Attachment B

2012–2013 PARAEDUCATOR INVOLUNTARY TRANSFER CALENDAR 
	Tuesday, April 10
	Involuntary Transfer meeting.  Location and Time: Maple Conference Room (Suite 1100), Office of Human Resources and Development, 45 West Gude Drive, Rockville, from 
4:00–6:00 p.m.  This meeting is only for paraeducators who have been involuntarily transferred or had a reduction in hours; and paraeducators who would like to voluntarily transfer to another location.

	Tuesday, April 10–Monday,  May 21
	Voluntary transfer season closes on May 21, 2012.  Both voluntary and involuntary candidates compete for positions during this time.  Although paraeducators will be allowed to transfer during this period, they will not be allowed to increase their hours but will be allowed to voluntarily decrease their hours.  In addition, promotional opportunities for paraeducator positions will not be allowed during this period, with the exception of paraeducators moving into special education paraeducator positions.  Hiring from outside of MCPS or current temporary employees will not be allowed.

	Tuesday, May 22–Friday, June 8
	Involuntary transfer season.  Principals select paraeducators from the involuntary transfer list.

	Monday, June 1–Friday, July 6
	Placements of remaining involuntary paraeducators will be made at this time.


Procedures for Transfers:

· All involuntary and voluntary paraeducator transfers are eligible to apply for vacant positions posted on MCPS Careers (www.mcpscareers.org).

· To apply online, download a current resume to your candidate profile on MCPS Careers.  This information will be available to all prospective hiring managers (principals/supervisors) so they may review your qualifications.
· Paraeducators who want to voluntarily transfer also are eligible to apply for posted vacancies on MCPS Careers but will not be allowed to increase their hours.  However, they may apply to a position that would reduce their hours. 

Directions for Using MCPS Careers:
1. Access “My Account” in the Current Employees portal. 

2. Log into your profile by using your MCPS Outlook username and password. 
3. Click on “Access my profile” under Candidate Profile.
4. Update/edit your information and download a current resume. 

5. Select the “Job Search” tab. 

6. Type “Paraeducator” in the Keyword search box or select “Paraeducator” from the Job Field drop down.

7. Scroll down and click on “Search for Jobs.”
Job Vacancies Contain the Following Information:
· Position Title

· Work Location
· Full-Time or Part-Time/Day Job/FTE (Number of hours biweekly)/Working Months

· Job Grade/Optimal Qualified

· Job Posting and Closing Dates
· Click on “Apply.”  This action will prompt you to review your entire profile.  Please ensure that all the information is up to date and accurate prior to submitting your application for this position.

