
Teacher Transfer & Swap Module – Step-by-Step Guide

This guide provides a walk-through for teachers and actioning officers to access and use the new 
Transfer and Swap modules via the TSC portal.

Portal Links:
- Teachers: https://portal.tsc.go.ke/
- Actioning Officers: https://tsconline.tsc.go.ke/ 

Process Overview:
1. Login to the TSC portal
2. Access the Transfer or Swap Module
3. Complete and submit
4. Actioning officer reviews and acts on the request

https://portal.tsc.go.ke/
https://tsconline.tsc.go.ke/


https://portal.tsc.go.ke/
Access the link above via a browser, then enter your username and password.
Use the same password you use for the Declaration of Income, Assets and Liabilities system 
(https://tsconline.tsc.go.ke), i.e., Teachers Online Services (TOS).
If you are a new user who has not done a declaration before, or if you have forgotten your 
password, click on "Forgot Password", enter the OTP sent to your official TSC email, and create a 
new password.

https://tsconline.tsc.go.ke/
https://portal.tsc.go.ke/


Enter the OTP sent to your official TSC email, then click Verify OTP. If the OTP has expired, click 
Resend OTP. Note: OTPs expire 5 minutes after being sent.

Next, you will be directed to the Teacher Dashboard, where you can view your profile, a summary 
on the main dashboard and the sidebar menu.



Next, click on Transfer & Swap in the sidebar menu, then select Request Transfer. Any previous 
transfer requests will be displayed.

Click on Request Transfer and complete Steps 1–4: Profile, LOS, Reason and Transfer To. The 
Profile and LOS fields are populated automatically by the system and cannot be edited.



Next after filling  Steps 1–4: (Profile, LOS, Reason and Transfer To)  click on Submit

The teacher can view the transfer status

Through the portal, teachers can view available swap opportunities and take action by approving or 
accepting suitable swap requests.



Head of Institution (HOI)

The Head of Institution (HOI) will log in using the same process as teachers. However, they have 
additional functionalities, including the ability to enter an HOI Comment and to view and approve 
transfer requests directly from the dashboard.
HOI and DHOI Transfers will be handled Administratively.

The Head of Institution (HOI) is able to preview transfer requests and add a comment before 
submitting their approval



Transfers Module Secretariat (SCD, CD, Region & HQ)
https://tsconline.tsc.go.ke/ 

STEPS:
a. Click on the "Transfers Module":

Choose the appropriate option (SCD, CD, Region, or HQ) based on your
requirement.
Then, proceed with the necessary actions based on the selected option.

https://tsconline.tsc.go.ke/ 
Access the link above via Browser then Enter the username and password

Access the transfer module on the top navigation bar and click on SCD Transfers, CD
Transfers, RD Transfers or HQ Transfers

https://tsconline.tsc.go.ke/
https://tsconline.tsc.go.ke/


Select Transfer Requests to see all the request in each category ie: SCD Transfers, CD
Transfers, RD Transfers or HQ Transfers

Click on Action and select Remarks, Approved institution and Remarks then submit

Once approved, all transfer letters will be sent automatically via CRON. Please note that to 
minimize disruption to learning, all approved transfers will only take effect during school 
holidays unless they are classified and processed as emergencies, supported by the necessary 
documentation.



Select SCD Reports, CD Reports, RD Reports or HQ Reports to see all the reports in each
category ie: SCD Transfers, CD Transfers, RD Transfers or HQ Transfers

This process will be the same for all stages i.e. SCD Transfers, CD Transfers, RD Transfers or
HQ Transfers.


