INSTRUCTIONS FOR CANVASSING AN ELIGIBLE LIST
Copies of these instructions and canvass documents should be made available to anyone given the responsibility of canvassing certifications or interviewing candidates whose names appear on the certifications. 

1.
The enclosed certification is valid for a period of 60 days from the date of issuance.  The Commissioner of Personnel may extend a certification for good cause shown, however all requests for extension must be in writing and extensions will only be approved in situations where there is a valid reason for not completing the canvass within the initial 60 days.  Appointments must be made within this 60 day period or within the approved extension period.  No appointment can be approved with an effective date that is after a certification has expired and in no event is this certification in effect after expiration of the eligible list.
2. Per Rule XII of the Onondaga County Rules for Classified Service, certifications must be canvassed in writing by mail or by use of a telegram.  Telephone canvass is unacceptable. If the canvass is conducted by mail, candidates must be afforded five (5) business days after the mailing of the canvass letters in which to respond.  When computing the five (5) business days, do not include the date on which you mail the letters.  Candidate’s responses that are postmarked on the 5th business day and are received no later than the close of business two (2) days after this date must be accepted.  For example, canvass letters that are mailed on a Monday should be dated on Tuesday.  The 5th business day would then be the following Monday: a response postmarked with this Monday date and received by Wednesday (2 days after the postmark date) should be accepted.  Responses received after this time frame may be considered at the discretion of the appointing authority.  If a telegram canvass is conducted, responses must be received by the end of the next succeeding business day.  

3. All letters to candidates inquiring as to their availability for employment must contain the following information:

a) Type of appointment – Permanent, Contingent-Permanent (contingent-permanent canvass letters must also include an attached copy of the contingent-permanent rule.), Temporary (indicate the duration of the temporary appointment).

b) Title, Salary (minimum and maximum), hours of work and location of employment.

c) That a failure to reply will result in the removal of the candidate’s name from the eligible list.  

Enclosed is a sample canvass letter illustrating the proper format for canvassing.  We strongly recommend that you adopt this format to be used on your standard letterhead paper.  All replies to your canvass (acceptances and declinations) should be in writing and the original letters returned with this certification.  A copy of the candidate’s canvass letter should be available at the interview to record any declinations offered at that time.  If it is necessary to accept a verbal declination, you must indicate in the Report of Action column on the certification “Verbal Declination” and the reason for declination from among the choices listed on the canvass letter.  Failure to indicate a reason for declination will result in the candidate’s removal from the eligible list.  In the event that a candidate contests how his/her canvass was reported to Civil Service, he/she will be referred to the appointing authority for resolution of their complaint.  It is the responsibility of the appointing authority to verify that the candidate was properly canvassed.  It will be to your advantage to keep documentation on all canvasses.

4. Once an appointment has been made from a resident certification, such resident certification must continue to be used until the list of residents is exhausted.

5.
When canvassing open-competitive or promotion eligible lists, you may appoint any one of the top three highest scoring candidates willing to accept the position(s).

EXAMPLE #1

(1 VACANCY TO FILL)
 
EXAMPLE #2

(1 VACANCY TO FILL)

RANK
NAME

FINAL GRADE


RANK
NAME

FINAL GRADE
1
Laura Jones
95




1
John Jones
95

2
Alan Parks
90




2
Mary Smith
90

3
David Scott
85




3
James Doe
85

4
Karen Murphy
80




3
Mary Roe
85

5
Linda Burns
75




4
Thomas Howe
80

If all of the eligibles in example 1 accept the offer of employment, you may choose either Jones, Parks, or Scott.  These are the three (3) highest scoring candidates who are willing to accept the position.

If all of the eligibles in Example 2 accept the offer of employment, you may choose either Jones, Smith, Doe or Roe.  These are the three (3) highest scoring candidates who are willing to accept the position.  Since there are two (2) individuals tied with a score of 85 (the third highest score) both are eligible for appointment.  

EXAMPLE #3

(1 VACANCY TO FILL)

RANK


NAME

FINAL GRADE
1


Frank Royce
83

1


James Castle
83

2


Mary Scott
74

3


Jack King
72

4


Paula Lee
70

If all of the eligibles in Example 3 accept the offer of employment, you may choose either Royce, Castle or Scott.  These are the three (3) highest scoring candidates who are willing to accept the position.

6. “Report of Action Column”  This column should be completed to indicate one of the following:

a. Permanent appointment (indicate salary and date of appointment).

b. Temporary appointment (indicate salary and date of temporary appointment).

c. Contingent-permanent appointment (indicate salary and date of appointment).

d. Declined appointment (indicate reason for declination and attach letter of declination).

e. No reply (indicate NR and attach copy of original letter sent to candidate).

f. Late Reply (indicate late reply and attach copy of the date stamped returned canvass letter and envelope).

g. Undeliverable mail (attach candidate’s letter with returned envelope).

7. .If you appoint an eligible whose rating includes veterans or disabled veteran credits, you should determine whether the credits must be used in order for the appointment to occur.  If the veteran must use his/her credits to be reached for appointment a VETERANS CREDIT USE form should be completed.  If the veteran can be appointed without the use of his/her veteran credits, a VETERANS CREDIT WAIVER form should be completed.  Enclosed are copies of USE or WAIVER forms which must be dated on or before the effective date of appointment and returned with the results of canvass. 

8. Certification Extensions
In accordance with Rule XII.2, certifications may, for good cause shown, be extended for an additional canvass period not to exceed sixty (60) days.  Requests for extensions must be made in writing to your Personnel Department technical liaison prior to the expiration of the original sixty (60) day canvass period.  Extensions will be given only in situations where there is a legitimate reason to do so such as the need to canvass additional candidates, filling a large number of vacancies or the candidate selected needs to provide notice to an employer.

9.  New York State Civil Service Law requires that when an eligible list is certified and an appointment or promotion is made, the appointing authority must notify, in writing, all eligibles who were considered and not selected for appointment that the position was filled.  Any eligible who was interviewed, or any eligible whose score was higher than that of the eligible who was appointed, should also be notified of their non-selection.  Persons who decline or do not respond to a canvass need not be contacted.  Agencies must retain a copy of the notification as a part of the supporting documentation relating to their eligible canvass list.  However, copies of the notification need not be returned to our office with the completed certification document.

NOTE:

If there are fewer than three (3) candidates on the certification you receive or your canvass results in fewer than three (3) interested candidates and you decide to fill the position by provisional or temporary appointment, you should consult with your technical liaison prior to recruitment or initiation of an appointment to determine if the examination has been held and a new eligible list for the position is pending or an examination is scheduled in the near future.  Any non-permanent appointment made will be subject to canvass from the next eligible list established for the position.

PERSONNEL CHANGE FORMS MUST BE SUBMITTED WITH NOTIFICATION OF APPOINTMENT

If you have any questions regarding the canvass procedure, contact your civil service liaison in the Department of Personnel (435-3537).
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