethic
	
	
	
	

	Teamwork
	
	
	
	


Comments: ______________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
Present Supervisor Signature







Date

Part IV.  Prospective Supervisor 
· All internal applicants must receive an interview (if minimum qualifications are met).
· After the interview is conducted:

· List specific reasons for accepting or rejecting this employee for the position requested.  
· Return the completed form and all documentation to Human Resources within two business days after a hiring decision has been made.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Prospective Supervisor Signature





Date

Application for Transfer


(Required for all internal transfers)











