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On September 18, 2009, Kim St. Ives and Joanne Mello (hereinafter “Appellants™)

filed an appeal with the Civil Service Commission (hereinafter “Commission”) seeking

an investigation, pursuant to G.L. ¢. 31, § 2(a), to determine if the Lynn Public Schools

(hereinafter “Appointing Authority” or “School Department”) was “following the

established labor list” in regard to certain cafeteria worker positions.



On October 22, 2009, a pre-hearing conference was held. Over the next several
months, | encouraged the Appellants to file a More Definite Statement providing more
specificity regarding what civil service rule or law was allegedly violated, how the
Appellants were aggrieved and, if so, what relief was being sought. I granted multiple
extension requests to allow the parties the opportunity to exchange relevant information
and potentially reach agreement on what issues were in dispute. On November 16, 2010,
a re-scheduled status conference was held.

Based on the statements of the parties and a review of the sparse documentation
provided, I find the following:

1. The Schoo! Department employs permanent full-time cafeteria workers, a civil
service position that falls under the “labor service” provisions of the civil service law.

2. The State’s Human Resources Division (HRD) has delegated the responsibility for
administering the law relative to labor service appointments to the City of Lynn.

3. Appointing Authorities, when filling labor service positions, must comply with

HRD’s Administrative Manual regarding the Delegation of Municipal Labor Service.
4, For many years, the Schoo! Department has utilized what it refers to as a “substitute

list” of cafeteria workers that is used whenever the need arises (i.¢. — a permanent

full-time cafeteria worker is out sick for the day).
5. The Appellants’ names (and those of many others) have been on this substitute list for
many years. Until the filing of these appeals, it appears that nobody has ever

challenged whether this substitute list is permitted under the civil service law or rules.



10.

11.

At some point prior to the filing of these appeals, the Appellants’ contend that they
were being “skipped over” by other individuals on the substitute list, who were
apparently listed below them.

The School Department has never considered the Appellants or any of the other
individuals on the substitute list to be civil service employees.

As referenced above, it appears that the Appellants and other individuals on the list
have performed the duties of a cafeteria worker on a less than full-time basis as
needed for many years.

There is nothing in the civil service law or rules that recognizes or references
“substitute” employees, lists, etc.

Although there is no position in the “Muni Class Manual” (which is maintained by
HRD and contains a list of al! labor service titles) for “permanent intermittent
cafeteria worker” (or helper), the term “permanent intermittent employee™ appears in
the Administrative Manual Delegation of Labor Service referenced in Finding 3. The

term “permanent intermittent employee™ is also referenced in prior Commission

decisions. (See Durkan v. Boston School Department, 19 MCSR 381 (2006),

Rossborough v. Plymouth Police Department, 7 MCSR 148 (1994); Murzin v, City of

Westfield, 20 MCSR 305 (2007)).

Further, the third paragraph of G.L. ¢. 31, § 34, regarding probationary periods, also
references intermittent employees stating, “Following his original appointment as a
permanent employee to a less than full-time civil position, including a reserve,
intermittent, call, recurrent or part-time position, a person shall serve a probationary

period ... before he shall be considered a less than full-time tenured employee ...”



12. Based on the limited information available to the Commission at this time, it appears

that the School Department has been employing individuals outside of the civil

service law and rules and designating them as “substitute” employees for many years.

13. Also based on the limited information available to the Commission at this time, it

appears that the positions occupied by the Appellants should have been filled by
permanent intermittent employees who should have been appointed through the

process outlined in the Administrative Manual (i.e. — creation of a roster, etc.)

ORDER

Based on the above findings, the Commission, pursuant to Chapter 310 of the Acts of

1993, hereby orders the following:

1.

Prior to the start of the 2011 — 2012 academic year, but no later than September 1,
2011, the Lynn School Department shall stop using “substitute” cafeteria workers.
In its place, the School Department shall fill these positions through a process that 1s
consistent with civil service law and rules, the Administrative Manual regarding the
Delegation of Municipal Labor Service and this decision.

The Commission anticipates that the new hiring process created by the Lynn School
Department will utilize the use of permanent intermittent employees.

The Commission urges the School Department to work with representatives of
AFSCME Local 93 when carrying out these orders.

If the new hiring process referenced above requires the creation of a “roster”, the
Commission would consider a joint request from the parties to establish the initial
roster in a manner that recognizes the placement that the Appellants and others had on

the former “substitute list”, Such request, if appropriate, may also include a request



to grant the Appellants and other individuals on this former substitute list, a
retroactive civil service seniority date.

L]
Civil Service/Commission

A n_

Christopher’C. Bowman
Chairman

By vote of the Civil Service Commission (Bowman, Chairman; Henderson, Marquis,
MecDowell & Stein, Commissioners) on December 30, 2010.

A True Redord. Attest:

(]//) =

Commissjoner

Either party may file a motion for reconsideration within ten days of the receipt of the Commission order or
decision. Under the pertinent provisions of the Code of Mass. Regulations, 801 CMR 1.O1(7)(1), the
motion must identify a clerical or mechanical error in the decision or a significant factor the Agency or the
Presiding Officer may have overlooked in deciding the case. A motion for reconsideration shall be
deemed a motion for rehearing in accordance with G.L. c. 30A, § 14(1) for the purpose of tolling the time
for appeal.

Under the provisions of G.L c. 31, § 44, any party aggrieved by a final decision or order of the Commission
may initiate proceedings for judicial review under G.L. ¢, 30A, § 14 in the superior court within thirty (30)
days after receipt of such order or decision. Commencement of such proceeding shall not, unless
specifically ordered by the court, operate as a stay of the Commission’s order or decision.

Notice to:

Karen Clemens, Esq. (for Appellants)
Kevin McHugh (for Appointing Authority)
John Marra, Esq. (HRD)



20=0=¢=0 UMOACOUNA ZD3CI

DELEGATION OF MUNICIPAL LABOR SERVICE

THE COMMONWEALTH OF MASSACHUSETTS
HUMAN RESOURCES DIVISION

ONE ASHBURTON PLACE

BOSTON, MA 02108






“

IT.

ITI.

Iv.

CONTENTS

Application Processing

Establishment of Eligible Lists

Order of Placement on Regular Eligible Lists
Removal from Eligible Lists

Restoration to Regular Eligible List
Reemployment Lists

Appointments Not Made from Registration List

Provisional Appointments

Appointment of a Mentally Retarded Person

Appointment of Individual Holding Medal of Honor
or Distinguished Service Cross

Seasonal Positions Zxempted

‘Requisition, Certification and Appointment Procedures

Summary of Reguisition Processing Procedures .
Processing Materials Related to the Requisition

Preparation of Certification: General Information

Certification of Permanent Intermittent and
Permanent Part-time Employees for Full-time
Positions

Certification from Reemployment List

Certification of Persons with Experience
in the Department

Certification to Entry-Level Positions

Certification to a Class II or Class III Pesition

Selecting for Appointment from Certifications

Selacting for Appointment Using Section 47A
Special List

Certifications under PAR. 10 for Mincrities or
Females

Approval of Appointments

Recording Changes to Eligible List

V. - Promotional Procedures for Class II and Class III

Position Titles

Processing Permanent and Temporary Promotions

or Changes
Provisicnal Promotion during Probationary Period
Transfer from Official Service to Labor Service
Posting of Promotional Bulletin after Approval

Revocation of Promotions or Transfers {Section 36)

PUBLICATION: #14874-69-500-6-87-C.R.
APPROVED BY: State Purchasing Agent

26
28
29
29

3
32
34

38

38
41
41
u2
12



VI. - Maintenance of Personnel Records

Employee Record Cards
Personnel Transactions
Employee Rosters

Annual Report (Section 67)
Seniority '

VII. - General Information

Audit
Municlass Manual
Classification Plan



I. APPLICATICN PROCESSING

Prior to the effective date of the implementation of the provisions of
Persomel Administration Rule 20 for delegation of Labor Service, a renewal of
registration was completed by the Department of Personnel Administration for
each mmicipality. Thls action renewed the registrations of applicants on the
existing eligible lists (with the exception of Section 474, formerly
Chapter 778, applicants who are not required to renew) in compliance with
Chapter 31, Section 28, which restricts the eligibility of applicants on the
Labor Service lists to a perdiod of filve years from the date of reglstration,
with a provision for a renewal of registration for an additional five years.

A standard Renewal of Registration Letter with a common date of issuance
was mailed to each appllcant on the Labor Service Register for your municipality
wno registered on or before Janwary 3, 1976. The eligibility records of those
applicants who responded within the thirty-day requested response period were
all renewed for a period of five years from the camon date of issuance of the
renewal letter, and appropriate update changes as Indicated in cne rebponses
were Alao srocessed to che individual 211gibility records. '

The 2ligibilifty records of each applicant renewed as well as the
eligibility records of those applicants who registered on or after
January 4, 1976, and all Zection 47A applicants were cturmea over o the Zocal
Labor Service Director by the Departiment of Personnel Administration on the
effective date of delegation for your municipality.

The local Labor Service Director in a municipality with a manual system
then developed an Alphabetical Index File by preparing an index card for zach
Eligible List Card received, alphabetlzed by the last name of the appiicant and
containing the fellowing data

M1l name (including suffix "Je." or "Sp." if specified by applicant)
Vomieile address

Jailing address

Registration Number

Tpcizl Security umber

-
v . T
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Other information relative to positicn titles, conditions of employment,
veteran's status, etc. is manually posted to the Eligible List Card (Form 32/)

If a municipality has computer capability, a coding structure can be
developed to utilize the alphabetical index as a coamplete master file printout
of eligibility records on a weekly or other basls to be determined by the local
Labor Service Director. The computer input data should be set up to include
additional data such as position titles, veteran preference, veteran-related
preference or non-veteran status, (whichever is applicable), and the conditions
of employment which the applicant will accept, such as permanent and/or
temporary work on a full-time, part-time or intermittent basis,

The Alphabetical Index File must be maintained and kept updated on a
consistent basis as it will be the primary source of research in determining the
appropriate action to be taken when processing newly recelved applications as
outlined in the following pages. It is a retrieval name file of basic
identifying data for each Labor Service appiicant registered for your
mmicipality.



-

STEP 1 - Check for Prior Reglstration

When a new applicatlon is recelved, the local Labor Service Director's
first action should be to check to determine if' a previocus application has been
filed by that person. Taking the time to cross-check newly recelved
applications with the index will eliminate duplications in registration, and
will help to insure that each applicant has only one Labor Registration Number
on the regular list.

If an applicant is found to have a prior registration number which is
still active and valid, the Information on the new application received should
be checked against the existing eligibility record. If the application reflects
a change In address, a request to add other position titles, change in
conditions of employment he/she will accept (such as emporarJ or permanent
work), the fact that he/she is now a veteran, (DD214 must be attached), or any
other pertinent change, the existing eligibility record must be updated
accordingly via an update Form 92 Change Action Form or coded change sheet. If
the position title requested requires experience, an Experience Certificate

sl

{Form 114) must be processed for positions in Ciass IT or Class TII in Step 10.

I no change n the eligibility record Is inaicated, thz applicaticn is
meturned to the applicant with 4an explanation that aesshe is alreaqy on the
eligible 1ist under the previous regilstration number for the position tifles and
conditicns of =mployment recuested, znd that 1t 1s therefore not necessary o
Iile a new appiilcation.

If no previoué registration number 1s found, the application should be
treated as a new cne and processed as outlined in Step 2.

When a Section 47A application is received from an applicant who is
determined to be a disadvantaged person under the provisions of Chapter 31,
Secticn 47A,the application will be marked "Section L7A" and treated as a new
applicaticn as outlined in Step 2 even though the applicant may already have a
Tabor Registration Mumber for ths regular list. This is the gniy instancs in
which an applicant may have two regisfration number's for the same municipality
inasmich as the 3ection 47A applicant must file separate applications 1T he/she
wishes to be registered on both the Section 4TA 1list and the regular list.

SIEP 2 - Jeviliew application Ior completeaness

Once the Alphabetical Index Flle has been researched and it is verified
fhat no earlier applicaticn is on file for the regular 1list or that the
application is for the Section 47A list, the local Laber Service Director
reviews the application to determine that all questions have been answered and
that the applicant has signed the application. If the application is incomplete
in any respect, it should be returned to the applicant wlth an explanation of
the reasons (See Appendix). A Section 47A application must be accompanied by
a Certificate of Eligibllity issued by the local JPTA office (See Appendix).

STEP 3 - Review of Eligibility

The local Labor Service Director next reviews the application to
détermine the position title(s) for which the applicant wishes fo register.
Rule 19 states that the Labor Service shall be divided into three classes as

follows:

Class I Laborers — This is interpreted to Include all entry-level
position titles requiring no experience which are included in the
Classification Plan for your municipality.
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Class IT Skilled Laborers -~ This is interpreted to include all position
titles generally requiring one year's experlence, practical tests, or
licenses by statute which are included in the Classification Plan for
your municipality.

Olass ITI Mechanics and Craftsmen - This is interpreted to include all
position titles generally requiring two years' experience, practical
tests or licenses by statute which are included in the Classification
Plan for your municipality.

The position title or titles for which the applicant is applying should
pe coordinated exactly with the terminology of the municlass position titles
ineluded in Class I, Class II and Class III in the Classificatlon Plan for your
mnicipality. Section 47A applications are to be accepted and registered for
position titles included in Class I only in a Municipal Classification Flan.

STEP 4 - Experience Requirements

No experience requirements exist for position titles included in
Class T. Applicants who have submitted 2 properly compieted Form 1B (Labor
Servrice Apollcation Form) for Class = position(s) must be registered.

When an applicant wishes to be registered for any position title other
than in Class I, he/she must meet the minimum experience requirementcs
established by the Personnel Administrator for the particular position title in
Class II and/or Class III, pass a practical test if required, or exhiblt a

current license if required by statute.

The mirimum experience requirements, administration of a practical
test, or possession of a current license required by statute for position titles
in Class IT and Class III have ben indicated in the Municipal Classif'ication
Plan at delegation. As additional municlass titles are added tc the
Classification Plan, the local Labor Service Pirector will be informed of the
appropriate class and the experierce or other requirements, if any, established
for that position. Education or training cannot be substituted for the
‘experience requirements uniess specifically designated Dby the Personnel
Acministrator.

If an applicant is found to be unqualified for the position title for
which he/she applies, the name of the applicant shall not be placed on the
eligible list. If an applicant applies only for a position title in Class II or
Class ITI, which requires a minimm of experience, and the applicant's answers
to the Employment History question on the application do not indicate that
he/she has been employed in a related occupation for the required time, the
application should be returned with a letter informing the applicant that 1t
does not appear that he/she has the necessary experience to qualify for the
position (See Appendix).

STEP 5 -~ Veterans' Preference

Chapter 31, Section 28, provides for absolute preference of vefterans
over all other applicants on Labor Service eligible lists. An applicant who
states that he/she has served in the armed forces of the Unifed States tust
submit a copy of the FCRM DD214 (Verification of Discharge from Military
Service). The local Labor Service Director will then determine if the applicant
is entitled to veterans' preference, as defined in MGL Chapter 31, Section I.




e
This Section defines "Wartime Service," the periods of actlve service required
and the fact that the discharge must have been honorable or issued "under
honorable conditions." There is no provision in the law for speclal disabled
veterans preference in the Labor Service over and above that preference provided
for all veterans. A more explicit summary of wartime service and the periods of
actual service required as well as an explanation of certaln conditions under
which a person would nct be entitled to veterans' preference is included in the
Appendix.

Chapter 31, Section 28, also states that: "The names of surviving
spouses or surviving parents of veterans who were killed in action or died from
service-connected disability, incurred in wartime service who present proof from
official sources of such facts, satisfactory to the Administrator, and who have
rot remarried, shall be placed on the registers for the titles in the Labor
Service for which they apply and qualify above the names of zll other applicants
put below the names of veterans." If an applicant claims this preference, z
form lecter must be mailed to the applicant requesting the information necessary

4=

o determine whether or not the applicant is entitled to such preference.

STEP 6 - Registering and Numbering Applicaticn

After the application has been reviewed and determined acceptable, it
‘must be mumbered, in order of date and time of its receipt, in accordance with
the individual sequential numbering system established for each mumnicipality.
Beginning on the effective date of delegation, numbers were issued by the local
Labor Service Director beginning with the next sequential rumber tc be assignec
in the established series. The local Labor Service Director must establish and
maintain a registration log which records the Labor Service registration numbers
issued each day. This will insure identification of the last number issued, to
avold disruption of the sequential mumbering system. '

Immediately upon assignment of a registration number to an application,
2 registration card must be prepared and handed or mailed directly to the
applicant.

ITEP 7 - Add Name to Alphabetical Index File

The applicant's name and all necessary identifying data should be added
to the Alphabetical Index File through a typed index card if the operaticn 1is
manual or by a coded New Master Record Form if computerized. (See Page 1)

STEP 8 - Weekly Record of Reglstration

It is recammnded that weekly record of applicants registered be kept on
the Weekly Report Sheet (Form 90). This is extremely helpful in locating and
reconstructing an elligibility record in terms of position titles and condltions
of employment in the event of the restoration of an applicant to the eligivle

list.
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STEP 9 - Constructing an Eligible List Card or New Master Record

If the operatlon is manual, an Eligible List Card (Form 327) must
be prepared, containing the name and address, reglstration date, position
titles, and conditions of employment which the applicant will accept such as
permanent and temporary work on a full-time, part-time or intermiftent basis,
racial/ethnic code, and date on which the applicant's five-year period of
eligibility will expire (for purposes of issuance of Renewal of Registration
letters to individual applicants as thelr periods of ellgibility are about to
expire). If the applicant is determined eligible to be registered as a veteran,
the word "veteran" should be stamped or written in the veteran area on the card.

If the applicant is entitled to preference as surviving spouse or
singie parent, =tc., this information should alsc be included in the record. IT
the Labor Service process is computerized, all necessary inrormation must be
coded on a new Master Record Form for computer input.

STEP 10 — Verification of Experience

: M™ea name of an zpplicant may be placed on the =ligikble list (1)
srmediately for any —osition fitles in Class I and (2} upon sresentation of che
appropriate iicense, or certificate, for any position titles In Class .l or
Ciass LII which require only such license or certificate. The applicant's
qualifications Tor zny Tlass IT or Class II1 ©ifle wnich nas minimum 2xperisnce
requirements must be verified before the title can be added to the applicant's
eliginliity record. ‘ ’

This is accomplished by sending a Form 114 "Experience Certificate”
(See. Appendix) to the employers by whom the applicant states he/she has been
employed in related work. At the same time, a Form 112 Training and Experience
Record (See Appendix) with the applicant's name, reglstration number, z list of
the municlass titles for which he/she has applied, and a 1list of the
companies/individuals tc which the Experience Certificates were mailed are
prepared and retained. The Zorm is caliendared for three weeks. .I 2 reply is
rogeived verifying the applicant's qualifications, the position is added %o fhe
applicant's eligibility record via Form 92 Change Action (See Appendix) for a
marmual operation, »r ria i code sheet Tor computer input. Tf no reply is
~sceived, or the imrormation received is insurficient o make 3 determiraticn or
the qualifications, the applicant is. notified that the particular position title
carmot be added to the eligibility record.

In accordance with Chapter 31, Section 14, no recommendation of an
applicant for a Civil Service position given by any member of the Generzl Court,
alderman or councilman, except as to the character or residence of the applicant
shall be recelved or considered.

a. Self Employment

An applicant who claims he/she meets the experience requirements of a
position title in Class II and/or Class III by virtue of the fact that he/she
was self-employed, may be credited with such experience, provided that he/she
submits proof of self-employment through submisslon of a rotarized affidavit
which sets forth the duties performed, the length of such employment and any
further substantiating evidence such as billheads, letterheads, etc.



b. CETA Employment

An applicant who has been employed in a CETA Program in a Class IT
and/or Class IIT position in your mnicipality or another municipality in the
CETA Consortium, may be credited for such employment in meetlng the experdience
requirements of a position, provided that such employment 1s verified in writing
by the Appointing Authority in the employing mumicipality.

¢. Educatliconal Substitutions

An applicant who claims he/she meets the experisnce requirements for a
position title in Class II or Class III for which the Persomel Administrator
has determined that the successful completion of a course in a building,
mechanical, maintenance or repair trade in a recognized Trade, Vocational or
Technical Schocl may be substituted in whole or in part for the required
experience, must present proof of his/her successful completion of the
applicabie course {rom she recognized school. See Appendix for a iisting or
position titles for which such substituticn iz allowable.

4, License or Certificate

in applicant wno claims he/she possesses the license or cartiiicafe
required in the Municlass job description or other statute must display such
license at time of interview. ‘

STRP 11 - Sex and Racial/Ethnic Code Indicator

For purposes of certification in instances where the use of Rule 10
nas been approved, it is necessary to indicate on all master Eligible List
Cards {Form 2327) or in the computer program, the following officlal codes
indicating the sex and raclal/ethnic origin of the applicant: -

Sex: 1. Male 2. Femaie
Racizal,/Fthniz Orizin: 2. White 2. 3lack 4. Hispanic ©. isian
S. American ndaian or Alaskan Hative
7. Cape Verdean



I1. ESTABLISEMENT OF ELIGIBLE LISTS

It will be the responsibility of the local Labor Service Director to
ensure establishment and maintenance of Labor Service eligible (registration)
1ists in compliance with Civil Service law and rule. Appropriate procedures for
establishment of each type of list are detailed below.

PART A — ORDER OF PLACEMENT ON REGULAR ELIGIBLE LISTS

Section 28 of Chapter 31 provides that persons who apply for Labor
Service employment shall be registered and placed on the eligible lists for
positicns in the classes for which they apply and qualify for a pericd of not
more than five years from their individual dates of registration in the
following order:

Step 1 - Applicants who are determined to be veterans are placed 1n a
group ahead of all other applicants on the respective eligible lists for
positions for which they are registerd and qualified. The placement of =ach
veterans 's name will be determined within this group by the date of =24ch
individual's registration and registraticn number.

Step 2 - 3ection 28 of Chapter 31 provides that the names of surviving
spouses or surviving parents of veterans who were killed in action or died from
service—cormected disability incurred in wartime service and who have not
remarried shall be placed on the eligible lists for positions for which they are
registered and qualified above the names of all other applicants but below the
names of veteran applicants. Tne order of placement within this group is
determined by the date of individual registration and registration number.
Satisfactory proof must be presented from official scurces of such facts.

Step 3 - All other applicants shall be placed on the lists Tor
positions for wnich they are registered and qualified telow the names cf
veterans and surviving veteran's spouse or parent. Crder of placement within
This group will oe dJdetermined by the date and number of individual

regiztration.

Step 4 - The names of Section 47A appiicants shall be placed on the
special 135t of Section 47A aplicants for the Class 1 positions for which they
register in the same order as described for the regular list in Steps 1, 2
and 3 above.

PART B - REMOVAL FROM THE REGULAR ELIGIBLE LIST

Under certain circumstances, the local Labor Service Director may
remove an applicant's name fram the Labor Service lists or from certification
consideration for Labor Service employment within the municipality. These
actions must be accompanied by proper file documentation of the reasons for
removal. It is the local Labor Service Director's responsibility to ensure the
accuracy and retention of all such supporting documentation, and all such
actions must also be entered on the applicant's Eliglble List Record Card

{Form 327). :
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Acceptable reasons for such removal are as follows:

1. If an applicant is found to be unfit or in any way ungualified to
perform the duties of the position which he/she seeks, his/her name will be
removed from the eligible list and the reasons entered on his/her eligibility
record in accordance with PAR. 19.3. This is also applicable to an applicant
on the special list of Section 47A applicants.

2. If a certified applicant fails to respond, or declines the
enployment offered three times without satisfactory written reasons provided,
or fails to report for work after signifying a willingness to accept, his/her
name will be removed from the eligible list unless a satisfactory explanation
1s given in accordance with PAR. 19.3. It is important that removal for any of
these reasons be enforced uniformly by the local Labor Service Director. This
‘is also applicable to an applicant on the special list of Section 47A
applicants.

2. The name of an applicant appolnted to a permanent full-time positicn '
aftar sertification from an eligible 1ist must te removed Irom the eligible list
for all position titles for which he/she has applied, in accordance with the
provisions of PAR. 19.3. -

4, The name of an applicant who falls to renew his/her registration -
within the sixz-month period immediately following the expiration date of his/her
period of eligibility shall be removed from the register. Such applicants must
file new applications and be treated as new appl;cants;

5. Removal of an applicant from a mnicipality's eligible list may also
be effected by the Persomnel Administrator, Department of Personnel
Administration. PAR. 3 provides that the Personnel Administrator may cancel an
application, suspend the same pending investigation, refuse to certify an
otherwise eligible candidate, remove nis/her name fram any eligiblie list, or
declare his/her appeintment invalid upon proof of any of the following
conditiocns after a hearing held by the Persornel Administrator. All such
acticns must alsc be entered into the applicant's Eliglibis Tist Card (Form 2277 .
«Torm 327).

(a) Dismissal of the applicant from public service, or his/her
resignation pending charges, if the event occurred within the preceding five
years and there 1s no convineing evidence of rehabllitation.

(b) Evidence of conduct within five years showing iack of the
essential qualifications under thls rule without convincing evidence of
rehabllitation.

(¢) The knowingly making of a material false statement by any person
in his/her application or practical test and any connivance by him/her at any
material false statement made in accompanying certificates, or the commission of

or attempt to commit any fraud against civil Service law or rule, of any
complicity by or benefit to nim/her in any such fraud before, during or after

application.



-G

(d) Whenever an appointing authority finds that an,appliéant fails te
meet entrance requirements and that finding has been sustained by the Persormel
Administrator's review.

(e) Whenever the Persornel Adminlstrator determines, from the
application or from any investigation made by the administrator, and whether
before or after acceptance of the application or after appoi:mxent that the
applicant is not qualifiied.

Should the local Labor Service Director have reasen and evidence to
believe that any of the above circumstances prevail relative to an applicant for
the Labor Service in nis/her mmicipality, a request for action, together with
copies of all supporting documentation should be Iorwarded to the Persormel
Administrator through the Burean of Local Government Services, Department of
Persommel Administraticn.

Zhe names of applicants removed rcm the =lig‘ble 1ist as ocutlined in
ttems (a) through (e) above may only be restored to the sligible list as a
result of a Tavorable decision by the Personnel Sdministrator or the Civil
Service Commission, whichever is applicable, rendered as a result of hearing or
investigation relative to the reasons for remcoval fram the eligible list. Local
Labor Service Directors will be informed in writing of such restoraticns.

PART C - RESTCRATION TO THE REGULAR ELIGIBLE LIST

The local Labor Service Director may, .at his/her own discretion,
restore to the appropriate eligible 1ist any applicant whose name was removed
for reasons #2 cited above, provided that:

1. A written request for such restoration is received from the
applicant within six months from the date of removal, and
- 2. The written request zontains compeliing reason for reversal of
the original decision to remove the applicant's name, l.e., statement of valid
reascn for fallure to respeond cor for a declination, stc.
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PART D - REEMPLOYMENT LISTS (M.G.L. CHAPTER 31, SECTION_HO)

Although the reemployment list is not inveolved in the acceptance of the
application process, it is an integral part of the certification process. As
such, it 1s covered in greater detall in that portion of the manual dealing with
certificaticn and appointment. Generally, however, the local Labor Service
Director should be aware that:

Section 40 provides that whenever a person 1ls separated from a
permanent positicn in the Official or Labor Service due to lack of work or iack
of money or for abolition of position, his/her name shall be placed on the

reemployment list.

Step 1 - In accordance with the applicability of the reemployment policy for
labor Service outlined in Persornel Memorandum 76-25 of August 31, 1976
(See Appendix), the name of such a person shail be placed on the reemployment
1ist for the same position title which he/she held, Tor appropriate or similar
t4:1ag in the aame class as that from which separaticn was made, and for
appropriate position titles n 2 iower class or classes, in order mo provide
broader cppertunities for reemployment. The name of a person separated from 2
permanent position in the Official Service who once held a permenent position in
“he Labor Service may, upen nis written request, 2e placed on the reemployment
List for Labor Service for appropriate positions in the same class from which-
he/she was separated or in a lower class. :

Step 2 - Whether the mmicipal operation is manual or computerized, an
Eligible List Card (Form 327) must be prepared for all individuals separated
from work for the reasons outlined above. The record card must contain all
necessary identification data, including name, address, date of birth, social
securlty number and position titles. Notaticn should be made on the eligible
card that the applicant has been placed on the reemployment list for a period
of not more than two years Irom the date oI separaticn [rom the permanent
sosition.

< =

Ttep 2 - Opder of placement on the reemployment 1ists Tor any sositlon titles
‘s Jetermined oy individual dates or seniority. Because more cthan ons nerson
may be lnvolved in lay-off situations, it is essential that the seniority date
of each affected former employee be entered in the eligibility record.

Step 4 - The reemployment Eligible List Cards must be arranged in order
of Fhe date of senlority and physically placed in a manual eligible list file
with an indlcater that they are to be certified shead of applicants on the
regular eligible 1ist.

Step 5 - The name of any person placed on the reemployment 1ist shall remzain
thereon until he/she is appointed to a permanent position after certification
from such list or until the expiraticn of two years from the date of separation
from his/her permanent position. Upon such appointment or expiration of the two
years the individual's name should be removed from the reemployment 1list by the
local Labor Service Director. If the individual is reinstated to a permanent
position before being certified from the reemployment llst or prior to the
expiration of his two-year period of eligibllity, his name may be removed from
the reemployment list and the notation to that effect made on the Eligible List

Record Card (Form 327).
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ITI. APPOINTIMENTS NOT MADE FROM REGISTRATION LIST

The local Labor Service Director assumes responsibllity for ensuring that
all appointments to the Classified Labor Service within his/her mmnicipality are
made in accordance with Civil Service Law.

The great majorlty of Labor Service appointments will be made from an
established eligible 1list, whether regular, Section 47A or PAR. 10. In certain
specific instances, however, appointments may be made from sources other than
the eligible 1lists. These instances are outlined below.

PART A - PROVISICNAL APPCINIMENTS

M.G.L. Chapter 31, Sections 6, 12 and 13 and PAR. 19.4 provide that an
Appointing Authority may make a provisional appointment o an entry level
position (Class I) when no list is in existence for the title, or to a
position in Class II or Class III, provided that a pramotional bulletin is first
sosted in accordance with Section 29 of Chapter 31 by the Appointing Authority
and the Appointing Authority certif'les that as & result of the posting ne
permanent employee in the Department is qualified and willing to accept the
position. Applicants appointed provisionally must meet the minimum
antrance/experience requirements established for the position to which
appointment is made. The local Labor Service Director must, in accordance with
the provisions of Section 26 of Chapter 31, ensure that whenever a person other
than a veteran is appointed provisionally, the Appointing Authority Iincludes a
statement to the effect that he/she 1s unable to cobtain the services of a
veteran for the provisional appointment in the form referred to "Attachment A"
~ on which provisional appointments are processed. (See Appendix) The completed
form, with the signatures of the Appointing Authority and the local Labor
Service Director must be attached to the reguisition and retained in the
correspondence file. All provisional appointments should be entered against the
requisition number in the Correspendence [og.

A Provisional Record Card (Form 110) (See Appendix) must also be
orepared. Provisional Record Cards should be Illed alphabetically by last name
‘n a separate section Tor each Department or Civisicn within the municipality.
This will ensure easy identification when an appropriate list 1s established and
certification made. If the provisional appointee 1s not then high enocugh on the
eligible 1ist to be included in certification, his/her services must be
terminated when a selection for appointment is made from the certification by
the Appolnting Authority.

- Whenever a permanent vacancy cannot be filled due to lack of an eligible
list or of qualified candidates for promotlon, or whenever a municlass titie is
subsequently added to a class in a Municipal Classification Flan, it is the
responsibility of the local Labor Service Director under PAR. 20.2 to advertlse
the vacancy and position requirements in a general clrculation newspaper within
the municipality. The advertisement should clearly explaln the required
application/registration procedures.

The local Labor Service Director should ensure that the provisional
appointee files an application for registration for the position to which he/she
has been provisionzlly appointed and certify the applicant's name for
appointment from the eligible list.
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PART B ~ APPOINTMENT OF A MENTALLY RETARDED PERSON

Under the provisions of Section 47 of Chapter 31, whenever an Appointing
Authority submits a requisition to Fill a temporary position in the Labor
Service and he/she attaches a request that approval be given for the employment
of a mentally retarded person in the position, the Administrator may,
notwithstanding the provisions of Chapter 31 or any other law, approve the
request provided that the Appointing Authority certifies that in his/her opinion
the duties of the position may be performed by a mentally retarded person.

In order to make such an appointment, the local Labopr Service Director
should cbtain a copy of the requisition with the name of the mentally retarded
person and a certificate fram the Massachusetts Rehabilitation Commission
stating that the person is mentally retarded.

The following documentation must also be forwarded:

1. A statement by the Appointing Authority as to the specific position
title, class and duties to pe assigned to the mentally retarded Person who is to
be amployed and the title of the person who 1s to be his/her immediate
supervisor.

2. A statement by the Appointing Authority that prior to employlng the
mentally retarded person he/she has obtained a certificate from the
Massachusetts Rehabilitation Commission Indicating that the retarded person
(a) can satisfactorily perform the duties of the position (b) is qualified to do
the work without hazard to himself/herself or to others and (c) is socially
competent to maintain himself/herself in a work -envircnment.

3. A commitment by the Appointing Authority that he/she will fully utilize
the services of the Massachusetts Rehabilitation Camission for assistance as
the employee's immediate supervisor in the training and supervision of the
employee and for post-placement counseling to the employee.

4. A statement that the Appointing Authority will not terminate a mentally
retarded person's employment without prior notification to the Massachusetts
Rehabilitation Commission.

When 1t has been determined that all requirements have been complied with,
an Authorization of Employment Form 14, on which the Appointing Authority
reports the appointment, should then be prepared and processed in the usual
manner. An employee history record card must be prepared and the requisition
and approval of appointment calendared for three years from the effective date
of appointment.

At the expiration of the three-year period, the position shall be deemed
to be a permanent cne. The Appointing Authority will be notifieg to submit a
new requlsition for a permanent position and a Form 14 will be prepared and
approved on that basis. It will not be necessary for the Appointing Authority
Lo submit another written agreement. These materials on file with the original
temporary requisition will be transferred to the permanent requisiticn.

The permanent appolntment of the mentally retarded person should be
entered in the Correspondence Log Book against the permanent requisition.

The permanent appointment under Section 47, Chapter 31 should be entered
on the employee's history card and the name of the person should be added to the
roster of the department for the particular position in the appropriate class.
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PART C - APPOINTMENT OF AN INDIVIDUAL HOLDING THE MEDAL OF HONOR OR
DISTINGUISHED SERVICE CROSS

A person who has received a Congressional Medal of Honor as provided in
Section 26, Chapter 31 may apply to the Personnel Administrator for an
appointment to the Classified Civil Service without examination or registration.
In making application, he/she shall state on oath the information generally
required on an application such as name, address, date of birth, social security
number, copy of DD214 from military service and position title. Age, loss of
limb or other disability which does not in fact incapacitate shall not
disqualify the person for appointment or amployment under this section. The
Appointing Authority may requisition for the names of any such veterans and
appoint or employ any of them. ‘

A person who has received a Distinguished Service Cross or Navy Cross may,
Jpon recommendation of the Personnel Administrator and with the approval of che
nivil Service Commission, make application and be appointed under the same
ronditions as are orovided in the case of a jerson Who has received z Medal of
Honor.

Letters requesting appointment of such persons should Ye submitted,
‘together with their applications, to the Personnel Administrator through the
Bureau of Local Government Services, at.the Department of Personnel
Administration, for decision and direction.

PART D - SEASONAL POSITIONS EXEMPTED

Chapter 31, Section #8 and PAR. 2 provide that a "seasonal position”
requiring the services of an incumbent, on either a full-time or less than
full-time basis, beginning no earlier than May first and ending no later than
Septemper thirtieth in any calendar year, or seginning no iater than Novamber |
and =nding no later than ipril 1 in any 'Z2-month neriod, shall bhe axempted from
the Civil Service Law. ‘ ‘

A1l other szasonal positions zre zubject To the 2rovisions. oI nhe CIvil
Service Law and Rules.
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IV. REQUISIfION, CERTIFTCATION AND APPOINTMENT PROCEDURES

PART A — SUMMARY OF REQUISITION PROCESSING PROCEDURES

When a vacancy occurs in a Labor Service position, the Appolnting Authority
must submit a Mnicipal Civil Service Requisition (Form 13) to the local Labor
Service Director. The local Labor Service Director must time and date stamp all
requisitions when received. It is essential that the local Labor Service
Director review the requisition to ensure that all informatlon 1is accurate and
camplete and that the requisitlon is properly signed by the legal Appolnting
Authority. Requisitions which are incomplete or are not signed shouid be
returned to the Appointing Authority for correction. The local Labor Service
Director should verify the foilewing information on the requisition:

ITEP 1 - Name of Department

“hesk <o ensure Shat the department specified on the requisition Is exactly
the same as that listed on the departmental roster sheet. If the name of the
iepartment does 1ot agree with the roster sheet, inguiry must 2e made to the
Appointing Autherity and/or Lity or Town Manager regarding a possible change in
name or organization wnich occurred as a resulv of an ordinance or by-law. Iif
chis has ocecurrsd, proper documentation must be submitted. If separate
divisions are specified by ordinance or by-law, the division in which the
vacancies exlst must be specified.

STEP 2 - Proper Job Tifle

The local Labor Service Director should Qerify that the positicn title is a
rmuniclass title included in the Classification Plan for that municipality.

If the title is one whnich is in the Municlass Manual put not presently in
she muicipality's Classification Zlan, the Appointing Authority mustT submit 2
onsition Description (Form 20) with the requisition. The local Labor Service
irector should thnen forward copies of the Reguisition and Form 30 to the Bureau
of Tocal Tovernment Services of the Department of Persomrel Administration. The

‘unicipality’s Classification Jlan wiil cthen e updated to inciuae cthe siltls 2
the appropriate class.

If the title is nelther in the Plan, nor in the Municlass Manual, copies of
the Requisition and Form 30 shouid be forwarded to the Bureau of Local
Government Services, Department of Personnel Administration for review of the
feasibllity of adding the title to the Marual.

If the position is to be filled through the promotional process (as
indicated by the Appointing Authcrity on the reverse side of the Requisition
Form, under "Labor Service"), 211 present titles which the proposed promotee
will petain should be identified and included in the position title.

Step 3 - Salary Rate

If the Appointing Authorlty indlcates his/her intention to fill the
position through certification from the eligible list, the minimum applicable
salary rate should be stated on the reguisition.
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However, if the Appointing Authority indlcates that the position will be
filled through the pramcotional process, the salary rate specified should be the
actual rate that will be paid to the employee on the effective date of his
pramotion.

If the Job vacancy to be filled has several titles and the appointee or
promotee is to be pald a differential in salary when employed In each category
of work, the Requisltion should so state.

STEP 4 - Type of Employment

The local Labor Service Director will then check to ensure that the
requisition is complete and accurate as to the type of employment, i.e.,
permanent, temporary, full-time, part-time or intermittent. If the hours of
employment are unusual, such as split shifts, night work, etc., this should be
stated in detall.

When ‘the Appointing Authority submits a temporary requisition and the
7acancy is newly created, a statament in detail must also be included fto explain
why %he position is temporary. The date employment is to end should be stated
on the requisition, and a calendar card prepared. :

STEP 5 = Previous Incumbent

(a) If the vacancy is indicated as permanent caused by the death,
resignation or retirement of a previous incumbent, the information must be
verified through review of the employee history record of the previous
incumbent. In no case may a vacancy be filled on a permanent basis if the
previcus incumbent has not permanently vacated his/her pcsition.

(b) If a temporary position vacancy cccurs due to the illness, leave of
absence or previsional prcmotion, ete., of a permanent incumbent, the pertinent
information regarding the previous incumbent must be verified through review of
nis/ner Employee Record Card. Action taken must be coordinated with any
sutstanding requisitions involving the permanent incumbent.

STEP 6 — Duties of Position

A brief statement of duties should be included and reviewed to verlly that
the position title selected by the Appointing Authority conforms. to the dutiss
and general definition set forth in the Municlass Manual.

STEP 7 = Qualificaticns Required

(a) - If an Appointing Authority requests a certification under PAR 19.2 of
persons having experience in the Department, that request should be noted on the
requisition. Appointment preference wlll be given to persons who have served at
least one year after certification in a temporary capaclity in the same
department and the same position title for which the vacancy exists, provided
such persons have not been discharged for cause or have not resigned with
charges pending. In the case of persons appointed temporarily after
certification on an intermittent or part-time basis, the Appointing Authority is
required to submit proof to the local Labor Service Director that such persons
have accrued periods of employment on a part-time or intermittent basis
equivalent to one year of full-time employment. If the position is in Class II
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or Class JII, the Appointing Authority must signify on the reverse side of the
requisition that he/she has been unable to fill the position through the
promotional posting procedure as provided in Section 29 of Chapter 31 and

PAR. 19.5.

(b) If a practical test is required for the position, the Appointing
Authority should so note on the requisition., The local Personnel Administrator,
Labor Service Director, should forward a copy of the requisition to the Bureau
of Local Government Services for review.

(c) If an Appointing Authority requests Bilingual Selective Certification
under PAR. 8.3, that request must be specified under "qualifications required.”
A request for Bilingual Selective Certification (Form 53A) must be completed by
the Appointing Authority and filed with the reguisition. A copy of the
requisition and completed form will be forwarded to the Bureau of Local
Sovernment Services for appropriate action.

STEP 8 - 3ex Preference

Check to determine whether a particular sex has been identified by the
Appcinting Authority as required under Section 21 of Chapter 31 to perform the
specific duties of the position. If a particular sex is designated, a Request
for Selective Certification Questionnaire must be completed by the Appointing
Authority and filed with the requisition for- processing. Copies of the
requisition, the Selective Certification Questionnaire and any related
correspondence should be forwarded by the local Labor Service Director to the
Bureau of Local Government Services, Department of Personnel Administration, for
review and appropriate action. No action should be taken on the requisiticn
until a decision is rendered by the Department and forwarded to the local Laber
Service Director.

STEP 9 - Licenses Required by Law

TF a license is required by statute to perform the duties of a particular
position, the Appointing iuthority must specify the type and class of _icense
reguired. This information is particularly important when acting on
requisitions for the three grades of Motor Equipment Operators.

STEP 10 - For Labor Service Positions - Heavy Work Required.

It is important that the Appointing Authority specify whether heavy work is
involved in the performance of the duties of any position, particularly that of
Laborer, so that certified applicants will be informed of this requirement when
notified to. appear for interview. It is the local Labor Service Director's
responsibility to insure that the Notice to Appear for Interview contains this
information. .
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STEP 11 - Promotion

a. Requisitions received for Labor Service position titles in Class IZ
and/or Class III must first be filled by the promotional procedures provided in
Section 29 of Chapter 31 and PAR. 19.5 for Classified Labor Service. The
Appointing Authority must state:

{1) The dates the prcmotional bulletin
was posted for that position;

{2) The locations of the posting and

{3) The name and present title of the
amployee proposed for promotion

or

b. If this information has not been provided, or the information is
incomplete, the ippointing Authority must Se informed that no acticn 2an Ze
taken on this requisition until the local Labor Service Director receives
gritten verification of the ippointing suthority's compliiance with che
provisions of 3ection 29.

2. If the required sromcticnal sulletin has been DOSt°d and =3 a result
of the posting no employees in the same or a lower class are qual;zted and
willing to accept the position, the local Labor Service Director may certlfy
from the eligible list established for the partlcular position.

STEP 12 - Remarks

This section is used when an Appointing Authority requests the use of
PAR. 10. The protected group for which the certification is requested must be -
specified as either minorities or females, and an aporoved affirmative acticn
slan must Be on flle at the Massachusetts Commission Against Discrimination.
i copy of the requisition must be forwarded to the Bureau of 3tate Services,
Department of Personnel -idministration, tcgether with the Iollowing information:
2 A wWritten request Sor certification toc 0e made :wmder P4R. 0.
5. The current Affirmative action Profile (EEO4 summary) of the
municipality, including the total number of employees with
permanent Civil Service status within the municipal
workforce, but not including provisional employess.
o. Unofficial eligible list and protected group list for
the desired position title.

This section is also used by an Appointing Authority to indicate any
present titles held by an employee which are to be discontinued upon his/her

promotion.

STEP 13 - Signature of Appointing Authority

a. Verify that the requisition has beeen signed by the Appointing
Authority authorized by law to make appointments.

b. If the interviewer designated is not the Appointing Authority, insure
that the title and specific location of the interviewer must be given.
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PART B - PROCESSING THE REQUISITION

If there are unfilled requisitions on file in the Department of Personnel
Administration at the time of implementation of PAR. 20 in a municipality, these
requisitions and all other pending documentation and/or correspondence will be
turned over to the local Labor Service Director, who assumes responsibility for
their appropriate review and processing.

Beginning with these requisitions which will already have a requisition
number assigned by the Department of Personnel Administration at the time they
were received in the Department and continuing with requisitions received by the
1ocal Labor Service Director after the effective date of implementation, the
Tocal Labor 3ervice Director must complete the following steps to snsure
complete processing of all materials.

STEP 1 - Requisition Number

4 seven-digit control number preceded by the initial(s) of the city cor town
and “he lectter "L'" o indicate Labor 3Service followed by the last iwo digits of
the year and 3 four-digit sequential aumber will be assigned to =23ach
requisition. Record the number assigned to the requisition on the top center ol
the requisition and also on the left-hand of form for easy location reference in
files. If PAR. 10 certification is requesfted, this notation "PAR. 10" snould
also be noted at the top of the requisition. The number assigned to a o
requisition must appear on all subsequent certifications, appointment forms and
all other correspondence pertaining to the requisition.

STEP 2 - Correspondence Log Book

The requisition content will be logged in accordance with the format of the
Correspondence Log (Form #49) as follows, which provides a tracking system and
rapord of 31l Labor Service actions nrocessed.

first Column: The requisition number assigned oy local Labor 3Service
Director.

S=eond Tolumn: The ¢date of the r~=guisition ziven oy appolnting authority
ol requisition.

Third Column: The department and division of the department, if
applicable, in which the vacancy exists.

Fourth Column: The number of vacancies.

¥ifth Column: Under "Kind of Work:

First Line - Position Title

Second Line - Type of vacancy i.e., permanent,

temporary, full-time, part-time or

: intermittent
Third Line - Salary rate to be paid
Sixth Column: Under "Action Taken™:

-If an Attachment A Notification of a Provisional
Appointment made by the Appointing Authority is
submitted with the requisition, the information
contained therein, i.e., name of provisional
appointment and the effective date of amployment,
should be entered in ink in this column.
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- Note 1in penecll, for purposes of ready response to
inquiries made prior to taking formal action consistent
with the provisions of the Civil Service Law and Rules
and established policy, any actlons propesed by the
Appointing Authority such as a request for the use of
PAR. 10, a certification for experience in the
department under PAR. 19.2, the name of a proposed
promotee, or a practical test requested.

STEP 3 - Roster Verification

A1l employees in approved Labor Service positions under Civil Service are
listed on departmental rosters, which should be used as a reference to ensure
that a requested vacancy is valid under Civil Service Law. It is important that
the rcster sheets turned over to the local Labor Service Director be kept
current. .

=z, Previcus Incumbent. Check all positions not newly created for the
Toilowing informaticn:

(1) Verify via the Employee Record Card that the previous
incumbent of the position has terminated.

(2) Proper type of employment: If the previous incumbent was
permanient , the requisition should be submitted for a
permanent vacancy. If the previous incumbent has

emporarily vacated his/her permanent position due to
lmave of absence, illness or provisionzl promotion to a
higher level position, the requisition should be on a
temporary basis and the duration of the vacancy so noted.

(3) If a conflict of information exists, resolution or
clarification of the existing problem shculd be obtained
from the Appointing Authority. In no case should a
vacancy be recognized as a permanent one if the previous
incumbent has not permanently vacated his/her position.

o. Status or Position Check. A check must be made to determine 1f any
person in the same job title and department or division of a department has
lay—cff, abolition of position, or permanent intermittent or permanent part-time
status in that order. '

(1) If there are any employees with a lay-off or aboclition of
position status in the same position title, under
Section 39 of Chapter 31, they are entitled to primary
consideration for either permanent or temporary
positions. The department should be Informed of the
reinstatement rights of those individuals. Such persons
must be reinstated before any new appointment 1s made,
through elther the certification or the promotlon process.
The Appointing Authority should submlt a formal request
for reinstatement in quadruplicate on Form 10.
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(2) If there are no employees with lay-off or abolition
of position status, employees with permanent intermittent
or permanent part-time status holding the same position
title are then considered for full-time employment in
either a permanent or temporary full-time vacancy as
outlined in PAR. 8.6. If there are such employees,
their names must be certified, in order of their dates
of seniority, before any other names can be certified
from the eligible list, or any request for promotions
processed. If several employees have the same
seniority date, their names must be certified within °
their common seniority date in order of their standing
on the eligible list from which they were appointed to
the intermittent or part-time position. No
certification may be made from an eligible list unless
all permanent intermittent or permanent part-time
amployees in the same position title in the same
department have been certified and either failed to
respond for the interview, declined the full-time
position, or have been appointed.

4 list of such amployees should be prepared manually
and attached to the requisition preparatory to typing
the certification for submission to the Appointing
Authority and typing the interview notices to be
mailed to the employees.

STEP 4 - Provisional Appointment

Check to ensure that the Attachment A, Provisional Appointment Form (See
Appendix) if attached to the requisition is completely filled cut to satisfy
veteran selection and records processing requirements, and that the Form 1is
signed by the legal Appointing Authority. Check to ensure that a current Form
30 (Position Description Form) has been submitted with the requisition and that
the position title and date of requisition are specified on the Attachment A.

Check also to ensure the Provisional Appointment Ferm or letter from the
Appointing Authority coincides with "Type of Employment” on the reguisition:

a. If a permanent requisition is submitted with a provisional
appointment, it must be indicated directly on the Provisional Appointment Form
internally by the local Labor Service Director that the appointment is
neffective P.E.E.L." (pending the establishment of an eligible list) if no list
is in existence or pending certification if a list exists and a Provisicnal
Card, Form 110, (See Appendix) should be prepared and filed.

b. If a temporary requisition is submitted with a provisional
appointment, the approval must be noted internally on the form by the local
Labor Service Director as "provisional" only for the period specified as the
duration of the vacancy pending establishment of an eligible list or pending
certification from an existing list and a Provisional Card (Form 110) should be
prepared and filed.
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c. Municipal Appointing Authorities must notify the local Labeor Service
Director of a provisicnal appeointment using the Attachment A Notification of
Provisional Appointment Form, unless a locally developed substitute has been
approved by the Department of Personnel Administration. Munlcipal Appointing
Authorities should no lorger recelve notificatlons to terminate or to extend a
provisional appointment, unfil such time as an eligible 1ist is generated for
the title and & certification i1s to be used. However, 1t will be the
responsibllity of the local Labor Service Director to ensure termination of all
provislonals when an appropriate eligible list is established and a
certification processed.

d. The loczl Laber Saervice Director will check the alphabetlcal index 4o
determine iI' the provisicnal appointee is on the eligible list, and if not
registered, shall reguest the individual to register immedlatsly.

e. If no eligible list esxists, the requisition should be placed in the
1ocal Labor 3ervice Director’s active file to await the establishment of an
2iigible Tist of applicants =5 a result of subsequent registration. ‘vhen an
ziigiblie izt Tor that sitle 15 =stablisned within the municapaiity, 2
certification »f names should be .prepared znd the procscdures cutlined in
{(f) below reiative to vrovisional sppointees should be followed.

f. When an eligible list is already in existence or after a new list has
been established, the local Labor Service Director removes related
correspondence from the active file to process the certification:

(1) Remove provisiocnal cards from the file and gather all
requisitions and correspondence for provisionals currently
gmployed in the same title as that for which the list has
been establlished. Assemble and review all correspondence.

{2} All provisional appointees not high snough on the eligibis
ist o be included in the certification or shose
provisional appcintees who are included in the
cartifiicarion DUt are 10T among those tizhest tn the
czerzification wiiling o accept as provided In The ravis
of selecticn for the number of vacancies under Rule 15,
must be terminated when selections for appointment are

made by the Appolinting Autheority.

After the materials have been reviewed and evaluated, the local Labor
Service Director should inltiate the certification of names from the
eligible list.

PART C - PREPARATION OF CERTIFICATION: GENERAL INFORMATION (PAR. 8)

STEP 1 - Certification and Report Form 16

This is the standard form used to prepare eligible certifications to
Appointing Authorities. It may be either typed manually or generated from a
computer printout for the various types of certificatlons which are described in

the following pages.
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The applicable'designation n#" for Veteran,.gg "EEXN Popr surviving
spouse or single parent, etc., must be indicated after the registration number.
These deslgnations are alsc printed on the reverse side of the form.

The designation "#" certified subject to passing physical examination and
explanation thereof on the reverse side of the form is no longer applicable for
Labor Service in view of Persormel Memorandum 80-2 dated July 1, 1980 issued by
the Department of Persornel Administration (See Appendix). If a medical
examination is required for local purpcses by a municlpality, this informaticn
should be included in the Form 16 and in the Interview Notices (Form 17) sent
to applicants.

The colums headed "Eligibility Expires" and "Per Cent" are not
applicable to Labor Service certifications.

The colunn headed "Application Number™ is crossed out and "Date of
Serniority" is substituted when permanent intermittent and/or permanent part-time
smployees sre certifisd for 2 full-time vacancy or when names are cervifiad Trom
2 ~p—amployment 1ist, because the order of certiiication of =xigibles 12 =R
individual's date of senicrity rather than the registration number.

, The “cliowing should se included in the appropriate areas 2t the =Cp 2O
the first page of the Certification and Report Form 16:

2. Position title and municlass code
5. Number of vacancies, conditions of employment, and
- salary to be paid
c. Date certification is actually malled
d. Page: If the certification consists of mcre than
one page, it is important to number all pages
Requisition number asslgned to the requisiticn
Legal Appointing Authority who will recelve the
sriginal and a copy. The imterviewer, if diff'erent
from the Appolnting Authority, will aiso recelve a
2CRY .
. Locaticn: llame of Department, nciuding Jivision
of the Department, if applicable
. Date and Time eligibles have been notifiied to
appear for interview. This area should also state
if certificaticn is from the roster of permanent
intermittemt and/or permanent part-time erployees,
a certification from the re—employment 1ist, ete.
1. If 2 current valid license is required by statute,
the certification and interview notices should
state such; 1l.e., "applicants must exhibit a
current valid Class 2 Massachusetts Motor Vehicle
Cperatcr's license".
3. Physical examination requirement, 1f any

vy (D
.
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k. Attachments to the Certification and Report Form:

1) Certification and Report Supplement, Form 16 Part II
or if applicable - Form 16 Part II for PAR. 10

2) Authorization of Employment Form (Form 14) on which
the Appointing Authority will report appointments.
The applicable information on the upper portion of
the Form 14 above "NOTIFICATION OF EMPLOYMENT UNDER
THE ABOVE AUTHORIZATION" should be completed and
signed by the local Labor Service Director.

STEP 2 - Reccrding of Certifilcation

When the process is completed, a copy of the certificatlon should be
attached toc the requisition, retained in the local Labor Service Director's
office and calendared for six weeks pending receipt of the report from the
Appointing Authority. The date of certification and number of names certified
should be. recorded against the requisition rumber in the Correspendence
Jontrol Log.

9TEP 3 — Interview Notice (Form 17)

An interview notice Form 17 (See Appendix) must be addressed and mailed
to each eligible person listed on the certification to the Appointing Authority.
In a manual operation, the 814 x 11 printed form is used, and the information
relative to that vacancy is first typed in the appropriate areas on the form
using a stencil to make & sufficiemnt number of coples. It is necessary to type
only the name, address, and registration number or date of senlority, if
applicable, for each involved applicant. In a computerized operation, a program
mist be developed to generate a completed addressed card (Form 17} directly from
the computer. '

The Interview Notice must contain all of the information listed belcow:

3. Reguisition Number

5. Zate Torm was issued

c. Position title of vacancy to be [iiied

d. Conditions of employment (permanent or temporary on &

full-time, part-time, part-time or intermittent basis)
and any other pertinent information such as split
shifts or unusual hours of employment, heavy work, etc.

e. Salary to be paid including any salary differentiais

f. Type of license required by statute, if any. If a
current license is required by statute, the
certification and interview notilces should state
such; 1i.e., "applicants must exhiblt a current valid
Class 2 Massachusetts Motor Vehicle Cperator's.
License"

g. Date, time and place of interview and name of
interviewer

n. Registration number of applicant follewed by the
appropriate indicater of any veteran preference or
date of seniority when applicable

i. Date of birth of applicant

j. If the runicipality requires a physical examination,
this should also be indicated on the Form 17
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STEP 4 - Returﬁ of Certification By Appointing Authority (PAR. 9)

. Within six weeks from the date of any certification, the Appointing
Authority in accordance with PAR. 9 must return a signed copy of the
Certification and Report Form (Form 16) to the local Labor Service Director's
office indicating in the colums provided beside each name whether the applicant
failed to respond, declined appointment, was willing to accept or was selected
for appointment, or any other report relative to the applicant. In "Other
Report", if the Appointing Authority concludes as provided in PAR. 9.2 that the
appointment of a person whose name has been certified would be detrimental to
the public interest, the Appointing Authority may submit to the local Labor
Service Director a written statement giving in detail the specific reasons
substantiating such a conclusion. The local Labor Service Director will refer
all such statements and related materials to the Bureau of Local Government
Services of the Department of Personnel Administration for appropriate action
relative to removal of the applicant from eligible list or not again certifying
the applicant's name to the Appointing Authority.

The Appointing Authority must at the same time return the Certification
and Report Supplement Form (Form 16 Part II) or if applicable, PAR. 10,
Form 16 Part II on which must be entered the name of all applicants on the
Certification (Form 16) who have signed indicating that they are willing to
accept appointment, regardless of the Appointing Authority's intention to
appoint or not to appoint them., The names of the applicants must be listed on
the supplement in the same order in which they appear on the certification.

STEP 5 - Extension of Certification

If the Appointing Authority is unable to complete the Report on the
Certification within six weeks from its date, a written request may be submitted
to tne local Labor Service Director for extension of the time limit, specifying
the reasons for “he request. An extension may be granted if the eligible list
nas not changed to the extent that the certification would be affected.
Otherwise a new certificaticn may be processed. _

If no report is received on the certification from the Appointing
Authority within the six-week period, and no extension has been requested, the
local Labor Service Director forwards to the Appointing Authority a form letter
requesting that the local Labor Service Director be informed what action has cr
has not been taken. This is calendared for three weeks for follow-up. If no
reply is received at the expiration of this pericd, the Appointing Authority
must be notified in writing that the requisition has been cancelled and the
services of any provisional appointees employed in the vacancies must be
terminated within (give a specific period). Copies of a letter terminating
provisional appointments must be sent to the local Auditor and Treasurer.
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STEP 6 - .Certification With Less Than Three Applicants Willing
to Accept (Section 27)

Chapter 31, Section 27, states that whenever a certification of names of
persons eligible for appointment or promotion is made by the local Labor Service
Director, and the eligible list contains the names of three persons willing to
accept, selection and appointment shall be made by the Appointing Authority from
the eligible list in accordance with the law and rules. The Appointing
Authority may make a selection and appointment from a certification of less than
three at his own discretion.

If the Appointing Authority dees not make an appointment from a
certification of less than three names, he shall notify the local Labor Service
Director that it is his intention to leave the position unfilled until such time
as an eligible list of at least three persons willing to accept is established,
or, if the Appointing Authority wishes to fill the position by a person whose
name does not appear on sald eligible list, the Appointing Authority shall
certify %o the iabor Zervice Director that =ach person on the list who reported
for an employment interview as directed by the Labor Service Director was
interviawed and considered for the oosition. In such case, the Appointing
autheority shall state sound and surficient reasons, satisractory to the local
Labor Service Director why the certification of less than three names was not
adequate to make 2 oroper selection. No nrovisional appointment shall be
approved or continued following a certification by the local Labor Service
Director if the list contains the names of three persons eligible and "willing

to accept".

PART D: CERTIFICATION OF PERMANENT INTERMITTENT AND PERMANENT PART-TIME
EMPLOYEES TO BE SUBMITTED FOR FULL-TIME POSITIONS (FAR. 8.%)

STEP 1 - Before action is taken on a requisition for full-time
employment, the roster must be checked to determine if there are any permanent
intermiitent or cermanent part-fime =mployees in the 3ame position title and the
same department or division of a department whers the vacanciss exist, I thers
are any such =mployees, their names must be certified in order of their
respective dates of seniority beginning with the earliest date, before any names
san e sertifisd “rom She 2ligible 1ist or any request for oromotions orocsssed.
If several amployees nave the same seniority date, thelr names must de certiiled
within their common seniority date in order of their standing on the eligible
1list from which they were appointed to the intermittent or part-time position.

STEP 2 - The current addresses of these employees should be obtained from
the Appointing Authority and included in the roster information for purpeses of
certification and interview notification. The Appointing Authority should be
notified that it will be his/her responsibility to notify the local Labor
Service Director of any subsequent changes in the addresses of the employees so
that information can be kept updated and accurate.

STEP 3 - A list of thdse employees should be prepared manually and
attached to the requisition preparatory to typing the certification and typing
the interview notices to be mailed to the employees.

STEP 4 - The certification information including the date of
certification, the number of names certified and the type of certification
submitted, for example, "certified from roster of permanent part-time or
permanent intermittent employees, PAR. 8.6 should be noted against the
applicable requisition number in the Correspondence Control Log.
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STEP 5 - The report on the certification must be submitted by the
Appointing Authority within six weeks from its date as specified in PAR. 8 and
the ratio of selection for appointments must be exercised as provided in
PAR. 9.

STEP 6 — No certification may be made fram an eligible list unless all
permanent intermittent or permanent part-time employees in the same position
title in the same department have been certifled and failed to respond for
interview, declined the full-time position, or were selected for appointment.

PART E = CERTIFICATION FROM RE-EMPLOYMENT LIST.

STEP 1 - When a requisition is received from an Appeinting Autherity te
£111 a vacancy, on either a temporary or permanent basis, in an entry-ievel
Class I position title or in a Class II and/or Ciass III title, the Appointing
Authority must certify that he/she has been unable fo {1ll the position througn
the vpremoticn process as in Chapter 31, Section 29, and PAR. 19.5, The names
of persons appearing on the pe-employment list ror that title shall be
2eptified before any names are certified Tram the regular 1ist.

STEP 2 - The names certified from 3 re—employment 1ist shall be listed
mamally in order of their dates of seniority, in the positions from which they
were separated, oeginning with the sariiest such date. This list should GCe
attached to the requisition preparatcery to typing the certiflcaticn of names and
typing the interview notices to the persons certified. .

STEP 3 - The information on the certification must include the date of
the certification, the rumber of names certified and the type of certification
submitted; for example, "certified from Re-employment List."

STEP 4 - A report on the certification must be made by the Appointing
Authority within six weeks from its date, and the ratio of selectlon for
appointment as provided in PAR. J must be exerclsed and reviewed.

PART F - CERTIFICATION OF PERSCNS WITH EXPERIENCE IN THE DEPARTMENT (PAR 19.2)

e local Labor Service Director must snsure that sll information 23
been submitted by the Appointing Authority to process a certification under
these rules. In order to prepare a certification of persons experienced in the
department, it will be necessary to: ‘

STEP 1 - Visually screen the reverse side of the Eligible List Cards
(Form 327) of applicants on the eligible list for that particular title and
department to determine those having accrued the equivalent of one year of
full-time employment. All temporary appointments and extensions of temporary
appolntments approved on a full-time, intermittent or part-time basis, as a
result of certification from the eligible list, are posted on the reverse of
each card. Starting with the veteran applicants, the local Labor Service
Director will prepare a list of those applicants who appear to be eligible for
certification. It will be necessary to verify the periods these applicants were
actually employed with their employee history recoré¢ cards. DMany temporary
appointees resign or are terminated for other reasons before completing the
authorized perlcds of their employment, and therefore may not have gained the
twelve months of full-time employment necessary for certification under this

e,
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If there is an insufficlent number of veterans who have accrued the
necessary experlence, the same screening procedure should be followed with:
first, the eligibility records of surviving spouses or single parents who
recelved preference under Chapter 815, Acts of 1978, and lastly, with the
eligibility records of non-veteran applicants.

STEP 2 - The names of applicants who have been employed on an
interm{ftent or part-time basls who appear to be eligible must be submitted in
letter form to the Appointing Authority requesting that he inform the Director
of the actual time they were employed, to determine whether or not they have
accrued sufficient periods of employment on an intermiftent or part-time basis
equivalent to one year of full-time employment. The twelve months of full-time
employment necessary to meet the provisions of the rule may have been accrued by
the applicant over a period of years. :

STEP 3 - After émployee records have been verified regarding full-time
employment, and the necessary information has been received from the Appointing
Authority relative to intermittent and part-time employment, =z certification of
names of applicants having the necessary twelve months of full-time employment
#i11 be prepared manually. :

The names of applicants will appear in order of their standing on the
eligible 1list reflected by thelr registration number, with the names of
. experienced veterans (indicated by "#" after the registration number)
appearing first, followed by the names of those experienced applicants glven -
preference as a surviving spouse or single parent, etc., under Chapter 815, Acts
of 1978, (indicated by "¥#¥" after the registration rumber), and lastly,
experienced non-veterans.

STEP 4 - Report must be made on the certification by the Appointing
Authority within six weeks from its date. If an extension of time 1is requested
by the Appointing Authority, the local Labor Service Director may extend the
time limit in accordance with the provisions of PAR. 8.2.

ITEP 5 -~ The certification infermation inciuding the date of
certification, the number of names certified and the type of certification
submizted, for examplz, "sxperisnced in the department under the provisions of
2AR. 19.2", shouid be entered against the applicable requisition number in the
appropriate celum in the Correspondence Control Log.

STEP 6 - If accepted by vote of the City Council or legal administrative
body, pursuant to Chapter 31, Sectlon 57, year-round temporary positions in the
classified Labor Service for which compensation has been paid for a continucus
period of two years shall be deemed to be a permanent position. Certification
to: 111 such positions shall first be made of perscns with experience in the
same position title and in the same department or divislon cf a department
under PAR. 19.2. The local Labor Service Director should verify whether this
section is in effect in his or her mmicipality and process accordingly.

A person who has had temporary service after certification for at least
two years and who receives a permanent appointment in the same position title
and in the same department or division of a department in which he/she had such
temporary employment, shall not be subject to a probationary period.
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PART G - PREPARING A CERTIFICATION FRCM ELIGIBLE LIST TO ENTRY-LEVEL
CLASS I POSITIONS, (PAR. 8 and 9) ‘

STEP 1 - To fill a permanent or temporary vacancy on a full-time,
intermittent or part-time basis in a Class I position included in the
Classification Plan for the minicipallty when a roster check does not indicate
any conditions which would preclude certification fram the appropriate eligible
1ist, a certification of eligibles established as a resull of reglstration will
be prepared. Both male and female eligibles will be certified unless approval
for gender-based selective certification has been received from the Bureau of
Local Govermment Services, Department of Peprsornel Administration.

STEP 2 - The names of applicants will appear in order of thelr respective
standings on the eligible 1ist for the position title, by registration
number, first the names of veterans (indicated by "#" after the reglstration
nunber), followed by the names of applicants glven preference as a surviving
spouse or single parent, etc., under the provisions of Chapter 815, of the Acts
of 1977, (indicated by "¥¥¥" after the registration number), and last
non-veteran applicants. The number of names certlfied will be govermed by the
number of vacancies, the related ratio of selectlion provided in FAR. 3 and by
the experience of the Appointing Authority in filling vacancies in the same
position title with similar conditions of employment from previous '
ceptifications.

STEP 3 — If there is a Special List of Section L7A applicants established
for the position title in addition to the regular list, the same number of names
of male and female Section U7A applicants (or a lesser number if the entire
iist) shall also be submitted in order of their respective standings on that
list, on a separate certification headed "Secticn 47A List" bearing the same
date as the certification from the regular list. (see Step 2)

STEP 4 — If the local Labor Service operation is marual, it is strongly
recommended that the certification(s) be handwritten and attached to the
requisition preparatory to typing and forwarding -to the Appeinting Authority and
typing the Interview Notices (Form 17) to the applicants.

If che _abor operation is computerized, a certification request Jorm

F]

snould be processad and a printout generated of the regular 1iist for that titlie
as well as the Section 47A list, if one has been established. If both lists are
generated, a covering form of Instructions for Implementing Section 47A is sent
by the local Labor Service Director to the Appointing Authority with the -
certifications explaining that the two lists are to be considered as one
certifiecation of names, and outlining the procedures for making selectlons for
appointment as provided 1n PAR. 9. (See Appendix).

STEP 5 - If it is determined by local authorlty that a pre—employment
physical examination 1s required and will be administered under local
jurisdiction for a particular position title, the reguirement should be so
stated in the Certification and Report Form 16 and in the Interview Notices
(Form 17) sent to the appllcants certified.

STEP 6 - The certification information including the date of
certification, the number of names certified from the regular list
and from the Section 474 list, if two certifications were generated, should be
entered against the applicable requisition number in the appropriate cclum in

the Correspondence Control Log.
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STEP 7 ~ A report must be made on the certification by the Appointing
Authority within six weeks of its date. If the Appointing Authority 1s unable
to make a selection for appointment within this perlod he or she may request an
extension of time which may be granted provided that there have been no changes
in the eligible list which would affect the certification.

PART H - PREPARING A CERTIFICATION FROM THE ELIGIBLE LIST FCR A CLASS II CR
CLASS IZI POSITICN, PAR. 8 AND g

STEP 1 1 - If 2 permanent or temporary full-time Class II or Class TII
vacancy exists in a Municiass title included in the municipality's
Classification Plan, the roster should be checked to determine if there are any
permanent intermittent or permanent part-time amployees in that jﬂpartment or
division of the departiment whose names should first be certiiled for the
full-time position in order of their Zdates of seniority.

STEP 2 - Tbe eve”°c zide of +he Reguisition (Form 13) shoulld se reviewsn
o determane Lf a gromotional culletin was posted inoacceordance ~itll Zection 23,
Chapter 31, and if e the Appeinting Authority has certilied that, a8 a result of
such nosting, “here i3 no ampleoyes in a lower Zrade qualiiled ‘nd villing “C
accept the position and that, therefore, a certification Irom an sligible iist
is requested. '

STEP 3 - Providing there is no impediment, a certification of eligibles
in order of their standing on the appropriats eligible list {as outlined in
Part. G: Certification to Entry-Level Class I Positions) should be prepared and
attached to the Reguisition, preparatory to typing and forwarding it to the
Appointing Authority. The Interview Notices (Form 17) are then prepared and
sent to the applicants. If a current license is required by statute, the
sertificaticn and report Porm 16) submitted to the Appointing Afuthoricy and the
Trmrerview Notices (Form 17) sent to the applicants should inciude a2 statement to
hat 2'i'zct. -

- . o : o 2 B P ~
ITEP 4 — s -eptificgtion information, ingiuding the tats ol

Jos T

sertiftoation and the numper of names certiiled, should se antered 2g3instT Coe

e

applicable requisition number in the Correspondence Control Log.

STEP 5 - The repcrt on certification must be made by the Appointing
Authority within six weeks from its date. If the Appointing Authority is unable
to make the selections within this period an extension of the time may be given
if there has been no change which affects the certification in the eligible list.

PART I - SELECTING FOR APPOINIMENT FROM PAR. 8 AND PAR. 9

It is important to remember that the number of vacancles determines the
number of times certified and the order in which appointments must be made. The
following procedures must be followed in the certifiication process.
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When names have been certified to an Appointing Authority under PAR. 9
and the rumber of appointments to be made I1s n, the Appointing Authority may
appoint only fram among the first 2n + 1 persons named in the certification
willing to accept appointment, e.g.,

Wnen the mumber of the Appointing Authority
appointments to be may appoint only from
made 1s: - among the first:
1 3
2 5
3 7
| ¢
5 11
persens named ‘n the
certificaticon wiliing o
accept,

4=

In order o assist the Appointing Authority in the number Of Tersons e
may select for appolntment in relation to the number of appointments fo be made,
a Certification and Report Supplement (Form 16 Part II) should be completed and
returned with the Certification and Report (Form 16) which lists the names of
eligible applicents in order of their standing.

PART J - SELECTING FOR APPOINIMENT USING SECTICN 47A SPECIAL LIST

STEP 1 - Two separate certifications are prepared, cne from the "pegular"
1ist and thne other from the "special" (Section 47A) eligible list. As a result
of' the employment intérviews the forms should ve carefully marked Lo lndicate

T

<hose gersons who are willing %o accept the sosition(s).

-l ':' . N
2 I0 arT -

ITEP 2 - The appointing iuthority should Shen orepare the Form -
“amm Ahlon ohne Sinal selectionts) will te made oy nerging the reguliar and
Seetion 47A lists as follows: The first name will be the first person on the
"pegular" list who is willing to accept. The second name will be the first
person willing to accept from the Sectlon 475 1list. The third name will be the
second person on the "regular" list who is willing to accept. The fourth name
will be the second person on the Section 47A 1ist who is willing to accept. The
Appointing Authority will follow this method for the entire list or until the
names on elther 1ist are exhausted. If the latter results and there 1s no
possibility of alternating names, the remaining names on either 1ist must be
also considered in accordance with the usual number of names allowed for the
number of vacancies covered by the certification.

[
'

3

The forms supplied to make the Report on Certification (Form 14) must be
campleted and returned to the Labor Service Director with the Certification
(Form 16) and (Form 16 II) for review and approval. Coples of all Reports on
Certification involving Section 47A must be forwarded to the Department of
Perscnnel Administration.
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PART K - CERTIFICATIONS UNDER PAR. 10 FOR MINCRITIES CR FEMALES

STEP 1 - After the expiraticn of the ten-day posting pericd of notice of
intent to use PAR. 10, it wiil be necessary to prepare two certifilcations. One
certification under PAR. 8 will contaln the names of appllcants in order of
their standings on the eligible 1ist established for the partlcular position
title for which requisition was made as outlined in Part G or Part H.

It 1s to be noted that the names of eligibles on a specilal list for Section 47A
applicants would be certified also in the event of a vacancy in an entry level

position.

STEP 2 - The second certification willi contain an equal nmumber of names
of applicants who are members of the protected group (either minority or female)
requested by the Appointing Authority under PAR 10 in order of their standings
on the eligible list established for the particular’position title. The number
of names certified from each list will be governed by the rumber of
appointments to be made. The certification of names of eligibles under PAR. 8
merged with the Section 47A 2ligible, if applicable, wiil be Indicatad as
TReguiar Group" on the Jertification and Report Form (Form 16) submitted te the
Appointing Authority. The certification of names of protected group or groups
requested will be indicated as "PAR 10 Group" on the accompanylng Certifiication
and Report Form (Form 16) submitted to the Appointing Authority.

STEP 3 - The certifications submitted to the Appointing Authority must be
accomparied by a Certificaticn and Report Supplement entitled Form 16 Part II
for PAR. 10 which states the number.of names of applicants appearing highest on
each certification who are willing to accept and from which the Appointing
Authority must make his selections in accordance with the number of appointments
to be made. :

ITEP U — The certification information inciuding the date of
certification, the number of names certified from the regular list, the
Section 474 list, if applicable, and the Protected Groups, should be entered

. against ‘the appiicable requisition number in the Correspondence Centrol Log.

STEP 5 - 3eport on the certification must te maQe 2y the Appeinting
Authority to the Labor Service Director within six weeks fram its date as
provided in PAR. 10.
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PART L - APPROVAL OF APPCINIMENTS

STEP 1 -~ The local Labor Service Director will review each page of the
campleted Certification and Report Form 16IT returned by the Appeinting
Authority to ensure that a notation has been made opposite the name of. each
applicant; i.e., falled to respord, declined, willing to accept and/or selected
for appointment. The reverse side of each page must be signed by the authorized
Appointing Authority. If this Information is incomplete or the Appointing
AMuthority has not signed each page, the local Labor Service Director must return
the forms for completion but retain a Xerox copy in his/her files until the
completed correspondence is recelved. A calendar card should be prepared
allowing sufficient time for correction and forwarding.

STEP 2 - The selections for appoimtment must be reviewed to insure that
they meet the provisions of PAR. 9 or PAR. 10.4, whichever is applicable. The
listing of all applicants willing to accept, as well as. those selected for
appointment as orovided by the Appointing Authority on the accampanying
fartification and Report Supplement Form 16, must de verified against She report
on the Certification and Report Form 16 Part II. If any discrepanciles are
found, a written explanation must be obtained from the Appeinting Authority.

ITEP 3 - If the rumber of selectlons for appointment exceeds the number
of vacancies on the original requisition, the Appointing Authority must submit
an additional requisition indicating whether the additional positions are newly
created; and, if not, the cause of the vacancies. The local Labor Service
Director will verify the status of any previous incumbents to determine the
validity of the vacancles.

STEP 4 - If a pre-employment physical exsmination is required by the
mumnicipality, an Authorization of Employment Form 14 is processed for those
selzcted for appointment who pass such examination. If no pre—employment
chysical is regquired, a Form 14 is prepared for each appiicant selected for
appointment and the forms are forwarded to the Labor Service Director.

STEP 5 — The local Labor Service Director reviews the Autherization of
Employment Form 14 against the requisition to insure that no substantlve changes
nave occurred. The following information on the Form 14 must be consistent with

‘the reguisition:

Title of Positicn

- Salary
Permanent, Permanent-Intermittent, Part-time, ste.

Number of Vacancies
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STEP 6 - Before approving an appointment, the local Labor Service
Director must insure that Form 14 is complete in the following areas:

¥Appointee’s Soclal Security Number

¥Appointee's Date of Birth

*Appointee’s Address

Appointee's Signature on white copy

Appointing Authority's Signature on all copies

Date employment begins. Appointments from an eligible 1ist must
be effected on or after date of. certifiication

Appointment must take effect within thirty days of receipt cf
appoirtment

Salary conforms to requisition. State reason if change in salary.

Report on Form 16 and Supplement Form 16-II received zcmpleted and
signed by the Appcointing Autheority.

The applicant informaticn (¥*) must aiso be verified with master
2ligibiiity ?ecoro 0 astablish oroper 1oent“‘oat;.on of the ao"oir?ee. Meither
“he Iates oF cirth “he =llgibles zervified nor their soclal sscurily umbsrs
appear or the Certification and Report Form 16. Aithough the date of Dl”th of
the applicant is given on the interview notice for ldentification purposes, a
father will ccmetimes appear for nterview when the notice was intended or the
son and vice versa.

STEP 7 - Check the completed copy of the Certification and Report
Supplement Form 16-II, to insure that appointments are made in proper order,
that the signature agrees with the name on the certifiicaticn list and that the
department has checked the selected box on Form 16 and Form 16-II beside the
correct name(s).

STEP 8 ~ Check 3ll forms to verify that approval signatures are included
wherever necessary.

a. The AppOLntlng Authoricy ¢ oust sign
TG un*"“oul Jivil Zervicze Reguisition Torm 13, W "=ou;red, for
diticnal appolintmentsd
(2) All copies of Authorization of Employment Forms 14
(3) Certification and Report Form 16 reverse side (all pages)

b. The local Labor Service Dirsctor must sign ali copies of Form 14 in
space marked "Personnel Administrator™.

c. The Appointee(s) must sign white copy only of the Form 14.

STEP 9 - If the appointment i1s in order, note approval on all copies of
Form 14 with the date of approval and initial. Insure that the correct approval
stamp or notation for that action is used. -1t is essentlal that the white copy
of the Form 14 bears the signature of each appointee.
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STEP 10 - After the Authorization of Empleoyment Forms have been
approved, the white copy should be attached to the requisition together with the
Certification and Report Form 16 completed by the Appointing Authority, and all
should be retained in your office file. The other coples are sent to the City
Auditor, the City Treasurer, and the Appointing Authority of the department
involved. The remaining copy may be forwarded o the City Manager, Mayor or
other designated authcrity if required.

STEP 11 = The names of the appointees as well as the date of appointment
and ,veteran status must be recorded against the applicable requisition rumber in
the Correspondence Log 3Bock.

Actions must be next recorded on employee record cards (new or existing)
and on the Departmental Rostars.

PART M - RECCRDING CEANGES TO ELIGIBLE LIST

STEP 1 - Permanent Appointment

The name of an applicant who nas been appeointed to a permanent position
after certification from an eligible 1list is removed from all lists for position
Sitles for which hesshe (s registered and/or quaiified on his original
reglstration riumber.

The appointment irformation is noted on the reverse side of the
appointee's eligible card (Form 327) in the appropriate cclurms and the card
placed in the inactive file in alphabetical order by name.

_ The name of a person appointed from a Re—employment List will be removed
from the list for all position titles for which he/she was placed.

“he name of an apbiicant appointed -0 2 permanent full-time snury ievel
nosition from 2 Section 472 iist s removed Srom that Iist. I the zpplicant Is
also registered on the regular list, he/she is removed {rom that list also for

a1l positicn <itles “or which he/she I1s registered and qualiiied.

The name of a permanent intermittent or part-time emplcoyee appointed to
a permanent full-time position from a roster certification, if still on the
active list under his/her original registration number, will be removed from all
eligible lists for all position titlies.

STEP 2 - Appointments While in Military Service

In accordance with the provisions of Chapter 708, Secticn 3, Acts of
1941, any person certified and appointed to a permanent position while in
military service shall be permanently employed in such positions subject to
serving a probationary period; provided that he/she repcrts in writing his/her
willingness to accept the appointment to the Appointing Authority within three
months after the termination of his/her military service. The Appolnting
Authority must then submit Reinstatement Forms to the local Labor Service
Director's office and the certificate of a registered physleclan noting that the
appointee is not incapacitated or physically disabled for performing the duties
of the position must alsc be forwarded.
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- The appointment of such person must be recorded on the reverse side of
the eligible record card with a noftation "in military service" and his/her name
should be removed fram the eligible 113t for all other position titles for which
he/she is registered and/or qualified.

The appointment must also be entered in the Correspondence Log against
the requisition number with a notation "appointed while in military service."

The name of the appointee 1s then added to the roster for the particular
position title in Cliass I, II or III with a notation "appointed while in
military service.” ,

STEP 3 - Milltary Substitute Appcintment

The name of a person appointed to a military substltute position is
retained on the eligible list for certification to a permanent positicn. In
accordance with the provisions of Chapter 708, Section 2, Acts of 1941, he/she j
may continue to serve as 2 military substitute untll the incumbent is reinstated '
or until the time within which the lncumbent's rights to be reinstated has
sxpired. 1f the incumbent is not reinstated within the time limitations
provided, the military substitute shail confimue in the positicn and his/her
seniority rights shall date from his/her appointment as a military substitute,
in whizch case he/she shall be considered to have been appointed on a permaneqt
basis and his/her name will then be removed from the eligible list.

If the operation 1s marmal, the appointment will be recorded on the -
reverse slde of the eligible list record card and a pencllled notation relative
to the appointment placed on the front of the card for easy visual screening
when certifying.

- STEP 4 - Temporary Appointments

The name of a perscn appointed fo a position on 2 temperary hasis will
be retained on the eligible list for certification to a permanent position or to
a temporary position in a higher class for which he/she 1s registered and
gualified.

The appeintment of such a person must be recorded cn the reverse side of
the Eligible List Card (Form 327) if your operation is mamual and a pencilled
notation placed on the front of the card, for example, "temporary laborer to
3.31.79," for purposes of visual screening when preparing subsequent temporary
certifications. If the operation is computerized, a code sheet would be
prepared for computer input according to the program developed for the local
operation.

- The appointment will also be entered in the Correspondence Log against
the requisition number. A calendar card wlll be prepared and filed for
follow-up on the expiration of employment.

In accordance with Persornel Memorandum No. 78-11 dated August 14, 1578,
an Appointing Authority must provide written notice to persons appointed to
temporary positions informing them the reasons why thelr positions are of a
temporary nature. The memorandum is accompanied by a sample format of a letter
prepared by the Department of Persornel Administration to be used when notifying
individuals that the position to which they have been appolinted is temporary
(See Appendix).
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STEP 5 - Revocation of an Appointment

- In accordance with PAR. 8.2, the Persomnel Administrator may, before cr
after an appointment has been made, cancel a certification, if he finds that the
certification was made in error or that any person certified was placed on the
eligible list through mistake or fraud; and, if a person has been appolinted from
such certification, the Persomnel Administrator may revoke the appeintment and
order the person's discharge.

Problems pertinent to thls provision received in the local office should
be referred by the Labor Service Director to the Bureau of Local Goverrment
Services for appropriate action and directlon.

STEP 6 - General Updating of Eligible Lists

In order to provide appointing authorities with viable certifications,
1+ is important to make appropriate update changes on the eligible lists fram
the completed Certification and Report Forms (Form 16) returned to the local
Tabor Service Director. :

PAR. 19.3 provides that if any person certifled fails to respond for
interview, declines the employment offered, or fails to report for work after
signifying his/her willingness to accept, his/ner name shall be remcved Trom the
eligible list. If a satisfactory explanation 1s given in writing by the
applicant within six (6) months from the date of removal, his/her name may be
restored to the eligible list. If the request 1s not made within six (6)
months, the applicant must file a new applicaticn and be treated as a new
applicant. The policies and procedures established for the implementaticn of
this rule are dependent upon the conditions of employment for which the
applicant was certified.

z. Permanent Certification

The name of a certified applicant who falls to respond to a permanent
position is removed from the eligible list. A notation is entered on the
Si:gzinla list record card, for example, "10.12.78 - remcved Trom 1ist -

% t5 R (requisition #)." If the operation is computerized, a deletion sneetv
would be processed to delete the entire ellgibility record card fram the master
tape.-

The name of an applicant who declines a permanent position will be
marked DNC - "Do not certify", on the eligible list if the applicant so requests
in writing. Three declinations are permitted 1f satisfactory written reasons
are provided within six months. Following three unexcused declinaticns, the
name of the applicant is removed fram the active flle.

A notation is made on the eligible record card, such as
"10.12.78 - DNC - declined appointment (requisition #)." If the operation 1s
computerized, a code sheet would be processed to remove the actlvating indlcator
fram the type of employment field in the applicant's master record.
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b. Permanent Intermittent and Permanent Part-time Certification

If an applicant fails to respond or declines a permanent intermittent or
permanent part-time position, notatiocn will be entered on the eligible record
card, such as "10.12.78 - DNC for intermittent cor part-time work (whichever is
applicable) and (requisition #)." If the operation is computerized, a code
sheet will be processed to remove the intermittent or part-time indicator
(wnichever is applicable) in the type of employment field in the master record.

c¢. Temperary Certification

If an applicant fails to respond or declines a temporary positicn,
notation is made on the eligible record card, such as "10.12.78 - Do not certify
for temporary work (requisition #)." If the operation is computerized, a code
sheet would be processed to delete the temporary indicator fram the type of
amployment [ield in the master record. The appiicant would, Lowever, remain
aligible for certification for a cermanent position.

d. Temporary Intermittent or Part-time Certificaticn

-

1D zn applicant fails to respond or declines tamporary intermiftent or
part-time employment, notation will be entered con the eligible record card, for
example, "10.12.78 - Do not certify for intermittent or part-time work
(whichever 1s applicable) and (requisition #)." If the operation is
computerized, a code sheet will be processed to delete temporary intermittent or
‘part-time work, (whichever is applicable), in the type cf indicater field in the
master record.

The name of the applicant would, however, be certified for a permanent
position on a fuli-time, intermittent or part-time basls as well as for a
samporary fuil-cime position.
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V. PROMOTTONAL PROCEDURES FOR CLASS IT AND CLASS IIT POSITION TTTTES

PART A — PROCESSING PERMANENT AND TEMPORARY PRCMOTTONS OR_CHANGES
- IN EMPLOYMENT

STEP 1 - Posting of the Promotional Bulletin

Prior to any request to the local Labor Service Director for approval of’
a promotional appointment of a permanent employee in the Labor Service to a
nhigher title in such service or fer approval of a change in employment of a
permanernt employee within such service from one position te a temporary or
permanent position which is not higher, but which has requirements for
appointment wnich are substantially dissimilar to those of the position Zrcm
which the change is being made, the Appolnting Authority must post a promotiocnal
bulletin. The bulletin must be posted in the department or divisions of a
department (if applicable) for a periocd of at least flve {5) working days in a
location where if can be seen by all amployees =ligible for such cromotional
appointment or change in employment. Requisitions from the Appointing Authority
should ne reviewed to insure shat they czontain a statement vepifying That “he
posTing requirements have deern satisfied, inaicating the davte, lccaticn and
result of the posting. There is no standard format for a promotional bulletin, -
Iowever, it is sssential that any posting contain all of the Tollowing
information relative to the vacant positilon: '

a. Title of position to be fllled. .
b. The salary to be paid, including any differentlals.
c. The location of the position.
4. Any pertinent information relative to special gualifications
or licenses required by statute.
e. Type of vacancy - whether permanent or temporary and,
" if temporary, the probable duration of the vacancy.
~, The last <date “or applying Tor the rosition.

L

The completeness and accuracy of this information snould ve verifisd oy
the Appointing uthority with the Tabhor Service Director »rior to autheorization
ST she ZOSTing.

STEP 2 - Mailing of Promotional Bulletin

A copy of the pramcticnal bulletin must also be mailed by the Appointing
Authority to any employee on sick or military leave, on vacation, or off the
payroll during the entire period of the posting of the bulletin. The Labor
Service Director should verify compliance with this requirement.

STEP 3 - Selection for Promotion or Change of Employment

PAR. 19.5 provides that promotions and changes of position in the Labor
Service shall be made from those employees in same or the lower grade or grades,
who have the required qualifications and serve in eligible titles as determined
by the Persormel Administrator and who have indicated their willingness to
accept the position. (See Appendix) If there are less than three employees
qualified and willing to accept, selection may be made fram the lesser number.
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: If there is only one vacancy, selectlon must be made from among the
first three amployees with greatest length of service who, in the opinion of the
appointing authority, have the required gqualifications and who have indicated
their willingness to accept. The appointing authority in making his/her
selectlions 1s not requlred to determine qualifications on the basis of the
experience or practlical test requirements established for the registration of
applicants for original appointment. The requirement of a license imposed by
statute for a particular position, however, must be adhered to in the selection
for promotion. If there is more than one vacancy, selection is made from the .
same number of those cldest in length of service, qualified and willing to
accept, as provided in making selectldns for appointment under PAR. 9.1.

STEP 4 - Review of the Requisition

Upon campletion of the posting of the Promoticnal Bulletin, the
Appointing- Authority should complete and forward to the local Labor Service
"Director a requisition for the vacancy. The Labor Service Director reviews the
requisiticn, mumbers and enters i1t in the Corrsspondence Contrel Log in the
z3ual Tmanner.

a. Title

If 1t 1s the intention of the Appointing Authority to retain the
promotee's present title(s), as well as the pranotional title, the present
title(s) as well as the new title requested should be included in "title of
position."” Titles must be accepted Municlass titles included in local
classification plan.

b. Incumbent

The local Labor Service Director should review the appliicable history
record card to verify the status of the previous incumbent and the reason for
absence cor termination given in the requisifion. I the requisition specifiszs a
permanent vacancy, and the previcus incumbent is on leave of absence, industrial
zccident or hes been given a temporary or provisicnal promotion to a2 hizher
level position, the local Labor Service Director sust inform the Aprointing
Authority that the vacancy may be filled cnly on a tempcrary basis.

If the requlsiticn indicates that the previcus permanent incumbent has
resigned or refired, and the employee history record does not so indicate,
inquiry must be made of the Appointing Authority to verify the termination. The
requisition should not be processed until an appropriate Termination Notice
(Form 56) has been filed and noted on the record. Similarly, if the requisition
submitted is to fill a2 temporary vacancy, the record card of the previous
incumbent must be carefully checked to verify the cause of the vacancy.

c. Roster

The local Labor Service Director will next review the roster for the
specific department or division of the department in the particular pcsition tc
which the pramotion is being requested to determine:

(1) If there are any employees who have been laid off for lack of work
or funds, they should receive first consideration for reinstatement to the
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(2) If the position 1s to be filled on a full-time basls, whether there
are any permanent intermittent or permanent part-time employees holding the same
position title who should be certified in order of thelr dates of seniority for
the full-time vacancy, as provided in PAR. 8.6. ' ’

If nelther of these conditions exist, the local Labor Service Director

" may proceed with processing the request for promotlon.

d. Report on Posting of Promotional Bulletin

The local Labor Service Director should carefully review the '
requisition to insure that the Appointing Authority has completed the following
information on the reverse side of the Requisition (Form 13), under the Section
marked "Labor Service."

As previcusly indicated, the Appointing Authority must certifly that a
promotional bulletin has been posted for five (5) working days prior tc filing
the requisition, and must indicate the dates and exact places of posting. The
dppointing Authority must also certify that as a result of the posting the
smployee(s) selected for pramotion is one of the three {or more - see PAR. )
smployees in the lower grade with =arilest seniority dares who nhas “he required
qualifications and has indicated willingness to accept the positilon.

The Appointing Authority must state the name and title of the present
position of the proposed promotee. The local Labor Service Director should
verify this information with the employee history record card.

If there are discrepancies relative to the present positicn titles
of the promotee as they are indicated on the requisition, action cn the
pramotion should be held pending resolution of the discrepancies with the
Appointing Authority.

It is not necessary for the Appointing Authority to submlt a copy of
the promotional bulletin which was posted, although the local Labor Service
Director may wish tc request such documentation.

STEP 5 - Approval of Prcmoticn or Change

In order to be consistent with the provisicns of Section 29,
Chapter 31, approval should be given for a "promotion" in the case of an
employee being promoted from a position title(s) in a lower class to position
title(s) in & higher class. If an employee receives a change in employment from
2 position title(s) in one class to position title(s) in the same class, the
duties of which are so substantlally dissimilar as to preclude a transfer under
Section 35, Chapter 31, the approval should be worded "change in position.”

Once it has been determined that the proposed promotlon or change is in
order, the local Labor Service Director may give written approval. Such .
approval should include the present titles, if any, which the employee is to
retain; the new title; the effective date of the promotion; and the salary to be
patd, ineluding differentlals for the individual titles keld, if applicable,

There is no printed form for use in approving promotions and changes.
A standard form letter may be prepared by the Labor Service Director and the
pertinent information relative to each promotion fllled in on the form as
required. The letter of authorization should be addressed to the Appointing
Authority. The original copy is sent directly to the Appointing Authority, a
copy is sent to the City Auditer and a copy must be attached to the criginal
requisition and retained in your filles.



STEP 6 - Recording Promotion or Change

Approval of the promotion is entered in the Correspondence Contrel Log.
Information relative to the promoticn is entered on the employee history reccrd
card of the promotee, and the name of the pramotee is then added to the
departmental roster in the particular position title in Class II or Class IiIl,
whichever is applicable. The effective date of the promction must be within
thirty days from the date of receipt of notification.

PART B - PROVISICNAL PROMOTIONS DURING PROBATTONARY PERIOD

If the Appointing Authority requests the pramction of an employee whe
has not completed the service of his/her six (6) months probaticnary period,
hut certifies that such employee is fthe only one who responded to the resting of
the promotional bulletin relative zo the position, approval may be given for the
provisional promotion of the employee from the date requested through the
completion of the propaticnary period, in accordance with the provisicns of
Section 15, Chapter 31. . ’

When the local Labor Service Director has reviewed the supporting
ioeumentation Ior the osrovisional oromotion o insure that all s ‘n order,
approval and processing Tay proceed is outlined above. In addition, 3 Ualencar
Card {Ferm 338) should be prepared rcr fcilow-Up acticn on the expiration date.
™e sreovisional promoticn is 2lso entered against the applicabls reguisition
numpber in the Correspondence Log.

PART C - TRANSFER OF AN EMPLOYEE FROM THE QFFICTAL SERVICE
TO LABCR SERVICE '

If, as a result of the posting of the pramoticnal builetin, the
Appointing Authority wishes to effect a transfer of an employee in the
Classified Official Service to a position in the Classified Labor Service in the
same department or division of a department, request for the transfer shall be
Tade by the Appointing Authorisy n guadruplicate on Transfer Forms [Form 2)

ithout £iling 2 reauisition, which are forwarded to Bursau of Local lovernment
Jervices for approval. _he original copy of the fransfer form must de issignea
a requisition mumber (also referred to as the correspondence number) and
amTerad “n <he Jorrespondsnce Log 3ook. The trensfer [orms TUST De zccompanied
5y 3 sTatement signed oy the Appointing Authorily certifijing that nes/tne posted
2 promoticnal bulletin relative to the position as required by Chapter 29 of
Chapter 31 and as a result of the posting, requests the transfer cf the
employee in Official Service who meets the conditions described below

(M.G.L. Chapter 31, Section 36) ' _

1. The employee must have been employed on a permanent basis af'ter
certification in the Official Service for at least one year.

2. The employee must have the necessary minimum qualifications to fill
the position, as outlined in the promotiocnal bulletin.

3. If the employee is to retain his/her Officlal Servlce title in
addition to the Labor Service title requested, both titles must be included in
the applicable area on the transfer forms and the forms must be signed by the
employee, indicating his/her consent to the transfer, and also by the Appcinting
Authority authorized by law to make appointments. Dual titles are permitted 1if
employee will perform partial duties of both.
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If all the necessary requirements described above have been met, the
transfer may be approved, notwithstanding the fact that the employee being
transferred is not on an eligible list for employment in the Labor Service or is
not in a position on said eligible list to be reached in certification.

After approval by the Bureau of Local Goverrment Services and receipt
of the record card, the approved transfer should be entered against the
applicable correspondence number in the Correspondence Log Book and on the
employee record card. The name of the employee 1s then added to the
roster for the particular position in Class II or Class III of the Labor Service
employees in the department. If the employee is to retain his/her Officlal
Service position title, his/her name will also remain on the Officlal Service

roster.

PART D - POSTING OF PROMOTICNAL BULLETIN AFTER APPROVAL

In accordance with the provisions of Section 29, Chapter 31, the
Appointing Authority in a department must, within fourteen [14) days ifter the
approval of a promotion or change in position of a Labor Service employee or
transfer of an Official Service employee under Section 36, Chapter 31, post the
#ollowing information regarding such employee In 311 areas 'mder ais/her control
where five or more Civil Service employees start thelr tour of duty: ‘

The name, permanent title(s), position title(s) to which promotional
appointment, change in position or transfer under Section 36 was mede, and the
date from which length of service was computed for purposes of determining
seniority.

PART E - REVOCATION OF PROMOTTONS OR TRANSFERS UNDER SECTION 36, CHAPTER 31

Te Parsonnel . Administrator may revoke & promotion, change in posivion
or a “ransfer under 3ecticn 36 after approval if he/she is furnished evidence
satisfactery to him/her that the action taken 1s not in acceordance with the
nrovisions of Civil Service Law and Rules.

4 loeal Labor 3ervice Director who has reason to belleve or wno
receives a camplaint to the effect that a pramotional appointment, change in
position or transfer under Section 36 does not meet the provisions of Civil
Service Law and Rules may refuse to approve such action or may, 1f any such
action has already been approved, contact the Bureau of Local Goverrment
Services of the Department of Personnel Administration for decision and

direction.
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VI. MAINTENANCE OF PERSONNEL RECCRDS

The local Labhor Service Director will be responsible for the
establishment and administration of proper procedures relative to three major
functions relating to persormel records. These function areas are: maintenance
of the employee record cards, processing and approval of persomnel actions, and
maintenance of municipal departmental rosters. Each area of responsibiiity is
discussed in detall in the foliowing sections.

PART A ~ EMPLOYEE RECORD CARDS

’ The importance of maintaining complete and accurate persorinel
information on the Employee Record Cards cammot be overemphasized. These
records will be used by the local Labor Service Director, the municipal
Appointing Authorities and, in some instances, by the Department of Personnel
Administration and the Civil Service Commission to determine eligibility and to
process actions in the following areas:

1, Eligibility for praomotion.

2. Determination of seniority date to sstablish order of
precedence in lay-off and zbolition of position.

3. Verification of eligibility for reinstatement.

U, Veprification of current status of positicons.

5. Recording of essential persomnel data such as lsaves or
absence, lay-off, abolition of pcsiticn, suspension feor
cause, terminations during the probationary period and
terminations under the provisions of Section 37 and 38
of Chapter 31. . _

&. Determining eligibility for transfer.

7. Retenticn of informaticn relative to collective bargaining
issues.

8. Legal documentation in appeal processes and in many cother
areas.

411 reccrds must oe kept in indelible ink, and every persomrel acticn
mist be referenced on the Employee Record Card to the identifying corresponderice
Si1s qumber or <ocument wnich precipitated the zevion.

At the time of implementation, the local Labor Service Dirsctor
receives from the Department of Personnel Administratlon the cofficlal record
cards for all Labor Service employees currently employed within the
runicipality. Discrepancies in information locally maintalned, should be
brought immediately to the attentlon of the Bureau of Local Government Services,
Department of Personnel Administration.

Immediately upon implementation, the local Labor Service Director
assumes responsibility for ensuring the preparation and maintenance of Emplcyee
Record Cards for all current and future Labor Service employees of the
municipaiity. The following basic information must be recorded on every Labor
Service employee:

[y

1. Identification of the City or Town.

2. Name: - Surname, given name, initlal, if any.
3. Date of Birth.

4, Social Security Number.

5. Home address.
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. Veteran/Disabled Veteran Status.
. Date of Seniority (for permanent employees).
. Department (or Division within a Department if
established by statute or crdinance).
9. Type of Service (Indicate Labor).
10. Status (Indicate permanent, temporary, military substitute,
provisional, emergency).
11. Type of Employment (Indicate full-time, intermittent,
part-time, recurrent).
12. Title of Position.

13. Salary

Employee Record Cards should be maintained by department and, within .
this category, alphabetically by last name. It is the strong suggestion of the
Department of Persomnel Administration that employee record cards for provisicnal
empioyees either be maintained separately or be coclor-coded for sasy
identification within the general file.

0 -~3 n

Changes in the information originaily recorded, as weil as persomnel
seticns in any of the areas specified below, ﬂust also bhe clearly noted on +the
Zmployee Fecord Cards.

1. Appolntments (permanent, temporary and provisional)
2. Transfers {permanent and cemporary)
3. Promotions {(permanent, tempcrary and provisional)
4. Reinstatements (permanent and temporary)
5. Extensions and expirations of temporary and provisional
employment
6. Assigrments
7. Changes in duties
8. Changes in name or acdress
9. Demotions
10. Lay-offs (Section 39)
11. Abeclition cf positions
i2. Absences due Lo injury
13. Change in veteran status
4. Leaves of absences  Zection 37!
5. Military Service
16. Suspensions for cause
17. Discharge for cause
18. Resignations
- 19. Retiprements
20. Deaths
21. Any decisions of the lccal Labor Service Director, Persornel
Administrafor or Civil Service Commission affecting employees

PART B — PERSONNEL TRANSACTIONS

Imediately upon implementation of PAR. 20, the local Labor Service
Director assumes the authority to process and approve a wide range of persornel
actions which would previously have required the approval of the State Personnel
Administrator. It 1s the responsibility of the local Labor Service Director to
ensure that all such actions are taken in accordance with Civil Service Law and
Rules. Procedures should be developed within the municipality to ensure that
persornel actions in areas listed above cannot be finalized without review,
logging and approval by the local Laber Service Director.
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Actions which may be approved by the local Labor Service Director fall
into four broad categories: vacancy preocessing, appointments and pramotions,
employment actions and actions relating to termination and dischargs.

Appropriate processing for actions related to vacancy processing and
appointments and pramctions have been largely covered 1n other sectlons of this
maruial. It should be carefully noted, however, that results of any appointment
or promotion process must be noted on the appropriate Employee Record Card,
cross—referenced to the control number assigned fram the Correspondence Log
Book. Actions resulting in appointments or promotions must also be ncted on the
appropriate departmental roster, as discussed later in this secticn.

Employment actions form a large portion of that area which the local
Labor Service Director may approve and process withcout reference to the
Department of Personnel Administration. Appropriate procedures are discussed
.below,

1. Leave of Absence (Sec. 37, 38 and PAR. 13)

An employee's request for 3 leave of absence should be processed oy the
ilocal Lapor 3ervice Director only arter approvai oy che appropriate _epartment
Head or Appointing Authority and should be requested for a specific peried. For
leave of more than 14 days a written request must be filed with the Appointing
Authority. 7For any pericd longer than three menths except Ior iliness as
evidenced by the certificate of a registered physiclan or election to office,
prior approval by the Labor Service Director must be requested. The request
must be made in writing to the Appointing Authority at least 21 days in advance
1f practicable and receive prior approval by the local Labor Service Director
after written request by the Appointing Authority at least 14 days in advance if
practicable.

Internal review of Chapter 31, Section 37, as recodified by Chapter 393
of the Acts of 1978, indicates that there 1s ncthing in the statute fo preclude
Appointing Authority approval of a leave of absence for personal reasons ror a
permanently appointed employee who is still serving the probatlonary pericd.
Such a leave is granted at the discretion of the Appointing Authority; however,
any smployee who is given such a leave of absence, TMST, JpOn return o ohe
position, complete the unexpired portion of such provationary zericd.

Once the local Labor Service Director has determined that a leave of
absence may be approved, the following information should be noted on the
Employee Record Card:

a. The last date of paid employment

b. The reason for the leave

c. The period of the leave (a calendar card should also be prepared)
d. The correspondence file number or ldentifying document

2. Military service

The local Labor Service Director should ensure that the following
information is noted on the Employee Record Card:

a. The last date of pald employment

b. The reason for the leave

c. The name of the military substltute, 1f any

d. The correspondence file number or identifying document
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3. Workmen's Compensation for Injury

A permanent employee who 1s Injured in the performance of duty and who
is pald campensation under General Laws, Chapter 152, 1s entifled to be absent
during his probationary period, but no formal leave of absence is necessary in
such a case. In any instance of absence due to work-Incurred injury, the local
Labor Service Direcor should note the following on the Employee Record Card:

a. The last date of pald employment
b. The circumstances for the ieave
¢. The correspondence file number or identifying document

4, Suspension for Cause (Sec. 41 and 42)

- There 1s no provision in the law for such actlon during the probaticnary
period. The following infeormation should be noted on the Employee Record Card:

3. The last date of pald smployment
b. The period of the suspension and anticipated date of return to work
2. The correspondence number or ildentifying document

5. Lay=0ff for Lack or Work or Money/Pesition Abclished (Sec. 39 through 45)

The local Labor Service Director's first responsibility upon ceing
notified of an actlon in this category is to verify that the lay—off or .
abolition of position is in accordance with MGL Chapter 31, Section 39 and has
been effected through the provisions of M.G.L.Chapter 31, Section b1,

If it is determined that- the action is in accordance with the sections
of the law specified above, the local Labor Service Director should proceed as
follows: .

3. The name of any permanent full-time or part-time smployee who has heen
terminated as a result of a layoff or abolition of position is to be placed on a
pe—employment 1ist by the local Labor Service Director accerding to
M.G.L. Chapter 31, Section 40, and the name shculd be remeved from the seniority

oo o
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b. The name of a seasonal, permanent intermittent or permanent
recurrent employee who is lald off due to lack of work or morey is not placed on
the pe-amployment 1ist but should be retained on the roster. In this
instance, no Form 56 (Absence and Termination Notice) need be processed.

¢. Seasonal, permanent intermittent or permanent recurrent employees
1aid off during the probationary period due to lack of work or money are
retained on the seniority roster. Again, no Form 56 is to be processed in such

instances.

In any action involving lack of werk or money or abolition of position,
the local Labor Service Director should ensure that adequate documentation
relating to the clrcumstances of the action is retained in file.

The Fmployee Record-Card for each affected employee should contain a
notification of:

a. The last date of pald employment

b. The action taken
¢. The correspondence file number
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6. Terminations

In any instance of termination, whether volimtary or involuntary, it is
the local Labor Service Director's responsibility to ensure that a complete
Form 56 has been prepared and submitted by the appropriate Department Head or
Appointing Authority. No position vacancy resulting fram a termination of any
kind should be filled until the Form 56 has been submitted and notation of the
action made on the previous employee's record card. The Employee Record Card
should indicate the following:

a. Res;sggtion:

{1) The date of the resignation

{2} Indication that the action was a resignation and
notation of the reason, if given

(3) The last date of paid employment

(4) The correspondence file rumber or identifying
Aocument .

. fetirement/Pensicn/Death:

Q

(1) The date of the action

(2) The nature of the action

{3) The last date of paid employment

(%) The correspondence file number or identifying
document

c. Expiration of Temporary cor Provisicnal Employment:

(1) The last date of paid employment

(2) The reason for the termination (establishment of an
eligible 1ist, end of funding periocd for temporary
amployment, ete.)

d. Cischarge for Cause:

The last date of pald amplovment

The reason for the Serminaticn. For & CETROrary
enployee, documentaticn should be forwarded to the
Bureau of Local Goverrment Services, Department of
Personnel Administration, for a determination by
the Personnel Administrator as to whether the
employee'’s name should be remcved from the
eligible list

{3) The correspondence rnumber or identifying decument

Py b
LA

7. Reinstztements (Sec..39 and 46)

Reinstatement of a person separated fram his/her positicn may, at the
discretion of the local Labor Service Director, be alicwed to the same op
another departmental unit in a position having the same title or a lower title
in the same series, provided that the Appointing Authority provides in writing
the reasons why such a reinstatement would be in the public interest. No
request for reinstatement can be approved after a separation from service in
such position for over five years if there is a sultable eligible 1list in
existence containing the names of two (2) or more persons avallable for
appointment or promotion to such position.




48—

Specific instances of reinstatement require the following documentation
and notation on the Employee Record Card:

a. Reinstatement After Leave of Absefice

(1) Effective date
(2) Action taken
(3) Correspondence rumber
(4) Date of seniority recomputed in accordance with
Section 33 if the absence was in excess of
six (6) months. (CGontinulty of service 1is not
considered to have been Interrupted by an absence
from the payroll of more than six (6) months, if
abserice was due to perscnal iliness or educational
leave.) . ‘

b. Reinstatement After Military Service

Zrior To approving sucn action, %he local _aber Zervice Zirector st
receive a copy of the employee's Honcrable Discharge or Release from Active Duty
and the Physician's Zertificate regquired by the Statute of 1941, Chapter 708,
Secticns 2 and 3. ' '

The record should contain:

(1} The effective date

(2) The action taken

(3) Record the employee as a Veteran if eligible under
Civil Service Law (or verify previous status as
Veteran if already established)

{U4) The correspondenice fils umber

(&) Seniority date is not affected if the action
sonforms to the statute clted above and Secticn 33

>. leinstatement artar Tnjury/Worxmen's ocmpensation ase

If an employee out on Workmen's Compensation is recelving partial pay,
reinstatement forms are not required, but the date the employee resumed work
should be furnished and posted.

(1) Effective date

(2) Action taken

(3) Correspondenice file number

(4) Seniority i1s not affected if the action conforms to
M.3.L. Chapter 31, Section 33

d. Reinstatement After Suspension for Cause

(1) The effectlive date

{(2) The action taken

(3) The correspondence file number

(4) Date of Senlority must be recomputed if the absence
from the payroll was for more than six (6) months
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. e. Reinstatement After Lay-Off/Lack of Work or Money/Fosition
Abolished (Permanent Employees - Form 10)

The local Labor Service Dirctor should verlfy that the action of
reinstatement is in accordance with M.G.L. Chapter 31, Section 39.

(1) Note the effective date
(2) The action taken
(3) The correspondence mumber or identif'ying document

In the above instance the local Iabor Service Director will Petain the
Employee Record Card in the active [ile and on the seniority roster Jor five
years from the date of the above action and, in the meantime, will submit for
reinstatement in the same department in-accordance with seniority in service i°
a position in the same category is to be filled in that department. If an
employee is reinstated within a two-year period from the date of above action,
‘the name is to be removed I'raom che reemployment 1ist; otherwise 1t will oe
removed at -the sxpiration of the Swo-year veriod.

f. Reinstatehent After Discharge (Form 10)

Nete on the reactivated record card:

(1) Name cf the Department/Divi51on

(2) The effective date

(3) The action taken

(4) The status to which the employee is reinstated

(5) The type of employment

(6) The title of the position

(7) Salary

8) The correspondence number

3) Date of seniority must %e recomputed i the amployee
w#as absent Irom the payroll in excess of 3ix {(6) months

(
(

Should the wocal Labor Ssrvice Director discover at the wime oI naking
a reinstatement co che payroll o7 a former =mployee Chat n2/she 1083 0T Lave
the earlier Employee Record Card, a written. request for that card should be
forwarded to the Bureau of Local Government Services, Department of Perscrnel
Administration.

g. Emergency Service After Retirement (Form 10 and 10A)

M.G.L. Chapter 32, Section 91(a) provides for emergency service after
retirement for a period not to exceed one year in any position. Such action is
taken after certification by the Appointing Autherity and the loecal Laber
Service Director if the position 1s subject to Civil Service Law, and rust alsc
be certified by the City Manager in a city having a Plan D or Plan E Charter, by
the Mayor in any other city or in the case of a town employee, by the Board of
Selectmen. Such certification shall state that:

(1) An emergency exists

(2) A vacancy exists

(3) There is no person having the same or similar skills
for such position
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~The local Labor Service Director should note that if a suitable
eligible 1list exists to f111 the position, the request for emergency service
cannot be appreoved. In the event that there 1s no such list, the local Labor
Service Director shall attach the above certification to a Form 10A.

The statute permits employment:

(1) Of any retired person regardless of age cr whether
actually recelving a penslon cor of any employee
about to be retired

(2) At the same or a different pesition in the same or
g different z2gency or department

(3) Whether or not such smergency immediately follows
the date of retirement

The local lLaber Service Director may approve further emergency service
of a retired amployes who was =mployed in =mergency service Jor less than one
year and who terminated such services, so that he/she may again be employed
under the same conditions, nrovided ©<hat <he Total smergency sService ices notT
exceed one year.

The Zrmloyee Record Card should include the ZTollowing information:

The name of the Department or Division
Indication of type of appointment

The effective date

The type of service

Type of emmloyment

Title of ..  Ztion -

Salary

Approved period of employment
Correspondence’ aumber

N P N N P
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A calendar card should also be prepared to flag the terminal date of
the amergency service appointment.

h. Temporary Employment After Retirement (Form 10 only)

M.G.L. Chapter 32, Section 91(b) provides for temporary employment
after retirement for ninety working days {720 hours) in a calendar year. Such =
- person must have had Civil Service status in the position requested.

Note on the Employee Record Card:

Name of department or division

Indication that this is temporary employment after retirement
The effective date

The type of service

The type of employment

The title of the position

The salary

The approved period of employment

The correspondence number

P e M e T T W e N

—~—
WO -1\ S =
Nt N N S e N N N N

A calendar card should be prepa:ed.
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8. Transfer — Permanent or Temporary (Form 9)

Only permanent employees who have campleted the probatlonary period
(i.e. are tenured) are eligible for transfer. A transfer is a change In service
from one department to a similar position in ancther department or from one
division to another division in the same department if such divisions have been
established by statute, ordinance or by-law. (If no divisions have been so .
established, a move fran one area to another in the same department without a
change in title is considered an assigrment rather than a transfer). Transfers
may also be made from one municipality to another and to or fram a state agency
in the Commonwealth. The Employee Record Card should contain the followlng
information:

a. Name of department or division

b. The action taken

c. The type of service ‘

4. The offective date of the action

e. Status

7. The type of amployment

Z. The title of the pgosition

nh. The salary '

1. The approved periods of empleoyment if temporary
J. Correspondence Cile number

In the case of the transfer of an employee upon his/her request, from
one department to another in the same or ancther municipaiity or to the
Commonwealth, the individual's date of seniority must be reccmputed (and noted
on the roster and record card) from the date of the transfer until the
completion of three years service in the department to which the employee has
transferred. At that time, the employee will revert to the senlcority date held
prior to the transfer.

In the case of a transTer which is not upcn the request of an employee,
the employee's seriority date does not change and continues tc te computed I'rom
the date established vrior %o the date of the transfer. Seniority is not
iwfactad - the Tunetions <r 2 =ositlion occupled Dy a serson holding sermanent
status under oivil 3ervice Law and fules are transierred O inother departmens,
division, board or commission.

9. Assignment

An assigment is an action taken by the Appointing Authority which does
not involve a change in duties or title but rather is an extension of the
employee's duties and which bears a close relationship to his/her position. In
same instances, there may be an additional compensatlon of a reasonable amount
attached to such an assignment. It is within the authority of the Appointing
Authority to make or terminate an assignment. Record cards should indicate:

a. That the action is an assignment

b. The date the assigrnment begins

c. The nature of the assigmment

d. Additicnal compensation provided, 1f any.

e. Perlod if specified (otherwise considered to be indefinite)
f. Correspondernice number
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10. Emergency Service Appointménts (Form 284)

The local Labor Service Director should approve an emergency
appointment only when the Appointing Authority has clearly set forth the reasons
why such an appointment 1is essential to the public good. Employment under these
circumstances must not exceed 30 working days (or 240 hours if employed on an
hourly basis) in a sixty calendar day period. An emergency appointment may be
renewed only once in a twelve-month period, except where publlc health or safety
is demonstrably invoived. Only in such instances may a second renewal be
permitted in a twelve-month periocd.

In the case of an original appolntment of a laborer, however, an
extension of fifteen days may be approved effective imedlately fcllowing the
thirty-day appointment, but no furtber emergency employment of that individual
may be permitted until one year has elapsed from the date of the thirty-day
appointoent.

15 a ~ule, smergency =mployment neesd not e posted on Zmployee Record
Cards. Excepticns are made when:

i. The smergency appointment serves as 2 restoration to the
payroll for computing the sendority date for a former
permanent employee because of continuocus service in the
same department to the date of permanent relnstatement
or subsequent permanent appointment, regardless of
wnether the intervening employment was on an emergency,
provisional or temporary basis prior to acquiring
permanent status again. :

b. 4n employee recelves an emergency appointment at
snother citle in the course of nis/her regular
=nployment.
TA “hase instances, an Tmployee Record Card should e nreparsd

—

sontaining she Jollowing information:

a. Neme of department/division

b. Indication that the action is an emergency appointment
c. Date on which employment actually begins

d. Title of position

ge. Salary

. Approved period of employment

g. Ildentifying document nunoer for cross-reference purposes

The local Labor Service Director should simultaneously prepare a
Calendar Card (Form 338) which will serve to alert him/her to the expiration of
and need to terminate the approved emergency appolntment.
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11. Appeintment — Permanent and Temporary Appointments {(Form 14)

This is defined as an appointment after certification from an

eligible 1list to full~time, intermittent, part-time or recurrent empioyment.
The Employee Record Card should include:

a. Name of department/division

b. Indication that it is an appointment
c. Date employment begins

d. Type of service

e. Status

" f. Type of employment

2. Title of position

n. Salary

i. Type of eligible 1ist -~ whether established from an open
competltive axamination, a reemplcoyment list, or a part-
time, intermittent and recurrent or reserve list

oi. Approved period of employment I camporary, inciuding
end date -

“. & 3 militsry substitute appointment. name 27 nerson

©on miiitary leave

1. Correspondence file number cr identifying decument

i2. Provisional Appointments (Form 15)

Provisiocnal appointments are made when there i1s no suitable list.

They may be made on a permanent or temporary requisiticn and on a full-time,
intermittent, part-time cr recurrent basis. The ZProvisional Record Card should

inelude:

Name of department/division

. Indication that it is an appointment

. Jate employment Legins

. Type of service

Status

. Type of employment

. Zitle of zosition

. Salary

. Approved provisional appointment pending establishment

of eligible list, "PEELY, if on a Form 13 for
permanent position.

J« Notified by Appointing Authority of provisional appointment
made”by AA pending establishment of eligible list' if on a
permanent requisition

k. Approved provisicnal appeintment with period of
employment if on a temporary requisition Form 13.

1. Notified by Appointing Authority of provisional appointment
made (by AA) with period of employment if on a temporary
requisition

m. Correspondence file mumber or identifying document

He DTy vhaD v G OF

Extension of Temporary and Provisicnal Fmployment

a. Date extension begins
b. Period of extension
¢. Correspondence file number or identifying document
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13. Promotion — Permanent cr Temporary (Approved by Letter)

A promotion is made in accordance with the provisions of General Laws,
Chapter 31, Section 29. The reccrd card should note: '

~ a. Name of department/division
b. Indicaticn that it is a promotion
c. Effective date of promotion
d. Type of service :
e. Status
f. Type of employment
Z. Title of posifion
h. Salary
i. Approved period of employment, if femporary,
including end date )
j. Correspondence file number or identifying document

14, Provisional Promotion (Approved by Letter)

A orovisional promotion Is approved on this basis only if requirements
af Jeneral _aws, Chapter S1, Zection 9 have seen met o D Che sramotion takes
place while the employee is serving the probationary periocd in cormection with
his/her permanent appolntment. Such a provisional promotion will be authorized
yntil the completicn of the probaticnary sericd when, if requested, the X
promotion will be approved on 2 permanent or temporary basis depending on the
type of requisition filed. o

15. Extension of Temporary and Provisional Fmployment or Promotion

a. Date extension begins
b. Pericd of extension ,
¢. Correspondence file number cor identifying document

16. Change in Juties

Any substantive change in dutles of an amployee would require proper
sction in conformance with She applicable Civil Service statute. @ The Jhunicizel
Stassitication 2lan for lassacnusetts states that “nasmuen as an amployee nay e
required, as part of his regular duties, %o perform duties of a higher level
within the same series on a temporary basis, any extra compensation for the
performance of such duties for a temporary period not exceeding thirty days
shall be considered compensation for the performance of regular duties for Civil

Service purposes.

17. Change in Name

Change in name of an employee should be entered on the employment
record card, on the index card, on a cross-reference card (puff colored, unruled
card) filed alphabetically under the former name but indicating on 1t the new
name of the employee, and on the appropriate roster of employees.

18. Decisions

Decisicns of the Persorrel Administrator as well as decisions rendered
by the Civil Service Commission, if pelative to a municipal employee, should be
posted on the employee's record card noting the information pertinent to the

case.
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19. Resignation Because of Illness

Whnen a permanent employee resigns because of 1llness, he/she may, if
he/she so requests in writing, have his/her name placed on the reemployment 1ist
for a two—year period fram the date of such resignation.

PART C - EMPLOYEE ROSTERS

At the time of implementation, the local Labor Service Director
receives copies of the Department of Personnel Administration's Employee
Rosters. Maintenance of the rosters, which 1ist by class of service and
department every individual lawfully employed in a Labor Service positicn
covered by Civil Service, 1s a statutory requirement under Chapter 31,
Section 71. With the implementation of PAR. 20, the municipality assumes
responsibility for accurate maintenance of the rosters in accordance witn Civil
Service Law. - :

1. Boster Format

‘Rosters &re vtrepared amd maintained alphabetically for every department
sstablished oy statute or ordinance within the municipality.

Departmental sections are prefaced by a list indicating (1) all Labor
Serrice Sitles zpproved within the Municipal Classification Plan for that
Department (2) the Municlass Code Number for each title and (3) the letter code
assigned to each title for use throughout the departmental roster.

Fach departmental section is then divided into four 1listings of
employees: Permanent, Intermittent, Temporary, and Provisiocnal.

a. Permanent Employees

Permanent employees are listed on the roster sheet chronologically
:n opder of senicrity date. Each smployee is listed last name first, The
aporopriate 4itle code from the Departmental preface sheet is indicated by the
empicyee's name to show current positicn occupied. Veteran's status 1if any
77 = yeteran; W = disabled veteran) and sex are indicated in the apprepriate
salirm.  The "Remarks! secticn 5 uased Sor actation of provisicnal promoticns,
disciplinary acvions, and other explanatory information pertaining to or
affecting the status of that employee. Termination of a permanent employee is
{ndicated by drawing an ink line through the employee's name and indicating in
the "Remarks" section the reason for separation from service (see Appendix for
sample roster).

b. Permanent Intermittent Employees

Permsnent intermittent employees are listed on the roster
chronologically in the order of seniority date in the same marmer as the
permanent employees with the same information included. The permanent
intermittent roster in the Officlal Service is filed immediately followling the
permanent (full-time) roster. In the Labor Service the permenent intermittent
rosters are filed behind the permanent (full-time) roster in thelr respective
classes, it.e., Classes I, 1T and III.
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c¢. Temporary and Provisional Employees

Following the permanent roster or the permanent intermittent roster
(if there is one) for each department are the rosters listing temporary (after
certification) and provisional employees. Each of these rosters lists employees -
alphabetically with title, and date and period of approved employment.
Additions to or deletions from the list of approved mmiclass titles should also

be noted.

PART D — SECTION 67 ANNUAL REPCRT

Careful maintenance of the Employee Departmental Rosters will greatly
simplify the task of responding to the amnual statutory requirement of
M.G.L. Chapter 31, Section 67.

Section 67 requires that =ach municipality amnmually prepare and provide
to the Persornnel Administrator a list of all Civil Service employees in each of
its departments as of January 2nd of each year. The reports ars ordinarily
required to be supmitted on cor befcre Marcn I =l Ihe same year, in a specific
format develcped by the Department of Perscrnel idiministration.

Upon implementation of PAR. 20, the local Labor Service Director
assumes responsibility for the submission of the Sectlon 67 Report for all Labor
Service employees in every department within his/her municipality.

Preparation of the Report should originate in the office of each
appropriate Department Head or Appointing Authority. Upon review of the report
by the local Labor Service Director for consisterszy with the departmental
rosters and employee record cards maintained in iniiz/her office, the Appointing
Authority and the local Labor Service Director shall sign the Report and forward
a copy to the Bureau of Local Goverrment Services, Department of Personnel
Administration. Simultanecusly, the Appointing Authority must ensure that
copies of the list are posted in all areas where [lve cor more Civil Service
employees begin their tour of duty. The date of posting must be clearly
‘ndicated on She 1ist and the nosting will remain accesslblz to =amployees in
she nublic area identified for 4T lesast one year.

PART E - SENICRITY

1. Computation of Seniordity

"Seniority" of a Civil Service employee is defined as his/her ranking
based on length of service. This is computed in accordance with M.G.L.
Chapter 31, Section 33, which specifies that the senlorlty date 1s usually
considered to be the first date of full-time employment as a permanent
employee, including the required probationary perioed, in the departmental unit.

However, a wide range of circumstances or persornel actions may operate
to affect or to change the senlority date of a permanent employee. Such
instances would include voluntary transfers, returns to service after
resignation, disciplinary actlon, or leaves of absence.
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a. Absence of less than six mecnths will not affect seniority.

b. Absence fram the payroll for a period of more than six months will
not affect the seniority date of the employee if that absence was the result of:

1. Miiitary service, illness, educational leave, abolition
of position or lay-off because of lack of work or money.

2, Injuries received in the performance of duty for which
compensation was paid pursuant to Chapter 152,
providing that the employee notifies the Appointing
Autherity in writing no later than 3ix months after
the final payment of such compensation that ne/she
is ready, willing, and able to do his/her former
work and fiies with the Appeointing Authority a
vhysician's certificate indicating fhat he is able
Lo perform che duties of nis pesition in an erficisnt
Tanner and iz then restored o the nayroil.

N the instances citad above, continudty of service is a0t cconsidered
to have been interrupted even if the employee has been absent from the payroll
Tar 3 period n excess o gix months.

¢. In other instances of absence {rom the payroll of more than six
months, the length of service is cordinarily eomputed from the date of
restoration to the payroll unlass the employee performs contlmuous service upon
his restoraticn for a pericd of twice the length of his or her absence from the
payroll. At the completion of that period, length of service should be
recomputed by adding the period of the absence to the date of coriginai
employment.

Wnen oomputing zates of seniority or amployees:

1 Menth = 30 days

notT = 17 A
Lo.gar ¥ oo T0nNTOs

One day® 1s deducted fram period of absence to coampensate for fact that
perscn was employed on both days, i.e., resignation date and reinstatement date.

The full text of Section 33, which sets forth the statutory
requirements pertaining to seniority date and its recalculation when necessary
follows in the Appendix. Specific examples of some more complicated
calculations which may be performed in instances of changed senlority date are
given below.

The local Labor Service Director is responsible for ensuring the
accurate recording of all Leabor Service employee seniority dates and for making
changes in those instances which so warrant. Changes 1n seniority date should
be noted on both the employee record card and on the appropriate departmental
roster. Changes to seniority date which may be temporary and which will revert
to another date after a defined period of service should be noted in pencil on
the departmental roster and employee record card.
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2. Reinstatement in Same Department

a. Example of Absence more fthan six months

1.15.70 Permanent appointment (probatiocnary period served)
8.23.73 Resigned
11.20.77 Relnstatement (must be at same title at wnich permanent
status was established or permanent appointment at same
or different title)

Year Month Day

10 30
77 - 11 -~ 20 Restcoration date
73 - 8 - 23 Termination date
4 - 2 - 27
1%
T 2 -~ 26 Absence
. 2

3 - % = 52 Twice pericd o' absence ,
77 - 11 - 20 Restoration date and current seniority date
ECEE '

1 2 .
86 = 5 - 12 = 5.12.86, Date eligible for earlier seniority date
0 - 1 - 15 Original appointment date

4 - 2 - 26 Absence '

T4 - 3 - 41
1
74 - 4 - 11 = 4,11.74, Eventual date of senicrity

Data Af Seniority is 11.20.77 until 5.12.36 when it will be 4,11.74

“mploves Record Tard - Mota in nencil on latest zard Seside

~—a R ad wr 1 1+ .
18Te oI senicrlTyl

4.11.74 Date of Sen. is 11.20.77
until 5.12.86

Roster - Type in chronoclogical sequence 1n "ate of Seniority" Column
using date of 4.11.74 with pertinent information typed in other colums
on same line; in "Warning" Column note the following in ink on line
with date of seniority:

D. of S. is 11.20.77
until 5.12.86

When employee has sefved twice the period of the absence, erase the
restoration note from the card and cross this out in ink on roster.
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" b. Example of Extended Leave for Family Illness.

3- 5-65
4. 3.76

Permanent appointment (probationary period served)
Last date of paid employment - leave of absence approved
for six months due to illness in family

10. 3.76 Extension of leave of absence approved for six months
due to 1llness in family
3.15.77 Relnstated
Year Month Day
6 = 12
77 - 3 = 15 Restoration date _
76 - 4 - 3 Last date of paid employment
o0 -~ 11 - 12
- 1%
11 - 11 Absence
X2
22 =~ 22 Twice pericd of absence
77 = 3 ~ 15 Restoration date and current seniority date
M7 - 25 = 37
2 - 1
79 - 2 - 7=2.7.79 ~ Date eligible for earlier seniority
65 - 3 - 5 Original appcintment date
11 - 11 Absence
65 - 14 - 18
1
66 - 2 - 16 Eventual date of seniority

Date of seniority is 3.15.77 until 2.7.79 when it will be 2.16.66

Fmployee Record Card - Note in pencil on latest card beside

date of seniorisy:

2.16.66 Date of Sen. is 3;15.77
untili 2.7.79

Roster - Type in chronclogical sequence in "Date of Seniority"

colum using date of 2.16.66 with pertinent information typed in
other coclums on same iine; in "Warning" column note the
following in ink on line with date of seniority:

D. of S. is 3.15.77
until 2.7.79

When employee has served twice the period of the absence, erase
the restoration note from the card and cross this out in ink on
roster. '
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‘c. Example of Absence from payroll less than six months

5.6.72 Permanent Appointment (probationary period served)

7.5.77 Resigned
12.5.77 Reinstated or reappointed in same department

Absence fram payroll was for less than six months; therefore, upon
reinstatement on 12.5.77 in same department, employee was eligible immedlately
for the date of senlority of 5.6.72. '

Employee Record Card - Note in pencil on latest card beslce
date of seniority: 5.6.72

Roster — Type in chronological sequence in "Date of Senlority"
colum using date of 5.6.72 with pertinent information typed
in other columms on same line.

d. Example of Criginal Probatiocnary Period Not Completed

4,11.68 Permanent appeintment (probationary period not completed,
so no credit is given for this employment when computing
seniority in service)

8.30.68 Resigned

9.11.69 Permanent appointment

Date of seniority is 9.11.69

Employee Record Card - Nete in pencil on latest card beside
date of seniority: 9.11.69.

Roster - Type in chronclogical sequence in "Date of Seniority" Colum

using date of $.11.69 with pertinent information typed in other
columns on same line.

3. Reinstatement to a Different Department

When reinstatement is made pursuant to M.G.L. Chapter 31, Section 46,
and the employee is restored to employment in a departmental unit other than
that in which he or she worked previocusly as a full-time employee,-senlority
date upon reinstatement 1s computed from the date of that relnstatement until
the employee has provided continuous service in the new unilt for three years cor
twice the length of his or her absence from the payroll, whichever 1s greater.
At that time, the seniority date is computed based on the earlier service.
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Example of Reinstatement in a Different Department
After Ahsence from Payroll Less Than Six Months

5.6.72 Permanent appointment - Assessing Department {probationary

pericd served)
7.5.77 Resigned
12.5.77 Relnstated in Public Works Department

Date of seniority is 12.5.77 until 12.5.80 when it will be 5.6.72
due to requirements of General Laws, Chapter 31, Section 33 which
states that in case of reinstatement in a department in which a
person formerly had 'a permanent Civil Service status, seniority

.8hall be computed as set forth in Section 33. In the event of a
reinstatement in a department other than that in which a person
formerly nad a permanent Civil Service status, seniority shall be
computad {rom date of reinstatement for three years ar twice the
length of absence from the payroll, whichever- is greater,

card cesice
2 = late oF

fmployee Reccerd Card - Note in peneil on latest
date of senicrity: 5.o.
un

senicrity iz 12.5.7
Roster - Type in chronological seqguence in "Date of Seniority"
column using dave of 2.2.72 with pertinent informavion cyped
in other columms on same line; in "Warning" colum note the
following 1n ink on line with date of seniority:

D. of S. is 12.5.77 until 12.5.80
When employee has served twice the period of the absence, erase
the restoration date from the card and cross this out in ink

on roster.

4. Change in Appointment,/Same Department/Same Apvointing Authority

If employment of a permanent full-time smployee changes through either
an sriginal oroa oromotional ippointment or Transrer {rom one lepartmental ois
ol Zhe Jommonwealth S0 another anter the same Aopointing authorizy, or “rom one
division or departmental unit to another within the same city or town, his or
her seniority date wilil be that which was used to compute length of service
immediately prior to the appointment or transfer.

5. Change in Appointment/Different Department/Change in Municipality

If the employment of a permanent full-time employee changes as a result
of an original or promotional zppointment from cne departmental unit of the
Commonweaith to another, not under the same Appointing Authority, or from one
departmental unit to ancther not within the same department in a city or town,
or from one city to another, fram a city or town to the Comonwealth, or from
the Commorwealth, to a city or town, the seniority date is computed from the
date of such change in employment. However, if the employee completes one year
of continuous service in the new employment, the date which was used to compute
the employee's length of service immediately prior to the change is used.
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Example of permanent appointment or promotion in different
department after absence from payroll less than six months
(seniority retarded one year):

7.13.76 Permanent appointment (probationary period served -
Auditing Department)

9.15.77 Resigned

12.23.77 Permanent appointment or pramotion - Park Department
Date of seniority in Park Department is 12.23.77
until 12.23.78 when it will be 7.13.76.

Employee Record Card - Note in pencil on latest card beside
dzte of senicrity.

7.13.76 Date of Sen. is 12.23.77
until 12.23.78
Roster - Type in chronclogical sequence in "ate of Senicrity" cclum
USing date of 7.13.76 with pertinent information Cyped in other
solumms on same line; in "Warning” cclumn ncte the Tollowing in K
~n Line with dave of seniority:

D. of S. 1s 12.23.77 until 12.23.78

Wnen employee has served twice the period of the absence, erase the
restoration date fram the card and cross out in ink on roster

6. Involuntary Transfer

There is no change in senlority date for an employee whose employmment
is changed without his request from one departmental unit of the Commonwealth to
another not under the same Appointing Authority, from one departmental unit to
another not within the same department, from one city or town %o ancther, from
-he Commonwealth to a city or town, or from 2 city or town to the Commonwealth.

7. Voluntary Transier

o 3 tpransTer as described in ltem > IS made, obut is zade upon tioe
request of the employee, seniority date is computed Irem the effective date of
that transfer. However, if the employee canpletes three years of continucus

service in the new employment, the earlier date, that used To compute senicrity

imediately prior to the transfer, is used.

8. Position Charged from Non-Civil Service to Civil Service (Section 56)

Where a permanent officer or employee in any departmentai unit had
formeriy occupled in the same departmental unit a ron-Civil Service coffice or
position which 1s subsequently made a clvil service position by statute, or by
rule, or by acceptance by a city or town of provisions of thils chapter or any
other statute, the date which shall be used in computing length of service of
such officer or emplcyee for purposes of determining seniority shall be the
earliest date of continuous employment which has not been interrupted Dy an
absence from the payroll other than an absence speclified in clauses (1) and (2)
of the first paragraph of Section 33. However, when an incumbent acquires by
statute permanent Civil Service status in a position which, previous to the
effective date of such statute, had become a Civil Service position, the date
from which his length of service shall be computed shall be the effective date
of such statute, unless otherwise specifically provided therein.
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9. Less than Full-Time Appointments

When appointed to a permanent full-time position, a permanent appointee
to a less than full-time position (1.e., intermittent, part-time, recurrent,
Reserve or Call Service), recelves as the date of senlority, the date of such
full-time appointment.

If such permanent full-time employee reverts to a less than full-time
positlon on a permanent basis in the same department and at the same title as
previcusly held on the less than full-time basis and continuity of service has
not been interrupted by an absence fram the payrcll for more than six months,
the date of senlority reverts to the date of original appointment to the less
than full-time position. Similarly, if an employee recelves another permanent
appointment on & less than full-time basis in the same department, the date of
semiority is computed from the original date of permégnent appointment to the
less than full-time position, or if such permanent appointment 1s in another
department, and continuity of service has not been interrupted, then after one
year, the date of senlority would be computed from the date of original
appointment to the less than full-time position.

N.B. Tor certification purposes (PAR. 3.9), the date will
be the date the employee reverted to the less than
full-time status, or received the subsequent appointment
to a less than full-time position.

If the status of a full-time employee 1s changed to less than full-time
status in the same department, the date of sendority is the date of such change
both for seniority and certification purpcses. If such employee is returned to
full-time status in the same department elfher by appointment from the list of
less than full-time employees or by reinstatement and continuity of service was
not interrupted, the date of senlority reverts to the original date of the
full-time appointment. : .

Cafeteria Helpers in the Schocl Department are not employed during the
surmer months. If permanent full-time Cafeteria employees resizn at the
beginning of the new school year, thelr absence is computed from the date the
fzrm was orepared (1f no actual date of resignation 1s specified) rather than
from che Last date of paid employment at the end of the previocus school year.

In the case of permanent Cafeteria emplcyees and other permanent
employees appointed on an intermittent, reserve or call basis, the absence 1s
camputed from the date the form was prepared (if no actual date of resignation
is specified) rather than from the last date of pald employment which may have
been months prior to the submission of the form, as such employees would not have
a regular schedule of employment but would be employes on an "as needed" basis.
If the avallable information indicates that such permanent intermittent, reserve
or call employee was not employed of his own volition due to reasons that would
interrupt continuity of service, then the absence 1s computed from the last date

of pald employment.

In the case of permanent part-time employees who normally have a fixed
schedule of employment, if an absence is in excess of six months and if for
reasons that interrupt continuity of service, the absence 1s computed from the
last date of paid employment upon subsequent appolntment or relnstatement to a
less than full-time basis. .
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VII. GENERAL INFORMATION

Part A - Audit

A random audit of Labor Service functions delegated to each
mmicipality under the requirements of PAR. 20 will be conducted.

The audit will include an examination of any or all materials related
to the Labor Serviee functions and responsibilities of the local Labor Service

Director.

A formal written report of audit findings will be forwarded within
four weeks of the audit, simultaneously to the local Labor Service Director, the
Chief Administrative Officer of the municipality and the Personnel
Acdmintstrator.

A written response by the local Labor Service Director to the audit
report findings citing speciflc corrective measures taken (if required) shouid
he “orwarded to the Bureau cof Local Goverrment Services within three weeks from
receipt of the audit findings.

Part B - Municlass Manual

A manusl which is a master 1ist of all current epproved municipal
position titles 1s avallable to municipal Appointing Authorities. The
occupational and title definitions listed in-the Municlass Manual may be applied
by any City or Town within the review and approval of the Classification Bureau
at the Department of Personnel Administration and the Civil Service Commission.

The occupational series and job titles were developed to standardize
titles and classification criteries and was the result of a review of position
descriptions, requisitions and input from municipal officials. The Municlass

vanual is not a classification system for salary purposes so there is no
uniformity of pay rates or grade levels. Therefore, the same positlon may have
43icfepent salaries and grade levels in different commnitises.

-

Determination of an appropriate title should be based on the following:

1. All those performing essentially the same work should
have the same job title,

2. The title should reflect the major duties required
and should:

s. Be as brilef as possible and in logical form;
i.e.,, Electrical Lineman, not Lineman Electrical,

and
b. Indicate the skill and supervisory level of the job.
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The first section of the Municlass Manual inecludes mostly labor,
maintenance, trades and crafts occupations covered under the Labor Service.
Within each category, there are a number of occupational groups of occupations
having related Job knowledge, work methods and procedures. Each occupational
group 1s assigned a four-diglt number with the last two ‘diglits as zeros. For
example, the Woodwork Group general rumber is 4600. Within the group, -
individual occupations are ildentifled by replacing the two zeros with the digits
of that series. The Woodwork Group 1s 4600 and the Carpentry Series is L4607,
A letter is added to 1dentify a specific title in the series. Therefore, the
Woodwork Group is 4600; the Carpentry Series is 4607 and a Carpenter is MEOTA
while a Carpenter's Helper 1is 4607B.

Frequently used titles vhroughout the Munlclass Qanual are:

elggr - performs laboring duties in direct support of a journeyman
a particular trade or craft. Journeyman Helpers are NOT

EDEPDUt*CQS working soward ‘aurne;man status ‘n a particular srade.
Titles are constructed by vrefixing the word "Fe1ner" by a

Jourmayman crade “itls such as Carpenter Helper, Ilectrician Heliper,

2. Apprentice - performs duties of higher skill to assist the
Journeyman crafosman and _earm that trade. An apprentice atfends
classes as part of the apprenticeship program.

3. Working Foreman - works and supervises journeyman craftsmen and
lower skililed workers, makes work assignments, enforces regulations
and discipline, reviews work of the crew for campliance with
instructions and conformance with accepted trade practices. The
Working Foreman is skilled and works in the trade supervised. The
title is derived fram the occupaticn supervised; i.e., Working
Foreman Carpenter, Working Foreman Laborer.

Other definitions include:
1. Class - All n»ositions similar in:

a. Kind of work

b. Level of difficulty and responsibllity

c. Qualification requirements tc warrant
simiiar pay

2. Occupation/Series - One or more classes of similar specialized
positions but with differing responsiblliifies or difficulties.

3. Occupational Group ~ Series of occupations divlided into classes
of positions in related trades or activities.

Additions to the Municipal Classification Plan of positions subject to
Civil Service Law and Rule in each city and town must be approved by the State
Personnel Administrator and the Civil Service Commission. The procedures for
requesting the addition of a new title 1s described below under Classification
Plan.
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Part C - Classification Plan

Each c¢ity and town having positions covered under Civil Service law and
rule has its own individual Classification Plan of titles In use from the
Municlass Marmal. This plan 1ists each tltle by class of service, title of
position and Municlass code number.

Upon receipt of a requisition, the local Labor Service Director must
ensure that the title of the requested vacancy is found in the Classification
Plan for his or her municipality. If the title is not found in the Plan, the
loeal Labor Service Director should review the Position Description Form 30
attached to the requisition to find a suitable title based on that description
from those listed in the Municlass Marnual. Should a municipaiity find a
Jpositicn title it wishes to add to its existing approved plan, the commnity
need only notify in writing the Bureau of Local Goverrment Services, Department
=f Perscrnel idministration. All Civil Service documents ncluding
requisitions, employee record cards, and certificates, must indicate the correct
“undclass titis.

If an appropriate title cannot be found from the Municlass Manual, the
municipality may request the creation of 2 proposed new title, The written
request must be asccompanied oy the requisition and Position Description Form 30,
and should be addressed to the Bureau of Local Goverrment 3Services. -

Intensive review of the report is undertaken by both the Department of
Persormel Administration and the Civil Service Commission to determine the need
for the title. Frequently, alternmate title or titles currently in Municlass and
with responsibilities similar o those specified by the municipality may be
suggested rather than the addition of the new title. The local Labor Service
Director will be notified in writing of the Department's determination regarding
e -ropesed new title.

No new title may be added te the Municlass system cr o any
mmicirality's Classification Plan without adnherence to these procedures and

P - - e 1. ] —_ o I H § 4 3 ., — - — R R
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Service Commission.



