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PROVISIONAL PROMOTION PROCESS 

An appointing authority may, with the approval of the Personnel Administrator, 

make a provisional promotion of a permanent civil service employee in one title 

to the next higher title in the same departmental unit in accordance with MGL 

31, §15.   

 

Approval of such action may occur under the following circumstances: 

 

 No eligible list is available for the position title. 

 

 The eligible list contains fewer than three candidates eligible for and/or 

willing to accept the position. 

 

 An eligible list has been established as a result of an open competitive 

examination for an original appointment and the appointing authority 

requests the position be filled by a departmental promotional examination. 
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PROVISIONAL PROMOTION 

In order to process a provisional promotion the appointing authority must 

forward the following documentation to the Civil Service Unit. 

 

 If no eligible list is available the appointing authority must submit a 

Provisional Promotion Request (Form 15A).   
 The action of provisionally promoting an employee due to no available eligible list may 

generate a request to hold a departmental promotional examination for the position title.   

 In order to request an examination the appointing authority must submit an examination 

requisition to which you can attach the Form 15A. 

 

 If the eligible list contains fewer than three candidates and/or fewer than 

three candidates sign the certification willing to accept, the appointing 

authority when completing the certification, must submit a letter stating 

“short list” and a Form 15A by attaching it to the requisition for the 

promotional title eligible list.   

 



PROVISIONAL PROMOTION 

 

 No employee may begin work in the position title until 

approved by the Personnel Administrator.   

 

 No provisional promotion shall be continued after a 

certification has been issued in the position title as a 

result of an eligible list being established from an 

examination.  At the time of the certification, an 

employee who was provisionally promoted must vacate 

the position and the appointing authority may fill the 

vacancy from the certification. 





 Let’s talk Acting? 

What does acting mean to you? 
 Acting for civil service personnel transactions/purposes 

does not exist under Chapter 31 and the PAR’s  

 It usually equates to experience gained as an employee 

for education and experience credit on exams 

 

Personnel Transactions that are acknowledged in civil 

service  

 Permanent 

 Temporary, for duration of vacancy 

 Provisional 



Q & A 




