


Internal Transfer Checklist 
This checklist is used to record and manage an employee’s transfer. It must be completed by the employee’s new line manager as soon as the transfer details have been confirmed. A completed copy should then be placed in the employee’s personnel file.

	Instruction
	Who to contact
	Date Completed or N/A

	Complete Site Induction and all paperwork placed in file
	New Line Manager
	

	Transfer E-Learning to new garage
	HR 
	

	Check E-Learning is up to date
	New Line Manager 
	

	Check all Toolbox Talks are up to date – Issued within last 3 months 
	New Line Manager
	

	Instruct employee to read garage specific information:
-Risk Assessments, Garage Floor Plans. 
Garages - MyLothian (click into specific garage for site specific information)
	New Line Manager
	

	Inform HR, Payroll, Health & Safety, Engineering Admin other relevant departments of transfer 
	New Line Manager
	

	Confirm with HR that Health Surveillance is up to date
	HR
	

	Transfer on Reactec (HAV’s monitoring System)
	Health & Safety Manager
	

	Add employee to new garage scrolls and lists 
	New Line Manager
	

	Confirm receipt of employee file
	New Line Manager
	



Manager Name: ____________________
Location: __________________________
Date completed: ____________________
Signed: ___________________________
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          Internal Transfer  Checklist    This checklist is used to record and manage an employee’s transfer. It must be  completed by the employee’s new line manager as soon as the transfer details have  been confirmed. A completed copy should then be placed in the employee’s personnel  file.    

Instruction  Who to contact  Date  Completed   or   N/A  

Complete Site Induction and all paperwork placed in  file  New  Line Manager   

Transfer  E - Learning to new garage  HR    

Check E - Learning is up to date  New  Line Manager    

Chec k   all Toolbox Talks are up to date  –   Issued within  last 3 months    New  Line Manager   

Instruct employee   to read garage specific information:   - Risk Assessments, Garage Floor Plans.    Garages  -   MyLothian   (click into specific garage for site  specific information)  New  Line Manager   

Inform HR, Payroll, Health & Safety , Engineering  Admin   other relevant departments of transfer   New  Line Manager   

Confirm with HR that Health Surveillance is up to date  HR   

Transfer on Reactec  (HAV’s monitoring System)  Health & Safety  Manager   

Add e mployee to new garage scrolls and lists   New  Line Manager   

Confirm receipt of employee file  New Line Manager   

  Manager Name: ____________________   Location: __________________________   Date completed: ____________________   Signed: ___________________________  

