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Superior Court of California 
County of Humboldt
Request for Superior Court Transfer List Placement

Name: 
         
Department:







Current Class title: 
         
Work phone: 







Check the department you wish to transfer to:
( Court Ops – Civil       ( Court Ops – Criminal     ( Court Ops – Traffic   ( Courtroom Clerks   ( Court Tech     
    ( Family Services/Juvenile         ( Finance          ( Human Resources         (  Judicial Secretary       ( Jury
Submit form to:  Superior Court Human Resources, Room 301

Date: 
















     
    Employee Signature

(To be completed by Superior Court Human Resources)
	Current class title: 





	Class appointment date: 



	Top hourly salary of current class:  




	Transfer List class: 





	Top hourly salary: 




	Eligibility Criteria:

	
	

	· Has satisfactory job performance


	Yes (

No (

	· In same job class 


	· 
	Yes (

No (

	· Possesses the required knowledge, skills and abilities, education and experience

	· 
	Yes (

No (

	· Transfer List placement approved:
	Yes (

No (

	Date:  







	                        Human Resources Signature


To be detached and sent to employee for notification

Employee, Please complete your name and address below:

Name:   














Street Address:  













City, State, Zip code:  













Your request for placement on the transfer list of the class of  

 has been:

( Approved       ( Disapproved                   Effective Date: _______________________
If approved, you will remain on the list until:  

For questions, please call Human Resources at (707) 269-1202.
Eligibility Criteria for Placement on Transfer List
To be eligible to be placed on a transfer list, the following criteria must be met. An employee must have overall satisfactory performance within his/her current class in Superior Court; and either:

· Be in the same class for which transfer list placement is being requested; or

· Be in a class which has the equivalent top salary step and employee meets knowledge, skills, education and experience requirements.

Names are removed from the transfer list when any of the following has occurred:

· One year has passed from approval date of placement on the transfer list
· The employee is appointed from the transfer list

· The employee is promoted

· The employee leaves Superior Court service

To request placement on a voluntary transfer list, follow the procedures below:

	Responsible Party
	Action

	Employee
	1. 
Submits the Request for Superior Court Transfer List 
Placement to Superior Court Human Resources

	Director, Human Resources
	2. A. Verifies eligibility, and, if eligibility criteria are met, 
 places employee’s name on the transfer list
B.  Notifies employee of transfer list placement or 
  

     ineligibility


Note: A separate form must be completed for each class for which transfer list placement is requested.

Supervisors/Managers may consider one or more individuals on the transfer list but are not required to contact any of the individuals for a selection interview.
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