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Through District Secretary / Divisional Secretary
All Skills Development Assistants and Skills Development Officers

Annual Internal Transfers of Skills Development Assistants / Development Officers -2027

Applications are called for the annual internal transfers of Skills Development Assistants and
Development Officers who serve under the Vocational Education Division of the Ministry of
Education, Higher Education and Vocational Education.

02. The approved annual internal transfer procedure and the application form for the annual
internal transfers of Skills Development Assistants and Development Officers who serve under the
Vocational Education Division of the Ministry of Education, Higher Education and Vocational
Education has been published in the www.skillsmin.gov.1k website.

03. As per the clause 2.2. of annual internal transfer procedure, officers who completed the service
pericd in a service station as at 31.12.2026, can apply for this .

04. The application form for the annual internal transfers should be prepared according to the given
format and sent with the recommendation of the Head of the Institution to reach the address of
Senior Assistant Secretary (Administration), Ministry of Education, Higher Education and
Vocational Education, Vocational Education Division, 354/2, Elvitigala Mawatha, Colombo 05
through registered post before 15.07.2026. “Internal Annual Transfers — 2027” should be
mentiened in the left hand corner of the envelope. Late submitted applications will be rejected.

05. The chairman of the Transfer Decisions Reviewing Committee will be Additional Secretary
(Administration) and the particular transfers will be executed with effect from 01.03.2027.

Sgd by : W.D.L. Saubhagya

Senior Assistant Secretary (Administration)
Vocational Edueation Division

For Secretary

Copy:
0I. Director General of Combined Services - For information pls
Ministry of Public Administration, Provincial Councils and Local Government



Annual Internal Transfers of Skills Development Assistants and Development Officers - 2027

Ministry of Education, Higher Education and Vocational Education
Vocational Education Division
Application Form for the Annual Transfers

1. Details of the officer

[ Full Name: -
L IVITS . /IS8t ceereeseeesesrestees esreesees eesresensraseeresasmes s s sa st e e s s e sasane s bes b e e s sas b ase s sasastanna s bt e s sa et sume nmesunensonanonts
{1, National Identity Card NO: co. i vrivcrmrerrre s isre v recvesereos e srese s e cessreaansansess semeees sensamm ot o emeeeomeesamsnsrasmeenmeneeas
I Designation T ettt eeutriseriransbreietesbeteaRrEetaate et LS s R AR e eAATTe AR AR NS AR e e 1 e e 1R R e R A e <rn et sRnesanareins
V. Residing address and ClOSESt CILY: = vvveirrrriiiensireireesernerermris s ees e assrasssmsasensassrsns sesmssrecesansassesmssesmesasness samess
V. Date of Birth = Year covonvorvrveenennd MONEH e DALE e
VI, Ageasat 2026.12.51 - Years..erinrineinies. DBYSeeriiiiirns
Vil Telephone No - Private ......ccccnnercrecnnnnnecrnnennns OFCID i
VI Civil SEatus: - et e
[X.  Details of the Children: -
Serial Name of the Child Age Grade Name and address of the school
No.
2. Officer
. Current Workplace/ Branch / District Secretariat / Divisional Secretariat -
1.

Date reported to the duty in current Workplace: - ...
Distance to the current Workplace trom residence (Km.): .o

Whether vou reside in the same Divisional Secretariat Division where the current workplace is located:




V.  Service periods worked in a Workplace under the Ministry of Education, Higher Education and

Vocational Education or other Line Ministry: -

Duration

Serial Service Station Ministry which Workplace

No. belongs to From To Years

3. Service stations applying for the internal transfers: -

Serial Service Station
No.

01

02

a3

4. Reasons for applying for the internal transfers :-

I do hereby declare that the above-mentioned details are true and it is known that disciplinary actiens can be

taken, if it reveals that the submitted details are false.

Date ..o Signature. ..o

5. Recommendation of the Head of the Institution /Division: -

The application is forwarded by* recommending / not recommending *with / without a replacement.

(* Cross off the words inapplicable)

DALE e BYTUA 1 a1 £ o S



Annual Internal Transfer Procedure for Skills Development Assistants and Development
Officers of the Vocational Education Division of the Ministry of Education, Higher
Education and Vocational Education

Introduction

1. The annual internal transfer procedure for the Skills Development Assistants and
Development Officers of the Vocational Education Division of the Ministry of Education,
Higher Education and Vocational Education, set in terms of the provisions of Rule No. 251 of
the Chapter XVIII of the 1% Volume of Procedural Rules which was published in the Extra
Ordinary Gazette Notification No. 2310/29 and dated 14.12.2022 by the Public Service

Commission.

{The Transfer Procedure approved by the Public Service Commission dated 09.04.2026 has
been referred through the letter No. PSC/EST/09 - 04 /01/2025 and dated 20.04.2026.)

- 2. The officers who are subjected to the annual transfer
2.1 Relevant officers

2.1.1 Following officers who are being in the active service of the Vocational Education
Division of the Ministry of Education, Higher Education and Vocational Education

I. Skiils Development Assistants (Grade I, I, III)
1. Development Officers (Grade I, 11, III)

2.2. The service period that should be completed in a particular service station

2.2.1 The officers who have been completed seven (07) years in the service as per the
clause 5.2 of the above, without being occupied in the same Divisional Secretariat
Division

2.2.2 The officers who have been completed five (05) years in service with being

occupied in the same Divisional Secretariat Division

2.2.3 The officers who have not been completed the above-mentioned maximum service
period and at least two years in the service in each service station also can be
applied for the transfers under this transfer procedure.

2.2.4. As the case may be, all the officers shall be subjected for the transfers carried out
on the basis of service requirement, irrespectively the service period of the officer.



3. Composition of the Annual Transfer Committee
3.1 The composition of the Annual Transfer Committee is as follow.

L. Senior Assistant Secretary (Administration) of the Vocational Education
Division of Ministry of Education, Higher Education and Vocational
Education — Chairman

IT. Director (Career Guidance) of the Vocational Education Division of
Ministry of Education, Higher Education and Vocational Education —
Member

III. A representative nominated by an Union which is consisted of minimum

15% representation from the officers’, groups and services who belong to
subject scope on which the annual internal transfers are being executed.

4. Appeal Committee for the Annual Transfers
4.1 The composition of the appeal committee for the annual transfers is as follows,

L Additional Secretary (Administration) of the Vocational Education Division
of Ministry of Education, Higher Education and Vocational Education —
Chairman

I1. Additional Secretary (Skills Sector Development) of the Vocational
Education Division of Ministry of Education, Higher Education and
Vocational Education — Member

111 Senior Assistant Secretary {Administration) of the Vocational Education
Division of Ministry of Education, Higher Education and Vocational
Education — Member

5. General facts that should be considered for the Annual Transfers
5.1 Priority will be given to the service requirements at the implementation of these transfers.,

5.2 The service period will be calculated to the date of 31 December of the previous year in
annual transfers.

5.3 The date on which the officer reported to the service in a particular work place shall be
considered as the commencement date of the service in calculating the service period for the
annual transfers. However, if it the relevant date that has been reported to the duty was a
different date due to a fact that bevond the control from of relevant officer, the transfer
committee will be considered regarding that.

5.4 In case of calculating the service period of an officer, the total official service period on
which the officer has been served uninterruptedly or interruptedly in the post of development
officer attached to a Divisional Secretariat / District Secretariat under the Line Ministry that



the Vocational Education Division belongs to or other Line Ministry, will be calculated as the
total service period.

5.5 In case of calculating the active service period of a work place, the period on which the
officer has not been in the service due to a reason that beyond the control of relevant officer,
will not be considered.

5.6 In the event of two officers have been applied for the same work place, priority will be
given to an officer who served satisfactorily as a Distrtct Coordinator for more than two years.
The recommendation of the respective District Secretary shall be submitted regarding the work,
attendance and behavior fulfillment of the officer. In the event of two officers applying for the
same work station those who have not been served as District Coordinators, the decision of the
committee will be prioritized for the service period of the officer and the matter on which the.
officer has been applied for.

5.7 If an officer is applying a transfer for another service station without fulfilling the required
time period in particular place, such a request will be considered subjected to service
requirement.

5.8 Each effort shall be taken to facilitate a transfer for an area on which the spouse of the
officer is being served, based on the request of the officer.

5.9 The application which is prepared according to scheduled specific form will only be
considered for the transfer requests and the annual transfer appeal committees.

5.10 The transfer orders for the officers will be executed by the Secretary of the Ministry.
5.11 All the ofﬁcers. who received the transfer orders are bound report to the duty on due date.

5.12 The practical issues arisen eventually for each officer will be considered in the Annual
Transfer Board.

5.13 Special remarks:

5.13.1. These internal transfers shall be executed without interrupting to Annual
Transfers of the Combined Service.

5.13.2 Transfer requests based on acceptable reasons such as schooling children,
disabled children, spouses who have been bed-ridden for long time ailments and the
spouses who are in overseas, shall be considered.

5.13.3 Although the officers who exceed the age in 55 years could be transferred to
different work place within the district, transfer shall not be executed to other district
without any request of them.

5.13.4 The officers who exceed the age 58 years to the effective date of the annual
internal transfer orders shall not be transferred even within the district without any
request of them.



6. Appeal procedure pertinent to internal transfer decisions

6.1 If any officer who dissatisfied to a transfer order given by the authorized representative for
an annual internal transfer and submitting an appeal to the Public Service Commission, the said
appeal shall be submitted as per the Appendix 16 of the Procedural Rules, Volume I of the
Public Service Commission which published in the Extra Ordinary Gazette Notification No.
2310/29 and dated 14.12.2022.

6.2 Any such officer shall be submitted the appeal to the Public Service Commission only
through the relevant Head of the Institution, Head of the Vocational Education Division of the
Ministry of Education, Higher Education and Vocational Education, Secretary of the Ministry
of Education, Higher Education and Vocational Education.

6.3 As the case, may be an officer can submit a progressive copy of the aforesaid appeal directly
to the Public Service Commission. -

6.4 Appeals submitting against an internal transfer order shall be reached to the respective
government officer within 14 days since the date that the order has given. Appeals which are
not received within due period will be rejected by the Public Service Commission.

6.5 The Secretary of the Ministry of Education, Higher Education and Vocational Education
shall be responsible to submit all the files, documents and reports related to the appeal along
with observations and the recommendations of himself to the Public Service Commission
within 15 days from its received date. However, as per the rule No. 256 of the Chapter X VIII
of the Procedural Rules of the Public Service Commission; all the files, documents and reports
related to the appeal along with observations and the recommendations should be submitted to
the Public Service Commission before 20" January of the relevant year.

6.6 Each officer must be adhered to the orders mentioned in the aforesaid Chapter for
submitting the appeals and the appeals submitted controversy to the Chapter will not be
considered by the Public Service Commission.

6.7 The Public Service Commission will take a decision regarding the appeal which is
submitted by the officer to deny a transfer order within 15 days after receiving the documents
mentioned in above 6.5,

The decision of the Public Service Commission pertinent to an appeal which is submitted as
above, will be informed directly to the appellant and in order to adjust the relevant documents,
a copy of it will be forwarded to the Head of the Institutions and the Secretary of the Ministry
of Education, Higher Education and Vocational Education.

The officer has the right to submit an appeal to the Administrative Appeal Tribunal of No 04
of 2002, if the officer displeased with the order or decision of the Public Service Commission.
However, the respective transfer order will be effective itself until issuing the final decision of
the Administrative Appeal Tribunal.



07.Time Schedule of Annual Internal Transfer

Date Fact
01 Before 01% of June | Establishing the annual internal transfer committees.
02 Before 15" of June | Issuing annual Internal transfer notification.
03 Before 15% of July | Submitting the duly filled application form for the
internal transfers to the relevant authority.
04 Before 30" of July | Handing over the applications to the internal transfer
committee by the relevant authority.
05 Before  31% of | Handing over the transfer proposals by the annual
August internal transfer committee to relevant authority in
written.
06 Before 15™  of | Issuing the proposed annual transfer notification and
September appoint the Annual Transfer Proposal Review
Committee,
07 Before  20%  of | Submitting the appeals for internal transfer review
October committees.
08 | Before 30"  of | Handing over the recommendations of the “Annual
November internal transfer proposals reviewing committee” to
the relevant authority in writien.
09 Before 01  of | Issuing the final order for the annual internal
January transfers
10 Before  15®  of | Submitting the appeals to the Public Services
January Commission
11 Before 01% of March | Effective date for the annual internal transfer orders.

% If all the dates mentioned here are weekend dates, the first official date
which occurs subsequently will be considered as the respective date.

By order of the Public Service Commission

Signed by:

Samanthi Mihindukula

Additional Secretary (Administration)

Ministry of Education, Higher Education and Vocational Education
Vocational Education Division

Date: 2026.06.10



