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CERTIFICATION DELEGATION INSTRUCTIONS

DEPARTMENTAL PROMOTIONAL POLICE AND FIRE

The information contained in this booklet applies to municipalities in which Departmental Promotional Police and Fire appointments and promotions are subject to the provisions of Civil Service Law and Rule.  Police and Fire Service Appointing Authorities are advised to review this information carefully prior to making any appointments or promotions within the ranks of Police and Fire Services.  

Please remember that this certification delegation instruction packet is intended as a general guide and cannot provide complete detail on all aspects of the selection process, Appointing Authorities, Police, and Fire Chiefs are encouraged to review the provisions of MGL Chapter 31, the Personnel Administration Rules and other applicable statutes and policies to insure compliance and to prevent delays or problems.  Appointments and Promotions which do not comply with the provisions of law and rule outlined cannot be accepted by the Human Resources Division.


The delegation of the hiring process provides municipalities a more streamlined approach to promotions.  With this delegation, municipalities are expected to make appropriate decisions consistent with Civil Service laws and rules during the selection process.  HRD is available at all times to provide consultation, guidance, and training on the selection process guidelines. 
Local officials are advised to retain and refer to this material until an updated version has been provided.
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THE CERTIFICATION
When a vacancy occurs within a department, a list of candidates is generated by the Appointing Authority.  This list is called a certification.

The number of names on a certification is based on the number of vacancies identified by the Appointing Authority and Personnel Administration Rule .09 requires that the certification contain enough names to reflect at least twice the number of vacancies plus 1 (2n + 1).  The Appointing Authority may certify names in excess of the minimum number to insure adequate response from candidates on the list.

 The certification will contain the name and address of the Appointing Authority from the municipality filling the vacancy.  An original list and one copy are to be maintained by the Appointing Authority.  The heading of the certification summarizes primary information about the position; that is, the number and type of vacancies, and a statement of any required licenses which the applicant must present at the time of the interview.  

The last page of the certification contains in the lower left-hand corner the date by which the signed certification and promotions must be processed.  All processing of candidates should be completed by that date; if the Appointing Authority finds that, due to unusual circumstances, the certification cannot be processed by the due date, a written statement, signed by the Appointing Authority and stating the reason for the delay and the length of time which will be required for its completion must be documented and maintained with the certification.  

At the time that the certification is generated by the Appointing Authority, interview notices or Notices to Appear are to be mailed to all those candidates whose names appear on the certification.  The notice tells candidates where and to whom they must report to sign the certification if they wish to be considered for promotion; this information is drawn from the requisition.  Candidates are given a specific date by which they must respond.  Interview notices for vacancies are forwarded to the local Police Chief or Fire Chief for distribution.  Police and Fire Chiefs are asked to remember that it is their responsibility to insure that the interview notices are mailed, delivered, or handed to the candidates in adequate time to insure their ability to be considered on the certification.

If the person identified as interviewer is different from the Appointing Authority, the Appointing Authority should provide the interviewer with the certification package immediately upon its receipt, to insure that incumbents will have access to a list to sign when they report for interview.

SIGNING THE CERTIFICATION

The interviewer must insure that the original certification form is available for signature for every candidate who may come in during the interview period indicated on the interview notice.

Under no circumstances may the interviewer refuse to let a person sign the list if their name appears on the certification and the person has appeared within the required time period.

Each candidate who appears should be instructed to indicate on the original certification whether he or she WILL ACCEPT or WILL NOT ACCEPT the position.  The candidate's signature should appear on the line directly across from his or her name and address.  The Notice to Appear for the interview is to be retained by the applicant and does not have to be signed by the interviewer. 

In the event candidates have received interview notices and appear to sign the list, and the list has not yet been received by the interviewer, the candidate should be asked to write a brief statement indicating his or her interest or lack of interest in the position.  This statement should be signed and dated by the candidate, and attached by the interviewer to the original certification form when it is received. This eliminates the inconvenience to the applicant of having to return at another time to sign the certification.
CERTIFICATION ORDER
Candidates are listed on the certification in the following order.  Candidates are listed in descending order by score.  Within tie scores, candidates are listed alphabetically. In the event scores are banded, candidates in score bands are considered tied. 
A 534 status is achieved as the result of a Civil Service Commission decision.  Such a candidate has been given specific placement on the certification by direction of the Commission pursuant to Chapter 534 of the Acts of 1976, as amended by Chapter 310 of the Acts of 1993.

Candidates currently on military duty/service who have indicated that they are willing to accept the position are to be placed in consideration. Military candidates cannot be bypass due to their service obligations.

APPLICANTS' MARKS
The provisions of the Public Records Division in October of 1999, preclude printing of candidates' marks on certifications.  Certified candidates with tie scores are so identified by the printed words "Tie" and "Tie End" to the right of affected candidates' names.  Tie score candidates are listed alphabetically on the eligible list.  In the event the exam results are banded, candidates will be grouped by score band. 
INSUFFICIENT CANDIDATE RESPONSE
At the close of the interview period indicated on the interview notice, the Appointing Authority should review the response received to determine whether a sufficient number of candidates have indicated willingness to accept.  Personnel Administration Rule .09 requires that the certification contain enough names of candidates who signed Will Accept to reflect at least twice the number of vacancies plus 1 (2n + 1).
In the event that an insufficient number of candidates respond for existing vacancies, Appointing Authorities should generate a certification of additional names.  The additional name certification will reference the original certification generated to fill vacancies and will contain the next name(s) needed to comply with PAR .09 from the eligible list.  

INSUFFICIENT CANDIDATES 


In the event that there are not enough names under PAR .09 either through lack of names in the eligible list or insufficient candidates responding, the Appointing Authority may take one of two courses of action:  
·  If there are insufficient names on the eligible list to fill a vacancy, an Appointing Authority may generate a certification with the names available and promote the candidate.  
·  If there are insufficient names on the eligible list to fill a vacancy, an Appointing Authority may chose to not make a promotion from the eligible list and decide to provisionally promote a candidate who is permanent in the next lower title.  
If a provisional promotion takes place, the Appointing Authority must submit documentation (Form 13, Exam Request) requesting to participate in the next exam cycle for the affected title.

BACKGROUND INVESTIGATIONS, PERSONNEL FILES AND INTERVIEWS

The results of background investigations, personnel files, and interviews may all be used as part of the promotional process at the Appointing Authority's discretion. Complete and accurate records should be maintained of all such processes.


Appointing Authorities are reminded that under the provisions of MGL Chapter 41, section 101 A, no person appointed from an eligible list established as a result of an examination may smoke tobacco products after appointment.  This prohibition applies to appointments made from the Police Officer and Firefighter eligible list as of January first, nineteen hundred and eighty-eight and to all appointments made from subsequent entry-level eligible lists.  (Appendix C)  

SELECTION AND BY-PASS REASONS AND REMOVAL
In accordance with the provisions of MGL Ch. 31, sec. 27, the Appointing Authority must provide a written statement for the selection of any candidate lower on the list when a higher candidate willing to accept is not selected.  In stating reasons for selection, the Appointing Authority must be specific, factual and detailed and must provide individual statements for each candidate.  By-pass reasons are released to only the affected candidate.  In stating reasons for by-pass, again the Appointing Authority must be specific, factual and detailed.  Appendix B contains more detailed information relative to selection and by-pass reasons.

In compliance with Personnel Administration Rules, bypassed candidates must be provided the selection reasons for lower ranked candidates who are promoted.  Additionally, if there are by-pass reasons, they are to be forwarded to the effected candidate.  In both circumstances, the candidate not selected for promotion has the right to appeal with the Civil Service Commission, per Personnel Administration Rules which must be clearly communicated in writing to the effected candidate.   Appendix B contains more detailed information relative to selection and by-pass reasons and Appendix D contains templates for selection and bypass letter to candidates.

In extreme instances, an Appointing Authority may conclude that the promotion of a candidate whose name appears on an eligible list would be detrimental to public safety and to the community.  Request for removal under PAR 09(2) or PAR .03 must be made in writing and accompanied by specific reasons documenting the circumstances under which the determination is made.  These reasons for removal must be forwarded to the candidate, who has rights to appeal to the Civil Service Commission and copy to HRD in order to remove the candidate from the eligible list. 

Appendix A also contains more specific information relative to PAR 09 and PAR 03 removals.

MAKING THE PROMOTIONS
Departmental promotions must be made in accordance with the provisions of Personnel Administration Rule .09, a copy of which is included in this booklet under Appendix A.  PAR .09 requires promotions to be made within the formula of twice the number of vacancies plus one; that is, if one promotion is being made, the promotion must be made from among the first three candidates willing to accept; if three promotions are being made, from among the first seven willing to accept, and continuing in accordance with that formula.

Candidates with tie scores are listed alphabetically within their tie groups on the certification.  If one candidate within a tie group is reachable under the provisions of PAR 09, any candidate with that score and certified within that tie group may also be reached.  As an example, if three vacancies are to be filled, the appointments must be made from among the top seven willing to accept.  Candidate number seven on the certification is shown as having a tie score with candidates eight and nine.  In this instance, the Appointing Authority could choose to promote the ninth candidate and still remain within the requirements of the Personnel Administration Rules.  This expansion of the provisions of the Rule occurs only when the last person normally reachable under its provisions begins or continues a tie score.  In the event a promotional list is banded, all individuals within a score band are considered tied.  Bypass or selection reasons only need be provided when an individual from a lower band is selected prior all candidates in a higher band have been promoted.
The certification process contains a PAR 09 worksheet called a Form 16II.  All candidates willing to accept appointment should be listed on this worksheet in the order in which they appeared on the certification.  Reference to the worksheet will provide an easy visual assessment of those candidates who are reachable under the provisions of PAR 09. Once the selections are made, note on the worksheet in the right hand column those candidates who were appointed.    The completed worksheet should be signed and maintained with your report on certification and promotional papers.

Review the form to insure that the promotions as projected fall within the provisions of PAR 09.  Next, insure that the following information is prepared and attached to the certification as appropriate: (1) letters of declination or memos of conversations in which declinations were relayed from candidates who were originally willing to accept but subsequently changed their minds; (2) narrative reasons for the selection of candidates lower on the list when candidates higher and willing to accept were not promoted, in accordance with the provisions of MGL Ch. 31, sec. 27; (3) a narrative statement, signed and dated by the Appointing Authority, specifying the reasons for a removal request made under the provisions of PAR .09 or PAR .03.

PROMOTION PAPERS

When all local review has been completed and the final promotions of candidates is made, the Appointing Authority must insure that all provisions of civil service law and rule have been met, The names, social security numbers, dates of birth, addresses, and effective dates of employment must be typed on the Notice of Employment form which is included with the certification process.  Please note that the effective date of employment shown on that form may not in any case precede the date of the certification.

Personnel Administration Rule .09 requires that a promoted candidate must actually be employed in the position within 30 days of the promotion.  

DOCUMENTATION OF THE CERTIFICATION PROCESS
After the local promotion processing is completed, the Appointing Authority should maintain the following materials:

l.
The original certification list, signed by the candidates and by the Appointing Authority.

2.
The completed Form 16II (Report on Certification) on which the names of all candidates willing to accept are listed in the order in which they appeared on the certification.  This form should be signed by the Appointing Authority.

3.
A completed Notice of Employment form, signed by all promoted candidates and by the Appointing Authority, and containing the effective dates of promotion.

4.
Any letters of declination or withdrawal received from candidates.

5.
Selection reasons as required by MGL Ch. 31, sec. 27.

6.
Written reasons, signed by the Appointing Authority, for the by-pass or removal of candidates willing to accept and higher on the list than those selected.

All materials should be on file with the Appointing Authority.  All forms may be found in Appendix D and are available on-line at www.mass.gov/hrd. 

POST-SELECTION AUDIT GUIDELINES


The Human Resources Division will conduct regular audits of all promotion process steps to ensure fair and consistent practices throughout the Commonwealth.  Below are the step outlined when an audit is to be conducted;
1. The municipalities must maintain copies of all required documents for each step within the promotion process.  The documents required for audit purposes may be found under the Documentation of Certification Process section of the candidate promotion process.
2. HRD conducts regular audits of all selection process steps.  Audit results that prove to be inconsistent with the certification delegation process will initiate a request from HRD for complete documentation from the municipality regarding specific selection of candidates.  These requests will be made via on-site visits, phone calls, email and/or facsimile.
3. Upon notification of an online audit, the municipality must provide copies of all required documents to HRD within five business days of the request. 
4. Upon notification of an on-site audit, the municipality must be prepared to provide copies of all required selection process documents for every employee promoted under the Certification Delegation process.
5. Concerned parties will be notified when HRD determines that the municipality did not follow the selection process guidelines.  HRD will work with the municipality to rectify the situation, provide training if necessary to prevent future problems.

At any time, the municipality may request HRD’s assistance in correcting any selection process steps that do not follow the Certification Delegation process.

APPENDIX A

PERSONNEL ADMINISTRATION RULES (PAR’s)
(link)

http://www.mass.gov/Eoaf/docs/hrd/cs/publications/personneladministratorrulesforonline.doc

APPENDIX B

SELECTION, BY-PASS AND REMOVAL GUIDELINES

The Human Resources Division has received a number of inquiries regarding the promotion standards to be used in selecting candidate for promotion to Civil Service positions.  Additionally, there appears to be some confusion regarding non-selection reasons for police and fire forces.  Finally, legislation was passed concerning the use of lie detector examinations in the employment context which affects all appointing authorities.  This document will address each of these areas.

Reasons for Selection
M.G.L. Chapter 31, Section 27, requires appointing authorities to provide written reasons for the selection of any individuals other than those highest on the list.  Such reasons must be maintained in a written documentation format by the Appointing Authority for all promotions.  

As a guideline, the following categories of information may be considered in the evaluation and preparation of your written documentation.

1.
Good prior work performance as indicated by the candidate personnel file, including, when available, awards and certificates of recognition demonstrating such positive attributes as reliability and outstanding performance.

2.
Specific examples of accomplishments or skills in past job performance which appear to be predictive factors of ability to perform in the job for which the candidate is being considered.

3.
Results of the interview process, specifically indicating ways in which an candidate displayed skills, communicative or otherwise, which are required on the job.

4.
Personal characteristics evaluated during the course of the interview background investigation, and reference checking, such as self-control, community relations and ability to get along with others.

5.
Exhibition of commitment to the type of work involved shown through the candidate’s choice of paid or volunteer activity over a significant time period.  

6.
Directly related experience in the community in the relevant position is acceptable if that experience has been after certification rather than on a provisional basis.

The above list is not intended to be exclusive.  The duties of the position sought should indicate to the appointing authority those qualities which are job-related and thus may be considered.  Such attributes may be the basis for valid promotion by the appointing authority as long as they are applied equally and consistently to all candidates involved in the promotional process.

Finally, negative comments concerning the individuals higher on the list than the person selected will not be accepted as selection reasons.  Selection reasons must address positive job-related reasons for selecting the individual who is being promoted.

Reasons for Non-Selection
For guidance in insuring the understanding of appointing authorities, it should be noted that reasons for non-selection which are not specific and documentable as falling into one of the following categories may be determined unacceptable.  It is essential that any reason submitted for non-selection must be specifically related by the appointing authority to the knowledge, skills, abilities and requirements of the specific public safety position in question.

1.
The results of any interview process may be sufficient reasons for non-selection if the appointing authority is specific as to the issue that arose during the course of the interview.  Simply saying that someone did not perform well, or as well as another candidate during the course of the interview is not sufficient.  Indentifying facts that support that a specific candidates did not perform well during the course of the interview may provide sufficient reasons for non-selection.

2.
Information obtained from the personnel file indicating poor work employment, i.e., frequent absenteeism, poor performance, suspension,  or other such reasons may be sufficient for non-selection.

3. Applicants may be by-passed on a certification if they:

a.
Refuse to complete a uniformly administered request for information;

b.
Indicate during the interview, and there is a record to substantiate, that he or she is not available to work the shifts required or that he or she will not follow through with taking courses required after employment as a condition of employment established by the appointing authority.

               Applicants who are not selected on a certification for any of the above or other reasons must be included by the appointing authority in the completion of the Report on Certification (Form 16 II) listing those willing to accept, and must be counted in the selection formula established by PAR.09.


In any instance where a candidate is not selected on a certification, Appointing Authorities should carefully review the reasons provided to insure their compliance with the requirements of the law and of the decrees.  It is essential that all practices, standards, and procedures be administered equally to all candidates.  Appointing Authorities must also remember that reasons submitted for non-selection must be forwarded to the candidate(s) in compliance with PAR .08(3).  The candidate(s) may appeal to the Civil Service Commission if they believe the reasons provided are untrue, invalid, or pretextual.  Documentation supportive of such reasons in the course of an appeal is the responsibility of the appointing authority.

Lie Detector Test - Employment Applications
Pursuant to MGL Chapter 149, section 19b, all applications for employment in Massachusetts as of September 30, 1986 are required to state the following:

It is unlawful in Massachusetts to require or administer a lie detector test as a condition of employment or continued employment.  An employer who violates this law shall be subject to criminal penalties and civil liabilities.

The Human Resources Division includes this language on all applications for Civil Service employment.  Many appointing authorities, however, also use their own application forms as part of the appointment process.  The law requires that the language also be included on those forms.

APPENDIX C

POST-APPOINTMENT SMOKING PROHIBITION

QUESTIONS AND ANSWERS ON THE SMOKING PROHIBITION FOR MUNICIPAL

POLICE AND FIRE DEPARTMENTS UNDER CIVIL SERICE:

1. What is the authority for the smoking prohibition?

The rule has been adopted under the authority of the Pension Reform Act, Ch. 697 of the Acts of 1987.  Section 117 of the Act adds the following to Chapter 41 of the General Laws:

“Section 101A.  Subsequent to January first, nineteen hundred and eighty-eight, no person who smokes any tobacco product shall be eligible for appointment as a police officer or firefighter in a city or town and no person so appointed after said date shall continue in such officer or position if such person thereafter smokes any tobacco products.  The personnel administrator shall promulgate regulations for the implementation of this section.”

2. Who is covered by the smoking prohibition?

The prohibition applies to appointments from an eligible list established from examinations given after January 1, 1988

Candidates appointed prior to the coverage date are “grandfathered” with respect to the prohibition.

Note that this includes ALL personnel REGARDLESS of statue:  provisional, temporary or permanent; full-time, part-time, intermittent or reserve.

3. What happens when a police officers or fire fighter is promoted?

If an candidate covered by the prohibition is promoted to a higher rank, he or she continues to be covered by the rule.  If the candidate has been “grandfathered,” promotion does not bring him or her under the prohibition, even if the promotion occurs after January 1, 1988.  The narrow exception is that a “grandfathered” candidate promoted to the position of “chief” through an open competitive exam WILL BE COVERED, since the promotion is treated as an original appointment.

4. What conduct is prohibited?

Candidates to whom the prohibition applies may not, subsequent to appointment, smoke any tobacco product at any time whatsoever.  This includes cigars, cigarettes, pipes or any other tobacco product; and includes time when the candidate is on duty, off duty, on sick leave, vacation, leave of absence, and any and all other status.

5. Who enforces the rule?

The appointing authority is responsible for enforcement of the smoking prohibition.

6. What happens if a covered candidate violates the rule?

He or she is entitled to a hearing, procedures for which are outlined in the rule.  If it is established that the rule was violated, the candidate must be terminated from his or her position.  The candidate could, however, be retained in another capacity not covered by the smoking prohibition.

7. How are prospective candidates notified of the smoking prohibition?

Applicants for civil service examinations for covered positions will be notified by the Human Resources Division.

Further, it is recommended that appointing authorities confirm that candidates selected for appointment understand the smoking prohibition and consequences of violation.  They may wish to have appointees acknowledge notification in writing.  A sample form might include the text of Ch. 41, sec. 101A (see item # 1, above); and include the following, to be signed and dated:


“I understand that I am prohibited by law from smoking tobacco products, at any time, as long as I am employed by the (city/town of [blank]) as a (police officer/fire fighter), regardless of rank, and that I must be terminated if I smoke.”

8. Why was the law enacted and this rule adopted?

Police officers and fire fighters are eligible for special retirement benefits for impairment of health due to hypertension or heart disease, under the provisions of MGL Ch. 32 sec. 94, know as the “Heart Law.”  Tobacco smoking has been identified as a contributing risk factor in heart disease and hypertension; and heart disease is a leading cause of disability retirement among public safety personnel.  The legislature has determined that henceforth employment in positions with Heart Law benefits will not be available to persons who be smoking increase their own risk of heart disease and hypertension.

FORM 16 Part II (PAR.09)






HUMAN RESOURCES DIVISION


 AGENCY OR MUNICIPALITY








   CERTIFICATION NUMBER





     CERTIFICATION AND REPORT SUPPLEMENT 

 DEPARTMENT


DEPARTMENTAL PROMOTIONAL LIST

   CERTIFICATION DATE

THIS FORM MUST BE COMPLETED AND RETURNED WITH THE CERTIFICATION.

Please enter on this form the name(s) of all individuals on the certification who indicated willingness to accept the appointment, regardless of your intention to appoint or not to appoint.  The name(s) must be listed in the exact order in which they appear on the certification.  This form should be returned with the original signed certification and all

required accompanying documentation to: Human Resources Division, Civil Service Unit, One Ashburton Place, Boston, MA  02108.

NAME OF CANDIDATE







SELECTED

NOT SELECTED


1. 

2. 

3. 


Your first appointment must be made from among the above names.


(1-3 inclusive)

4. 

5. 


Your second appointment must be made from among the above names.


(1-5 inclusive)

6. 

7. 


Your third appointment must be made from among the above names.


(1-7 inclusive)

8. 

9. 


Your fourth appointment must be made from among the above names.


(1-9 inclusive)

10. 

11. 


Your fifth appointment must be made from among the above names.


(1-11 inclusive)

12. 

13. 


Your sixth appointment must be made from among the above names .


(1-13 inclusive)

14. 

15. 


Your seventh appointment must be made from among the above names.


(1-15 inclusive)

16. 

17. 


Your eighth appointment must be made from among the above names.


(1-17 inclusive)

18. 

19. 


Your ninth appointment must be made from among the above names.


1-19 inclusive)

20. 

21. 


Your tenth appointment must be made from among the above names.


(1-21 inclusive)

Signature  of Appointing Authority






      Date






HUMAN RESOURCES DIVISION


AGENCY OR MUNICIPALITY







CERTIFICATION NUMBER





     CERTIFICATION AND REPORT SUPPLEMENT 

DEPARTMENT



DEPARTMENTAL PROMOTIONAL LIST
CERTIFICATION DATE

NAME OF CANDIDATE






SELECTED

NOT SELECTED




If you are making           appointments, selection must be made from among the above names.

(1-        inclusive)


If you are making           appointments, selection must be made from among the above names.

(1-        inclusive)


If you are making           appointments, selection must be made from among the above names.

(1-        inclusive)


If you are making           appointments, selection must be made from among the above names.

(1-        inclusive) 


If you are making           appointments, selection must be made from among the above names.

(1-        inclusive)


If you are making            appointments, selection must be made from among the above names.

(1-        inclusive)


If you are making            appointments, selection must be made from among the above names.

(1-        inclusive)


If you are making           appointments, selection must be made from among the above names.

(1-        inclusive)



If you are making            appointments, selection must be made from among the above names.

(1-        inclusive)


If you are making            appointments, selection must be made from among the above names.

(1-        inclusive)



If you are making            appointments, selection must be made from among the above names.

(1-        inclusive)


Signature of Appointing Authority






      Date

APPENDIX D

SELECTION REASON TEMPLATE

<Insert Date>

<Candidate Name>

<Address>

<City, MA 01001>

Re:  Certification Number <insert cert #>
Dear Mr. <Candidate Name>:
Enclosed please find a copy of a letter from the appointing authority for the <Insert Department> stating the selection reasons associated with the candidate(s) appointed below your name from certification number <insert cert #> for the position of <insert title of position>.  

You have a right to appeal this determination by filing your appeal, in writing, within sixty calendar days of receipt of this notice, with the Civil Service Commission, One Ashburton Place, Room 503, Boston, MA 02108.  You can visit the Commission’s website at www.mass.gov/csc to download an appeal form and receive information regarding filing fees.  Please file a copy of this correspondence and all enclosures with your appeal to the Commission.

Sincerely,

 cc:


Enclosure(s)

APPENDIX D

BY-PASS REASON TEMPLATE

<Insert Date>

< Candidate Name>

<Address>

<City, MA 01001>

Re:  Certification Number <insert cert #>
Dear Mr. <Candidate Name>:
Enclosed please find a copy of a letter from the appointing authority for the <Insert Department> stating the selection reasons associated with the candidate(s) appointed below your name from certification number <insert cert #> for the position of <insert title of position>.  In addition, correspondence stating the reasons associated with your non-selection has been included.

You have a right to appeal this determination by filing your appeal, in writing, within sixty calendar days of receipt of this notice, with the Civil Service Commission, One Ashburton Place, Room 503, Boston, MA 02108.  You can visit the Commission’s website at www.mass.gov/csc to download an appeal form and receive information regarding filing fees.  Please file a copy of this correspondence and all enclosures with your appeal to the Commission.

Sincerely,

 cc:


Enclosure(s)

APPENDIX D

NOTICE OF EMPLOYMENT TEMPLATE

	
	

	
	

	Date
	Certification Number


DESCRIPTION OF POSITION TO BE FILLED

	Position Title:
	Number of Vacancies:
	

	Permanent   FORMCHECKBOX 

	Temporary    FORMCHECKBOX 

	Military Substitute    FORMCHECKBOX 

	Full Time      FORMCHECKBOX 

	

	Intermittent   FORMCHECKBOX 

	   Reserve         FORMCHECKBOX 



NOTIFICATION OF EMPLOYMENT 

To the Personnel Administrator:


As the legal Appointing Authority I have selected the undersigned individuals for appointment in accordance with the law and the Personnel Administration Rules as follows:

I, the signed appointee, hereby certify, under the penalties of perjury, that I have not paid and have agreed not to pay, and to the best of my knowledge, no other person has paid nor agreed to pay any money or other thing of value to any person in anticipation or as a result of my appointment.  I hereby accept the appointment with the understanding that, under the Civil Service Law and Rules, appointments are governed as follows:

· Permanent appointments are subject to a probationary period of six months (twelve months for police and fire forces).

· Temporary appointments are for the duration of the vacancy.

· Military substitute appointments are temporary subject to the provisions of Chapter 708, Acts of 1941, as amended.

	Date Of Birth
	Name, Home Address, S. S. # of Appointee
	Appt. Effective Date
	Appointee's Signature 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	







Signed:

If appointee is in military service, statement to that effect should be made.


    (Officer authorized by law to make appointments)



    Name     (please print or type)     Title


