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. Sepnrity Infformation

11 December 1993
OPM A0~ 3/0-2
PERSONNEL DIREGTOR MEMORANDUM NO,101-53

FIBJECT: Placement Interviews

RESCISSION: FPDM No. 50-53, Follow-up Interviews, dated 2 July 1953

1.  FURPUSE

"he Placement and Utilization Division will interview individual
Agency empioyees to insure their agsignment to positions which will
utilize their skills, yield personal satisfaction and offer opportunity
for their development and advancement to assignments of greater responsi=

" pility. Such interviews should confirm the soundness of the individual's

placement and should disclose any factors which may be adversely affect-
ing his adjustment and performance in the pesition. These may include
matters relating to promotional opportunities, additional training,
rotation, inability to meet position requirements, unsatisfactory per-
sonal relatjionships with his supervisor or fellow employees, and similar
problems. Recognition of such problems should be followed by the initia-
tion of appropriate remedial action te bring about adjustments within
the existing situation or to effect the reassignment or separation of the
2nployes o ' '
2. INITIAL ASSIGNMENT INTERVIEWS

a. Placement Officers will conduct an initial interview with
2ach new employee at the time he enters on duty to insure that he
understands the requirzments of his position, the geographical area
involved, and the likelihood of eventual overseas assignment. The
rasults of this interview will be recorded on Forms 37-1L8; Employee
Summary Work Sheet, and 37-1L84, Follow-up Interview Report. Actual
topics discussed and understandings reached will be reflected in
detail. Form Noo 37-1h84 will be filed in the individual's cfficial
personnel folder. Form No, 37-148 will be maintained by the Place-
ment Officer conducting the interview.

b. Recruitment officers and others engaged in personnel pro-
curement or processing who learn of an applicant’s or an employes's
strong interest in overseas service will insure that such informa-
tion is recorded in his folder for consideration in placement :
actions. Placement Officers will insure, insofar as possible; that
such individuals are assipgned to offices which can offer eventual
overseas assignment. No commitments regarding overseas assipgnments
will be made by members of the Personnel Office. Reasons for making
» particular assigament will be recorded by the Placement Officar on
the field interview sheet or in a memorandum for the record.
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FESURIRY lnswmetion

Je  FOLLOW-UP INTERVIELS

8.  Placement Officers will conduct fellow-up interviews s &8
appropriate, to insure the satisfactory adjustment of an individual
ue bis position. These follow-up interviews may be scheduled with-
auh regard to the peried which has slapsed since the individual
entered on duty or was reassigned, and should be repeated; as appro-
priate, untll satisfactory placement of the individusl has been se-
complished,

b.  In all cases, follow-up interviews will be scheduled snd
conducted for each new employee upon his completion of 30 and 120
days of CIL service, exclusive of time spent in initial training
sourses. I the 30-day interview revesle that the employeels adjust~
went is satisfactory and that his superviser is satisfied with the
employee’s progress, the 120-day followwup may be conducted by tele-
vhone with both the employee and his supervisor. Hewever, if place-
ment problems ave disclosed in the 30-day interview, subsequent
interviews will be conducted on a face-to-face basis as soon s
vracticable and as often as nessssary.

S,  Follow-up interviews also will be conducted 60 days after
an employee aszumes new duties through a reassigoment, change of
sareer Deslgnation; return from overseas assignment or leave in
axress of 3 months, or through restoration after military service.

o CONDUCT OF FOLLGW-UP IINTERVIENS

a, The Placement Officer will carefully review tae enployest s
officlal personnel folder prior to the interview, TIn planning the
interview, the Placement Officer should consider the individvalte
qualifications in relation to the vequirements of the particular
vosition to which he has been assigned,

L. Both the employee and his supervisor should be interviewed
to deteruine the mamer in which the employee has adjusted to his
poasition, the degree of utilization of his abilities » his response
%o an-thejob training, and his over-all job performance. In addi-
wion, the supervieor will be asked to corment on the individualls
qualificaticons for more responsidle duties and any specific plans
which muy bave been formilated in this comnection, In general, the
interview with employee and swpervisor should cover the following
pointss

(1) Description of the employee's current porformance.
(2) Assistance given, if any.
(3) Type and amount of ocn~the-job training,

“E3 2 ax
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{4) Dmploysets response Lo and attitude toward on-the-job
treining.

s

{5) Special problems v 1ich the employee may have in
conneeiion with his work (&2 sluding mnsatisfactory inter-personal
velstionshipa with superviscr or fellow employess) ,

{6) Remsdlal measures which have besn inltinted, sither
hy the employee or his supcrvisor, In comnection with job-ralated
problens,

{1} Problems which might be referred to the Employvee
Services Division.

{3) Degres of utilization of skills.
(9) Opportunities given to pverforn more responsible work.

(310)  Aection contemplated by either the employse or his
supervisor with respest to the employee's future development.

%-  HEDOREDING FOLIOW-UP INTERVIZWS

A2 vegulerly scheduled follow-up interviews will bs recorded
e Foum oo 37-1484, Follow-up Interview Report, which forms shall be
maintalned by the Placement 0fficer responsible for the component to which
thz2 individus) Is nssigned, Reports of other interviews will be similerly
weapaved whenever such intervieuws disclose a material change in the em-
pliwas's situstlon,
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eing Persommel Director
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