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Internal Establishments Circular No.02/2022 03.06.2022

Deans of Faculties
Heads of Departments / Sections / Units

INTERNAL TRANSFER SCHEME FOR ADMINISTRATIVE AND NON-ACADEMIC STAFF OF THE
UNIVERSITY OF VAVUNIYA

The 9 Council, University of Vavuniya held on 28.05.2022 has approved to implement an internal
transfer scheme for Administrative and Non-Academic Staff of this University from the year 2022.

1. There shall be a transfer committee, responsible for selecting the employees who should be transferred
internally on an annual basis.

2. The committee would select the staff members who should be transferred in a given year effective from

1" of January (in the case of Non-Academic Staff) and as from the 1% of July (in the case of
Administrative/Financial officers) of that particular year.

3. a) Administrative/ Financial officers and Non-Academic staff who have served five (O5) years or more
in one place would be considered for transfer under this scheme.

b) The maximum number to be transferred out of Examinations/ Establishments/ Administration/
Finance Divisions would be limited to1/3™ of the total number of staff members or
three(O3)persons in a given category whichever is less based on the length of services rendered in
the Department/ Division/ Unit.

c¢) The Head of Department / Division/ Center would be allowed to retain one (O1) employee
(subordinate) from the list of those selected for transfer up to a period of one year based on
exigencies of service.

4. An employee over the age of 60 years would not be transferred under this scheme.

5. The transfer of an employee who is undergoing continuous medical treatments for over 30 days would
be suspended until he / she has fully recovered and would be fit to serve in the new place of work.

6. An employee who has been transferred from one place to another could be transferred back to the
previous place after five (05) years of service, if no other suitable person has applied for the same.

7. Appeals against the transfers, other than those who are on medical grounds stated in (4) above should
not be considered by this committee, but would be referred to the Vice-Chancellor through
Registrar for a decision.

8. Employees would be given an opportunity to select three (3) preferred workplaces in the order of
their choice.

9. All employees who have served five (O5) years or more in one place must submit application for internal
transfer.

10. This scheme would apply to the grades of General and Financial Administrative Staff, Management
Assistants, Works Aides, Laboratory Attendants and any other category identified by the Registrar from
time to time as transferable.
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