Lubricar Inc. Protocol


	Title
	30.  Transfer of Hourly Employees

	Objective
	In the event an employee must transfer stores, these steps will help ensure that the transfer is completed properly.

	Responsibility
	Store Manager, District Manager.

	Steps
	If an employee wants a transfer:
1. Employee must speak to Store Manager and request transfer.

2. Employee/Manager will then speak to District Manager to convey reason for transfer.

3. District Manager must contact the other store and find out if transfer is possible.

4. If transfer is between districts, both DM’s must be involved, and both Store Managers must have knowledge of transfer.
5. Employee file will be reviewed by HR prior to transfer to determine if there are issues to inhibit transfer.

6. Transferring employee must be up to date on training before transfer will be completed.  Training OM will determine if training is up to date.

If a manager wants to transfer an employee:

1. The Manager must contact his District Manager explaining the reason for the transfer.

2. District Manager will find a store where the employee can transfer if the reason is valid.
3. Employee file will be reviewed by HR prior to transfer to determine if there are issues to inhibit transfer

4. Transferring employee must be up to date on training before transfer will be completed.  Training OM will determine if training is up to date.
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