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1. In the management of the Agency's misslon, we st have a tontimaing
awverencss that the vital objectives to wiich we address curselves cannot be
fully met unicss each individual io the Agency is making & resl eontribution.
Cur perscunel policies must reflect & similer nwereness in kesping pace with
what will be the requirenonts and tests of the future. We were forced to
incresse our persomel at too repid a rate during the period of the Xorean
War. Accordingly, 1 sm spproving cerftein procaefures the purpose of which ig to
identify and relesse from exploymest persons whoge effectivensss is substanderd
(that is, persons who cmmot meet Ageney standords of work efficiemcy or emduct).
Considerstions of falrness to the ipdividunals affected, the impant on Agenay
morele,; the position of the Agmncy {n reistion to the inevitable external pressures
genersted in behslfl of the pergons idsetified and relensed impose upon the Agency
& high responsibility to exercise this program with painsteking objectivity.

The procedures established are those desizned to sssure hwlicious and careful
deliberation on all cesas.

2. 7The procefures for ideatilylog rersomnel for selection out, 1.e.,
termination of employment, conprise the following principel elemants:

a. Deputy Directors and Heads of Career Services apre Maponsibla
for idemtification o’ personnel who should be selected out in the
interests Of the Agency's progrsas, cperstions, and activities. Deput:
Divectors and Heads of Cereer Services will insure that the fornal
reviews Jor such fdentificetion, se described herein, are cogpleted
within ninety dsys from the date of this mesmormubnn, sal that simliler
revievs will be conducted snnually thereaiter. In addition ¢o formal
revievs Jor ldentificaticn of perscanel who should be selected out,
each Deputy Director and Hecd of & Career Bervice will automstically
advise the Perscoanel Office of 28 individual who falls to meet Agency
stendaxrds at the time that fallure is first noted.

v. For sssisteuce in carrylog out this responsibility, Deputy
Directors and Heeds of Crreer Services have svallable the existing
advisory mechenlsme of the Career Sarvice Boards and the Competitive
Eveluation Panels vhich wre used $o review candidstes for coumpetitive
prowotion in the gredes (curreatly GB-9 through (8-15) epecified n
ﬂeaulu.tim Raviow of the guelilications of personnel balow

dectlon out purposes will be scoomplished by the
ﬁeaﬂa of the Cureer fiervices [n sollsborstion with the operating
officials responsidle for thelr periormance. 2
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c. When the advisory services of the Competitive Evaluation Panel
are used i order to assist in the idemtification of personnel for selec-
tion out, the setion of the Peael may consist of a listing of persomnel
in the Careser Service srrenzed in rank order by grade sccording to those
vhose cages nmost varrant esticn for release from Agency emplayment.

) d. General questione of sultability, effectiveness, or potential
of an individual will automztieally scoasion review of his case under
these procedurss. Additionally, Depuby Directors and Heads of Carear
Bervices will review carefully the records of persons whose promption
progress has sloved down. Because of ‘the nature of the many tesks
performed in the Ageucy, it iz to be expected that a considarable mupmber
of velusble empioyess will repsatedly come under review when this eri-
terion is applied. The continued suployment of & muber of these
individuals, despite the fect that they are not promoted, in no wsy runs
counter to the objectives of thess provesdures.

e. When Panel review of cases is requested by the Deputy Director
or Head of ths Carear fervice, the results should normally be commmi-
cated to the Deputy Director or Heed of the Caresr Service through the
eppropriate Career Sexvice Board., If the recommendations of the Board
vary from the report of the Pasel, the Deputy Director or Head of the
Career Service should be apprised of such differences when they ocour.

£f. hen & Deputy Director or Head of a (areer Service decides
to propgse an individusl for selection out, he will insure that the
parson goncerned 1p infermed of this decision and the tessons therefor.
In formmlating this ssplanation he will eonsult with the Director of
Personnsl for the purpose of determining whether the action falla in
the category of eamses of inefficiency end/or unsatisfactory conduct,
or 1f it stems from the individual's lack of gualiftcetions for con~
tinued anploymsnt in the light of the Ageudy's staffing needs,

g+ After the individuals conoerned have besn notified in aceord-
ance with sub-parsgxaph f., above, the nsmes of personnel proposed by
Deputy Divectors sod Heads of Cmrver Services for salection sut will be
senveyed directly te the Director of Personnel for action lsading to
sepuration or considsrstion for further training and transfer to other
components and/or reduction in grade.

3. The Director of Personnel will conduct a review of all ceses
received pursuant to persgraph 2g., above, When the Director of Persounnel
concurs in the proposed separation, he will notify the Deputy Dirsctor or
Head of Career Service concerned and arrangsments will be made to effect sepa-
ration in acgordance with the formal procedures given herein, or to accept the
individual's resignstion, and (in meritoricus cases) for assistence in obtaine
ing other employment.
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k., The Directer of Perscnnel will notify those employees ageinst whom
formal separation precedures are to be inveled of the sction proposed end the
provisions for appeal. Since the separstion is neocessary and advisable in
the interests of the United Stabes, the Director of Perscnnal will recommend
o the Director in ropriate cases that he exercise the authority granted
him in seetion 108(c) of the National Becurity Act of 1947, ss musnded.
Parsons selected for separation under these procedures will de {nforped in
writing of the final decision of the Agency to effect their separstiens. The
effective date of such separstion shall be not less than thirty dmys following
regelpt of the notice of finsl deaision,

S5¢ A limited number of additiongl sopies of this memorandum mey be
obtained from the Director of Parsomnel by Deputy Directors who desire such
coples for Hesds of Career Hervices and other offisials direetly perticipating
in the personnel review cutlinad ahove.
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