GLEN COVE CIVIL SERVICE COMMISSION

9 GLEN STREET

GLEN COVE, NY 11542

REQUEST FOR EXAMINATION

PLEASE READ INSTRUCTIONS ON REVERSE SIDE BEFORE COMPLETING THIS FORM

	Agency:

 FORMDROPDOWN 

	GCCS-4 pre-assigned number:

     

	Title of Position:

     
	GCCS-4 Date: (not more than 2 years old)

     

	Salary Range: 
	 FORMCHECKBOX 
 Check here if GCCS-4 is being submitted now.

	Minimum:

     
	Maximum

     
	Budget Code (City Departments only):

     

	* TYPE OF EXAMINATION REQUESTED (USE A SEPARATE FORM FOR EACH TYPE OF EXAMINATION)

(Complete entire form.  Incomplete forms will be returned, causing delay in scheduling.  Use 0 if appropriate.  Do not leave blanks.)

	 FORMCHECKBOX 
 1.
	Open – Competitive
	* No. of current budgeted positions for this title: 
     
* No. of permanent employees in this title: 
     
* No. of provisional employees in this title: 
     

	 FORMCHECKBOX 
 2.
	Promotion from Competitive Class:

See back for instructions.  Indicate title from which promotion is being sought.

Title:       
	

	 FORMCHECKBOX 
 3.
	Promotion from Non-Competitive Class:

See back for instructions.  Indicate title from which promotion is being sought.

Title:       
	* No. of present vacancies: 
     
    (Completely vacant positions, i.e. not filled by provisional appointee[s])



	 FORMCHECKBOX 
 4.
	Non-Competitive Promotion**

See back for instructions.  Give name and permanent title of nominee below.
	* No. of anticipated vacancies: 
     
    (Position currently filled, but expected to be vacant within one year)

	
	Name: 
	     
	Title:
	     

	
	** There are not more than three (3) eligibles in direct line of promotion to the higher grade and title.

	Comments:       


	
	
	
	
	
	
	

	
	Signature of Authorized Requesting Officer
	
	
	
	
	

	
	     
	
	     
	
	     
	

	
	Name of Authorized Requesting Officer
	
	Title of Authorized Requesting Officer
	
	Date of Request
	

	
	NOTE: ONCE AN EXAMINATION HAS BEEN REQUESTED, NO CHANGE IN QUALIFICATIONS AS INDICATED IN THE SPECIFICATION WILL BE PERMITTED.

*ANY REQUEST WHICH IS INCOMPLETE WILL BE RETURNED TO 

THE REQUESTING OFFICER CAUSING A DELAY IN SCHEDULING.


	


GCCS-15 (Created 4/01)

INSTRUCTIONS

Whenever an appoint officer or body is notified that an examination is tentatively scheduled to be held and the agency desires to participate, or, whenever the agency has vacancies and desires an examination, in accordance with a tentative schedule of examination, one (1) copy of the form should be submitted to this Commission for each type of examination (open competitive, promotion from the competitive class, promotion from the non-competitive class, or non-competitive promotional).  The submitted form should be completed in all details.  Particular attention should be given to the below excerpts from the Civil Service Law and the Glen Cove Civil Service Commission Rules and Regulations.  Examination requests are made by the Civil Service Commission on all provisional or provisional promotion appointments within thirty (30) days of such appointment.  Examination requests will not be processed unless an approved and current GCCS-4 (cannot be more than two years old) is on file; indicate approval date if previously approved or if GCCS-4 is being submitted at this time; include Departmental Budget Code or agency in which position is classified.

RESIDENCY REQUIREMENTS FOR CITY POSITIONS:

Residency requirements for City Government shall be those set forth in Rule VII-Section 1, of the City of Glen Cove’s  Rules for the Classified Service, with the exception that members of the police Department shall be governed by the requirements set forth in the Public Officers’ Law.

RESIDENCE REQUIREMENTS FOR THE GC SCHOOL DISTRICT, GC LIBRARY, AND GC HOUSING AUTHORITY:

Every applicant for competitive examination in a position in the service of the School District, Library, and Housing Authority must be a resident of Glen Cove or the surrounding area for at least one year preceding the date of the examination.  Residence requirements may be suspended or reduced by the Commission in cases where recruitment difficulty makes such requirement disadvantageous to the public interest.  Requests for Waiver of Residence must be submitted to the Civil Service Commission.

PROMOTION FROM COMPETITIVE CLASS:

Vacancies for positions in the competitive class shall be filled, as far as practicable, by promotion from among persons holding competitive class positions in a permanent status in a lower grade in the agency in which the vacancy exists, providing that such lower grade positions are in direct line of promotion as determined by the Glen Cove Civil Service Commission.  Where this Commission determines that it is impracticable to limit eligibility for promotion to persons holding lower grade positions in direct line of promotion, this Commission may extend eligibility for promotion to persons holding competitive class positions in lower grades which the Commission determines to be in related or collateral lines of promotion.

PROMOTION FROM NON-COMPETITIVE CLASS:

In accordance with Section 52 (12) of the Civil Service Law, an employee who is holding and has held a position in the non-competitive class on a continuous basis for a period of two years may be eligible to take a promotional examination for a competitive, entrance level position, as defined and designated by the Glen Cove Civil Service Commission.

NON-COMPETITIVE PROMOTION:

Whenever there are no more than three persons eligible for examination for promotion to a vacant competitive class position, the appointing office may nominate one of such persons to take a non-competitive promotion examination.

GCCS-15 (back)

