Looking to Promote?

Do you have an active eligible list?

Temporary Full-Time

Create Promo Certification
locally

Conduct your promo process

(interview)

Select a candidate within 2n+1
and enter the hire in NeoGov
select the option to leave the

candidate on the eligible list

Attach NOE form and signed

Promo Certification to
requisition in NeoGov

Permanent Full-Time

Create Promo Certification

locally

Conduct your promo process
(interview)

Select a candidate within 2n+1
and enter the hire in NeoGov

Attach NOE form and signed
Promo Certification to
requisition in NeoGov

Andida BT
lowest title is selected to be
promoted

promotion form and email it to
Civil Service

Provisional promotions will be
vacated once a suitable eligible
list is established

* The department has a list, but there are two or less than two candidates willing to accept a promotion. The
Appointing Authority may promote from the short list or may choose to make use of the provisional hire

Provisional Appointment

There is no suitable candidate
within the department, and

selection must be made from
outside the department

A new exam request must be
entered in NeoGov

Fill out the provisional
appointment form and email it
to Civil Service

Provisional appointments will
be vacated once a suitable
eligible list is established




Provisional Promotion

Provisional Promotion MGL c. 31 Section 15

Provisional Promotion Form

Provisional Appointment -

Provisional Appointment MGL c. 31 Section 12

Provisional Appointment Form

Promotional Certification —

Departmental Promotional Certification template

Notice of Employment (NOE)-

Notification of Employment Form 14 - NOE



https://malegislature.gov/Laws/GeneralLaws/PartI/TitleIV/Chapter31/Section15
https://www.mass.gov/doc/provisional-promotion/download
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleIV/Chapter31/Section12
https://www.mass.gov/doc/provisional-appointment/download
https://www.mass.gov/doc/departmental-promotional-certification-template/download
https://www.mass.gov/doc/notification-of-employment-noe/download

