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REGULATION PERSONNEL
25 May 1953

CIA CAREER SERVICE PROGRAM

Rescissions:. (1) CIA Notice No.
(2) CIA Notice No. . 25X1A
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- 1. GENERAL

This Regulation establishes the overall policy and the organizational structure
for administering the Career Service Program within the Central Intelligence
Agency.

2. POLICY

In accordance with the basic personnel policy of the Central Intelligence Agency,
a Career Service Program is provided that identifies, develops, effectively uses
and rewards individuals who have the skills required by the Agency; motivates
them toward rendering maximum service to the Agency; and eliminates from the
service, in an equitable manner, those who in spite of the Program fail to perform
as effective members of the Agency. The Career Service Program includes all
career employees (staff employees and staffi agents) of the Agency whether on
duty in headquarters or in the field.

3. PURPOSE OF THE CAREER SERVICE PROGRAM

The purpose of the Career Service Program is to develop people to the fullest
extent to meet present and anticipated personnel needs of the Agency. In
accomplishing this end, provision is made in the Program for:

a. Strengthening the selection process by the establishment of a Professional
Selection Panel which advises the Assistant Director (Personnel) regarding
suitability for long-term employment of applicants and those employees who
are serving their trial period.

b. Formal evaluation of each career employee in the Agency through the periodic
execution of a Personnel Evaluation Report which is the basic instrument of
career planning.

¢. A system of Career Service Boards advisory on career service matters to heads
of major compohents of the Agency.

d. An Executive Inventory as an ald to personnel planning for the development
and use of executive skill throughout the Agency.

¢. Rotation. A process of systematic designation and redesignation of an indi-
vidual to various kinds of duty and training for the purpose of improving his
capacity to serve the Agency in his sponsoring organizational component.

f. Functional groups to administer Agency-wide programs In the career-service
field such as the Honor Awards Board and the Professional Selection Panel.
Regulations relating to the purposes enumerated above and not covered herein

will be issued separately.

4, THE CIA CAREER SERVICE BOARD

The CIA Career Service Board supervises the Career Service Program and is
responsible for providing advice to the Director on making the Agency a better
place in which to work.

1
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a. ORGANIZATION
(1) Membership

The CIA Career Service Board is composed of the following permanent
and rotating members: '

(a) Permanent Members
Deputy Director (Plans) or Deputy
Deputy Director (Intelligence) or Deputy
Deputy Director (Administration) or Deputy
Director of Training or Deputy
Assistant Director (Personnel) or Deputy
Assistant Director for Communications or Deputy

(b) Rotating Members
Two of the following persons will serve as members of the Board at
any given time, one nominated by the Deputy Director (Intelligence)
and one nominated by the Deputy Director (Plans). These rotating
members will serve for six-month terms which will be staggered to
preserve continuity of rotating membership.

Assistant Director for Current Intelligence
Assistant Director for Collection and Dissemination
Assistant Director for Operations

Assistant Director for Scientific Intelligence
Assistant Director for Research and Reports
Assistant Director for National Estimates
Assistant Director for Intelligence Coordination
Chief, Foreign Intelligence Staft

Chief, Political and Psychological Warfare Staﬁ’
Chief, Paramilitary Operations Staff

Chief, Technical Services Staff

Chief of Administration, DD/P

(¢) Executive Secretary — nonvoting
(2) Chairman ‘
The Chairman and Deputy Chairman of the CIA Career Service Board will
be appointed by the Director and will serve until their successors are
“appointed. These appointments may be made either of persons currently
serving on the CIA Career Service Board or they may be additional thereto.
(3) Meetings
(a) The Board will hold scheduled monthly meetings.
(b) Four members of the Board will constitute a quorum. If a member
cannot be present, he may be represented by his Deputy.

(c) Agenda and minutes of each meeting of the Board will be distributed
to all persons listed above.

b. RESPONSIBILITIES AND FUNCTIONS

It is the responsibility of the CIA Career Service Board to:

(1) Develop policy governing the Career Service Program, for approval by the
Director and advise him on-all matters of personnel policy.

(2) Supervise and review the functioning of the Career Servicé Boards in
various components of the Agency.

(3) Establish and maintain an Executive Inventery to be composed of those
persons which the Board shall from time to time determine.

(4) Make recommendations for filling key positions in the Agency with per-
sonnel from the Executive Inventory.

(5) Review Personnel Evaluation Reports on personnel in.the Executive In-
ventory and review plans for their utilization and development.

2
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25X1A ﬂ 25 May 1953
(6) Approve the allocation of Rotation Loan Slots to the components of the

Agency in order to facilitate rotation assignments of career employees.
(7) Supervise supporting groups or boards such as the Honor Awards Board
and the Professional Selection Panel established to administer specialized

- Agency-wide programs. ‘ :

(8) Frepare and submit annually to the Director a summary of the operation
of the CIA Career Service Program_. :

c. SUPPORT

The Personnel Office has basic responsibility for effecting and furthering the
approved Career Service Pgogram in all aspects of Agency personnel admin-

istration. The Assistant Director (Personnel) will, accordingly:
(1) Designate the Executive Secretary of the CIA Career Service Board.

(2) Provide staff assistance to the CIA Career Service Board including Secre-
tariat and other administrative services.

5. COMPONENT CAREER SERVICE BOARDS

a. GENERAL

- Career Service Boards in major components of the Agency are responsible for
implementing the Agency’s personnel policy, developing internal personnel
policy, and reviewing recommendations concerned with the careers of indi-
viduals. It is at this level and through the functioning of such Boards that
the rotation, training, advancement and assighment plans, recommended for
those individuals identified by a career designation with that Board, are

Boards are responsible for advice to their respective chiefs on making the
components better places in which to work.

b. ORGANIZATION

(1) Each component Career Service Board is composed of the following
persons: .

(a) The head of the organizationa1 component, ex officio.
(b) Three or more staff or division chiefs, or officials of comparable re-
sponsibility,

(e Secretarlat-nonvoting. (The Secretariat will be composed of Ad-
ministrative or Personne] Officers of the component concerned and
will perform staft support for the Board.)

(2) Each career employee will receive g career designation corresponding to
an appropriate organizational component of the Agency. The Assistant
Director (Personnel) will assign a career designation to each new career
“employee when he enters on duty. }

(3) Career Service Boards and corresponding career designations are estab-
lished for the following organizational components of the Agency:

CAREER DESIGNATION ORGANIZATIONAL COMPONENT

CD-TR Office of Training

CD-CO Office of Communications

Ch-pP Office of the Deputy Director (Plans)

CD-FI Foreign Intelligence Staff

CD ~PP " Political and Psychological Warfare Stafr

CD -PM Paramilitary Operations Staff

CD-TS' Technical Services Staff
CD-1I ' Office of the Deputy Director (Intelligence)

CD -~ NE : Office of National Estimates

CD-CD Office of Collection and Dissemination o

3 - !
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CD -RR Office of Research and Reports

CD - CI Office of Current Intelligence

CD -8SI Office of Scientific Intelligence

CcD-00 Office of Operations

CD-A Office of the Deputy Director (Administration)

CD-PE Personnel Office

CD -BF Comptroller

CD-LO Logistics Office

CD-GS General Services Office

CD-ME Medical Office

CcDh -SE Security Office 3

¢. RESPONSIBILITIES AND FUNCTIONS
It is the responsibility of these Career Service Boards to:
(1) Advise the Office head or Senior Staff Chief on all matters affecting the

personnel of his component.

(2) Monitor the application and functioning of the Career Service Program

within the component including:
(a) Executing relevant decisions of the CIA Career Service Board and
. making recommendations to the Board for improvement of the Career
Service Program.

(b) Sponsoring and developing the Career Service Program of the com-
ponent and reporting periodically to the CIA Career Service Board.

(¢) Reviewing Personnel Evaluation Reports and proposed plans for the
utilization and development of career employees including their
training, assignment, rotation, and advancement.

(d) Recommending cancellation or continuation of proposed actions
affecting the utilization and development of career employees.

(e) Establishing a system of rotation within the component and partici-
pating in the development and execution of rotation assighments of
career employees to other parts of the Agency and insuring that they
are not overlooked for warranted promotion.

(f) Insuring that career employees on rotation from other parts of the
Agency are assigned duties that provide experience commensurate
with the objectives of their rotation plans and submitting semiannual
Personnel Evaluation Reports on these employees to the sponsoring
component.

(g) Reviewing continuously conditions of service and duty with a view
to making recommendations to the CIA Career Service Board con-
cerning working conditions and benefits that can strengthen morale
and increase “esprit de corps.”

(h) Reviewing continuously the personnel intake of the component with
a view to insuring the acquisition of persons with long-range poten-
tiality.

(3) Supervising supporting groups or boards as appropriate for handling spe-

cialized functions within the component concerning the Career Service
Program.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

WALTER REID WOLF
Deputy Director
(Administration)

4
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S X 20 My 1953

CAREER SERVICE BOARD
DETERMINATION OF INITIAL CAREER DESIGNATIONS

1., Genheral

In order to fix responsibility for the career planning of Agency
personnel, all career employees, defined as Staff Employees and Staff Agents,
will be given a "Career Designation." This Notice outlines criteria and
procedures for the initial assignment of Career Designations to all Staff
Employees. Career Designations will be subsequently assigned to Staff Agents
under a separate procedure, and permenent policies and procedures for establish-
ing, recording, and changing Career Designations will be prescribed in a
forthcoming Agency Regulation.

2. Principles
a. Criterie for Making Initial Career Designations

(1) The Career Service Program is predicated on the place-
ment of career employees under the Career Service Board which
corresponds to the type of work officially assigned. This basic
principle will normally apply in the assignment of Career
Designations.

(2) An employee may be assigned the Career Designation of an
Office other than the component to which he 1s attached in order
to reflect more nearly the channel through which his career planning
and advancement will proceed.

(3) In meking the initial Career Designation for personnel
on duty as of 2k April 1953, an individual shall be assigned to
his present Office Career Service Board if he expresses & desire
to continue under its Jurisdictlon and is acceptable to the Board.

b. Changing Career Designations

Career Designations shall be subject to continuing review, and
there shall be a uniform Agency=-wide procedure for changing Career
Designations of individuals whose training, personal desire, or experience
make such a change appropriate. A request for change in Career Designa-
tion may be initiated by any career employee and shall be forwarded by
his Career Service Board, with comment, through the Assistant Director
(Personnel) to the appropriate Carser Service Board for its consideration.

c. Notifying Employees of Career Designations

The Assistant Director (Personnel) will insure that each ﬁﬁ§Q§5$

career employee is informed of his current Career Designation. N

70
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3« Career Designations

The Career Designations in the CIA are as follows:

Career Designation Orgenizational Component
CD - TR Office of Training
CD - CO Office of Communications
CD - P Deputy Director (Plans)
CD « FI Foreign Intelligence Staff
CD - PP Political and Psychological Warfare Staff
CD - PM Paramilitary Operations Staff
CD - T8 Technical Services Staff
CD - I Deputy Director (Intelligence)
CD - NE Office of National Estimates
CD - CD Office of Collection and Dissemination
CD = RR Office of Research and Reports
CD - CI Office of Current Intelligence
CD - SI Office of Scilentific Intelligence
CD - 00 Office of Operations
CDh - A Deputy Director (Administration)
CD « PE Personnel Office
CD - BF Comptroller
CD - IO Loglstics Office
CD - GS General Services Office
CD -« ME Medical Office
CD - SE Security Office

L, Procedures

&. Career Employees on Duty Through 24 April 1953

(1) The Assistant Director (Personnel) will provide the
heads of the five major components with rosters of all Staff
Employees officially assigned to Tebles of Organization under
their Jurisdiction through 24 April 1953, These rosters will
be arranged by Office and will indicate each individual's name,
grade, and position title,

(2) It is requested that these rosters be returned to the

Assistant Director (Personnel) by 22 May 1953, showing appro-
priate tentative Career Designations.

2
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(a) Staff Employees who have been separated or
reassigned to another component, subsequent to the
preparation of the listing, will be noted accordingly
on the roster.

(b) All names appearing on a roster that should be
referred to another component for the assignment of Career
Designations will be checked and the appropriate Office
identified,

(c) 1If there is any Staff Employee listed on a roster
for whom a Career Designation cannot be determined and if
there does not appear to be another component that can
recommend & suiteble Career Designation, the individual's
Career Designation will be stated as undetermined by use
of the symbol UD,

(3) Arrengements will be made by each of the five major
components for informing individuals within their jurisdictions of
the tentative Career Designations assigned to them, Employees
will also be informed of their subsequent right to initiate a
request for change in Career Designation. Within the limits of
time available for breparation of the rosters, the proposed
Career Designations will be discussed with the Staff Employees
concerned prior to listing the Career Designations on the roster
in order that individual preferences can be stated at that time.

(k) In cases of disagreement between organizations within
cne of the five major components, concerning an individual's
official Career Designation, it shall be determined by the head
of the major organizationsl component,

(5) In addition to the listing specified in La(2), above,
each of the heads of the five ma.jor components will submit s
supplementary listing containing the names of employees who are
currently assigned to another of the five major components, but
who, in the opinion of the major component head, should recelve
a Career Designation in his component, The name, grade, official
position title, current organizational assignment, and tentative
Career Designation of each such individual should be indicated
on the listing,

(6) The Assistant Director (Personnel) will coordinate
between the components involved all Career Designations assigned
by one major component to Offices in another component., In all
cases where a major component indicates on its roster that an
employee's name should be referred to another component for a
Career Designation, the Assistant Director (Personnel) will
coordinate the recommendation for concurrence, If two or more

Approved For Release 2001/08/293: CIA-RDP78-03578A000200020001-8
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components have divergent opinlons concerning the assignment of an
employee's Career Designation, the Assistant Director (Personnel)
will coordinate the ilssue between the components involved.

(7) Following the action prescribed in paragraph (6)
jmmediately sbove, the Assistant Director (Personnel) will transmit
supplemental listings covering such cases to the major organizational
components involved., Each component will advise the Staff Employees
under its jurisdiction of their Career Designations. A,

1., Career Employees Entering on Duty 27 April and Thereafter

(1) Beginning on 27 April 1953 and thereafter, the Assistant
Director (Personnel) will be responsible for assigning and record- ”~
ing an appropriate Career Designation for each new Staff Employee ’
entering on duty. These designations will be shown in Ttem 1k of
Stapdard Form 50, Notification of Personnel Actlon (or Standard
Form 52, a8 appropriate) for each career employee appointed on or
after 27 April 1953.

(2) The administrative office initiating the appointment

action for the individual will recommend an appropriate Career -~
Designation on Item 14 of Standard Form 52, Request for Personnel S
Action.

(3) The criteria outlined in paragraph 2a sbove will be
followed by the Persomnel Office in meking the determination,
and each Career Designation will be sub ject to the review of
the Office or Offices concerned.

¢. Career Designations will also be recorded on employee record
cards, maintained by the appropriate administrative offices.

d. Whenever an employee's Career Designation is to be changed,
this information will be entered by the Office concerned in Item 1k _.
of Standard Form 52. The Personnel Office will show an employee's
Career Designation in all subsequent official personnel actions
affecting him.

e. Career Designations will be posted when appropriate on the
mechine records maintained by the Machine Records Branch of General
Services Office to facilitate the preparation of current listings
showing such designations.

f. An employee may submit a request for a change in his initisal
Career Designation by submitting a memorandum of request to his current
Office Career Service Board.

L
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(1) The memorandum, consisting of an original and one copy,
will stipulate the desired Career Designation, and will state
fully the reasons for the request.

(2) The memorandum will be forwarded through administrative
channels to the employee's present Career Service Board for review,

(3) The Career Service Board will make appropriate comments,
sign the copies and forward them to the Assistant Director
- (Personnel) who will retain one copy for follow-up purposes, The
Assistant Director (Personnel) will forward the original to the
other Career Service Board involved for its consideration.

(4) TIf the latter Board concurs, it will have prepared an
- SF=52 and transmit it to the Personnel Office for recording and
distribution to the Officlal Personnel Folder, Machine Records
Branch, when appropriate, and the two Offices concerned, If the
Board does not concur in the requested change, the employee will
retain his current Career Designation.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

b 4
WALTER REID WOLT
Deputy Director
(Administration)
DISTRIBUTION: All Employees
A 4
__
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NOTICE PERSONNEL
1l July 1953

ANNOUNCEMENT OF ASSIGNMENTS TO KEY POSITIONS

CIA CAREER SERVICE BOARD

t

25X1A

1. Pursuant to Regulation No. |l paragraph lLa,
Colonel L. K. White, Acting Deputy Director (Administration), is
appointed a permanent member of the CIA Career Service Board,
vice Mr. Walter Reid Wolf, effective 1 July 1953.

2. Effective immediately, Mr. Huntington D. Sheldon, Assis-
tant Director for Current Intelligence, is appointed a member of
the CIA Career Service Board for the period ending 31 December 1953,
vice ¥Mr. Sherman Kent, Assistant Director for National Estimates,
whose term has expired.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L. K. WHITE
Acting Deputy Director
(Administration)

DISTRIBUTION: AB

SECRET
g
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gih Moeting, Thuradsy, 20 August 1953 at 4300 PoMo
DCI%s Conference Room, Administration Bullding

Hinutes of ths Bth masting of the CIA Caresr Service Board,
held 2 July 1953, (attached); for approvel, '

"Praliminary. Report of the Leglelative Task Force,” dated
13 August 1953, {attached)s for discussion,

Memorandum for the Record "Meetings of the Steering Group of o
the CIA Career Service Board," dated 17 August 1953, (attached);

for spproval,

¥emorandun from Cheirman, Professional Selecticn Panel, subject,
"Proposed Selection Progcedure," dated 5 August 1953, with two
attachments, (previously giqtgi_ggteg%j for confirmation of the
dsoislons of the Steering Uroup on 10 August 1953,

Kew businesa,

BolrlReET

R O s e GR Aae
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MINUTES

OF THE
CIA CAREFR SERVICE BOARD

. Oth Mecting, 2 July 1953, L:00 P.M,
DCI%s Conference Room, Adninistration Building

Present: Lyman B, Kirkpatrick, Inspector General, Chairman
L. K. White, Acting DD/A

Ch/Operations
AD/Commo

25X1A

» Alternate for the DD/P

 25X1A

-y Sharman Kent, AD,
-’ .
Matthew Baird, D/TR

25X1A Lawrence Houston » .Genersl. Counsal
Asst. for Administration (DD/I),
Alternate for DD/I .
ty Chief, PP, Alternate for Chief, PP
¢ Assistant Qeneral Counsel
Fxscutive Secretary
Reporter

1, - Minutes of Tth meeting of the CIA Caresr Service Board, held
21 May 1953, were approved without change,

2, The Board nominated Mr, Huntington Sheldon, AD/CI, to serve as
rotating member from the DN/I for the period 1 July 1953 through 31
December 1953, vice Mr, Sherman Kent, AD/NE, whose term expired 30 :
June 1953, fThe Chairman will present the nomination to the Director for
@p!‘o*?&la ’ - .

. |

3o The Board agreed that the statement of actions taken by the
Steering Group would stand aoproved by the Board, If there are later
objections, they will be raised with the Chairmen and the Board will take
the necsasary action, :

4o The Board approved, in princivle, the Staff Study "Cereer
Development Slote," dated 26 June 1953, It was agreed that further

lementation will depend upon developments in the Agency®s over—all
T/0 and strength situation,

- S-ECoR-E-L
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So The Board discussed the interim report of the Professional
Selection Panel "Process of Selecting New Career Employees," dated
17 april 1953, For the information and guidance of the Panel, it was
agreed o provide the Panel with that portion of the transoript of
this mesting which presents the discussion of its paper,

: 6, The Board reviewed information concerning the Professionsl
Selection Panells decision on Case Number 48, It was agresd to set

aside the Panel’s decigion and authorize the DD/P to continue with the

employient nrocessing, It was esteblished that this action by the

Board should not be sonstrued as a reversal of the Professional Selection

Panel since the action was based on information which was not avallable

to the Panel at the time of its decision,

1. The Board approved the "Insurance Task Forece Recommendation "
dated 16 June 1953, The Chairman noted that the Insurance Task Force
had forwardsd a, memorandum to the ADD/A, for his signature, which would
plece the recommendations in a formal status in ordsr to obtain the
Director®s approval for employing the recommended consultants,

8, The Board recognized the request from the DD/I for a Board
review of the Profsssional Selection Panel?s decision in Case Number
L9, The case was referred to the Steering Qroup for ccnsideration st
its meeting of 13 July 1953, . .

9. The Board discussed the proposed CIA Executive Inventory., It
was agreed that there would be special meetings of the Board on 16 and
23 July 1953 for the purpose of activating the program, [The meetings
were actually held on 23 and 27 July 1953.7

10, The Cheirman suggested that it 1s highly desirable for the CIA
Carser Service Board to communicate its general philesophy to the Office
Boards, To this effect, he presented to the Board a draft of a letter
from the Chairman, CIA Career Service Board to the Chairmen of sach Offlice
Career Service Board, The draft of the letter was approved, and the
Executive Secrstary was requested to prepare and distribute it to a1l -
Boards, (CIA Career Service Letter Number 1, datad 10 July 1953)

11, The Chairman reported to the Board that he had prepared a broad
outline of the proposed paper "What Caveer Service in ‘CIA Means To You,®
This ocutline wi given to the Infermation Task Force for their guidance
ln preparing the publication, The Task Force has been given a deadline
of 1 September 1953 for cempletion of the project,

= 2 -3
SEL-R-EX
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12, The Board sgreed to appoint a Leglelative Progres Task Forcs
with representatives from the Db/A, DD/T and DD/P eomplex to work with
;g:pnunaral Counsel agd the Chairmsn, CIA Career Service Board, in

a program of legislation to be '
B thea'ingQ 83:_'d P . gl o presented to the Second Session

25X1A

13, The mecting was adjourned at 1700 hours,
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Acmm
FoR
CIA CAREER SERVICE BOARD
8th Meeting, Thursday, 2 July 1953 at 400 P,M,

ICI's Conference Room, Administration Building
1, Minutes of the 7th Meeting of the CIA Career Service Board,
held 21 May 1953, (attached); for approval.
2, Nomination of new rotating member of the Board; for action.

3. Review of activities of the Steering Group (oral report by the
Chairman); for information and for confirmation, :

L. Staff Study "Career Developmemt Slots", dated 26 June 1953,
(atteched); for approval,

5. Interim report of the Professional Selection Fanel, "The Process
of Selecting New Career Employees", dated 23 June 1953, (attached);
for comment, -

6. "Insurance Task Force Recommendation", dated 16 June 1953, (attached)s
for action,

7. "Matters affecting a Legislative Program", dated 26 June 1953,
(attached); for comment.

8. New business,

SECRET
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MINUTES
“OF TiE
PROPESSIONAY, SELECTION PANFEL

h2nd Meeting, 25 August 1953; 2:00 P. M.
Roos 117, North Bullding

Present: Membera Advisors Secretariat Ouests

25X1A

1. The minutes of the Llat meeting, 18 August 1953, were amwreved.

2. Case No. 26 was reviewed by the Panel, with pertinent information
being provided by the Panel's advisors and guests. By a 3 to O vote, a
quorum being present, the person concerned was found suitable for career
service. The Panel recomiended that the Chief of Administration and
Logistics of the individual's component arrange for the employee to have
an appropriate medical consultation, and also conduct a personal inter-
view with the employee. ‘

3. Case No. 27 was also reviewed by the Panel with information
being provided by advisors and puests. By a 3 to 0 vote; a quorum being
present, the employee concerned was found suitable for caresr service.

Lo H presented a report of progress on efforts to
develop criteria and. techriques for supervisory evaluations of sultability
for "career status." The application of these criteria would supersede

the use of initial Personnel Evaluation Reports.. The tentative evaluation
form presently includes the followling:

A, SectlonI
(1) Identifying personal information

(2) Position assignments
{3) Direct questions

' SHCRET -
Security Information
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B. Section II

A check 1ist of personal and behavior characteristics
which apply both to suitability and performance.

C. Section IIT

Descriptive statements of any personal traits or

- behaviorisma which are o significant as to possibly
outweigh the conclusions which could be drawn from
reaponses in Section 1I.

\

D. Section IV

Ratings of major significant characteristics bearing'
directly on over-all suitability, presently lincluding
the following:

(1) Job performance.

(2) Potential for greater responsibilities.
{3) Suitability for clandestine tasks.

(L) Attitude toward the Agency.

(5) Suitabllity for a CIA career.

5. B iistrihuted preliminary draft coples of Sections
II and IV for review. It was agreed that each member and advisor would add

“ items as desired to Section II, would prepare comments with respect to

Section 1V, and would submit these materials to [IIINNNGEEE :t 106 R & S
Building on or before 27 August. A synthesis of these recommendations
will be sabmitted by at the next meeting., In addition, prior

to the next meeting each meamber and advisor will rate each item in Section IT

on a five point scale in terms of its importance in determining sultability,

and 2 second time in terms of the degree to which the characteristics can
readily be observedo'

6. It was agreed that would be assisted in his

study by personnel of the Plans, Research and Development Staff, Personnel
Dffice.

25X1A

Executive Secretary

SECRET
Security Information
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MINUTES

-t

OF THE
PROFESSIONAL SELECTION PANEL

list Mesting, 18 August 1953, 2100 P.M,
Room 117, Borth Building

25X1A

Presont: Masers,

1, The minutes of the Li0%h meeting, 11 August. 1953, were
epproveds

2, Cases Koo 26 and No, 27 wers reviewsd by the Panel., It
was agreed to postpone deoisions on these cases wntil the next
meeting in order ¢hat the Office of Training, the Perscnnel Office,
and vhe Msdical Office may present sdditional pertinent information.

3o The Panel recoived a repart by the committee eppointed to
re-gzamine the Panel's approach to developing oriteria for suitability
for "earesr statvs®. During discussion of the yreport it was zenerally
agreed that the determination of an individual®s sultability at the
expiration of the trial period should also be based to bume extent
upsnn an evaluetion of his perfarmance during that period, It was
concluded that it may be desirable $o omit the use of the Personnel
Evaluation Report during the individualls trial=ssrvice peried, and
to uoe in its plaoce a more zpenific svaluation of the individusl
directly in terms of approved standard eriteria of suitability.. Thise:
evaluation may be d@ﬁ@mined by the use of one or more of the folll.ovw:l.;:a<2
teghniqueas,

8o Analysis of answors to & group of factual, realistic
quastions concerning demonstratcd performance and bshavior,

b, Analyeie of answera to a few key questions pertaining
directly ‘o general suitability. -

¢, Comparison of the individual to cthers in terms of
key factors pertalning directly to suitebllity.

de Internal coamparisons of lingar messurensnta of the
traits of the individual, possibly using forced-ghoice techniques,
Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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 25X1A

It wes sgreed that H would continus the exploration and
deyelopment of thess allernative approaches, being assisied by

25X1A Mossrt . as reguired,

25X1A

Ezeoutive’ Searetary

© 2 o

S=E=CeR=E~
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OF THE
PROFESSIONAL SELECTION PANEL

L0th meeting, 11 August 1953, 2:00 PoM.’
~ Room 117, North Building

Pregent: Messra,

1. The attendance did not constitute a quorum, It was agreed
by thoss present that the decisions of the Group would be reviewed by
the Panel at its next meeting, The agreements reported below are
thevefore eonditional, ' ' :

2, Minutes of the 39th mesting, held L August 1953, wers approved, -

3o N rpo-ted on the review on 10 August 1953 by the
Steexring Group, CIA Career Service Board, of the Panel's paper entitled
"Proposed Selection Proceduret, with two attachments, dated 5 August 1953,
It was indicated that the Persommel Office will prepare drafts. of Appro=
priate regulations to implement the approved policy and procedure, and
will gubmit the drzfts to the Panel for review, -

~ lh. The Group reviewed a repbrf of each individual favorably cone
sidered by the Panel to date, and of the dates on which their triale
service perioeds explre. The following agreements were reached:

8. In each case, the component to which the individual
1s assigned will present the case to the Penel, The component
which originally questioned the individual's suvitability will
not be required to teke the initlative in presenting the case,

b, The Executive Secretary will notify esch office in
advance of the time that the triamlesarvice period of the employee
will expire, This notification will indicate the mammer in which
they are to present the case to the Panel, and the required materials

- and statonents, ‘ _ ,
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e, Two individuals ooncemed in the report will
terminate trialeservice in Septamber 1953, These ine
dividuals must be examined by the Panel in the near
future, Sinee both are assigned to the Office of
Training, IR w25 recuested to bring come
pleted initial Persomnel Evaluation Reports for these
individuals to the next meeting of the Panel.

S. The Group discussed the problems presented in preparing

'@ summary of comments on the Panel's Working List #2, and the possi-

bility of developing alternative approaches to the criteria for sulte
ability, It was sgreed that Messrs. NN :»d
B vwould confer prior to the next meeting of the Panel, and would
explore the possibility of using different methods to dstermine and
apply suitability criteria.

25X1A

Y- 2

S=E«C=R=E~T
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MINUTES
OF THE
PROFESSIONAL SELECTION PANEL

39th Meeting, L August 1953, 2300 P.M.
Room 117, North Building

Pr{aaent ¢ Mesars,
25X1A

1, Minutes of the 38th Meeting, held 28 July 1953, were
approved, subject to the substitution of the word "revise® for
the word "omit® in the second sentence of paragraph 5.

2, The following papers were discussed by the Panels

a, Memorandum from the Personnel Director entitled
fThe Process of Selecting New Career Employees®, dated
2l July 1953, :

b. The Panel's paver "Determination of Sultability
for Permanent Appointment to the Career Staff®, dated
3 August 1953,

It wes agreed that the differences between the concepts and
procedures proposed in the two papers were essentially minor.
Revisions to the Panel®s paper were agreed upon by the members
in session, It was further agreed that the Panel will recommend
that both papers be brought to the attention of the Steering
Group of the CIA Career Service Board, If that group is in
general agreement with the selection processes outlined therein,
the Panel and the Personnel Office will undsrtake the drafiing

of appropriate implementing regulations for submission to the

CIA Cereer Service Board. These regulations will apply both %o
initiel selection and to selection for carcer service after
appropriate trisl periods,
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3. The Panel received a report on former and present CIA
practices with respect to the length of the trigl-service periods
required of new employess. It was indicsted that some of the.
individual empliyese in whom the Panel is interested were given
only a six months trial-service pericd. 4 final rsport on the
dste on which the trial-service of each of these psrsons will be
sulmitted when personnsl folders become avalilgble.

ho The Panel agresd that it would continue to review each
cage in which the suitability of an employee is questioned during
his trisl-service period, pending the eatablishment of revised
procedures, '

5. The moeting was adjourned at L4300 p.m., to reconvens
25X1A

at 2300 p.m., Tuesday, 11 August 1953,

/sf

Exsoutive Secretary
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OF THE

PROFES SIONAL SELECTION PANEL
38th Meeting, 26 July 1953, 2:00 P.M.

Room 117, Horth Building
Presents

25X1A

1, Minutes of the 37th meeting, held 21 July 1953, were approved
without change.

2, Case Number Sk

The Executive Secrstary reported that this individual was no
longer being considered for Agency employment. The Advisor for
Security withdrew the case since it had ceased o be of interest
to the Pansl.

3, The Chairmen requested that the Exscutive Secretary prepare a
1iat of all individusls reviewed by the Panel to date. The list will
show: Hame, Office, Grade, IOD date and expiration date of the Trial-
. Service Pericd. The Panel will review this information at its next
neeting.

Lo ‘The Advisor for Security requested a ruling on whether the
Penel would accept cases at any point in the trial-service period
when clrcumstances indicate that a review is warranted, It was agreed
that the Panel’s authority permitted it to accept cases of individuels
in professional positions at any point during the trial-service period.
Tt was agreed, further, that the Panel, as now congtituted, had a
responaibility to accept such cases and would do so until an Agency
Careor Selection Board assumed the functions of the Professional
Selection Panel,

5, The revised paper "Determination of Suitability for Perpanent
Appointment to the Career Staff" dated 23 July 1953, was discussed with
particular attention to paragraphs IT, V, and VII, It was agreed that
parsgraph II be modified to asslgn responsibility to the CIA Selection
Board for establishing the length of provisional periods recommended
by the Office Career Service Boards; and, to omit the sentence suntil
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current leglslative road blocks are removed, the duration of the provisional
pericd cannot exceed twelve months¥, It was agresd to modify paragraph V to
place responsibility for meking a determination of suitability for nomn-
profesgional employees on the Office Head and his Career Service Board on

the basis of Agency suitability standards. The Panel agresed io delete

paragraph VII from the psper. The Chairman read, for the record, the

comments of the Chief, Msdical Office concerning paragraphs ITI and VI, N

(see sttached) After considering the implicationg of the proposed change,

the Panel decided to reject the recommendations. ﬂvolunteered 25X1A
to prepare & revised paper for consideration at the next meeting.

6. The Advisor for Perscnnel reported that the Persomnel Director was
ready to reply to the Panel’s request for his recommendations as to steps
which can be taken to improve the existing selection process. The reply
should be available to the Panel at its next meeting. At the suggestion of
the Advisor for Personnel, the Panel agreed to withhold its paper
"Determination of Sultability for Permanent Appointment to the Career
Steffw until the comments of the Persomnel Director have been considered.

7-. The meeting was adjaurned at h: 00 PoMla; to reconvens at 2:00 pom.g
25X1A

Tuesday, I August 1953,

Executive Secretary
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28 July 1953
MEMRANDUM FOR: Executive Secretary,
Professicnal Selsction Panel
SUBJECT : DRAFT - Determination of Suitability for Permansnt

Appointment to the Career Staff

REFERENCE s Your Draft dated 23 July 1953, Subject as Above

1. The above referonce has been carefully reviewed by the‘ Hedical

O0ffice and the following recormendations are submitted for consideration:

8. In lien of“"Parégraph ITL and Paragraph Vi1 of the reference
draft s

There shall be estéblished a CIA Selection Board (or gome
obher appropriate name) consisting of three voting members
representing offices 6t.her than that having Juriadiction over
the employee. The :member# wonld be chosen from lists of
nonﬂmnaés gubmitted by the 6£ﬁ.ce Career Service Boards. Su.c:hr
nominees would be experienced membez;s (GS=1l and above) of the
Career Staff, The Assistant niréctor for Pérsormel shall pro=
vide the aelection board with an Executive Secretary ani such
clerical and administrative personnel as are needed to perform
its functions.
b In lieu of Parsgraph Vi:

(1) With respect to employees in professional positions,
the appointman£ a2s a member of the Ga.raer Staff will be

effected as follows:
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(a) BSince the Office Career Service Boards must
review a case in the light of 811 avallable information,
the Office Career Service Boards will reéuest the con= |
surrence or comments of the Personnel, Security, Medical,
Training, and Operating Offices. This would ensure that
the 0ffice Career Service Boards would arrive at a conclu-
sion based on all pertinent data available rather than
forward & recommendation not based on a complete analysis
of a given cage.

{b) The Pefsonnel, Security, Medical, Training, or
Operating Offices would have the prerogative to interview
or examine the candidate if they desemed it necessary.

(¢) Where no disagreement exists, the Office Career
Service Boards will submit the appropriate personnel actioh
to the Assistant Director for Persannsl. Where disagreement
doss exist, the Office Career Service Boards will be guided
hy the decision of the Examining Panel and submit the
appropriate personnel action to the Assistant Director for
Personnel or if it disagrees with the decision, :efer the

case, through the approprisate channels, tc the DCI for review,

. /s/ John R. Tietjen, M.D,

JD}N Rn TIEI‘JEN, MQDO
Chief, Medical Staff

32?'3\
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MINUTES

OF THE

PROFESSIONAL SELECTIGN PANEL

37th Meeting, 21 July 1953, 2:00 P.M,
Room 117, North Building

Presents
25X1A

25X1A
1. At the request of * who was unavoidably sbsent,
- 25X1A I ac ted as chairman pro o

2. Minutes of the 36th meeting, held 1k July 1953, were
approved without change.

3. Case Number Sl

The case was continued in suspense pending a report from
the Advisor for Sacurity or until the case is officially withdrawn.
25X1A B 26vised the Panel that the hiring Office had initiated
action to cancel the employment processing. e Executive Secretary
subsequently received this action, transmitted it to the Personnel
Office for inclusion in subject's file and processing was esncelled
by the Personnel Office./

25X1A L. M the Choirman, Committee on Panel Procedure, cone
ducted the discussion of the Committee'’s paper "Determination of Suit-
gbility for Permanent Appointment to the Career Staff%, dated 20 July
1953, The Panel referred the psper to the Executive Secretary who will
revise the paper to reflect the comments of the Panel, The revised
paper will be distributed in sufficlent time to permit discussion at the
next meeting (attached).

5. The Exscutive Secretary distributed, for information, the tab-
nlation of TOD's for the period 15 June through 1k July 1953, which uwas
prepared for the Panel by the Persomnel Office, It was noted that this
information is significant for any work load projection.

< SwEmCmReE~T
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6. The Executive Secretary reported that the decision of the CIA
Careor Service Board in its review of Case Number ;9 has not been offi-
clally announced, An announcement will be made as soon as the Chairman,
CIA Career Service Board clarifies the Board's instructions to the AD/RR.

7. The Fxecutive Secretary reported that sixteen Office Career
Service Boards had replied to the CIA Career Service Board's request
for comments on the Panelts Working List #2, The Panel requested the
Executive Secretary to ditto the comments and distribute to each member
and advisor, In addition, the Panel appointed
B, ac 2 comuitiee of two, to prepare a summary of the comments for
consideration by the Panel,

25X1A

25X1A

8. The meeting was adjourned at 4s20 p.m,, to reconvene at 2:00 p.m.,

SR

2oxta - I
Executive Secrstary

ale
S-E-C-R-E-1
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MINUTES

L

OF THE
PROFESSIONAL SELECTION PANEL

36th Meeting, Il July 1953, 2:00 P.M.
Room 117, Noxrth Building

25X1A

Priesents

1. Minutes of the 35th meeting, held 3 July 1953, wore
approved without change.

2, Cadpo Mumbsr SL

The Advisor for Security reported that he was not prepared
to continue with his presentation, The cage was placed in suspense
until the Advisor for Security is prepared to report.

3. Case Number 55

The Advisor for Persomnel reported that the hiring Office
has cancelled its request for employment of this individual and.
thet the personnel file has been appropristely flagged. The case
was withdrasm and is no longer of interest to the Panel.

L. The Chairman reported that the CIA Career Service Board,
at 1ts meeting on 13 July 1953, reviewed the Panel's dsoision in
Case Number 49. The Board instructed its Executive Secretery to
prepare a memorsndum from the Board to the AD/RR through the DD/I
requesting the AD/RR to indoctrinate the individusml,
was requested to assist the AD/RR in discussing the prcblem with
the individual, The Board agreed that the individual remain on
duty with the Agency but that his trial service will be carefully
evaluated pricr to the completion of the twelfth month of servics,

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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5. The Pancl discussed the comments of the Career Service
Board (as shoum in tho excerpts frem the transcript) concerning
the Panal's responsibilitiss. It wus agreed that the Board was
Instructing the Panel tox

a. stop its examination of individual cases of
applicants where doubt exists as to sultabllity to
work in CIA on a carecer basis; and,

b, develop & procedure by which the Profeseional
Seloction Panel can review the trial service of each
anployee prior to the termimation of the provisional

period. 25X1A

The Chairman asppointed a committee consisting of W
RNt o analyze the comments of the
Service Board as they relate to the Panel's interim paper "Process

of Selecting New Career Employees”, dated 17 June 1953, and to
dovelop & procedure by which the Panel can meet its responsibilities
for a "trial service" review of each now employee., The committee
will submit its proposal to the Pgael at the next meeting,

6. The Executive Secretary reported that the results of the
Persomel Office study "Identification of E0D's" should be available
to the Panel for the next mesting. I requested that his  25X1A
committee have access to the study a8 soon as possible since the
results will have significance for the cawmdttee in preparing its
reocnmendatlons,

7. The Fanel agreed that the excerpts from the CTA Career
Service Board transcripts should be held on an "eyes only" basis
for Panel menmbers, advisors and alternstes., The excerpts are to
be retumed to the Executive Secretary at the next meeting,

8, The meoting was adjourned at 2:45 p.m., to reconvene at
2:00 pomn, Tuem, 21 July 19530

25X1A

92—
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MINUTES

OF THE
PROFESSIONAL SELECTION PANEL

35th Meeting, 3 July 1953, 10:30 A.M.
Room 117, North Building

25X1A

Presents

1, Mmtes of the 3kth Mosting, held on 19 June 1953, were approved
without change.

2, The Executive Secretery reported that the CIA Career Service
Board had comploted its review of Case Number 48. The Board found
this individual to be suitable for employment in CIA on a long~range
careor basis. The Board stressed that its decision was not to bs
interpreted as a reversal of the Professional Selectlon Panel's
eaxlisr daclslion since the Board based its decision on information
which was not aweilable to the Panel.

3, The Executive Secretary reported that the DD/I has requested the
CIA Career Service Board to review the Panel's decision in Case Number L9,
The Chairmen, CIA Ceresr Service Board will call a speclial meeting of the
Board for 3300 p.m., 13 July 1953, for the purpose of reviewing the Case.
The Cheirman, Professional Selection Pansl will present the case to the
Board.

Lo The Executive Secretary reported that the CIA Cerser Service
Ronrd, at 1ts meeting on 2 July 1953, gave specific instructions to
the Panel concerning its function in the process of selecting new
ceresr employeos. The Board instructed the Executive Secretary to
meke availaeble to the Panel that portion of the transcript concerning
the Panel,
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5. The following case with action pending was considereds
Case Number Sk

The Advisor for Security continued his presentation of
the came. The case was placed in suspense pending the
report, by the Advisor for Security, of the additional
information requested by the Panel.

6. The Chalrman noted that the Persomnel Office is compiling
stetistics on &ll EOD's for the period 15 June 1953 through 14 July
1953, These statistics are being compiled for use by the Panel.,
(See Attachment 4)

7. The Panol agroed on 2:00 p.m., Tuesday, as the regular
meeting time,

8. The meeting was adjourned at 113155 a.m. to reconvens at
2300 p.m., Tuesday, 1L July 1953,

I EER:
d%iﬂitiﬁ

Attachment

o 2 m

SaEeC=Re-E~T
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10 June 1953

MEMORANDUM FOR: Chief, Personnel Division (Covert)
Chief, Personnel Division (Overt)

SUBJECT: Identification of EOD’s
1. The Professional Selection Panel lacks certain statistics
in order to predict part of its workload over the coming months,
In order to assist the Peanel, it is requested that for the period
15 Juns 1953 through 1l July 1953 that & tabulation, by number only,
be compiled for all EOD's for that period as follows:
2. The mmber of FOD's, by grade.

b. The number of Veterans without prior United
States Qovermment Scrvics,

¢. The number of Veterans with prior United
States Government Service.

do The mmber of non-Veterans without prior United
States Government Service,

¢, The number of non-Veternas with prior United
States Qovermment Service.

/8/ George E. Meloon

GEORGE E, MELOON
PERSONNEL DIRECTOR
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MINUTES

PROTESSIONAL SELECTION PANEL

airkh Meebing, 19 June 1953, 10:30 4,M,
Room 117, Horth Puilding

25X1A

Fregent s

1. MWinubes of the 33rd Mesting, held 10 June 1553, were approved
without change.

2o The following case with astion pending was considered;
Case No. 51

The Fxesubive Secretary revieswed the handling of the cage to

data. The Advisor for Medical reported the results of the
pre-employment medical examinetion, %The Panel found this
person te be unsultable for long-range career sployment in
CIA by a wte of 3 No and 0 Yes, (3ee attached anslysis of
ballots)

3. 7The folleowing case was presented > Panel conslderation:
Case No. 5k

The csse was wought to the Panel by the Adviscr Tor Secwrity.
Tt wes placed in suspense wriil tho next meeting of the Panel
when the Advisor for Security will contimme the presentation.

ite  The Cheirman reviewed the results of the special meeting of
16 June 1953 enc read, for the racord, the memorandum from the Panel
to the Persommel Drector requesting advice from the
Personnel 0ffice concerning the process of selecting new carecer
employeess (copy attached) The Chairmen informed the Pamsl that the
£IA Carecr Service Board had reguested an inderim report from the Panel.

A ERe fus e €
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The Panel. agresd that the Chairmen should wwrile a memorandum summarizing
the action taken by the Panel to meet the Beard!s request for recommenda-
tions concerning the process of sclecting new carcer employees and would
attech & copy of the sub=cormittee’s preliminary paper for information.
{(Copy attached)

5, The Executive Secretary reported that the Steering Group of the
- Career Service Board had reviewsd the Panel's Working List #1 dated by May
1953 and suggested changes in Ttems 1, 10, 1 and 19. The Chairmen, CIA
Career Service Board requested that the list be revised and distributed
to the 0ffice Career Service Boards for comment., Working List #2, dated
17 June 1953 was approved by the Panel for digtribution to the 0ffice
Boards, The Executive Secretaery read, for the record, the memorandum
from the Chairman, CIA Career Service Board transmitting Working List #2
to the Office Boarda. (Copy attached)

. The Chairman reported that the CIA Career Service Board!s review
of the Panel's decislon in Case No. 48 remains in suspense pending the
development of additional informatjon by the DD/F.

7. The meeting wes adjourned at 12315 p.m. to reconvene at 10330 a.m.,
Fridey, 26 June 1953,

25X1A

Executive Secretary
Attachmants

caac:-

SeEwCaRellT
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Analysis of Qualities Bearing on Su:!.tabilit;,_:

Case No. 51

19 June 1952

6 Ballots (3 Members, 3 Advisors)

Positive Indications

Effective Intelligence

Anonymlty
Morallty

e W

Negative Indications

Adaptability

Acceptance of Discipline
Emctional Control

Sense of Personal Froportion
Cooperation

Social Acceptability
Objectivity

Career Desira
Faithfulness

Anonymity

Mscretion

Maturity

Freedom of Action

B B e e B3 BRSO EC RN OV

SeFeGeaReliT

T C M e GHA
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23 June 1952
MEMORANDUM FOR: The Personnel Director
FROMs The Professional Selection Panel
SUBJECTs The Process of Selecting New Career Ewployeeos

1. Aa you are sware, the CIA Carser Service Board has asked the
Professional Selection Pansl to make recommendations with respect to
the process of selecting new carzer employees. A draft papsr on this
subject (copy sttached) was discussed at the Panel's special meeting
on 16 Juns 1953. Several of those present, including the advisor from
the Personnel 0ffice, expressed the view that the procedure proposed
is an unnecessary duplication and that instemd of creating such & now
procedure, afforts should be made to strengthen and improve existing
procedures.

2, The Panel accordingly requests that you furnish to the Panel
for its puldance recommendations as to steps which can be taken to
improve the existing selection process. Specifieally, the Panel would
appreciate your sugpgestions on the following pointsr

a2, What meanz can be found to insure that each new employee;
before entering full career status, goes through a peried during which
his character, perscnality, capability and performance are effectively
exsmined, and that at the end of such period the employee is made sware
of a significant change in his status?

b, Wkhat procedure can be devised to make such a period longer
than one year in the case of employees occupying professional positions?

¢, What means can be found to insure that all pertinent information
concerning an applicant or employee is gatherad in one file instead of being
either unrecorded or dispersed in the files of many components of the Agency?

do, What procedure can be adopted which will insure that the decision
as to the suitability of an applicaent is reviewed by a responsible officer
outside the requesting component and outside the Personnel 0ffice?

CONFIDENTIAL
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3. In order that the Panel may present its recommendations to the
CIA Career Service Board at an early date, 1t is requested that your reply
reach the Panel as soon ss possible,

25X1A

mwaq

CONFIDENTIAL
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23 Juns 1953
MEMORANDUM FOR: The CIA Carser Service Board
FROM: - The Professional Selectien Pancl
SUBJECT: The Process of Selecting New Career BEuployees
REFERENCE CIA Career Sarvice Board memorandum dated 27 May 1953

1, Tn reference memorandum the Board instructed the Panel to revise
its report of 1T April 1953, taking into consideration the comments of the
Office Capeer Service Boards, and to resubmit to the Board its recomenda=
tions concerning the process of selecting new career enployees .

2, A sub-commities of the Panel prepared and submitted to the Pansl
a peper (Tsb A) in which it endeavored to combine the policy and procedural
aspects of this matter. At a special meeting held on the evening of
16 June 1653, the Panel and its advisors discussed this psper. Several of
those present expressed strong divagreement with certain aspects of the
paper, which, for that reason, is not now being sutmitied to the Board &s
2 recormendation of the Panel.

3. Among the comments concerning the paper; the following stand oul as
the most sallient:

a. Several persons, including the advisers from the Security Office
and the Persomnel Office, expressed the view that an effort should be made to
gtrengthen and improve existing procedures rather than creating new and
possibly duplicate procedures to corrsct any present wealmesses. In line
with this comment, the Panel is requesting the Personnel Director to recommerd
specific actions which can be taken to improve existing procedures (Tab B)o

b. Several persons agreed with the advisor from the Security Office
who objected stromgly to the suggestion contained in Corment "C", parsgraph
1V of the peper, on the ground that extensive dissemination of such informatlon
1s contrary to good socurity practice and that the procedure suggested would
involve & heavy and unnegcessary workload, Others presert felt cquelly strongly
that means should bs found to meke available to the employing office all
Padministrative® information concsrning a prospective employee, whether or not
the information is judged by the Security Office to ba adverse,

CONFIDENTIAL
Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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o Another comment on the paper concerned the failure of the
suggested procedure to make full use of the Office Career Service Poarc
in the process of selection, '

Lo The Panel regrets that it is unable to submit definite recommendations
. to the Board at this time, It is intended that a new paper will be drafted

25 soon am the Personnel Directar has furnished the suggestions requested

in Tab B, leanuhile, it was felt that the CIA Career Service Bourd could
assist the Pancl considerably by commenting formally or informally on the
attached psper.

25X1A

/s/

-2

CONFIDENTTIAL
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22 June 1953
MEMORANDOM FOR: Chairman,
Career Service Board
SURJECT ¢ Qualities Bearing on Suitability for Career

Service in CIA
REFERENCE ¢ Working List #2, dated 17 Juna 1953

24

1o, The Professional Selection Panel is charged with developing
sultability oriteria for the selection of carcer employees. The
attached list of personal qualities represents the factors considered
by the Professiongl. Selection Panel in making & Judgment concerning
the suitabllity of those new career employees whose cases are brought
before the Panel. :

2. Since career employees are now being selscbed within this
frams of reference, the list is forwarded for your information and
comment. If you think that career employees in your compenent should
be sslected for suitability on the basis of other qualities, plesse
indicate those which you believe should be added to or deletoed from
this list. Additional qualities suggested should be defined cleariy
and supported by examples such es those in the present list. The
Panel does not necessarily consider each quality to be of equal
significance fn determining suitability for career employment., It
is suggested, therefore, that you group them according to their
relative significance for career service in your aresa.

3¢ Your comments should be forwarded to the Executive Secrctary,
CIA Career Service Board (Room 200, North Building) s nob later than
17 J\le 19’53@

FOR THE GIA CAREER SERVICE BOARDs 25X1A

Attachnent

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
S=B~CeR-E=T

e wmn e G



25X1A

Approved For Re€lease 2001/08/29 : CIA-RDP78-03578A800200020001-8

S=E~CeR-E-T
SecurTty Tnformation

MINUTES
OF THE
PROFESSIONAL SELRECTION PANEL

33rd Meeting, 10 June 1953, 1:00 P.M,
Room 117, North Building

25X1A 25X1A

Tietjen

25X1A .resent to report on Case No. L9

1. Minutes of the 32nd Meeting, held 3 June 1953; were approved
without change.

Present ¢

2., The following cases with action pending were considered:
8, Case No. L9

_ Assessrent Branch, O/TR, reported the results
of the assessment of this individual. After answering cquestions
from the Panel concerning the assessment, I vas excused 25X1A
and left the meeting. The Panel reviewed the information pre-
viously presented prior to taking a vote on the individual's
suitability. The Panel found this person to b wnsuiisble for
long=range career empleyment in CIA by a vote of 4 No and
1 Yes. (See attached analysis of ballots)

b. Case No. 51

The Advisor for Medical steted that he was prepared to
report the resulta of the pre-employment medical examination
of this individual which was- requested by the Panel. Since
two members could not remain in the meeting, the Chalrman
asked that the case be held over until the next meeting of
the Panel,

3. The Panel agreed to meet in special night sesaion on Tuesday,
16 June 1953 for the purpose of discussing the preliminary paper pre-
pared by the Committee on the Process of Selecting New Career Employees,
dated 9 June 1953. The Executive Secretary will inform each member and
advisor of the time and place for the meeting.
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4. The Exeoutive Secretary read, for the record. th
from the Director of Security appoint{ng ag the 25X1A
gsecond alternate to the Advisor for the y Office.

5, The meeting was adjourned at 2:35 p.m. to reconvene gular
session at 10:30 a.m., Friday, 19 June 1953.? o e

25X1A

Attachment

@ @ w
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PROFESSIONAL SELECTION PANEL

BALLOT ANALYSIS

Case No. ___l_;_g Date 10 June 1953

For the reasons listed below, subject is regarded as unsuitable for
employment in CIA on a career basis.

LThe following is a genoral evaluation of this individual in terms
of each of the listed qualities7,

Positive Indications gggative Indications

*T A X A
Integrity
Morality
Fajithfulness
Objectivity
Adaptability
Anonymity
Acceptance of Discipline
Emotionsl Control
Career Desirs
Diacretion
Economic Preparedness
2 Freedom of Action
Sense of Personal Proportion
Soclal Acceptability
Cooperation
R Industry
Effective Intelligence 1
Meion
Other (see below)
Judgment
Compulel veness
Maturity

1

P s ot

B e et et e B et pd s
W A

n
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-
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Comments g

Note: The above qualities are defined in Working List #1, dated 4 May 1953,
: "Qualities Bearing on Suitability for Career Service in CIA®,

# - Assessment Report
A = Advisors
M = Voting Members
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MINUTIES
OF THE
PROFESSIONAL SELECTION PANEL

32nd Meeting, 3 June 1953, 2:00 Pl
Room 117, North Building

25X1A 25X1A

Present: ch)

Tietjen

1, Mmtes of the 3lst meeting, held 27 May 1953, were
approved,

2o The Chairman reported that the CIA Career Service Board,
at a special meeting on 1 June 1953, upheld the Panel's finding
in Case No. 38 and recammended to the DCI that ho reject this
individual as a candidate for Agency employmont. The Panel's
finding in Case No, 48 was reviewed also but the Board suspended
the casc untll additional information had been received. The
Chalrman of the Panel was instructed to discuss the individual's
qualifications and other factors with the Head of the Office con=
cerned and to report to the Chairman, CIA Career Service Board.
Upon receipt of the information requested, the Chairman, CIA
Carecr Service Board, will determine the action necessary to
nmako a recommendation to the DCI on Case No. 48,

3, ‘The Comlttee on Recommendations concerning "Process of
Selecting New Career Employwes" presented a draft paper outlining
the reasons that make it desirable for the Agency to extend the
present one year trial-service period, The paper was discussed
and returned to the Cormittee for redrafting, The Panel instructed
the Committes to define those conditlons of trialeservice uhich are
required by the Agency even though such requirements nay appear to
be in conflict with existing Federal Personnel Poliecies, Once
trial-service objoctives have been established, the Agency can
adopt interinm procedures which will enable the Agency to work
toward its objectives within the present limitations of Federal
regulations, It was sugpested that the Committee explore the
feasibility of varisble trial-service periods to meet different
requirerents within the Agency., The Committee will rcport to
the Panel at the next meeting.
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ho The Chairman prescnted a draft Agency Porsonnel Notice
and a draft Persomnel Directorts Memorandum for Panel consideration.
The Panol amended the Personnol Notice to include a second alternate
for the Security Office and asked the Ixecutive Seoretary to process
the Notice for publication., The Panel had no objections to the FIRI
as proposed but sug ested that paragraph 3 be amonded to place less
emphasis on the mochanism for requesting a review of thie Panel's
recommondations. The Panel apreed to request the CIA Coarcor Ser-
vios Board to establish a deadline of 10 workdays from recelpt of
notification of Pmel action for the inltiation of a request for
revies /paragraph b, d, (1)/. The Exccutive Secretary was asked
0 inform the Persomel Director of the Pancl's comments concerning
the PN and to take the action necescary to get CIA Career Service
Board approvel of the 10 day lirmit for initiating requests for
reviaw,.

5. The Chairman noted, for the record, that hc had re-
geived the comments of the DAD/Commo relating to the sultability
criteria used by the Panel., (Working List #1) The Pxecutdve
Secretary was asked to distribute coples of the comments prior
4o the next meeting of the Panel, (see attached)

6, The Advisor for Training reported that the assessment
report for Case No, 49 would be ready for presentation to the
Panel at the next meeting. -

7. The Advisor for Personnel rcported to the Panel that
Case No. 47 should bo withdrawm since the individual has indi-
catod that she 1s not intorested in employment with the Ageney.
The official persomel folder will be flagred to indicate the
Panel's interest in this individual's future assoclation with

the Agency.

8. The meeting was adjourned at 3sh0 P.il. to rcconvene at
2200 Poll., 10 June 1953,

25X1A

-2-
SelimCaRall=T
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27 May 1953
MEIMORANDUM FOR: Executive Secretary, CIA Career Service Board
FROMs Deputy Assistant Divector for Communications
SUBJECT: gg:lities Bearing on Suitability for Carcer Service in

1. Your request for my comments concerning ariteria for use by
the Professional Selection Panel is gppreclated, as I realize that the
attached 1ist is the result of many hours of work by people more qualified
than I in the field of persomnel selection and evaluation.

2, My immediate reaction 1= that the list is too long and because
of this lends itself to varying interpretations by different people who
must use it. Some of the confusion which I understand exists could be
eliminated by reduction in the mmber of terms and a clear-cut definition
of these terms. For instance, I would group objectiveness, emotional
control and discretion under the commonly accepted term of Judgment and
then use them in its definition.

3. I venture to set forth the following as a 1list of ecriteria and
definitions which have become rather generally accepted in some of the
government services. It appears to me that these are the vital items of
a person's character which go to make for his success or failure, In
order of importance they are:

Intemg@cez This refers to the faculty of comprehension;
mental acuteness

Judgment: This refers to the discriminating perception
by which the values and relations of things
are mentally catalogued and a person's actions

governed accordingly.

Initiative: This refers to constructive thinking and
resourcefulness; the ability and intelligencse
to act as required on one's own responsibility.

Leadership: This refers to the faculty of directing, con-
trolling and influencing others in definite
lines of action and of maintaining morale and
discipline.

Moral Courage That mental quality which impels one to caryy

or Integrity: out the dictates of his conscience and con-
victions fearlessly.
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Cooperation: The faculty of working harmoniously with
others toward the accomplishment of common
ends.
Loyalty: Fidelity, faithfulness, alleglance, constancy -

all with reference to the cause for which a
group 1s mutually striving and to one's
supervisor.

Perseverance: The ability to hold to a mrpose or undertaking
in spite of obstacles or frustration.

Endurance: The ability to carry on under any and all
condtitions, particularly those concerned with
personal comfort, pain, hardship or distress.

Industry: The desire either Inherent or lacking in the
character of an individual to occupy himself
mentally and physically in the performance of
tasks in an energetic manner,

Personal The quality of dignity of demeanor, cleanliness,
Appsarance and appropriate dress, and general smartness of

Bearing: appearance.

To the foregolng might be added anonymity and motivation as having partic-
ulay bearing on service with the IntelIigence Agency. Such things
as soclal acceptabili emotional control, adaptability, freedom of action,
open up areas of coﬁ%ion or disagreement and appear to me To have no place
in a 1list of evaluation criteria, or are a part of the qualities contained
in the criteria listed above.

3. Again I wish to express my appreciation of the difficuliy of
the task faced in arriving at an agreed 1list of criteria. Even the list
that I am submitting could be further reduceds; perhaps to its improvement,
and if T were called upon to make such a further reduction I would suggest

intelligence, judgment, imitiative, moral courage or mteé%ig, and

as minimm, in That many ol the additional qualities could, in the
broadest sense, be considered to stem from or be contained therein.
o 25X1A
/a/
« 2 =
S=Ex(wR=kT
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16 lareh 1953

[E.DRAIDULI FORs  Depubty Director {FPlans)
Daputy Director (Intelligence)
Deputy Director (Administration)
A1), Assistant Directors amd Office Hesds

ATTEITTIONs

SUBJECT s Procedire for Reporting Recommsndations of the
Professional Selection Penel

REFEREICE: CIA Notico To. [l  25xiA

1o Referemce Hotics stated that the Professional Selsction Panel
would meke "recommendations to the appropriate authority for ths dige
positior of each case" which had been submitted for its gonsideration,

2o The Assistant Direstor (Persomnel) is the executive agent of
the Director in appointment actions. The CIA Carser Service Doard hag
decided, therefors, that the method that will be used by the Panel in
reporting its recommandatiops w1l be as followss

8o The Panel will send the original and ons copy of iis
recommndation to the Assistant Director (Parsonnelgymth a copy
to the Chalrman of the CIA Carcer Service Board amd a copy to the
Head of the Office or Senior Staff concerned, through the appropri-
ate Deputy Dirsctor,

bo The Executive Secretary will be responsible for delivery,
by hand, to the offices of the Assistant Divector (Pargonnel), the
Chalrman of the CIA Career Service Board and the Deputy Dirastor
concernad. The offices of the persons mentionsd above will bs
rasponsible for any further distribution,

3o When the Panel’s recommndation is adverss, the Asgistant
Director (Persomnel) will consult with the Head of the Office or Senior
Staff concerned before taking further action on the case.

Lo The Assistant Director (Personnel) will inform the Pansl of the
action that is £innlly taken on the case.
25X1A/ 5 /

FOR THE CIA CAREER SERVICE BOALD:
Emc&ve Secretary

Distributions
liembers, CIA Career Sexvice Board
liembers, Professional Solection Pansl.
Asglstant Directors
Office Heads amd Chiefs of Seniow Staffs
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CENTRAL INTELLIGENCE AGENCY
Washington, D, C.

NOULCE 8 December 1452

GUBJECT: Professional Selection Panel
25X1A

L. In sccordance with CIA Kotice N(’).- subject: "CIA
Carcer Service Program,” there has buen established the Professional
Belection Panel,

2+ The Professional Selectiocn Panel has been instructed by the
Career Service Board to give priority to:

8, The formulation of criteria concerning over-all
sultabllity to work in CIA on a carecr basis,

b.  examination of individual cases of applicants or trial-
service employces where doubt exists as to suitability to work
in CIA on a carecr basis, and

¢, recomuwendation tc the appropriate authority for the
disposition of each case so eramined,

3. In order that the Panel uay carry out its responsibvilitics
with respect to 2b and 2¢ above, the Inspecticn and Sccurity Office,
Medical Office, Personnel Office, and the Office of Training will
bring to the attention of the Pancl, through its Sceretary (Room 200,
KRorth Bullding, Extension 8128), any information of an administrative
rature which casts doubt upon the suitability for employment or
retenticn of any applicant or trial-ssrvice employee., This is not
intended to alter existing vroceduwies wherehy such information is
provided the Personnel Ofiice by the Inspection and Security Office
and the Medical Ofiice.,

L, Any other major comvcnent of the Agency may vefer, through
the Secretary, for consideration by the Panel, cases of doubtful
sultability for career employment,

FOR THE DIRECTOR OI' CENTRAL INTELLIGENCE:

 25X1A
.
WALLER REID WOLF
Deputy Director v
(Administration) fjgl
~ DISIRTBUTION NO, 2 4% 1g
. N
825" ¢10-RDP78-03578A000200020001-8 o (’,b)s
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CIA HONOR AWARDS BOARD

12th Meeting, 10 August 1953, 11100 A.M,
Room 1033, "M" Budlding

Prssent.s Messre,

1, The Board reviewed and revised a proposed memorandum to
Chairman, CIA Career Service Board, subject: *Status Report and
Recommendations®, ‘ '

: 2, The Expoutive Secratary was requested to prepare a proposed
nmemorandun by meane of which the Chairman, CIA Cereer Service Bosrd,
would request all Agancy components to provide informstion needed by
the Honor Awards Board in its survey of all honor and incentive awards
vhich have been received by CIA personnel since 18 September 1947,

30 It was agreed that the Board will initiate action (coordinated
with the Security Office) to publish notices announcing all honor awsrds

: received by CIA personnel. In this respect procedures will be estab-
25X1C 1ished for notifying the Board of all such awards which the Board did

not, review (o.ge, AN ==~5) |

o The Security Advisor reported cn the current system used by
the Military Personnel Division in processing and presenting proposed
awards of military decorations, The Board determined that possible

1 security compremises are avoided in these prooedures; amd reaffirmed-
. its decision with respect to the processing of these cases (reperted
in paragraph 6 of the minutes of the 1lth meeting on 5 August 1953):

S. Papers proposing the award of military decorations on two

merdbers of CIA were approved by the Security Advisor, and were sulmitted .

, to the Board members for a second review in the light of changed pro= ’
- cedures for such cases,
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6, The Board reovicwed a memorsndum from the Chaizmsn, Incentive
Awards Committee, subject "Coordination of Responsibilities?, dated 6
August 1953, shich concurred in the statements of the Honor jwards
Board that there 1s 1ittle possibility of conflict, duplicaticn or
uncoordinated action betwesn the two programs. _

7. The Board rovimd a proposed memorendum to the chniman, CIA
Career Service Board, subjeot "Staff Study « Letter of Commendation®,
I was agread that the memorandum would not be trenamitted, and that:
‘another memorandum should request the staff study be retumed to
the Honor Awards Board in view of its forthooming recommendations con-
ccaming the. entire honor awards programs

‘ 8, The Executive Secretary was requestad to contact Mr., Colbuyn,
Heraldie Brancli, Office of the Quartermaster Gensral, to determine when
the revised deaigm of the National Security Medal will be available,

9 It was agreed that the programs and propozals of the Board
would be sssembled in one package and presented to the CIA Career
S«mice Board for discussion 1n joint session,

25X1A

FOR THE CIA HONOR AWARDS BOARDg

w2 e
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MINUIES
of TE
- CIA_HONOR_AWARDS BOARD .

11th Mesting, 5 August 1953, 2:00 P.M,
Reom 1033, *M* Bullding
25X1A

Pressnte¢ Messrs, ce=Chairman

ember

Security Office Advisor
eracnnel Office Advisor
ecutive Secretary

cretariat

1., The mimutes of the 10th meeting, held 27 July 1953, were
approved (note that some of the actiona reflected in those minutes
have been superseded as indicated in the following minutes).

2, It was agveed that the CIA Honor Awards Board will develop
wachinery and procedures to insure the ecareful handiing end processing
of a1l awerds cases, including thorough investigetion end evalunation
of the merits end circumstances of each case. '

3. The Board reviewed action taken to accomplish a propesed
award of the National Security Medal as reflected in the minutes
of the 10th meeting. The Board instructed its Executive Secretary
to prepare & memorandum concerning this case to the Chalrman, CIA
Career Service Board. The memorandum will set forth the fact that
the purpose of classifying the delegation of authority from the
President, giving the DCI authority to award the medal, was %o
prevent the medal from being identified with CIA. If the citation
accompanying the medal should be unclassified and is signed by the
DCI, this fact would reveal that CIA awards the medal. The DCI,
therefore, may sign a classified citatlon, but a non=classifled
yersion could cnly be signed by the President or by the Executive
Secrctary of the Mational Security Council.

L, In accordance with the request of Genersl Cebell, as
expressed b the Board reviewed its decieion of the
previcus meeting in CO ection with the award of military decorations
to CTA military personnel. It was agreed that such questions as the
following should be explored: '

S=Bsl-Rol=T

Approved For Release 2001/08/29 : TIA-RDP78-03578A000200020001-8
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% Should CIA be granted authority to awsrd military
decorations to military personnel?

bo Can such suthority be delegated to CIA by the
‘Secretary of Defense or the Secretaries of the Militery
Services? -

. ¢ Would such suthority need to be delsgated to a
militery official of CIA?

do Which military decorations could be given if this
is granted?

8o What are the legsl factors involved in this delegation
of authority?

: fo 8hould the euthority be granted to the asnior militery
~ - officer of each of the military services represented in CIA or.
ean one senior military officer be guthorised to grant decora«
tions to members of all military services?

The Exegutive Secretary was direoted to prepare, in cooperation with
A & memorendum from the Bosrd to the Qenersl Counsel in
25X1 order to obtain appropriate legal opinion on the above matters,

5. The Executive Secretary reported to the Board that pupers
propooing military decorations for two individuels had not been
ferwarded as directed at the previous meeting, but in view of the
matters discussed in paragrsph L above, had been held for recone
slderation of the method by which they should be processsd. The
Board approved this action, reviewsd the papers, sand gavs them
to its Security Advisor for review.

6, The Board reached the following agroements with respect -
to militery decorations for military personnel on duty with CIA,

: 8. Papers initiated by CIA personnsl proposing the award
of such decorations will be reviewed by the Board. If the
Board concurs in thess proposals, they will be forwarded
through the Chairmen, CIA Career Service Board to the DCI.
If the DCI approves these recommendations for awards, the
Honor Awards Board will take action to see that the Military
Persornel Division prepares the proper suwpporting papers and
Places them in regular military channels for action, The
_papers prepared by Militsry Personnel Division may indicate,
where necessary, that the DCI approves the recommendations

- _ for the award, These papere may be signed by the Chief,

- . Militery Personnel Division, when necessary,

: _ = 2 - ' L
Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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. bs The Chisf, Military Persomnel Division, w1l sit
with the Board whensver & military decoration of an individual
is being coneidered, or whemsver procedures involving sush
dezorations will be considerad,

7o It was agresd that the Personnel Office will develep
appropriate forme for the handling and nrocsssing of propoaed
arard cased,

8, Tt was sgreed Shat the Persmonnsl Office Advisor and the
Security Office Advisor will attend all meatings or send their

alternates, The Sesurity Office Advisor indicated, for the record,
25X1A that his alternate ish

90 It was agreed that the Executive Secretary will prepave
. & memorandum for the Board to the Chalrmen of the CTA Career -
S Service Board concerning the folluowing aspects of the Honor Awards
Progras (copy to be provided to the A/ID/A)e

& A deteiled report of all decorations, ewards, and
medals which may now be awarded to military and civilien
personnel of CIA, including the circumstances for their
nwardo :

- bo Propowsls to establish other appropriate decorations
and medals for CIA personnol_e

- 10, The 12th meeting of the Board was scheduled for 11:00 &smo,
Monday, 10 August 1953,

FOR THE CIA HONOR AWARDS:

/s/

25X1A

Executive Secretary

-3

SeE=CeR-E-T.
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MINUTES
OF THE

CIA HONOR AWARDS BOARD

10th Meeting, 27 July 1953, 2300 PoM,
. Room 1058, "LY Bullding

25X1A 25X1A

Maaent's Meosors. hairman Executive Seoretary
‘ Member Secretariat

1, ‘The minutes of the 9th meeting held 16 June 1953 were
approved. ‘

2. ‘'The Doard conferred with Mr. Harold B, Colbumm, Heraldie
Branch, Office of the Ouartasrmaster General, concerning the deslim
of the National Security Medal, It was agreed that the Heraldic
Branch would re-submit designs within approximately three weeks.
Tt was estimated that, barring further difficulties, the actual
medals may be available in four to six months.

3, The Board approved proposed memorands t¢ the Chalmman,
CIA Career Servies Board, concerning the following subjects:

8., The use of letters of commendation within CIA,.

b. The responsibilities involved in the Henor Awards
Program and the Incentlve Awards Program,

. ‘The Board provided its Executive Secretary with information
required for the anmual report by government agencies of their honor
and incentive sward actlvities.

5. A proposed award of the National Security Modal was approved
by the Board, and referred to the Director of Central Intelligence
through the Chairmsn, CIA Career Servics Board.

6. The Board discussed problems connected with awarding the
Medal of Fresedom, It was agreed that in view of the sensitive
nature of Agency activitics, and in order to utilize the mosi dire
" ect and effective procedures for honor awards within CUIA, the
Agency should possess the authority to grant the medal, The Board
instructed 1ts Executive Searetary to obtaln the opinlion of the
General Counsel with respoct to propusals to obtiein this suthority.

Approved For Release 2001/0§/29..cCHARP78-03578A000200020001-8
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N 7. The Board re-affirmed its decision that the Military Per-
sonnel Divisicn of the Personnel Office would process through its
established military chammels, the military decorations approved
by the Board for CIA military personnel. Under this procedure
the Board approved proposed decorations for two individwals, and

- requested its Executdve Seeretary to transmit the proposals to
the Military Personnel Division for necessary action,

8: The Board discussed the possibility of adapting for
CIA use a combined form for recommending awards for both herviem
snd achlevement which is currently being developed by the Departe
ment of Army. Decision on the use of this form was postponed une
11 1t 1s avellable in final form,

9, In view of the 'impending absence of the Chalrmsn, it was
25X1A agreed that - will serve as Vice~Chairmsn henceforth.

10. The meeting adjourned at 4:15 P.M. The next meeting
will be held a2t the eall of the Chairman, :

FOR THE CIA HONOR AWARDS BOARD:s

osx148/

Execu!w !«az:re!ry

-’ : - 2’-
S Fm G R Em T
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MINUTES
OF THE
CIA HONOR AWARDS BOARD

» 9th Meeting, 16 June 1953, 2:30 P.M.
Room 1058, L Building

25X1A 25X1A

Present: Messrs. Chairman Security Advisor
Member Alternate Exec/Sec.
Member Recorder

1. The minutes of the 8th meeting held 9 June 1953 were approved
as read, ' _ '

2, The Chairman reported that no further activity had taken place
in regard to the design of the National Security Medal,

3, The Executive Secretary presented to the Board two memoranda
outlining the CIA Career Service Board Steering Group’s action on
15 June in regard to the Honor Awards Board's staff atudy "Letter of
Commendation® dated 9 June 1953, These memoranda addressed to the
Chairman of the Honor Awards Board from the Executive Secretary, CIA
Career Service Board anddated 16 June 1953, in brief requested thats

@4, The proposed staff study be amended to insure that the
proposed "lLetter of Cormendation is in sddition to other commens-
datory, congratulatory or courtesy letters signed by the Director
or other responsible officials and would not preclude the con-
tinued use of such letters as appropriate,” and

b, That the Honor Awards Board coordinate with the Incentive
Awards Committee to insure that over-ell objectives in the hnonor
and incentive fields be obtained, that there be no over-lap of
duplication and that all phases of the awards field be the
responsibility of one or the other of the groups.

o The Board, after considerable discussion of the recommendations
outlined above, decided that its Chairman should meet as soon as possible
with the Chairman of the Incentive Awards Committee to carry out the
objectives outlined in 3 b, above, and that it would withdraw its staff
study pending the outcome of this discussion., The Board determined that -

v

SeelimCmReeET
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the feasibility of one awards progrem to includs incentive, honor and
longevity awards should be explored. It was the opinion of the Board
that such & consolidation might well ameliorate the situstion that now
confronts those responsible for the several programs. Were all awards
proposals sent to one group, decision regarding whether they were
properly in the honor or incentive areas could be made centrally and
referred to the appropriate group operating within the single
integrated program. The Chairman will explore these possibilities
upon mesting with the Chalrman, Incentive Awards Committee.

5. The meeting adjourned at 4325 p.m. The next meeting will
be held at 2:30 p.m, on Tuesday, 23 June 1953,

FOR THE CIA HONOR AWARDS BOARD:

25X1A

Executite Secretary

4
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OF THE
CIA HONOR AWARDS BOARD
M
8t Neeting, 9 June 1953, 2430 p.y.
. s L Building
25 25X1A

Presents Messrs,

1, The mimtes of the 7th mecting neig 2 June 1953 were

- approved with minop corrections, The previously distributed

: 2. The Chairmen reported that no contact had been made during
the week with the Heraldie Branch of the Quartsrmas ey Corps re-
garding design of the National Security Madal, '

3. The proposed staff study "Letter of Cormendation® ywag re=
viewed and approved after g number of Suggestions by varioys members
were Incorporated in the text, 1t will be forwarded to the Chairman,
CIA Career Service Board within the weok,

4, Discussion then took Place regarding Agency Regulation H 25X1A
“lwards from Foreign Governments®, mqe group ﬂered the proPRte

Y Avards anqd Decorationgn » Regulation which will Treplace 25X1A
25X1A and which is being coordinated by the gulations Control Staff,
« The Board concurred generally in the substance of the new Regu-
lation and requested the Txecutive Seeretary to forward the following
coment to Regulations Control Staff;

"The Honoyp Bwards Board concurs genoerally in the sype
stance of the proposed CIA Regulation In order to fyl. 25X1A
£i11 the re ty set forth in paragraph 2b(L) of cTA
25X1A Regulation dated 20 February 1953, the Board requests
that the fo oring be added to Paragraph 2bs

(3) Notifying the Honor Awards Board of the
action taken in each case,

- - o 0601 8
8129 : CIA-RD 002 -
Approved For Release 2001/08/29 : CIA-RDP78-03578A0002Q
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- It 13 suggested that for emphasis the proposed
Regulation quote Article I, Section 9, Clause 8 of the
United States Constitution which bears on this subjeet
as follows: o '

o title of nobility shall be granted
by the United States, And no person holding
any office of profit or trust under them shall,
without the consent of the Congress, accept of
any prosent, emolument, office, or title of any
kind vhatever from any king, prince, or foreign
state,* ¢

25X1A 5. It was noted that torm was about to expire,

The Chairman requested the cutive Seerctary to take the necessaxry
25X1A  Steps to have h re=gppointed for a full term on the Board,

6. The meoting adjourned at L:30 P, M. The next meeting will
be held at 2:30 P. M. on Tuesday, 16 June 1953,

25X1A

FOR THE CIA HONOR AWARDS BOARD:

L

S~FmC~R=E~T
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OF THE
CIA HONOR AWARDS BOAHD
7th Meeting, 2 June 1953, 2130 P.l,
Room 1058, L Building
25X1A v 25X1A
Present: Messrs, Chairman Personnel. Advisor
Member Alternate/ Exec.
Member
s Securdity Advisor Recorder_
1. The mimutes of the 6th meeting held 12 May 1953 were
approved as road,
25X1A 2. I rcported on hls discussions with M, DuBois
regarding the proposed designs for the National Security lledal.
25X1A During their meeting, I informed Mr, DuBois of the
, efforts of the Agency in proparing designs, folt 25X1A
~ that Mr. DuBois would rather that the Heralddl the
Initiator of designs and that he would have some to offer within
25X1A two or threoc weeks. NN stoted that he would recontact

Mr. DuBois in the near future,

3. The design prepared by I =5 o result of the
Board's comments re the designs he had previously submitted was
then presented for considoration, The Board members were favorably
impressed by the design and decided that it would be actively con-
sidered, They requested the Chairman to express their thanks for

25¢1A | vork. .

L. Discussion then took place regarding standards to be applied
: - Yo recommendations for awards., COMIAWE Instruction 1650. 1, procured
25X1A by I ©ron Mrc. J. DBlakeney of the Decorations and Medals
Branch, Personnel Departmunt, U. S. Marine Corps, was offered to the
Board for consideration. It was acknowledged that this instruction
would provide a good source for Honor Awards standards and that its
use in commection with the consideration of cases would be extremely
helpful in the preparation of CIA Honor Auards Board standards.

25X1A

SECRET

G e G N B
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%, The next subject for glon was Agency tion —
4ve Awards, in regard to possible © vetween the funcllons
Incentlive Awards Committee and the Honor Awar Board. M.
ted possible conflict in secticns .ao(ls) and (5)s 6.b.(6)s
and. oPe ThO examined the Regulation decided that thers was
no basic ot with the possible exception of paragrap .a0(5) vhere
t

gituation. stated that any commendatory letter or certifi-
cate of appreaiation in the Incentive Awards Program would be gubordli-
nate to step 3nereases and monetary paynents. Thus the Honor Ji\

Board Letter of Commendatlion as -outlined in previous minutes would be
far removed from any Incentive Awarads Committee jetters of appreciatlon .

both rds and that there sho d be coordination botween the TWoo
Since the Exscutive Secretary of the Tncentive Awards Conmittee works
out of office, the Personnel Advisor was requested to

ef fect any necesss c_oordination jn thls areso

, The Bxecutive Secretary was then requested to preparse a Staff
Study for the CIA Career gervice Board yhich would recommend that Letters
of Commendation for the pirector's signature be reserved for the Honor
Awsrds Board as 8 yower order of award which would pe directly under the

, Discussion then took place coneerning Honor pwards by foreign
overnmente o CIA pewsonnelo This subject was tabled for discussion
at the next meebing.

8, The recorder then read the yranscript excerpt of the Executive
Secretary's oral report 40 the CIA Career service Board and brought to

the attention of the members the fact that the Honor awards Novice had

been pnblﬂ.s’hed and distributedo
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9. The meeting adjourned at l320 p M. Th
held at 2;30 P.M. on Tesday, 9 June 19 550- © next meeting will be

FOR THE CIA HONOR AWARDS TOARD: 25X1A
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Security Information _
NOTT PERSONNEL
1) July 1953

ANNOUNCEMENT OF ASSIGNMENTS TO XEY POSITIONS

CIA HONOR AWARDS BOARD

25X1A

Effective immediately, the appointment of _

-s & member of the CIA Honor Awards Board is extended
for the period ending 13 June 195L.

FOR THE DIRECTOR OF CENTEAL INTELLIGENCE:

L. K. White
Acting Deputy Director
(Administration)

DISTRIBUTION: AB
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NOTICE PERSONNEL

HONOR AWARDS 21 May 1953

25X1A CIA HONOR AWARDS PROGRAM

Reference: -

1. In accordance with the referenced Regulation, the Agency may grant
honor awards to CIA personnel who perform acts of valor or exemplary achieve-
ment in the national security interest., To this end, the CIA Honor Awards Board
has been created to set the standards for Agency awards, and to make recommenda-
tions to the Director for his approval.

2. The principle of recognizing individuals for deeds performed sbove and
beyond the call of duty is traditional. Deeds requiring a high order of personal
courage have been and will be performed by CIA personnel who are engaged in the
support of United States intelligence activities. Similarly, CIA individuals
have made and will meke singularly important and highly significant contributions
of a nonvalorous nature to the national intelligence effort., Although the
anonymity demanded by Agency activities militates against overt forms of recogni-
tion, certain honor awards are available which will meet security considerations
so that deserving personnel may receive specilal recognition,

3. Awards Presently Avallable
a, National Security Medal

On 19 Jenuary 1953, the President, by Executive Order 10431,
established the National Security Medal to be awarded for an outstand-
‘ing contribution to the United States intelligence effort. The Medal
will be awarded for "exceptionally meritorious service performed in
a position of high responsibility" or for "an act of valor requiring
personal courage of & high degree and complete disregard of personal
safety,” The National Security Medal may be awarded to civilians or
to military personnel,

b, Medal of Freedom

(1) The President, by Executive Orders 9586 and 10336,
established the Medal of Freedom to be awarded for performance
of a meritorious act or service which

(a) in time of war, has aided the United States or
an ally against an enemy or enemles,

(v) during asny period of national emergency, has
furthered the interests of the security of the United
States or its alliles.

(¢) under special circumstance, without regerd to
the existence of a state of war or natlonal emergency, has
furthered the interests of the security of the United States.

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8 gt \
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B 25A 2l May 1553

(2) The Medal of Freedom may not be awarded for any act
or service performed within the continental limits of the United
States nor to a member of the Armed Forces of the United States.

¢, Military Awards

Active duty military personnel assigned to or detailed to
the Agency may be recommended for appropriate military awerds. In
general, civilians and reserve personnel not on active military duty .
are not eligible for military awards,

4, Submission of Nominations

a, Nominations for Honor Awards may originate at any administra- -

tive echelon.

b. All nominations shall be forwarded to the CIA Honor Awards
Board through the Executive Secretary, CIA Career Service Board with
endorsement by the appropriate Assistant Director or Office head.
Nominations affecting CIA military personnel will be coordinated by
the CIA Honor Awards Board with the Military Personnel Division of
the Personnel Office, -~

cs Each nomination shall be submitted either on AGO Form No. 638
"Recommendation for Award - Meritorious Achievement or Service" or AGO
Form No. 639 "Recommendation for Award - Heroism"” and should be
accompanied by supporting data, if necessary, so as to afford the CIA Honor
Awards Board sufficient information on which to base its recommendations.
The sbove Forms are available from the Executive Secretary, CIA Career

Service Board. .
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:
A,
WALTER REID WOLF
Deputy Director
(Administration)
DISTRIBUTION: All Employees

2
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25X1A

REG ’ PERSONNEL
ﬂl\' 20 February 1953
HONOR AWARDS

Rescissions: (1) CIA Regulation
- paragraph B, 25X1A

(2) CIA Regulation
CONTENTS

Page
POLICY . . . . . ., . . . . . .1
THE CIA HONOR AWARDS BOARD 1

1. POLICY

In accordance with this Regulation the Agency may grant honor awards for intel-
ligence service to personnel for performing acts of valor or for making highly
significant contributions to national intelligence. The Honor Awards Program is
seﬁarate and distinet from the Incentive Awards Program as defined in CIA Regu-

2. THE CIA HONOR AWARDS BOARD

The CIA Honor Awards Board, under the jurisdiction of the CIA Career Service
Board, is established to review recommendations concerning honor awards, and to
forward these recommendations to the Director for his approval.
a. ORGANIZATION
The CIA Honor Awards Board will be organized as follows:
(1) Membership
The Board will be composed of three Agency officials appointed by the
Director upon recommendation of the CIA Career Service Board. The
Personnel Office and the Security Office will furnish honvoting advisory
representation to the Board on g continuing basis.
(2) Term of Office
Each voting member will serve a twelve-month term with successive new
members appointed each four months. One member of the Board first
appointed shall serve for four months, a second member for elght months,
and a third for twelve months.
(3) Secretariat
Secretariat support will be provided by the Secretariat of the CIA Career
Service Board.
b. RESPONSIBILITIES
The CIA Honor Awards Board will be responsible to the CIA Career Service
Board for the following:
(1) Ensuring that the details of the CIA Honor Awards Program are brought
to the attention of all Agency personnel.
(2) Developing standards for honor awards and procedures for recommenda-
tion and determination of such awards.
(3) Reviewing, investigating, and forwarding with recommendations to the
Director of Central Intelligence all honor award pbroposals.
(4) Providing a central point of record for information regarding awards
recommended for CIA personnel.
(8) Arranging for Agency announcement, and bresentation of honor awards.
(6) Forwarding to the Director recommendations for awards to CIA personnel
by other Government departments and agencies,
(7} Undertaking such additional responsibilities as may be assigned to it.

FOR THE ACTING DIRECTOR OF CENTRAL INTELLIGENCE:

WALTER REID WOLF
Deputy Director
(Administration)

1
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CENTRAL INTELLIGENCE AGENCY
Weshington, D, C.

NOTICE 20 February 1953

SUBJECT: Establishment of the CIA Honor Awards Program

Reference: Regulation No. - 25X1A
25X1A

1. In accordance with Regulation |, dated 20 February 1953
the Agency may grant honor awards to CIA personnel who perform acts of valor
or exemplary achievement of the highest order in the national security
interest. To this end, the CIA Honor Awards Board hes been created to set
the standards for Agency awvards, and to make recommendations to the Director
for his approval,

2., The principle of recognizing individuals for deeds performed above
and beyond the call of duty is traditional, Deede requiring a high order of
personal courage have been and will be performed by CIA personnel who are
engaged in the support of United States intelligence activities, Similarly,
CIA individuals have made and will make singularly important and highly
significant contributions of a nonvalorous nature to the national intelligence
effort, Although the anonymity demanded by our profession militates against
overt forms of recognition, a system of CIA Honor Awards hes been established
which is specifically designed to meet security considerations so that deserving
personnel mey recelve special recognition.

3. Submission of Nominatlons

a. Nominations for CIA Honor Awards may originete at any
administrative echelon.

b, All nominations shall be forwarded to the CIA Honmor Awards
Board, with endorsement by the appropriate Assistent Director or
Office head. Nominatlons affecting CIA nilitary personnel will be
coordinated by the CIA Honor Awards Board with the Militery Personnel
Division of the Personnel Office,

¢, Each nominatlon shall be accompenied by supporting data, thus

affording the Board sufficient informetion on which to base its
recommendation,

FOR THE ACTING DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A
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oghington, De C,

DEXAA & 13 Fcbruary 1953

1o The follouving cppeintments to the CT4 Tlonor Aucrds Loord are

effective with the publication of this hotices

25X1A
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Lhas been desirnated Ly tie Ins.ecsio:

. ) Gesirnated oy U nspi.ecvion
and Scce Y1t OFfice -t.. et - o ipa

25X1A Seeurity O0ffice ond by tie Forconrel Oifice to

SCrve &s non=voting ccvisory represuntotives to the Loard.

FOR TIE DIRECTOL OF CiiibL J3uTLLICENCL:

it

VALTE REID 1 OLF
Peputy Dircctor
(dirinistration)
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REGULATION PERSONNEL
20 February 1953

LONGEVITY AWARDS

CONTENTS
Page
POLICY . . . . . . . ... .1
ELIGIBILITY FOR AWARDS . 1
NATURE OF AWARDS . . . . . 1
RESPONSIBILITIES 1

1. POLICY

It is the policy of the Central Intelligence Agency to recognize long and faithful
service of Agency personnel by providing suitable awards for such service.

2. ELIGIBILITY FOR AWARDS

Agency personnel who satisfactorily complete an aggregate of ten years civilian
and/or military service with CIA will be eligible for a longevity award. Additional
service will be recognized at ten-year intervals. Service subsequent to 18 Septem-

ber 1947 is creditable for longevity award purposes.
3. NATURE OF AWARDS

a. CIA longevity‘awards shall consist of:

(1) Presentation of an appropriate device embodying the Agency seal, an indi-

cation of length of service, and the name of the recipient.

(2) Suitable publication of the names of the eligible employees and recogni-
tion of their service at an appropriate gathering of Agency personnel.

b. Eligible employees who, by reason of security, are not in a position to receive

the longevity award will be privately notified and full recognition will be

accorded them at such time as security restrictions no longer apply.
4. RESPONSIBILITIES

The Assistant Director (Personnel) is responsible for the administration of the

longevity awards program.

FOR THE ACTING DIRECTOR OF CENTRAL INTELLIGENCE:

WALTER REID WOLF

Deputy Director
(Administration)

1
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CENTRAL INTELLIGENCE AGENCY REGULATION
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CONFIDENTIAL
SECURITY INFORMATION 25X1A

25X1A

25X1A

1 August 1952

15. PERSONNEL EVALUATION

A,

C.

D.

Policy

In accordance with the basic personnel policy of the Central Intelligence Agency (See CIA
Paragraph A (1)), a program of personnel evaluation is provided as a prin-

cipal means of developing and maintaining an effective staff and promoting the most satis-

factory relationship between each individual and his supervisor.

Scope of Program

The personnel evaluation program includes all staff employees and staff agents of the
Central Intelligence Agency whether on duty in headquarters or in the field.

Form and Frequency of Reports

(1) CIA Form No. 37-151, Personnel Evaluation Report, shall be used to record evaluations.

(2) Supervisors shall prepare a personnel evaluation for each individual at the end of his
first nine months of service with the Agency and annually thereafter, and at such other
times as directed.

Responsibility

The Assistant Director (Personnel) is responsible for administering this program.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Acting Deputy Director Effective: 1 August 1952
(Administration) Rescind : Page 1 of 20-15,
11 July 1951

-1-
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CTNTRAL INTELLIGENCE AGENCY
Wa.sl llDé’“LOI’l, D.C.
25X1A NOTICH 1 August 1952
I
SUBJICT: Personnel Evaluation

25X1A g

TRENCE:  CIA Regulation _(Rcvisod), affective 1 August 1952

L. Purpose

This Hotice provido" cuidance and outlines deteiled respon-
gibilitics Tfor pervsonnel cvaluntiol.

o, Dofinition of Personncl Tvaluation

a. Persomnel svaluotion as used ln the Central Intelligence
Agency is thg supcrvisor's considered and judicious appraisal
of the performance and carebilitics of each individual for whoun
he is immediotely responsible. This cvaluation is in terms of
the requirements of the individwalfs current position and his

- potential for long-term scrvice with the Agoncy. It is not o

performance or an cfficiuncy rabting in the sense that individuals
are comparcd on the basis of a predetermined decctval or
numerical scale,

b, The significance of o personnel cvaluation lies in the
consbiructive action which will be taken to develop snd use cach

individual's abilities and potentialities most cffectively.
3. Need I ror Fvalustion

2. Corbinuing Day-by-Day Evaluation

A supervisor must be continually cware of' the abilitics
ond performance of cach person in his OfbwnLZwthd it he is
cctively to aid hin to develop his skills and abllities, The
ingloght goined from continuing appraisals will ennble the
supervisor to stimulote the productivencss ond job confidence
of his people and to develop teamworlk and pride in the orgone
ization.

b. Recording Evaluations

In gddition to day-by-day gubldnnee, it is necessary that
-’ periodic writton reports be prepured os on cgsential elonent in

RINSTRICTED
curlty Information
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cach individual's carcer plan. The preparation of thesc reports
will scrve pericdically to focus the supervisor's attention on the
actual andipotential contributions of each individusl., Through
this process the supecvisor acquires a systenatic inventory of
the human resources within his unit,

b opecific Uses of Personnel Hvaluation

The uses of personrcl cvaluation include the ollow1nﬁ'
a. Tdentifying cach person's aptitudes, knowledpges, skille
and interests;

b. Promoting discussions between supervisors and those
supcrvisced concerning work perfornance and carcer developnent;

e

iciencie

¢. Increasing individual officiency by ospotting and coi=
“Qgtlng specific problcms and d s and helping in the
levelopment of desirable traits;

¥;
I

d. Serving as & basis for irdividval plons for coarcor
devoiopnent;

¢ Identifying outstanding sowrvices

. Identilfying individuals who fail to perform as effective
rs of the organization; cnd

4 Identifying tiv: necd for training, roessignnoent, rotation,
profivtion, demotion, soparation and other formwl persounel actions,

5. Responsiblilitiss for Porscrncl Fvaluation

2, Respongibiiitics of Individuals

Tach individuni must urxderstond the rcosnennibilitics
aud requiremeats of his pesiticn., This 1s an inherent condition
of cnuployment ugd imposes o responsibility unon the individual

O diseuss with his immcdinte suvcrvisor any problon or une
certainty which obs ures his comprehension of his work., This
docs not minindze the responasibility of the supervisor for
1151 “‘ng that those wiom he supervises are provided with full
infoimation as to their jobe. 7 clear uwnderstanding botween
the supervisor and the individusl is the result of o ruciprocal
rolationship, and effcetive porformance by and doveiopmcnt
of the individual proeceed fron the two-way coruwunication
votween then.

o]

RESTRICTED
Security Information
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b. Responsibilities of Supervisors
( J) Tumedlate uU'pu""l 50T

The invedlste supervisor who assigns and reviews
the work of others bears primery cegponsivility for eveluating,
guiding and developing the potentialities and capabilities of
those whom he supervises. In order to record his evaluatione
and recommendations, he will prepare Personnel Evaluation
Reports as required,

(2) Reviewing Official

The supervisor next in line of authority above the
immediate supervisor is responsible for reviewing Personnel
Bvaluation Reports., He will determwine whether tLeV coniorn
to pertinent Agency policy and regulations and will assist
in the eilfective use of the recorded information. He has
the additional responsibility of ensuring that supervisorsg

under his authority are effective in directing, leading,
evaluating and developing their personnel,

c. Responsibilitlen of Office Career Service Boards

It is the rospongibility of each 0ffice Carcer Service
Board to review plans contained in the Persoanel Tvaluation Report
for the training, assignment, advancement, rotation or promotion
of each individual falling within its Jurisdiction and to recom-
mend to the Assistent Director or Offilce liead the action that
should be taken.

6. Types of Reports

a, Initial Repor

The supervisor will prepare a Personnel Evaluation Report
for each individual at the end of his first nine months of service
with the Agency, sxclusive of time that may have been spent in
provigional status pending tull security clearance, Such a report
will be made regardless of the lensth of time that the individual
hag been under his immediate supcervision,

.  Annuval Repcerts

The supervisor will preparce a Personnel BEvaluation Report
annually for eachh individual on the anniversary of his entrance
on duty unless a report has been made within the three months

RESTRICTED
Security Information
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to the anniversary date. Whien neceszsary the due date of
ancannual report will be deferred until the individual has been
QHQua the supcrviseor's Jurisdiction for 90 days.

y l-——-

},

c. opecial Reports

The suparvisor will nr a Personcel Fvaluatilon Report
when an individual leaves the Agercy. This report will include
the supervisor's recommendation concerning his suitability for
re-conloyment.  Such snecial reports sholl be attecied to tho
Personnel Action Request form when it is forwsyded to the
crsonnel 0riice Special reports also may be made whencver they
re Qamlulotraalvely reguired,

d. Reassiprment Reports
A Personnsl fvaluation Report wilil b prepored for aa
individual whencver his supcervisor is to be vermanently. changed.
Supervisors who ave to e reassigned will properc reports fov

all persons under unCiT'imN”dlqtu Jurisdiction. Suncrvisors wiil
prepare ronorts for individuels who are to he roassisned from
Their Hnjtu. Iv casz Ghe 1umed11tm supcrvisor is not available,

assignrent revorts will be prepored by the person next

wio has direct Imowledge of the individual's work. The

tant fﬂcctuw (Porsonnol) or Lils denignoted representative
“y uX‘ﬁpthﬂ rron o remert to specific

(« Jreparation of Roports (Seo ¥low Chart attached)

e Pricr to the date an initinl or annucl Porconne
Tvaluation feport iz due, the Feesomncl OfFich will notufv
thic Office concerne blfﬂufh thoe officicl decignoted by the
Office to serve ag 1te Tvaluations Ooficer, with reoponsihility
for administrative activitics conuscted with the persomncl
cvealustion program,  The Bvoliations Ofi’ror wiil inditivte

action on Ferm 37-154 by entoring the identifying duts in
Items 1 thrcugh 6 on the Torm and forwurllup it in duplicatas

to the appropriste superviscr. Snecial reports muy be initiotoed
either by thne Porsonncl OFfYice or ny thae 0ffice concerned.
reasgignment reports will be indticted by the OfTice cuncurned .

v The surervisor will Crrrdish the form in duplicate to the
individusl concerned who will complote Ttems 7 through 10, At
the tice the supervisor trorssidts the form to the individnal,
o owitl offer his assistance and coopaerotiorn.

21
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c. 'The supervisor will wvlete Ttems 11 through 18 and
Will exercise cousidered judoment in appraising the adecuacy
of the work performad, th: gualifications of the individual
for his position and his pOtPWLLdLLLJk“ for grenter scrvice
to the Agency. Upon completion of the evaluation, he will
Torward the form to the appropriate reviewing official.

d. Ttem 17 of thoe form provides a means Tor formali £
Warnings to individualco concerning ineffective perfermance.
If it is the supervisor's considered opinion that the in-
dividual's work contribution has boen gufficiently ineffective
to require aaversc action, he will attach to each of the
coples of the Personnel Evaluotion Report a copy ol'a warning
memorandum, I the suvervisor has not already glven the
individval such a memorandwm, e will pIr one wlt the timo
the Report is made. Wﬂr“jng memorands will bhe coordincted
with the Personnel Office bolore they ave given to the
individual. When attached to Personne? Evalnation Reports,
they will serve to alert the Personvel Of fice and apwropriate
Carcer Scrvice Boards to situntions reguiring special attention.

s
bl L

will discuss the roport with

the supervisor in order tw areiyze the results of the evalustion
and to determine whether edditional sction should be rvecommended
to improve or bettor uwbiliue the individuai's slkills.,  The
rnviﬁwﬁng official also ghould d Seuss . with the imuediate
SUpCrvisor any recommcrdasations whlech would s 8t the suvervisor
in corrying out his reo gponsibilities in the personnel cvaluation
process and in tulkicg apnropriste action bosed on the cvaluation,
Upon the conclusion of biw review and after discussion with the
supervisor, the roviewi offlcial will sign the form in
dupiicate and will Torwe.sd hoth copies to the supervisor.

2. The reviewiug off

s

8. The Interview

&. Within onc woekh after o
been reviewed by the rov lug oF ul)l, Qr LS Soon thLTDLIth
as  practiceble the supery LU dnterview bthe individual
concerned to apprise im of the eveluation and to use the Repoit
as o basis for construcbive discussicon and planning,

b. " The interview will hav. an important Influonce on the
relationship bolwesn the supervisor and the individual, Therefore,
the supcrvisor should wdapt bis approach fpecifically to each
individual and plaa tha cortent ond secuelcoe of the discussion
according to the personnl recationship existing between them.

RESTRICTED
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c. During the in the superviser will discuss eoch
itom of the Report. nid enconrage T individunl to discuss
his understanding of his duti.s nnd respol hilities in ovder to
uuojvn sny misunderstoading ' i expected of him. He ghould
recognition of e individusl's s noths and work
D ic eghoz Lcﬂx‘l&o should be
s of menns by which the in=
sictance Through su
ﬂopnugulon, he should ¢
vl or otha tuntional

achicvenents., Discussion of
CHUﬂled with construcbive sug

ividual can imorove himself
rotation ard traininz.,  In tl
the Individual to 1n1]y”e any t‘“L. Pers
weotors which may have wffected his perd anee.  Belore closing
he lntcrview, the supcrvisor sl‘;omti 530 vizo the results of tho
discusaion emphasizing thoe co o1 mutunl action which
developed te advance T Lnde:du“a's affectiveness with

G, Routing of Repvoris

4. Upon compietion of th: discussio
the supervicer will sigy
them to the Evaluations Offies
g :r«,nd torward the original 'b) tm

with the individual,
Report and submit
toin the duplicate
21, Divigion, overt or
the last date covercd

vithin thirty days of the due date (A

~~\‘alucti on puriod) v')t that trial period Revorts will be
submitted within riftesn dove of the due dite. The duplicate copy, -~
which is rctoincd by the Tfjvf;:.‘:Lx&utimxs Officer, wiil be made available

Office Qurcer Service Beoard,

ko The Pars o*md Piice will :Lﬂev,?.exf: t“-'c: o 5&)1‘111{;-1 Tvalustion
thie OSfic with spect to

clc::s:.;coh. The:

port will be filed in

NN Y.
action which
nal cony of

the individuzl'e

is described os unsatis-

hd = mencrandum to his annual
G, bhe ract will bo postod to his
anil Recordas Branch of
Divigiorn. This will make the individusl
Py Lncred unt- i hils L anrnad
Appoeal Dont cotuted and convenod

301 N . 50t b
_v’il) , at the individuzl's

nda and recommuend

o, I on individual's
factory by the attoc :
Personnel Ivaluation
sarvice e”uri card by
'L(;L'b'.,‘
; Tor

is Wl"*d_u
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10, Persoanel Evaluation Reports for Ficld Personnel

Personnel Evaluation Reports for individuals who arc serving
in the field will be preparcd and suvbmitted in conformence with the
principles of this Notice. Procedures adapting this Notice to ficld
situations will be established through appropriaste field instructlons.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: STATINTL

L. K. WHITE
Acting Deputy Director
(Administration)

DISTRIBUTION NO. 4

Attachments: Flow Chart
Personncl Evzluotion Report
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OFFICE

RESTR" TED

Security

ormation

PERSONNEL EVALUATION REPORT
Flow Chart
(Initial and Annual Reports)

OFFICE
CONCERNED

SUPERVISOR

INDIVIDUAL
CONCERNED

Transactions & Records
Branch of the appro-

priate Personnel Divi- L.

sion notifies Office
when the report is due

Evaluations Officer
completes items 1
thru 6 of PER and
forwards it to
immediate supervisor

Supervisor forwards

PER to individual
concerned, discussing
with him purpose of the
PER

.’-. thru 10 of PER and

Individual concerned
completes items 7

returns it to super-
visor

Supervisor may discuss
with Placement Officer.
If action is taken re
item 17, he shall coor-
dinate with Placement
Officer

Personnel Office ab-
stractg pertinent in-
formation, plans
follow-up action and
files the original as
a permanent record in
the individual's
official personnel
folder

Supervisor completes
items 11 thru 17 and
forwards PER to re-

Reviewing official re-
views PER, discusses
plans and recommenda-
tions with supervisor
as necessary and signs
and returns PER to
supervisor

viewing official (su-
pervisor next in line)

-

Supervisor holds PER
pending completion of
the interview, then
signs both copies =znd
forwards them to the

Evaluations Officer

B

Evaluations Officer
forwards original to

Personnel Office and
duplicate to Office
Career Service Board

Office Career Service
Board reviews plan and
recommendations for
approval of the Assist-
ant Director or Office
head.

~—

RESTRICTED

— - jcussing the evaluation,

Supervisor interviews
the individual, dis-

recommendations and
plans. If action re
item 17 is being taken
s0 informs individual
and explains his right
of appeal

—3P»— routing of PER

related action
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20. COMMENTS (Continued):

INSTRUCT IONS
1. Instruction to the Administrative or Personnel Officer
Consult current Administrative Instructions regarding the initiation and transmittal of this report.
2. Instruction to the person evaluated

Since this evaluation will become an important part of your record, you will want to give to it as much care
and attention as you would like to have it receive from your Supervisor and the Reviewing 0fficial. With
respect to ttems 8 and 9, you should include courses of instruction or assignments, either within or out—
side of the Agency, which you consider pertinent to your career development.

3. Instruction to the Supervisor and the Reviewing Official

a, As the supervisor who assigns, directs and reviews the work of others, you bear primary responsibility for
planning and fostering the development of each person under your supervision, commensurate with his ca-
pacity, aptitude, knowledge and skills. As an alert supervisor, you judge the people working with you on a

N job=by—job and day-by-day basis and use this information in carrying out your supervisory responsibilities,

Although evaluation is a continuous process, it is necessary periodically to record your observations and
recommendat ions for appropriate action. In preparing the report you should consider the individual’'s capa-
bitities for further development in his present assignment and his potentialities for more effective
utilization in other positions, including work of a more responsible and difficult nature.

b. The following traits are generally regarded as having some bearing on a person's performance and develop-
ment. Although you are not asked for specific ratings, do not hesitate to refer to these or similar traits
in your comments, which should be terse and precise.

COOPERAT | ON ' RESOURCEFULNESS
DEPENDABILITY STABILITY UNDER PRESSURE
ACCURACY ABILITY TO OBTAIN RESULTS
SECURITY CONSCIOQUSNESS JUDGMENT

INITIATIVE LEADERSHI P

c. in fairness to the individual and in the interest of the Agency, the importance of carefully prepared and
accurate Personnel Evaluation Reports can not be overstressed., The following basic principles of evaluation
should be kept in mind:

(1) Base your judgment on

a) What you have observed the individual do or fail to do.

b} Typical performance as well as critical incidents.

¢) Examples relevant to the duties under consideration.

(2) Different standards prevail in different assigaments. Every effort should be made to arrive at a just
estimate of the qualities of the individual as demonstrated during the report period. Avoid exaggera—
tions. They detract from the value of the report and are unfair to others,

(3) BIASED OPINIONS BASED ON PERSONAL LIKES AND DISLIKES MUST BE SCRUPULOUSLY AVOIDED. IT SHOULD BE BORNE
IN MIND THAT THE PREPARATION OF EVALUATION REPORTS 1S AN [MPORTANT RESPONSIBILITY OF ALL SUPERVISORS
AND THEIR CAREFUL PREPARATION 1S AN [NDICATION OF THE SUPERVISOR'S OWN ABILITY AND QUALIFICATION FOR
THE POSITION HE HOLDS.

4, A FRANK DISCUSSION BETWEEN SUPERVISOR AND INDIVIDUAL CONCERNING TH1S REPORT IS NECESSARY IN ORDER TO ASSIST iN THE
DEVELOPMENT AND BEST USE OF EVERY INDIVIDUAL®S CAPABILITIES.

[ THIS PORTION TO BE DETACHED ONLY BY AUTHORIZED OFFICIAL
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gram. |t seeks to assure for every person a carefully planned career, with advance -
ment based on demonstrated ability. For the individual, it means an opportunity to
-voice his interests and to discuss his job and his progress with his supervisor., To
the supervisor, it gives assistance in carrying out a major responsibility, the de-
velopment of the people he supervises. For the Agency as a whole, it means successful
teamwork based on mutual understanding and respect, _‘

PERSONNEL EVALUATION REPORT

(See Instructions on Raverse Side)

The personnel Evaluation Report is an important part of the Career Service Pro—

A . 8-03578A000200020001-8
"\Ppro"eq’ﬁrg'l:gm% %Q EDEEFACE HED ONLY BY AUTHORIZED OFFICIAL
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1

PERSONNEL EVALUATION REPORT

Items 1 through 6 will be completed by Administrative or Personnel Officer

1. NAME (Last) (First) (Middle) 2. GRADE 3. POSITION TITLE
4., OFFICE STAFF OR DIVISION BRANCH E:::] DEPT'L. | 1F FIELD, SPECIFY STATION
E:::] FYELD
5. PERIOD COVERED BY REPORT 6. TYPE OF REPORT
From To [ tnitial [ Arnual [—1special
[::::]Reassignment [::::] Reassignment of Supervisor

Items 7 through 10 will be completed by the person evaluated

7. LIST YOUR MAJOR DUTIES 1IN APPROX IMATE ORDER OF IMPORTANCE, WITH A BRIEF DESCRIPTION OF EACH. OMIT MINOR DUTIES.

8. LIST COURSES OF INSTRUCTION COMPLETED DURING REPORT PERIOD.

_ Name of Course Location Length of Course pate Completed

9. N WHAT TYPE OF WORK ARE YOU PRIMARILY INTERESTED?

\F DIFFERENT FROM YOUR PRESENT J08, EXPLAIN YOUR QUALIFICATIONS {APTITUDE, KNOWLEDGE, SKILLS).

10.

DATE SIGNATURE

Items 11 through 18 will be completed by Supervisor

11. BRIEFLY DESCRIBE THIS PERSON'S PERFORMANCE ON THE MAJOR DUTIES LISTED UNDER ITEM 7 ABOVE.

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020004-8—
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MOST NOTICEABLY GOOD OR OUTSTANDING?

12. IN WHAT RESPECT 15 TH1S PERSON'S PERFORMANCE ON PRESENT J0B

13. ON WHAT ASPECT OF PERFORMANCE SHOULD ‘THIS PERSON CONCENTRATE EFFORT FOR SELF IMPROVEMENT?

14. COMMENT ON THIS PERSON'S ABILITY TO HANDLE GREATER RESPONSIBILITIES NOW OR IN THE FUTURE.

d appropriate reassignment, if

15. ARE THERE OTHER DUTIES WHICH BETTER SUIT THIS PERSON'S QUALIFICATIONS? (Recommen

possible.)

16. WHAT TRAINING OR ROTATION DO YOU RECOMMEND FOR TH!S PERSON?

17. IF PERFORMANCE DURING REPORT PERIOD HAS BEEN UNSATISFACTORY, THERE |5 ATTACHED COPY OF MEMORANDUM NOTIFYING THIS
PERSON OF UNSATISFACTORY PERFORMANCE.

18. THIS PERSONNEL EVALUATION REPORT HAS BEEN DISCUSSED WITH THE PERSON EVALUATED. ADDITIONAL COMMENTS INCLUDING
COMMENT ON ITEMS 7, 8 AND 9, ARE SHOWN BELOW UNDER ITEM 20.

SIGNATURE OF SUPERVISOR

DATE

{Comments, 1f any, are shown in item 20.)

19. | HAVE REVIEWED THE ABOVE REPORT.

SI1GNATURE OF REVIEWING OFFICIAL

DATE

20. COMMENTS: (If necessary, may ba continued on reverse side of cover shest.!

s Approved For Release 2001IOSIZgE‘&IE\TRDP78-03578A000200020001-8
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EVALUATION
REPORT
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SECURITY INFORMATION

Issued Jointly by

THE OFFICE OF TRAINING
and
THE PERSONNEL OFFICE

AUGUST 1952
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AN INSTRUCTIONAL GUIDE IN THE USE OF THE PERSONNEL
EVALUATION REPORT

In accordance with the basic personnel policy of the Agency, a
program of personnel evaluation has been established as a principal
means of developing the most satisfactory working relationship between
each individual and his supervisor.

To insure a fundamental understanding of the objectives of per-
sonnel evaluation and to get under way the initial program of personnel
evaluation reporting throughout the Agency, it is important that each
individual in the organization become thoroughly familiar with Agency
Notices No. 94-52 and No. 95-52, issued on 1 August 1952.

Definition of Personnel Evaluation

Personnel evaluation as used in this Agency is a supervisor’s con-
sidered and judicious appraisal of the performance and capabilities of
each individual for whom he is immediately responsible.

This evaluation is in terms of the requirements of your current
position and your potential for long-term service with the Agency. It
is not a performance or an efficiency rating in the sense that you are
compared with others on the basis of a predetermined adjectival or
numerical scale.

The significance of this personnel evaluation program lies in the
constructive action which will be taken to develop and use your abilities
and potentialities most effectively.

Specific Uses of Personnel Evaluation

To identify each person’s aptitudes, knowledge, skills, and
interests.

To promote discussions between supervisors and those supervised
concerning work performance and career development.

To increase individual efficiency by spotting and correcting specific
problems and deficiencies and helping in the development of desirable
traits.

Approved For Release 2001/852%R!\@fRRDP78-03578A000200020001-8
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To serve as a basis for individual plans for career development.

To identify outstanding service.

To identify individuals who fail to perform as ‘ttective members of
the organization.

To ident:fy the need for training, reassignment, rotation, promo-
tion, demotion, separation, and other formal personnel actions.

To indicate suitability for re-employment for each individual in
the process of separation from the Agency.

Form and Frequency of Personnel Evaluation Reports

The Personnel Evaiuation Report (Form No. ©7-151), is the official
form that has been approved for recording personn-i evaluations.

Agency Notice No. 95-52 outlines the types ot -‘ersonnel Evaluation
Reports and shows in a tlow chart the steps to be followed in processing
these reports. Read this Notice thoroaghly; it givss you the basic doc-
trine of the personnel evaluation program of this Ag-ncy.

Supervisors are required to prepare a person nel evaluation report
for each individual at the end of the individual’s tirst nine months of
service with the Agency and annually thereatter, an< at such other times
as directed.

The schedule to be followed in filing Personne. Evaluation Reports
for departmental and U. S. field personnel during October, November,
and December 1952 is given in Agency Notice No. 94 -52. 'This should be
carefully checked, especially by each supervisor.

PERSONNEL EVALUATION REPORT—Form No. 37-151

Page 1. The Cover

The Personnel Evaluation Report has been designed as an im-
portant element in the Agency Career Service Program, for continual
evaluation of performance and potentialities is inherent in any soundly
organized career service.

Page 2. Inside Front Cover

An Evaluations Officer (administrative or sersonnel officer) has
peen designated for each Office or major component of the Agency. He
is responsible for the administrative activities cornected with the per-
sonnel evalustion program in his Office or orgarizational component.

Approved For Release 2001/0&23TR&EFERDP78-03578A000200020001-8
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The Evaluations Officer will initiate action on Form No. 37-151 by enter-
ing the identifying data in items 1 through 6 and forwarding the form in
duplicate to your supervisor.

The instructions given on the second page of Form No. 37-151
provide some generally helpful suggestions. If you have any questions
about these instructions, be sure to discuss them with your supervisor.

Keep in mind that frank discussion between you and your super-
visor is essential, both before filling in the form and after it has been
reviewed by a reviewing official. Such discussions should include a
thorough explanation of the objectives of the personnel evaluation
program and the responsibilities for following up the recommendations
and suggestions contained in the report.

Page 3. Front of the Report Form

Items 1 Since the Evaluations Officer for your organizational com-

through ponent will fill in items 1 through 6, it will only be necessary

6. for you to check over these items to make sure that they are
correct.

Item 1. Is your name given and spelled as you use it for Agency
purposes?

Item 2. Is your present grade the same as the one shown on this
form?

Item 3. Is your present position title the same as the one shown?

Item 4. Are the Office, Staff or Division, and Branch designations cor-
rect for your present position? If “field,” the approved Agency
designation should be used.

Item 5. To activate the personnel evaluation reporting program as
rapidly as possible throughout the Agency, the schedule for
the preparation of annual reports has been telescoped from
twelve months into three months.

Between 1 October and 31 December 1952, an Annual report
will be prepared for each individual who will have completed
more than nine months of service in the Agency as of 1 October
1952. The due date of an Annual report will be determined
by the individual’s EOD date according to the schedule in
Agency Notice No. 94-52. TFor example, if your EOD date is 5
June, your first Annual report will become due on 5 October

Approved For Release 2001/08F9 R/EIKRDP78-03578A000200020001-8
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1952; if your EOD date is 10 May, your first Annual report will
become due on 10 December 1952. All first Annual reports
will cover the twelve months prior to the due date of the report
or the time that you have been in the Agency if less than one
year.

If an Annual report becomes due accordiry to the schedule in
Agency Notice No. 94-52, and you have nct worked under your
present supervisor for a period of at least ninety days, the due
date of the Annual report will be deferred intil you have been
under your present supervisor’s jurisdicticn for ninety days.
After 1 October 1952, an Initial report will be prepared for each
individual as of the date that he com:letes his first nine
months of service in the Agency, exclus.7e of time spent in
provisional status pending full security clearance.

An Initial report will be made by the super:isor you have at the
time the report is due, regardless of the amount of time that
you nave been under that supervisor’s jurisdiction. If you
have questions concerning the period c.vered by your first
Annual report, check with your supervisor

Item 6. Your first Personne! Evaluation Repor: will be I[nitial or
Annual. From the precediny discussior of item &, you will
know which is correct in your case.

Items ¥ You will fill in these items. In additicn: to the instructions
through giver: in the report form, keep in mind *ne following sugges-
10. tions:

Item 7. The space available in this form is necessarily limited. Rough
out the outline of your major duties before filling in this item.
Your supervisor will describe your perfciinance on the major
duties that you list here.

Item 8. Give the course title, such as “Elementary i2ussian,” “Advanced
Statistics,” “Geography of the Antarct:z,” under name of
course.

Location means the institution and tte city — state and
county if necessary.

Length of course in months: Specity the number of semester
or quarter hours of credit.

Date completed: Do not write the month s a numeral.

Item 9. Give considerable thought to this question; rough out your
reply before filling in the forra.

Approved For Release 2001/08125R! €1BPRDP78-03578A000200020001-8
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Item 10. Give date of filling in the form. Sign with your usual signa-

ture for Agency purposes.

Items 11 These items will be filled in by your supervisor as of the date
through that this report is due. If you have been under more than one

18.

Item

Page

Item

Item

Item

Item

Item

Item

11,

12.

13.

14.

15.

16.

17.

supervisor for the period of this report, your supervisor will
usually consult your previous supervisors before filling in these
items.

Since your supervisor is requested to describe briefly your per-
formance on the major duties listed under item 7, it is of the
greatest importance that you and your supervisor agree on the
list of your major duties, and that these duties be listed
realistically in terms of your daily work.

Back of the Report Form

This item gives your supervisor an opportunity to record his
recognition of significant contributions that you have made.

Each of us can improve his total performance on the job by
giving attention to details that may be overlooked in the press
of getting each day’s work done. Where improvement can be
made, it is helpful to know about it.

The purpose of this question is to give careful attention to
potentialities that may be developed.

This question gives your supervisor an opportunity to indicate
other duties which may better suit your abilities.

The supervisor will make recommendations regarding training
or rotation only after you have had an opportunity to discuss
your interests with him, and only after he has discussed with
the reviewing official the opportunities that there may be for
you in training or rotation plans. The recommendations con-
tained in this item must be the supervisor’s, but their value
will depend upon your interest and the practicality of the
suggestions.

If your work has been unsatisfactory, you will probably have
received a warning memorandum to that effect. This item
insures that anyone whose work has been unsatisfactory will
be given an official notice.
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Item 18. Within one week, or as soon as possible after the Personnel
Evaluation Report has been reviewed and returned to your
supervisor, he will talk over the Personnel Evaluation Report
with you and will sign and date this iter:.

Item 19. This will be signed and dated by the reviewing official — usu-
ally vour supervisor’s supervisor.

Item 20. Space is provided for further comments or overflow from the
previous items. In addition, for each individual in the process
of separation from the Agency, item 20 should include a state-
ment regarding that person’s suitability for re-employment in
the Agency.

THE PRIMARY OBJECTIVE OF THE PERSONNEL EVALUATION
PROGRAM IS TO PROMOTE THE
FULLEST DEVELOPMENT OF EACH INDIVIDUAL IN THE AGENCY.
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REGULATION TRAINING

] 13 March 1953
BASIC INTELLIGENCE TRAINING

CONTENTS
Page
GENERAL . . . . . . . . . . . . .. . .1
POLICY . . . . . . . . . . « .« « . .. 1
BASIC INTELLIGENCE TRAINING COURSES 1
RESPONSIBILITIES 2
PROCEDURES 2

1. GENERAL

a. The CIA Career Service Program, approved by the Director of Central Intelli-
gence, provides that all new personnel recruited to fill professional positions in
the Agency be required to go through a training program in order to give them
an adequate basic intelligence background.

b. The training objective contained in the above-stated directive is in effect in
the Deputy Director (Plans) offices. It is the purpose of this Regulation to
extend basic intelligence training to all offices of the Agency.

¢. Training for the above-stated purposes is identified as Basic Intelligence Train-
ing, and consists of a series of courses which are taken either singly or in com-
bination as hereinafter provided. Such training is designed to increase under-
standing of the principles, impart knowledge and develop skills in the methods
and techniques of intelligence and executive action.

d. This Regulation applies to all new professional personnel of the Agency and to
those on-duty professional personnel who may be selected by their respective
Office heads to receive it. Pending the issuance of listings of professional posi-
tions by the Personnel Office, professional positions shall mean all positions in
grades GS-7 and above, and nonclerical positions in grades GS-5 and GS-6.

2. POLICY

a. All new professional personnel shall, unless exempted, receive basic intelligence
training. When designated by their respective Office heads, such personnel
shall receive additional intelligence training to prepare them for specific duty
assignments.

b. Exemption from basic intelligence training may be requested for new profes-
sional personnel who possess an adequate intelligence background, either by
virtue of equivalent intelligence training or significant intelligence experience.
All requests for exemption are subject to approval of the Director of Training.

c. Satisfactory completion of basic intelligence training shall in each case be a
necessary but not the sole condition in granting full career status to new pro-
fessional personnel not exempted from such training.

3. BASIC INTELLIGENCE TRAINING COURSES

The following courses have been established to meet the minimum training objec-

tives approved by the Director of Central Intelligence:

a. CLANDESTINE SERVICES REQUIREMENTS
A series of courses in the principles, maethods, and techniques of intelligence
and executive action designed to meet the requirements of the clandestine
services.

b. DEPUTY DIRECTOR (INTELLIGENCE) REQUIREMENTS

A basic intelligence course (BIC), of six weeks, in the prineiples, methods, and
techniques of intelligence designed to mecet the requirements of the Deputy
Director (Intelligence) offices.
¥
: ;
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c. DEPUTY DIRZCTOR :(ADMINISTRATION) REQUIREMIENTS
A basic intellizence course of six weeks combining pertinent elements of the
RIC with training in clandestine services administrativ~ support (BIC/Sup) to
mecet the requirements of the Deputy Director (Admin:-tration) offices.

1. RESPONSIBILITIES

4. The Director of Training shall:

(11 Develop, direct, and conduct courses for the basic intelligence training of
new and on-duty personnel.

) Bstablish performance standards to be met by all privsonnel in basic intelli-
gence training.

3) Provide for training reports appraising the perforraance of all personnel in
basic intelligence training and transmit reports t- the Office head con-
cerned and to the Assistant Director (Personneli for their information
and actior.

(4) Review and act upon all requests for exemption sut:nitted by Office heads.

. Each Office head shall:

(1) Request the training of personncl who are to be prooared for specific duty
assignmer.ts.

(2) Request exemptions from training fcr personnel w:o meet the exemption
criteria stated in 2 b above.

(3) Advise and assist the Director of Training in the de-elopment of new basic
intelligence training courses, as may be required, und the continuing im-
provemens of existing basic intellizence training courses.

¢. The Assistant Director (Personnel) shall:

(1) Identify all professional positions in the Agency a::d designate such posi-
tions on the Personnel Position Inventory; dissemir.ate listings of profes-
sional pos:tions, as appropriate.

(21 Assure the processing of all noncxempted new pers.nnel into basic intelli-
cence training as part of their entry-on-duty procidure.

5. PROCEDURES

4. ENROLLMENT
Nonexempted new professional personnei will be enrolicd in basic intelligence
training courses by the Registrar of the Office of Trainir:: on-duty professional
personnel will be similarly enrolled at the request of the Office head concerned.
The appropriate training request form will he used.

h. EXEMPTION
Request for exemption will be submitted by Office hrads to the Director of
Training in triplicate, in each case. The Director of T :-aining will notify the
Office head concerned and the Assistant Director (Personnel) of his decision.
The Office head may apneal the decision to the appropriate Deputy Director
who will notify the Director of Training, the Assistai:r Director (Personnel)
and the Officc head ol his action which shall be final.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

WAL TER REID WOLF
“2puty Director
{ “dministration)

a
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Seongyt oo Do SwrmEhion

/ 25X1A

GEFLCT G TRATHING REGULAFNN HO. B 13 Angust 1958

SUBFEGT: OFFIOE OF TRATHING GARL: SERVICH BOATE

1. FOLICT

Effeative 13 Jme 1558, the Drostor of Ceniral Intalligsnee approved
an Agency-wids Gmeeer Survita Progrem smkondsd %o identity, demalap, afvostively
ues, and reward 1ndividuels who have the skfils wequired by CIA} motivate tham’
poward pendering meximu serrioe o the Agsney: snd eliminsts fwom Tha gervies,
in ap equitabls DANNOR, shose wao in gpite of the Program fall o perforn ag
affeative wanmbezs of the organian il o,

. ho Agewsy-wide Caroar Servise Proppem will be adninistored by the CIA
Caroer Servics Board whish will ¥ reuponsibls fox dsveloping poliey governing
the Program subjsct $o appeoval by the 0CT. The Agney-wide Frogran providss
that cash Office eatablish a Carsar Sezvice Doawd 1o assigt in the operation
of the Prograw Wy porfomning gsrindn funetions sub jeet %o approval of the
office Hoad. '

2. OROANTZATIC

pyrauant o the peevlaions nE $hoe CLA Ceperr Sarwice Progrun, thers ie
hereby sstabliszied the Offdas of Training Uemrser Seyrice Beard whish shall
congiat of the followlng T@EIDers: - '

Chaizman - Dirsstor of Teaining (ox ofsisiol
Hember - Depusy Dizestor of Tredalug {Gonareld)
Membew - GChied, Plane upk Polldy shar2{|e

Vember -~ Depusy Dizester of Praining (Speeiall

Member - Aogt. Depuby Divestor of Training (Spesial)
Yeoubor - Chies®, Support Staff

Seopetery - Assisbent o tha Dipsator of Tralning

{(non-voting

Should any of the pesltions somprdsing ¥ho mopbership of the Bonrxd b2
gacans, the DFIR will dnglonate = temporany memiber of the Bozrd Lor the
paniod off sush YRGaNSY. Jour weblng pamters wiil copskitnie @ EOrut.
Meabings of the Boayd will be helid ov the first work day of soch moubh end a¥
sueh osher times ag the Spmimmmn ey detenmine.

o Seerebary wlil provido stalfl gupport Tor %he Boapd inaluwding proparss
tiem of vgenda for reguinr and ¢ a}ied aeoeilngs, gooedivation of achivition
of thiu Hozxd with Yho OTA Gaynoy Jsuvies Tonyd and with the Boazds of the
gaveral officeas und poaparation 2ad wainterance of winuios and other records
of Boand achions.
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OF¥ICE OF TRAINING RIGULATON KO, =8 13 August 1953

o

MISSTGH

The Offive of Training Careur Service Foard 1s yesponsible to the Direotor
of Training for the oparation uf the Ceresr Servies Program within OIR and for
eollaboration with other Offise Ioards on inder~-0ffice Career Service problems.

_ As snumerated 1n the Carecr Service Program, general responsibilities
of the O0ffice of Training Careey Seoxvice Board are to: '

8. Serve as advisor $o the U/IR on all matters pertaining %o

the Carser Service Frogram.

b. Divect witnin the (iR the application and funstioning of

$he Carecy Service Progremm, ineluling but not limited $o the following:

{1) Exsouting relevont decisions of the CIA Carsor Service
Bourd and making vecomumondations ¢o the CIA Carser Service Boaxd
for improwement of the Jaresyr Servies Frogram.

{8} Sponsowing, Sewsloping, and exesuting the Career Service
Program of the UIR, including an intra-0ffise wotadlon system,
and reporting pericdienlly %o the CIA Career Service Board.

{3) Reviewing Permonnel Evaluation Reports and proposed
dovolopment plens for individusls in terme of ¢raining, assign-
men%, advancement, rotaiion, and promotion.

{#) Rscomesnding eoneellation or eontinuvance of garssr
dovolopment actions.

{3) Participeting in the develorment and sxecution of aprroved
sxtra-Cffice potation systems,

(6) Submi%iing to the Sponsoring Office a gemi-annval Personnsl
Byaluation Report on eash rotation appointes from anvther Oftice.

{#?) Ensuring that the yotation appiniees detailed by the
OIR %o another Dffice are not overlooked for werranied promotion
apd ensuring that rotetion appoinices received by the OIR are
prodnstive and vheir assigmrounts commensurats with the purpose of
the appointments. ' '

{8) Reviewing eoatinuously eonditions of service and duty
with a view to meking wocommndations to the CIA Cereer Sexvice
Board concerning working: conditions and henefits that san
strengthen moraie and insresse Tesprit de corpa.™

P
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Approved Fgr I JRelease 2‘;"0:931&83!;2.93_:.»19IA_RDP78_035w000200020001_8

Seevrity Information
OFFICE OF TRAINING REGULATION NC., 20-3 13 August 1958

{9) Reviewing continuously tho fersonnel intaks of the
Ofrice, eppocially 2% the junior profsssionel. lewel, with a
view t0 ensuring the acquisiiion of highly-guelified, worsatile
persons with long-rangs potentialidy. »
‘€, Supsrvise suoch subordinnte Boerds and Cammittess as may be
sstablishod from time to tims Tor nendling specialized fumctions,
assigning %o than 0ffice parsonnal as NOCeASATY.
4, FHICTIONS
The OIR Carser Service Board shalls

a, Rewiew and recommord finsl aetion 7egarding plans proposed
U for the dewalopment of individusls imoluding, but not limited %o:

(3} Annuml, epecisl and voassignmont Pepsonnsl Eveluation
Reports . :

{2) Initial Evalussion Reports on all new empioyses prior
%o aompletion of the trial periof

{3) Appointments, ussizements, transfers, promotions and
resignations of hoads of ovganizational s;omponents of OIR

{4) A1} appointrmenis and promotions

{5) Intre-0ffice transfers and reassignmenis

{6) A1 ex%mmﬂgmﬁy training

{7) All rotation-training assignments outaide OIR

b. Perform sush other fumstions and duties aa may be wsquired by

Dizector of Training

", DISTRIBUTION: ALL OTR PERSONNEL
L ‘ ‘
~
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S-EeCeReE-T .
£elt . Seowlty Tofofultion
17 Agest 1950
VEWORANDTY! FOR:  Executive Searetazy, CIA Osresw Survies erd
SUBJECTs 0ff10e of Oammmiocetions. Coreer Supvies Taand
Activities for the Period 16 ddy hiveh
15 Auvgust 1953

. Aqtmuuettheomocow“-u.m
:orthemouémwlsmmmw—m:

Rotation

Inun-otﬁoo...-......o-.‘.o.o---_..lﬂ
Tnter=0ff408 s o« s s s s 0000000000000 0 p §
-Promotion. : :
Intre-0ffice ,
' Appl‘oﬂooooqo.-oooo00.000.0026
booovnooinoooooQOoen
Priority Promotion Requests Betained in ' ’
Horm Y48tings s ¢ s s ¢ 00 0600000000 2
Inter<Office - , -
Approvod ¢ ¢ s ¢ s o s 80 e 000 e 000 1
Disapprovede o« o ¢ ¢ 6 ¢ 6 0 9860 8908000 900 L+
Priority Promotion Requests Retained in
. Rommzﬁng!.._........-ooo.,qao
Separa.tionnavim~o...-...-....o'gq...*e'o
Mbwmmpmmmqpoopqqoqogq-qp S
Employes Hearings e o0 s ¢ ¢ c 0o s 0’'ea 0 0 000 00 ¢ 6
'I'om'sExhanded..,.'....;-;o.-.i..po@o 3
Rehuodfor"ﬁhoppins" $ $ 5 0 08O 88 68605 90D 3
mgvofoooq‘oo-ogo.oo-090999909}.@«:5
'Muﬁﬁgemqustatcrmignmtim,.,.q,_.‘ggg.__ 2
Adﬂwcomndtteﬁmtion's,;.;';-._.._...-q'.,,o._a 3
CMGBleled.‘p,.,,.....o..g....o,.p.g'%

. jny details converning these astivities are listed in the Attachments
%ﬁmm Office of Comunications, Period 16 July Shrouh 1o Augveb

2. To mwmmnummonmaumw of ite
operaticns, the Administrative 0ffice has complated norm data meterial whish
~ will be used during the Board year beginning 1 August 1953, As scheduled,
the Boerd is now campleting review of &ll norm ligting ocasas effsctive for
the period ending 30 July 1953. ' o ‘

deatamterulmdby-'themardmmmﬂgmmlbe ‘
handled by an I B M card system which will allow for & maximum flexibility
in handling the raviev process. This norm dsts material is considered to -
be of extreme importsncs in Board operations because it represents the

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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5, Atmerqumwmwdarwnxmmom:
briefed Board membership on oertain problens considsred by the Mediocal
- Office in making mtimmmymmmm&r

Agenecy employment.. ;

6, Statistiess A Persomel Rotation and Assigmwet Advispry Comndttes
was established in Communications on 6 April 1951 which was reorgmnised as
a Promotion Rotation Assignmeat Board in the otn.ooctmimo:‘
28 September 1951, There have been one hundrod and fiftywsix Mﬁnzom
uuanoard.mmy-nzofmmhmbmhoumumm@
'WW-‘MMWW&.WW

Noted: /e/
~ Assistant Director for Genmmications
o€ =
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S-E-C-R-E-T
Seourity Information

3 Dnriutn:uportpcr:lodthoaoard}naconplcudamd

confarences on which records have bssn taken with each Division and Staff
Cidef of the Office of Communications. During these oonferemoes the

Board has requested, sud has received, information of value to the Career
Service Progrea ob ssch individual assigned to these Staffs and Divisgiona,

This

Board activity 43 a sequel to that which provided opportunity for

all Area Field Offivers to make similar statements on employess under
‘thelr command,

e The Bosrd continues its follow-up on the Human Besources Train-

ing Program condusted by the Office of Training which is considered most
benefieial in establishing a training progrgm for supervisors at the
branch, section and unit leve_l. ‘ :

5.  The Board bas sponsored an advance training program for scientifio

personnel in an endeavor to encourage interest in the career program in

that

category. In addition to a need for career scientists, the Board

notes that the benefits which, it is believed, will accrue from this
program ¢an be used to marked advantage in combating a trend among
scientific personnel to leave the Goveinment for more lucrative employ-

ment

in industry. Attached find a copy of the Gffice of Communications

Notice No. 2553 establishing thie scientific program.

. 25X1A

/s/

Chairmen, Career Service Board

ATTACHENT: Office of Communication

Noted: ./3/:

Notice No. 25-53

25X1A

rec 'f_or Communications

- b =

S-B-C-R-E-T
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2553

AL TR RN A A S ot

yE77/

S
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8 June 19%3

BULIFCTe  Bxiornal Tralring Pragroms for Solentifie arnd

: ic The Office of Camunisetions Carscr Service Board has sponsored,
and ¥ Assistant Director has approved, s polisy of providing edvenced
training in graduate schools fwr selected personnel. At tho present, such
training is available only o goientific and ongineering porsonnel.

20 Requests for sush training must be initiated by the appropriate
stalfl or division chiof and wiil be directed to the Chairman, Caresy Scrvise
Beard, throush the 0ffice of Cimmmicatione Training Lisison Officer.

%, Porsomol selestod for such training must meet the fellowing
guailficotions belfore the Caxeor Service Board will cousider the requesta

o

rﬁ)g

AGE

EDUCATION

MATINUI GRADE LEVEL

BILOMIENT RECORL

CARFER STATUS

3 "E' 03 -A'B-Eu‘:f
SECGUALTY DNFORMATICR

*

2535

B,3, with major in physics or
ms.thomatios or BoS.Bol. from an
acsradited sollage or wniversily,
Individual must have gradusted in
upper third of class, or possase
au M.Se In physiocs or mathemaiea
or HiB.E.Ee from an accredited
college or miveraity.

GS~-11

Minimes of two yeoars with the
Qifioce »f Commmnications,

1, Applloant must verify In
mrising that he views
employmant with the Offise of
Commmioations as his ocarcey,
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oo Fha quality of hiw fjou povr-
Poronnoe mash e sush LB WO
analify him s an excolloms
1

gorployesa

*
THCTL 1 T sod Lreloing must mads
. CFRAINVING JBJECTIVE Tha proposc 3 -3
£ TRAINING WBSE a apecilieo yequirenent of thin
£ 5

Anting Swxeoubive Ulflcer

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8



25X1A
Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8

Next 1 Page(s) In Document Exempt

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8



, Approved FegJrelease 2001/08/29 : CIA-RDP78-035384000200020001-8
: : SwEmCeReE~T : '
" SecurTt§ FFoFnation

25X1A

25X1A

These actions are sumarised ss followss

A 4 Rotation.cesessecenscnsosccooce
mimcCAPDNWd)puooocooﬂnd

Promotion (maa_pproved)'.....'.'po

mngoo-ozoun..cot-.‘éoocoooo'oo.

' _ Military Trainingeeesecocsceeco

- Intra-Agency Transferececcssces

uwuﬁgﬁ

2. The Career Service Board has completed a series of intervieuws
with the Commnicstions Ares Officers which have provided the Board with
an accurate record on persormel matters affecting Board action and vhich
sets the pattern on promotion actions during the next asix momths. In like
mamier, the Board is curréntly interviewing the Chiefs of Headquarters
Staffs and Divisions in order to develop a similar type of information
2BX1A affecting rotation end promotion of indi viduals assigned to Washington
Headquarters and the I -

'3, The Board members reviewed a listing of qualitiee bearing on
suitability for Career Service in CIA, This listing refers: specifically
to the Profemsiohal Selection Panel, Working List #1, dated L May 1953,

Tt was recognised that this list of eighteen ltems represents specific
qualities desired in Agency personnel which have been compiled from a much
larger list available to the Selsction Panel. It is the consensus of the
0ffice of Communications Board Membership that this basic list of eighteen
items can best be improved by the device of grouping them under the follow=
ing genoral headings and providing at least four degrees of evaluation on

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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: j S-E-C-R-E—T
e  BeowTty Tnforition
mhitawmnhu&ngs The suggested growp is as followss
Tatelligence (With reference to tha facully of oauwehenciod,)
b. Judgoet
Os W'w
ds Initistive
8, Iesdsrehip .
:: Loyslty (With reference to higher authority and as & superviscr.)
| 25X1A
v | /.’/- qﬂ‘
| Chairnman, e Board
hd 25X1A
Noteds /s/
for Coosmunication
- 3 -”
~ o S-E=C-R-E-T

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8



ry;

(

(

- Approved FegRelease 2001/08/29 : CIA-RDP78-035701&0002000%0’?—8

SEWRHY lﬂfamf-‘.ﬂ';i‘}ﬁ oe. .5"7,3—

SEORET e

21 July 1952 72 =18y

MEMORANDUM FOR: Mr. Walter Reid Wolf, Chairman
Career Service Committee

SUBJECT: Establishment of a Career Service Board in
the Office of Office of Communications

1. Forwarded herewith for information of the Career Service Committee,
are eight copies of Office of Communications Order No. 24-52, dated 21 July
1952, reorganizing the Promotion and Rotation Assignment Board of this
Office as a Career Service Board under the CIA Career Service Program.
Also attached to this Order is a Notice listing the current membership of
the Board.

2. This reorganization revealed that the Communications Promotion and
Rotation Assignment Board has been operating, since its organization in Sept-
ember 1951, using procedures which will require no significant change other
than to provide for additional sub-committees covering specific requirements
of the Career Service Committee. Because of this relatively long experience,
representatives of other offices presently organizing Career Service Boards
will be most welcome to observe operations of this Board where it will assist
in their office organizational problems.

25X1A

3. This action has been taken in compliance with cIA Notice No. I

dated 19 June 1952,

25X1A

£sistant Director for Communications

o oo s )
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21 July 1952 72 -2 -/ 4 2%

MEMORANDUM FOR: Mr., Walter Reid Wolf, Chairman
Career Service Committee

SUBJECT: Establishment of a Career Service Board in
' the Office of Office of Communications

1. Forwarded herewith for information of the Career Service Committee,
are eight copies of Office of Communications Order No. 24-52, dated 21 July
1952, reorganizing the Promotion and Rotation Assignment Board of this
Office ag a Career Service Board under the CIA Career Service Program.,

= Also attached to this Order is a Notice listing the current membership of
the Board,

2. This reorganization revealed that the Communications Promotion and

- Rotation Assignment Board has been operating, since its organization in Sept-
ember 1951, using procedures which will require no significant change other
than to provide for additional sub-committees covering specific requirements
of the Carcer Service Committee. Because of this relatively long experience,
representatives of other offices presently organizing Career Service Boards
will be most welcome to observe operations of this Board where it will assist
in their office organizational problems.
25X1A

3. This action has been taken in compliance with C1A Notice No. [N
dated 19 June 1952, '

25X1A

Assistant Director for Communications

ByVALH

’ K2 OUHAET
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21 July 1952

OFFICE OF COMMUNICATIONS ORDER NO, 24-52

SUBJECT: Establishment of a Career Service Board

1. Effective 13 June 1952, the Director of Central Intelligence Ageney
approved an Agency-wide career service program designed to identify,
develop, effectively use, and reward individuale who bave the skills re-
quired by CIA; motivate them towards rendering maximum service to the
Agency; and eliminate from the service im an equitable manner those, who ‘
in spite of the program, fail to perform as effective members of the organi-
zation.

,, 2, Office of Commmunications Order No. 4-51, dated 28 September 1951,
A establishing the Promotion and Rotation Assignment Board is hereby rascinded.

3. Effective this date, there is established in the Office of Communications
a Career Service Board responsible for advising the Assistant Director for
Comsmunications in matters affecting the career development of all eivilian
(- and military personnel azsigned to commaunications and related duties in the
Central Intelligence Agency.

4. Organization and Functions

a. The Office of Communications Career Service Board will have
the following membership:

Asgsistant Director for Communications, ex officio

A Ghairman and two membere selected from among the
staff or divizion chiefs and their alternates

A Recorder, an Administrative Staff Member (non-voting)

A Secretary to the Board {non-voting)

b, It will be the responsibility of the Office of Communications
Career Service Board to:

{1} Serve as advisor to the Assistant Director for Communica-~
tions on all matters pertaining to the Career Service Program.

.{{2» Direct within the Office the application and functioning of
the Career Service Program, including but not limited to:

' - SECRET :
Approved For Release 20%%&3‘112%3 :%?A-%%?%!&?&ZOOOZOOM-S
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{a) Executing relevant decisions of the CIA Career Service
Board and making recommendations to the CIA Career Service
Board for improvement of the Career Service Program:

(b)‘ Sponsoring, developing and executing the Career Service
Program of the Office, including an intra-Office rotation system,
and reporting periodically to the CIA Career Service Board,

{c) Reviewing Personnel Evaluation Reports and proposed
development plans for individusls in terms of training, assign-
ment, advancement, rotation, and promotion,

(d} Recommending cancellation, including termination for
just cause, or continuance of carcer development actions,

(e) Participating in the developmaent and execution of approved
extra-0Office rotation systems.

‘ {f} Submitting a semi-annual Personnel Evaluation Report
to the Sponsoring Office on sach rotation appointee from another
Office.

{g) Ensuring that the rotation appointees detailed by this
Office to another office are not overlooked for warranted promo-
tion and ensuring that rotation appointees received by this Office

are productive and their assignments eommensurate with the pur-
pose of the appointment.

{b) Reviewing continuously conditions of service and duty with
a view to making recommendations to the CIA Career Service
Board concerning working conditions and benefits that can strengthen
morale and increase "esprit de corps.

(1) Reviewing continucusly the personnel intake of the Office,
aspecially at the junior professional level, with a view to ensuring
the acquisition of highly-qualified, versatile perscns with long-range
potentiality.

(i} Superwvising supporting groups or Boards as approgriate for
handling specialized functions, i. e. selection, termination, ete.,
recommending assignment to them of olfice personnel as necessary.

o2
SECRET
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{k) Sponsoring and developing the career rotation program
and promotion of the Communicatione Office personnel assigned
to the Message center under the Executive Assistant to the
Direstor.

5. Precepts

a. The fcllowing precepts are eétablished for guidance in Career
Service Board actions:

(1) Assignments involving a change in station should be ae-
certained six months in advance of the effective date for transfer.

{2) Normally, overseas tours of duty shall be limited to threa
years; however, individuals may be reassigned to the same ares for
an additional tour of duty where exceptional conditions dictate.

(3) Reassignment of individuals shall be to duties which will
broaden their experience in the field of communications, such action
being consistent with the over-all requirements of the Office of
Gommunicat!oum

(4) No individual gshall be asgigned exclusively to Headquarters
training duties for a period greater than two years.

{5) Personnel returning from overseas may be expected to be
available for reassignment after three months based on date of de-
parture from overseas post.

{6) Individuala fully qualified for promotion should be reassigned
to slots carrying additional responsibility and the higher grade.

{7} The Commiitee shall establish norme for each grade which will
provide a reasonable indication as to thoge individuals who shall be con-
sidered for promotion. Theze norms will be based on the Iollowing
{actors:

(;3 Total experience from the time of graduation from school
to the present in years.

{b) Formal education (above high school level) including
special training to date, in years.

{c} Total 0SS, CIG, CIA or related experience, in years.
.3-

SECRET
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{d) Length of time in present grade, in years.
{e) Time over minimum age for present grade in years.
{f) Age of employee,

{g) Individuals® scoree will be based on the sum of the
iactorq {a) through (e).

{8} A minﬁmum age for grade level table is as follows:

Grade Minimum Age
GS-4 _ 19 years

GS-5 : 20

GS=6 21

GS=T7 22

GS-8 23

GS-9 25

GS-11 28

GB5-12 ’ 30

GS-13 35

The above minimum ages are to be used in computing the norms for
each grade level and in arriving at the score for each individual,
but are not necessarily controlling in cases where the Board
considers that a promotion is justified,

(9) Normally, Headquarters assigaments shall be limited to
four years duration.

i

6. Administration

a. In order to allow effective advance scheduling for the rotation
assignment and promotion of personnel, the following information will be
maintained by the administrative staff:

§1) Table of Organization for the Office of Communtcations in-
cluding pernonnel assignmentsa

{2) A table of positions in order of responsibility.

{3} A fille covezring current position descriptions including quali-
fications and sources of personnel.

A d For Rel 2001/?)%729 : CIA-RDP78-03578A000200020001-8
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{4) Ewvaluation or data for evaluation of cach individual assigned
to the Office of Communications. This file shall include a service
record;data on education, experiense, qualifications, performance
of duties and a log of Agency ratings by superior officers.

(5) Information on each employee describing military status,
mazital status and dependeats, birth Gate and dates of availability
for rotation.

{6) Priorities for the filling of vacant positions {to be established
on request of administrative staff by the Office, Diviszion or Branch
. Chief concerned),

{7) Seven months in advance of the end of a tour of duty the ad-
ministrative staff shall provide the following information on each
employses '

{a) Assignment recommendation by the chief concirned,

{b) Training recommendation by chief concerned and by
the Chief, Training Branch, ‘ ,

{e) Assignment preferences to be submitted by the employee.

{d) Names of Headquarters personnel available and qualified
for assignment overseas shall be listed by the administrative staff
on a eontinuing basis,

7o Se@urig

Information comtained in personnel records and files will be handied in
strict aceordance with Agency regulations. Actions or deliberations of the
Board will be released only after concurrence by the Assistant Director for
Communications, :

8. Limitation of Authority

a. Promotion and Career Rotation of Communications Officers to GS-14
pogitions and above will be handled by an ad hoc committee convened en call
of the Assistant Director for Communications. The Chairman of the Career
Service Board will act as Secretary for this eommittee and will be responsible
for information essential to committee operations.

’50
SECRET

SECURITY INFORMATION
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lx. Promotion and Career Rotation of Communications Officers
GS-7 through GS<12 will be the prime responsibility of the Career |
Serviee Board, -

€. Promotion and Rotation of Communicatione employees in all
grades below GS-7 will be handied by Admisistrative action subject to
review by the Career Servie Board.

d. All Communications Personnel Promotion Career and Rotation
acticne are subject to concurrence by the Asgistant Director and Deputy
Assistant Director for Communications

25X1A

065
oA 0001-8
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20 June 1953
MEMORANDUM FORs CIA Career Service Beard
THRU: Executive Secretery
SUBJECT: Report of DY/P Career Service Board Activities for

the Period 15 May 1953 to 15 Juns 1953

1, The DD/P Career Service Board held one meeting during the
period 15 May 1953 to 15 June 1953,

: 2. The Board was informed of the status of the staff study
being conducted regarding the proposed selection system for the pro-
motion of employees to GS-13 through GS=15, The Board agreed that
the system should be developed and put into effect far pronotion to
the 0S-15 grads only at this time in view of the volume of work that
would be involved if the GS~13 and GSelly promotions were included.

3, At this meeting the Board also reviewed and acted upon
two promotion actions, three reassipgnment actions, and one sppointe
ment agtion of senior persomnel in the DD/P area.

BY DIRECTION OF DD/P:

25X1A

/e

Chief of Administration, DD/P

SeE~C-ReE~T
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27 September 1952

MEMCRANDUHM FOR: Deputy Director {Plms)
SUBJECT 2 Career Service

1. It i3 esseatisl. that wo establish at the earliest possible
date the policies and principles which will govern career service
development within the ND/P organization. :

2, BRagic policles determining initisl careex gervice assigment

" of our personuel should logically bes

a. Assignment to a Forelgn Tntelligence professional. service
 of all individuels assigned to 050 on 1 August 1952 and there-
afver, cwepb as indicated in sub~peragraphs e end £ below.

b Assigmment %o a professional Psychologioal and Political
Warfars Service of all sndividuals assigned to such aotivities
within 070 on 1 August 1952 and thereafter, except as iIndicated
in sub-pavsgraphs o and f below,

c, Asgignment Yo a professional Paramilitary Opersztions
Service of all individuals aasigned to such activities within
OFC on 1 August 1952 and thereafter, axcept 2s indicated in sub-
pavagraphs e and § belows :

' @, Assigoment to a professionsl technical service of 41l
individusls performing technical (exclusive of administrative)
duties in the 0ffice of Technical Services. '

6, Assignment to the appropriate professional administra-
tive serwice (Perscnncl, Finance, Medicsl, logisties, etc.) of
all individuals who perform specific technicsal duties within the
ID/F orgmization which plece then in the cetegory of s single

CIA administrative service, except as indicated in sub-paragraph
g beloWe

£, Assignnent of all professional administrative personnsl
who perform general administrative duties other than gseoretarlal
and olerical and not of a single technical specific nature within
the D/P organization to a general administrative Agency cearser
garvice under DD/A except as lndicated in sub-paragraph g below.

SECRET
Security Information
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g. - In deciding the career service assigmmsnt of m.div:?x:m:‘é;s
covered by gub-paragraphs € end. I above, the following shall be
determining factors: ‘

(1) .If the individual concerned has been agsizned fio
administrative duties from operabional dubies end csslires
to and is accoptable for peturn to an oparational £BEh{Irime
ment, he shall be assigned to the eppropriate oper: vional
Sﬁmﬂaa .

{2) If the individual concerned has not previcusly peis
: formed operaticonsl duties but desires and is aceepiabls for
operational assignment, he shall be agsimned to bths aymropri-
ate operational service.

(3) If the individual concerned has been assiyned from
a professionsl administrative service or has not previously
performed operational duties and does nob desire or io uot
acceptable for an operational agslgnmant, be shall be assigned
to the professlonal agministrative service consernide -

he. Assignments as indiceted above should be primsry aagigne
monts. However, any individuzl who hag demonstrebed sueeeasful
experience in other lines chould be given one or more socordlary
designations depending on the scope of such other expurienitie

3. Y¥o individusl should be tremsferred from a prinary sere
vice without the prior approval of the head of that service or
suthorized higher suthority.

j. Assigmment and promotion responsibility should be ot
twealized for each career service so that the service chisf’ may
administer his carear program on a world=wids basis. “his would
mean that every assignment; roagsignuent, promotlon, ov denvbion
in each service mus% be considered by the cenbral carecr servize
board of the servics concernade

3, Caveer service boards sre required to be establisbed in sazh

genior operational gtaff. Their composition is irdicated in the atisach-
menite

L. It will be necessary to establish a DU/P Career Service Board,
the recomnended composltion of which is also indicated in the abttache
ment, to congider and assist in monltoring the caresvs of DL/P pergol-

nel for positions not within any s:in%%e cearecy service and those
assipned to such small units as the /P office, the Plans and Programs
Staff, the Inspection and Review Staff, and whers appropriate,

the Administration Staff. ,

mam
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5, Fesic to the shove are the following steps:

s, sn dnvanboyy of all currently assigned personncl by service
for rovicw by the scrvice chiefs or career sarvice boards comcerned
39 erbabnash the initlal career sevvice 1lists.

e “he actephance of the above policies and principles by the
hgancy Gevesy service Boarde

: &, '‘he esvablishment of internal procedures to nake the basie
plan affoetdre. '

4. The determination of some appropriate and securs method te
W hariin doep cover parsonasl on a career basis.

6. Bacemend you approve of the above basle approach to this iwo- '
blem and “he Srensmdesion of this recommencation to the Agercy Carcer
% 7 Servise Boayd for senglderatlon. .

4 | o ~ 25X1A e/

25X1A /s/
Approved | ;
25X1A /e/

;/,5/ Fo G- Hiarse

e —
Outober & [Monday) 1952 Asting Chisf of Foreign Intelligense
25X1A /e/
ondef of 4 stration
1 Enell -
d | -3

SEG
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27 July 1953

MEMORANDUM FOR: CIA Career Service Board
- ATTENTION: Executive Secretary, CIA Career Service Board
SUBJIECT 2 FI Career Service Beard Activities for Peried

15 June 1953 through 15 July 1953

1, The FI Caresr Service Board is attempting to seb up procedures
for a systematlic review of the career of each person assigned an FI
career designation. A survey was made of the (5-15 slots on the Staff
and in the Area Divisions which are considered FI slots, and how meny
of these are vacant or encumbered by an officer with a lower grade.
This enables the Board to more. accurately consider requests for
promotions of FI officers to GS5=15. A similar study hss been made
for the officers at the GS<ih level, It is planned that this type
of survey will be continued down through the various grades.

- 2, During the period covered by this report, the Board reviewed
individually the case of each FI officer at the GS-1h level who had
been in grade for one year or more. From these were selected a list
of qualified officers which was farwarded to the DD/P Career Service
Board for review for promotion to GS<15., The ID/P Career Service
Board reviewed these on 20 July 1983, /

3. Increased efforts have been made to make determinations of
the correct caresr designation to assign to each person asgigned to
the DD/P complex, There were a number of persons not included on the
maghine run submitted to the Personnsl Office and a smaller number of
those listed on the machine run were coded incorrectly.

o The FI Board received with interest and enthusiasm the first
_ Yetter from the Chairman of the CIA Career Service Board, This letter
represents the type of assistance which will help the various Boards
interpret in a uniform manner the CIA Career Service Progran.

_ 5. During the period covered by this report the FI Board has
continued to review and make recommendations on all Requests for Personnel
Actions involving FI persanunel. Progress has been made in developing

. standardized procedures for the career planning of personnel possessing

an FI primary cereer designation.
- /s/
25X1A

Secretary
Foreign Intelligence
Career Service Board

Approved For Release 2001/0842% CCIE;{Q-ER%P78 -03578A000200020001-8
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9 July 1953
VEHORSNIM POR: OB Oareer Servi¢e Bosrd
LSTTENTICNS Mmscutive Secretary, CIA Career Service Board
SUBJITCTs Career Sorvice Board Activities for Perlod

My 1953 through 15 June 1953

1. The FI Carser Service Board is taking more positive ateps in
the carcor plaming of persomnol possessing an FI primary career deslige
naticn, In ordar to moke definite recommendations as to a parson’s
naxt sssignmont, the Board ie making progress in cbtaining snswers to
the basic questions: first, what FI officsrs are and will be svailable
from thelr present assignment; and, second, what FI positlons are vacant?
The first quostion is being answercd by the various Area Divisiona :
subritting a Jist of expected raturnees from field assignments, togother
with the Division's recommendation for the nexit assignment, at least
sixty (60) days before the individusl arrives in Headguarters. As the
Board is able 40 make recommendations for £illing vacant positions with
porsoanel returning from overseas the Divisions are lncreasingly
notifying the Roard of their vacancles o entiaipated vacancies,

2.. A roster is maintained of aveilebls FI officers for reagsignment
an well as awailsble officers f£rom other Carser Service Boards who are
interested in FI type assignments, , ' .

3, Tue Board has worked closely with the EE Division and PD(C) in
attompting *o insure that all assignment possibilities axve belng ine
vestigated for the surplus personnel retuxning from

. )i, The FI Carcer Service Board participated in the essigning of

 primary caveer designations to all persomncl in the DD/P svea for the
Persomnel Office., This had twen dene spproximately three montlsbefore,
vut mary of the designations were chenged from the originsl designation.
The FI rvecords have been changed where necessery and ifiey will now
reflect the official cavcer designation. ' '

\¥, the appropriate carcer @UEVICH beards of the four Senicr Staffs.
in the ID/P svoa are alloued o have the Persommel Evaluaticn Reports of

- SeErLaReE-E
_Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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: 6, . Daring the period covered by this.repoirt the FI Board has
continued to review snd moke recoumsndations on all Requests for Perssmmel
Actions involving FI persomnel, The FI Board invites to the meeting the
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17 July 1953
MEMORANDUY FOR: CIJA CAREER SERVICE BOARD
THRU: Execubive Secretary
SUBJECT: Report of the PP Carecr Service Board Activities

for the period Juns 16, 1953 = July 15, 1953

1. The PP Career Service Board held three meeotings during
this period., Action was %taken on mumerous transfer and reas-

sigment requests.

2, Effective 29 June 1953, NN ves designated 25X 1A
Executive Secretary of the PP Career Service Board.

3. & memorsndun from ININNENE on the subject that 25X1A
Forelgn Service Reserve Offlcers, permaneantnor reserve, should nct
be assigned to temporary or limited duty with CIA, particularly
in positions involving responsibility for exscubive action, subject
only to clearly justified exception, was discussed, General concur-
vence in the principle contained in this memorandum was recommended.

. hs A proposed progran for Junlor Officer Trainess was considered
by the PP Career Service Board. It was agreed that the PP Career
Service Officer should arrange with OTR for the PP staff to participate
in this program and to make use of up to three such trainees on an
on-the=job training program of a year's duration. It was felt that
each trainee shovld be assigned to a specific division of the PP Staff
for a period of six months and then transfer to another division for a
‘similer period. The PP Career Service Officer was given the responel-

" bility for implementing and followlng through on this program in
order to insure that the experience will be of mutual benefit to both
the PP Staff and the traineo.

5, The following employees are repcrted on Rotation Loan Slots:

rmanent sHpOr
Haxe Grade asiggment Eae mﬁt Status

.
GS«11 Admin, Off. , Intra-0ifice 25X1A
GS=13 - Intell. Off. Extra CIA Trng. -

Steps are being taken to reassign these people elsewhere in pD/P

8/
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25 June 1953

MEMORANIUM FOR¢ CIA CAREER SERVICE BOARD
THRU 2 Executive Secretary

o5X1A  SUBJECT: Report of the PP Career Service Board Activities
‘ for the Period May 16 - June 15, 1953,

1, The PP Career Service Board held two meetings during this
period, Numerous transfer, reassignment and promotion requests
were considered and acted upon,

2. The attached memorandum from Chief of Operations, DD/P to
Chiefat! of Sanior Staffs concerning use of rotation lean slots was

‘discussed,

- 3, The propossl to eatablish a DD/P cmer Service Board to
replace the four Senior Staff Boards has been tabled for two months
to allow time for further analyses of all problems involved,

b Mr. Kirkpatrick’s statement of policy to be followed by
Career Service Board when considering assignment of personnel to
Jjobs not under the aegis of their carcer service board was reported
to the board, In effect tha policy is that a career designation
should not prevent an employes Leing reassigned to a job in s
different career field and that the basic caresr designation should
be preserved and a plan should be mads to re‘eum the employea to
his bas:le f:l.eldo :

5, ‘The follouﬁng employeea are reported on Rotation Slots:
Pormanent Temporary

Name Grade  Assignment Assignment Status
25X1A GS-11 Admin. Off, Intra-Office i
- 65-13  Intell, Off, Extra CIA Tme. 25X1A
Every effort is being made to reassign these paople elsewhera in DD/P. ;
' |

/s/

25X1A

Chairman, PP Carser Service Board
-’ Enclosure:

1-Memo dated April 27, 1953
Approved For Release §0f13{28«7IA-RDP78-03578A000200020001-8
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April 27’ 1953

MEMORANDUM FOR: Chief of For
' 25X1A

Chief of Technical Services Staff
Chief of Adminimtration

SUBJECT: Use of Rotation Loan Slots

1, One phase of the rotation loan program of this Agency
authorizes deuble slotting to f£111 vacancles temporarily c¢reated
in T/0%s by the extended asbsence of the initial incurbent for
school, special training, or other purposes,

2. The grades and positions of individuals absent for ex-
tended periods will be held for the return of those individuals
unless & specific reassignment to another authorized vacancy is
mads during the period of sbsence, Double slotting is not
anthorized to DD/P units for this purpose.

' 25X1A
Chie Operations

-t wEe s T W
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23 July 1953

MEMORANDUM FOR: CIA GAREER SERVICE BOARD

SUBJECT 3 Repcxrt of Paramilitary Career Service Board
From 16 June 1953 to 15 July 1953

1. The Paramllitary Career Service Poard had two formal meelings
\during this report periocd, _ _
)

2, Two of the Persommel Actions submitted for .‘z,pprcnral9 prasented
the Board with many new and complex problems, These problems are being
solved and will add to the overall "know-how" of the Foard,

3., During tiis report period the [ Carcer Service Board 25X1A
acted on the following persommel actions:

10 New Appointments
21 Promotioms

23 Reassignments

S Resignations and Appointmente
2 Changes in Career Designations
i Authorizetion of use of slot

“62 TOTAL

25X1A

I

Chalrman
Paramilitary Career Service Board
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| MEMORAMDOM FORs CIA Oaresr Service Board
25X1A ATTENTION:
| SUBJECT:

\
Meport of Paremilitary Career Service Board :
From 16 May 1953 to 15 June 1953 )

1. The Paramilitary Career Service Board did not meet in
 fornal session during this report period, Ruutine business of the
Board was performsd ot a dai];r basis with informal meetingr.

A4 . 2, During thia reporb period new Carcer Service Deaignation
1lists were prepared by Area Divisions and Staffs. The Career
Msnagement Office reviewed these lists and- amended the PM rscords.
Many omissions and mistakes were noted, An atterpt to resolvs
differences will be mads amcong the Career Mnnagement Officers
- within DD/P.

25X1A R
| a Junior Officer Trainee,

reported for duty on 18 May 1953 as
The Junior Officer Trainee Program
on the PM Staff 4s bein onsored by the Paramilitery Career
25X1A Sexrvice Board, is making mellent promsa and has
: becoms an asset to the Staff,

e During this uporbperiodtha?uanﬁ.litarymrser&rvim
Board acted on the following persomnel actions;

22 Reassignments

15 Promotions

13 Resignations and Appointments
I Resignations
6 Rew Appointments
1 op

T Total Personnel Actions

25X1A

“

Paremilitary Career Service Board
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~ TSS Career Service Board
Minutes of Meeting of 21 July 1953
1, The meeting of the TSS Career Service Board was held on
21 July 1953 with the following members present:
Chairman
25X1A
Secretary
2. The Board considered the request of
who wishes to take external training at evening school leading toward
- a degree in mechanical engineering. Although * already has
- a bachelor'!s degree in industrial arts, his request lor additional

education would have a definite bearing on the work he performs for
PSS, The Board favorably considered this request but asked that

25X1A B be interviewed by each member prior to the next meeting.
A definite decision is to be made at that time,.

3. The Board approved a request by NI to 2ttend
M.I.7. full time for approximately one year beginning September 1953,
This training is for the purpose of acquiring a master'!s degree in

25X1A chemistry. | thesis will have some direct connection with
the work he has been performing in TSS. The details will be worked
out with OTR by the Training Division, TSS.
i, The Chairman requested that the secretary keep an informal
1ist of all new employees who enter on duty with TSS and give a
brief report to the Board at each meeting.
5. The next meeting is scheduled for Thursday, 27 July 1953 at
0930 unless changed by the Chairman,
25X1A
/s/
Secretary
CONFIDENTTAL
) Security Information
N
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NOTTICE : 1/ August 1952
oS 1-52

RSTABLISHMENT OF 0TS CAREER SERVICE BOARD

A. Policy

CI4 Hotice - of 19 June 1952 directs that each Cffice estaeblish a
Carecr Service Bourd to insure the of foctive functioning of the Career Ser—
vica Progrem., The purpose of the Carear Service Program is to identify,
develop, effectively use and reward individusls who have the skills required
by CIAs mobivate them towsrds rendering mesimm service to the Agencys and
oliminate from the service, in an equiteble manner, those who in spite of
the Program fail to perform as effective mewbers of the Organization.

B. Orpganization

The OFS Career Service Boerd is hersby established and shall consist

of the following memberss 25X1A
Chalrman Officio)

Momber
Member
Monmber
Member
Member
Secretayy

(Liaison)
non voting)

A penber way be represenied by his Depuly in case of justilied absence.
Meetings will be held on the last Thursdey of each month but may be cencelled
or vosbponed by the Chalrman, Additionel meetings may be held on call of the
Cheirmen. Three members will constitute a quorium.

C. Responsibilltlies

The OTS Cerecr Servies Bosrd is resgponsible to the 0ffice head for the
operasion of the Cereer Sarvice Program in accopdencs with policy estoblishad
by the CIA Career Service Boaprd. It is also respensible fop colleboration with
obher Cffice Boerds cn inter-0ffice Career Service problems. It is through the
runctioning of this Board that the ovaluation, selecting, rotatlon, training
azgignments and advanceuent recommended for the individuel by his superviscr,
snd the proposed selection and twaining of potentinl executives is received
for the apprcevel of the 0ffice head,

D. Functions
The OFS Career Service Board shall:
1. Serve as advisor to the Office head on all matters pertoining to the

Cerear Service Programi.

SESRED
SECTRTTY LNFFMATION
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2, Direct within the office the application and functioning of the Career
Service Prograr, ineluding but not limited to:

a, T[xecuting relevant decisions of the CIA Career Service Board and
" making recommendations to the CTA Career Service Roard for Improves=
ment of the Career Service Prograe

b, Sponsoring, developing and executing the Career service Prosram of
the Office concerned, including an intra-0ffice rotation system, and
reporting periodically to the CIA Career Service Poarde

ce Recommending cancellation or continuance of Career development
actions.

d, Participating in the development and execution of approved intra-
office rotation systemse

e, Submitting a semi-annual Personnel Evaiuation Report to the
sponsoring Office on each rotation appointee from another Office.

£, FEnsuring that the rotation appointees detailed by their Cffice to
another Office are not overlooked for warranted promotion and en-
suring that rotation appointees received by their 0ffice are pro=
ductive and their assignunents cormensurate with the purpose of
the appointments.

ge Reviewlng continuously conditions of service and duty with a view

to makin: recommendations to the CIA Career Service Board CONCEeri=

ing working conditions and benefits that can strengthen morale and.
increase “esprit de corps™e

h, Reviewing continuously the personnel intake of the Office, especially
at the Jjunior professional level, with a view to the acguisition
of highly-qualified, versatile persons with long range potentialitys.

3, Supervise supporting groups on poards as appropriate for handling special-
" iged functions, assigning to them Office personnel as necessary.

i, Reviewing sersonnel Evaluation reports and nroposed development nlians for
individuals, including, but not limited to: '

a, Special training courses within OTS.

b, Training courses outside of OTS

Ce ﬂkNﬂﬁﬁ&jﬁl&ﬁ(ﬁWﬂ@M@hofpd@ﬂdﬂ.m@mﬁﬁm&

d, Maintenance of an jnventory of special skills and abilitiese.
e, Rotatione.

£, Teossignment and advencement «

25X1A

chief, Technical Services

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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[There s no Career Service Board in the DD/I area

comparable to the Boards in the DD/P end ID/A erees]
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MINUTES OF THF FOURTEENTH REGULAR MEETING OF THE OCD CAREER SERVICE BOARD |

25X1A
Present: :
|
|
|
ing Secretary |
Training
1. The Acting Secretary reported on the number of OCD perscnoel entered in the

verious types of training since 16 June, and on the gtatus of those
participating in the external training programs or rotation sssignments.
See Tabs A, B, C, and D attached.

reported on the DD/I Training Liaison Officers® meetings of
July 6 and July 8. Among other items, the Intermediate Intelligence Course
recently given by OIR for perscnncl of OSI was discussed. It was su 28ted
that OCD take part in eny such courses offered in the future.
agreed 1o keep the Board posted on any new developments in the Intermediate
Intelligence Courses being plenned for future presentation.

25X1A

The Bosrd reviewed the following applications for training, and agreed %o
forward them to the Office of Training recommending spprovel:

a. IBM School, Endicott, N. Y.: R

25X1A
SR

b. Strategic Intelligence School:

The Acting Chairman informed the Board that

b MR o to attend  25X1A
_ 53-13 commencing 27 July 1953. ‘
was deasignated alternate for H, BR, who was 25X1A
originally spproved to attend the course at the Ninth Reguler OCD Career 3
Service Board meeting, 19 February 1953. '
Rotation

F newinated | oc ¥-chine Division for a 6 month
T

otatlon assigmment to the Library comencing 27 July 1953. This rotation

was approved by the Bosrd; the details to be worked out by 25>(1A
CIA Library and | ¥=<hive Division.
25X1A s
&
Acting Secretary "\:" !\%

N Y.
Approved For ReIeas&&\%gﬂé%%%?ﬁicIA-RDP78-03578A000200020001-QQ,WS
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TAB A Security Information : ’
0CD PERSONNEL PARTICIPATING IN EXTERNAL TRAINING FINANCED BY CIA, 16 JUNE-15 JULY
25X1A Name Division Course Institution Duration
Biogrephic Register Program E 25X1A
CIA Library The Impact of Soviet Imperialism on th
Western World Johns Hopkins, 26 Jan-26 Aug.
‘ SAIS
1] " 1

Biographic Register
CIA Library

Special Program on Central Asis Georgetown Univ.29 Jun 53-1 Jun
n "

Special Reglster 29 Jun-4 Sept

” ” n ”

Graphics Register " " "
Biographic Register Introductory Spanish " 22 Jun-14% Aug

" " German " n

TAB B DEFENSE SCHOOL ASSIGNMENTS
Name 25X1A Division School Course Duration

Graphics Register Air Command & Staff School Intelligence Staff Officers?® 19 Jan-1g Jun

Biographlic Register
A

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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" Azgociate Intelligence Course.

10 Jul-1$ Dec.
11 Hay-22 Jun
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ROTATION
Name From To - Duration

s

25x1A [ Iz¢vetrial Register Lisison Division 1 Jun - 1 Sept.

TAB D NUMBER OF OCD PERSONNEL BEGINNING AND IN TRATHING, 16 JUNE - 15 JULY
Type of Treining Beginning Total in Training
1. Externsl Traiming 9 g
2. Defense Schools 1 3
3. CIA Intelligence School 7 16
. Reading Improvement 6 17
5. -Clerical Refresher 10 10
6. Internal Language 0 1
T. IRM, Washington 6 10
8. Provisiomally Cleared Persomnel 3 6
9. ORR Seminsrs 0 15
10. FSI " : O 1
1l. Use of CIA Language Lab. 1 2
12. Other S 1
Ly 91
" CONFIDENTIAL
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MINUIES (F THE THIRTEENTH REQULAR MIETING OF THE OCD GAREER SERVICY BOARD
25X1A 38 June 1953

: 5X1A
< Prseents Chairomn 25X1 :
“' | -mw}ay

Ao TRAXHING

w 1. The Secrstary ﬂ'emi'ted on _the mumber of CCD personnel ontered iu varicous
types of training sinse 16 May, end on the statue of those rarticipating

ﬁgﬂcﬁg@;ﬁm training progrems or rotation assigrments. Ses Tabs Ay B, C,

-] rewiti. I R

25X1A

reported on the DD/I Treaining Liaisen Offfcers® aceting of

Junz. Among other items, CTR policy re. applications for axtownal

trainiog was discussed and reference was made to fortheoming CT4 Regulatien

H wizleh alters pressut poifey, particularly in regard to tho process
ng

Dafense Schoel .applications.
25X1A ,

3 M reported on the success of en elemortary Russian longusge

class being condusted in BR by Instrustion snd ‘ 25X1A
participation iz on a2 voluntary basls after duty houvs, end some sixtesn
individunls are participating. Two goals are belng realized at one times:
(1) the individusis are leeraing scrething of the languoge; (2) they ara
— " plyving their traini Lo thair zecilar tcks by contrivuting
© transiataed files. The foard went
ta the progress being made, and highly

icipating in the program for thanir
axi eontinved efford in this voluntary and noa-gompensatory

1A

25X1A cormends
progranm.

&. The Board reviewed the following applieations for training, and forvarded
them to the Office of Truining recommending approvais

8. CIA Languege Training: Chinese (Man

2. CIA Intelligence School: Course #12,
’ Course #13,

25X1A

¢
- | ONFIDENTIAL < /

o % 5\ X
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D
CAREER PLANNING
1. The Chaimpan informed the Board that 25 individusl lomg range plans have

becn sutmitied by the Divieilens. These plans will be put in the
- individunls® porsonnel folders, and action will be initiated by the

Divisions at the proper time. The plens ave flaxible, and will be subjected

to centimual review and positive alteratien.

ée Thr Bvard vas informed of a request for tsansfer firom analytical to
- edminiatrative vork. Since there appeared to be no slot available in OCD,
the Chatsman advised that the papers be sent to Perscnnel for cireulation

in the Agensy.
ROTATTON

e Ty

inquired as to the possibility of an exchongs rotsticn between

)
OCD aml G-2 Eibrary. Liaison Division will mmke the necessary initial contacts

with @-2 ae scon as o rotation request is received and approved by the Boesd.

’ inquired as to OOD policy en double-encumbrance of 7/0 slets.
Present policy wee discusved and found to be rather nebulous.

stated that AS/CD would provide Division figures en losses in this fiscald

yeur during the recruiting stege, as well as trunsfer and resignitien figures,

te furhish inforwation for estimmting the need for doudle-cnsumbrance in OCD.

25X1A
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TAB A
IN EXTE
NAME 25X1A DIVISION : A : COURSE INSTITUTION  DUBATION
Biographic Register Lesders of Latin American Thought & Pelitics Amﬁwn Uaiv 16 Feb=13 Jur
Speeieg R:gia&r Foreign Trongportation Institute : 12 ¥ay-99 May
Pilographic Register  Southeast Asis: Internationel Relations; " 16 Pebs13 Jus
The U.S. and Intermaticoal Organizaticus . . . Y
" " Problems of the Middle Best: Finland & ‘ " : (
Greece
CIA Library Special Library Administration;Reference Catholie Univ.2 Feb-i0 Jun
and Bibliography . W . .
" " . Cateloging & Classificatien; Bsrexeme !
and Bibliography v
" " SAR ~ Basic Russisn Reeding G‘eg:getwn 7 Apr-29 May
Vo .
il 21 Feb-8 Jun
Bioquphic Regig,ter Adv?ced Chieese ; F ;
Indugtriel Register  Syrian Arabic " Sep 52-5 Jum
DEFENSE SCBOOL ASSIGHMENTS
DIVISION SCHOOL ) COURSE . DURATION
Graphice Register Air Comnend & Staff School Intelligence Steff Gfficers’ 19 Jan-19 Jun
Couzrde
Biegraphic Register  Strategic Intelligence Course #25 11 May-6Sep.

CONFIDENTIAL
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NAME 25X1A FROM T DURATICN

B rocostrien Regtoter Lictaen Divieton 1 June - 1 Sep.

TAB D 2eE
' of Train Besinnd T
1. External Trali o -
2. Defense Scmi':ng g 10
3. CIA Intelligence School 9 1;
% Reading Improvement 1 1
g Tnternal 1o d 4 5
7. IBi (Washington] g b
g. Provi 1%28&13“ Peseonar & 56 Sg
- B P
20. OFR Seminars ersonnel :; 9
TOPALS 90 158

CONFIDENTIAL
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QCD PRGULATION s A ,_ Number €D 20 - &

£ August 1952

QCD_CAREFR, SERVICE, BOARD

1. PURPOSE ' 25X1A

The CIA Career Service Program (CIA Notice
19 June 1952} has been satablished to select, train, ond effective.iy
use individucls who have the potentialities requived by CI4., In
oréer to be of the greatest »ossibls volue to the Individusl as well
as the Agency, the program is designed to develop notenticl skills,
create a high level of morslie through the use of incentives :nd *the
improvement of working eonditions, :nd to eliminste from the sarvice s
in sn equitable manner; those who, in spite of the program, fail to
perforin as effective menbers of the orginization.

2. MISSION

The OCD Career Service Board is responsible to the Assistant
Director for the operation of the Career Service Prograr in sceordunce
with polioy established by the CIA Carcer Serviee Board. Thise
responsibility includes: 1) collaboration with other Office Bocrds on
inter-Office Carcer Servicp problems, end 2) the revisw for apnrovel
of the Assistrnt Ilfi,rector‘;”lens for the rotation, trcining, advincement,
and ossignment vecommended for the individual by his supervisor.

3. ORGANIZATTON, PPOCEIUFRES, AND FUNCTIONS OF TIE OCD CARTER
SERVICE BOARD

8- The Board will be comiosed of the following:

Assistant Dirvector, Chairmen (ex officlo)}
Deputy Assistant Director, Chairmen {cum oners)
Exscutive

Sdpinistrative Officsr

Division Chiefs as temporary memhers (rotating}
Secretaxry - Non-voting

Db. The Board wilil meet upon call of the Chialmman, and Division
Chiefs to serve as temporary members at each meeding will be
deslgnated by him. The OCD Career Service Poard mey establish
su-norting Bosrds as eppropriate for the handling of speclaiized <3‘L

N
CONFIDFNTIAL .\‘L

4
@a\
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functions. All Division snd Staff Chiefs will receive coples of
the Minutes of the Board, mud it is recommended that they
cireulote them smong their key subordimates. to the end thot
sugpestions and comment on the program mey be elicited. The
Saeretary will receive und oresent to the Board such suggestions
as may be forthcoming.

g, ‘The functions of the Bosrd will include, tut are not
limited to:

(1) Executing relevant decisions of the CIA Cireer
Board and making recommendations to the CIA C reer Jervice
Porrd for improvement of the Coreer Service Program.

{2} Sponsoving, developing, and executing the Career
Sarvice Program of 0CD, including an intra-0ffice rotation
system, snd recorting »eriodicelly to the CIA Career Service
Board. '

(3) Reviewing Personnel ¥ vilurtion Reports ond proposed
develomment plens for individuels in ftemms of training,
agsipoment, advincement, rotation, promotion,; and awards.

(4) FRecommending cencellation or continusnce of career
“deavelonment actions. ‘

{5} Paprticipating in the development and execution of
aphroved extra-0ffice rotation systems.

{(6) Submitting a semi-~annual Personnel Rvaluation haeport
to the Sponcoring Office on each rotation apnointee from
ancther 0ffiecs.

{7) Fnsuring that the rotation sppointees detailed by
their Office to another Office 2re not overlooked for
warranted promotion and ensurlng thet rotation apucintees
raceived by their Office are productive and their assipnments
commensurate with the purpose of the appointments.

. (8) PReviewing continuously conditions of serviee cnd duty
with & view to making vecommendotions to the CI4 Career Scrvice
Bosrd concesning vorking conditions and bensfits that can
strengthen morele and increase "egprit de corpal.

CONFIDENTIAL
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(9) Reviewing eontinucusly the persomnel int-xks of
OCD, with a view to ensuring the scquisition of alpghly qualified,
versatile persons with long-renge potentislity.

4. 00D POLICY

It shall be the poliey of thiz Office to glve the fullest
nossible supnort to the objectives of the CIA Career Progrem. 411 OCD
personnel, nrofessional or elerical, will recsive equitable treatment
when thelr career nl-ons ore under considerstion. Plans for the further
training, rotation, sdvincement and agssignment of OCD nersonnel will not
be imposed without consultation, tut arrived at to the mutusl satis-
Taction of the employee, his supervisor, and the Boord whenever possible,
In the event thet apgreement can not be reachied between superviaors wnd
smployees in respect to the career olens of an amployee, members of the
Board will be awvrilable for Imnartiel adjustments. bpon re:iuest by en
employee or superviscr, the Board will grent formal appeal hearings.

In eomplionce with Ageney policy, personnel normelly will be
congldered for rotation outside of 0D only after the eompletion of two
Years! service with CIA. Rotation outside of OCD generally will be for
a2 minimum of six months. The OCD Caypeer Servies Board shall, within the
fromework of policiss prescribed by the CIA Service Board, detemmine -
rotation within OCD on the basis of ths merits of individual csses,
regerdless of nosition or length of servies. The duretion of rotation
assignments within 0CD sill vary according to the needs of the Divisio ns
coneerned.,

5. SUPZRVISORY TRATNING

A program for the indoctrination of supervisors in the use of the
Personnel Evalustion Report, which is the key to the suceess of the

Career Service Progrum, w1l bs administered by the Office of Treining.

25X1A

Distritution No. }

CONTIDENTIAL
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0CD NOTICE lU-52

25X1A

1. [ i rccort on 11 August
1952 to the Office of Research and Reports on & rotation
assigmment which will probsbly be of about six months dure~

tion. 25X1A 25X1A

2e Durmg_ absence, will

serve as Acting Chief, Industrial Reg'ister, in addition to
his duties as Executive, CZD.

25X1A

Jemes M. fndrews
Assigtent Director
Cellection & Dissemination

25X1A ,

Research & Feports ‘ \
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31 July 1952

MEMORANDUM FOR: Division and Staff Chiefs, OCD
SUBJECT: OCD Career Service Board

1. The Director has anproved the »rogram for a Career Service
in CIA and, as an initial step in getting it underway, has instructed
each Office to create an Office Career Service Board. Each such
Board will oversee the operation of the program within its own Office,
snd will formmlate the Office's views on how the overall program
should be shaped up.

2. The OCD Cereer Service Board will be manned as follows:

Mr Andrews, Chairmen (ex-officio)
s Chaiwvman (cum onere)

Chief (rotating)
ecretary (non-voting)

3. The Board will meet upon call of the Chairman, and the Division
Chlef to serve as member at each meeting will be designated by him. Al
Division and Staff Chiefs will receive copies of the VMinutes of the
Board, and it is recommended that they circulate them among their key
subordinates to the end that suggestions and comment on the program nay
be elicited frum ocur people. The Secretary will receive and present to
the Board such suggestions as may be forthcoming.

4o Members of the Board, snd all Division and Staff Chiefs, will
familiarize themselves with the stipulated functions of the Board as
laid down in CIA Notice No JJij cories of which may be obtained from
the Secretary.

25X1A

James M. Andrews
Asslistant Director
Collection & Dissemination

CONFIDENTIAL
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CSB/RR = M=20

ORR CAREEI SERVICE DOARD
Hmtes of llcet
O August 19O

PRESENT

1. The Mimutes of the 19th Meeting of the ORR Career Service Doard
(CSB/RR = M=19), 23-2l July 1953, were approved.

The inutes of the Gth Special Meeting (CSB/RR - M=19(S),
30 July 1953, together with Tab A, were approved following correction of
the second sermtence to read: "rhe report with minor changes was approved
by the Board, approved by the Assistant Director, and is attached as Tab A,"

Tn reference to the recommendation of the Board in Tab A to
CSB/RR = M=19(S) that the Assistant Director appoint a commitiee to formulate
a persommel pelicy in terms of the long-range objectives of ORR, the Board
expressed the hope that it will be possible for the Assistant Director
himself to take the chairmenship of this committee and guide its deliberations.

2, The Chairmen advised that * Executive Secretary
of the CIA Career Service Board, had been expec to attend the meeting but
informed the Board that he was unable to do so becsuse he was called into
conference by the Director,

3. CSB/Rit recommended approval of the following requests for non~CIA
training:

8, Petroleum Indoctrination Course
Dakersfield, California
Fall Seasion, dates unlmown
Cogt to be determined by the Office of Treining
One intelligence officer, 0S-12

b, Petroleum Indoctrination Course
Naval Supply Center, Norfolk, Va.
25 October = 6 lovember 1953
Cost to be determined by the Office of Training
One intelligence officer, GS~12

SeBenlioflmFial]

N we ek gme e SR
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o/
ce Russian Central Asis, Part One
Georgetown University
Viashington, D, C.
21 September 1953 - 22 Janusry 195
Cost: Contract besis
One intelligence officer, GS«7
#0ne intelligence officer, GS-5
25X1A N voc authorized, if the question of grade was
raised, to inform the Office of Training that a Form 52 has
been forwarded to the Persommel Division requesting promotion
of this officer to G5-7, effective 30 August 1953
d. Intermediate German (Evening)
Georgetown Institute of Languages and linguistics
1719 Massachusetis Averme, N.W., Washington, D.C.
22 September 1953 = 29 Jamuary 195k
) Cost: $150,00 <
- One intelligence officer, GS-1l
L, CSB/RR noted that the request for permission to seek employment
elsewhere within CIA of one GS-12, appearing on the Board's agenda for
consideration, did not indicate it had been considered by the individual's
area chief. The Board approved the Cheirmsn's suggestion that he discuss
this request with the area chief and prepare a draft indorsement, to be
submitted to thé Doard members individually for their approval, following
this discussion,
5. COB/RR asked' that the two promotion actions from Tntelligence
Agsistant GS=L to 0S5, listed on the Doard's agenda, be handled by the
EX/AR, in view of the Board's policy to consider only those clerical
promotions above the 65-5 level,
6, CSB/ER recommended approval of the following actions:
a. Fromotion of one intelligence officer, GS-13 to GS=1l,
bo  Remssignment of one cartographic compilation aid, GS-5 to
geographer/cartographer, GS-5. :
25X1A 7o | reported that the Assistant Director had approved on

31 July 1953, the transmittal of the following request for non-CIi

to the Office of Training, this being for the second slot of the two made
available to this Office by the 0ffice of Scientific Imtelligence for utilizaw
tion by Special Commodities Branch, Materials Division, pursuant to memo to
AD/FR from DAD/SI, 21 }?r 1953 (the first slot was filled per Item 5. d.,
CSB/RR =16, 11 June 1953).

) VWieapons Orientation Course
A Sandia Base, Albuquerque, N.M.
: 101l August 1953
Cost to be determined by the Office of Training
One intelligence officer, GS-13
Approved For Release 2001/08/29 : CIA-RDP7§-03578A000200020001-8
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8. CSB/RR noted that the Office of Training had approved the
following request for non-CIA training (approved by CSB/RR, Item 3, M=19,
23-2ly July 1953)s

Air Veapons Orientation Course

Maxwell Air Force Base, lMontgomery, Alabams
17-20 August 1953

One Major, USAF

9, CSB/RR noted the transmittal of a memorandum to the CIA Carcer
Service Board, dated 30 July 1953, requesting assignment of a career develop-

ment slot to ORR to accommodate one intelligence officer, GS-ll, during
pariod of training at NN

10. a. In connection vith Ttem 5, CSB/RR =19, 232l July 1953,
informed the Doard that arrangements had been completed with the

Poersommel. Division to have the files of two of the individuals "sho " on
the proviso that the narrative evaluation required by CIA lotice be 25X1A
sutmitted following the return to duly of the division chief, 25X1A

also informed the Doard in the case of the third person that his division
had been requested to submit a narrative evaluation in accordance with this
llotice and that in the interim an appointment had been arranged for the
individual with the Chief, Administrative Staff.

bs The Board, in line with its policy of considering all requests
for inter-0Office transfer, agreed that it should review such requests for
permission to "shop," and should consider whether the requests should be
forw/;:nded to the Personnel Division with an appropriaste indorsement by
CSB/IiR,

11l. CSB/RR noted the transmittal of the Monthly Training Report to
the CIA/CSB, and called attention to some errors that should be corrected
vhen making the next report.

12, Notation was also made of receipt of a report from the Training

Officer, St/A, that persons had received permission during the month of
July to take courses at their own expense after hours.

25X1A
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csn/m - M-19{8)

ORR CAREER SERVICE BOARD
Minutes of Special Meeting
0 1

30 July 1953

Otto E. Guthe AD/RR
Chairman

A special meeting of the CRR Career Service Board was held

this date to review the report prepared by the Chairman {in 25X1A
absence) snd in accordance with Item 13, csé/RH- -19
The report with minor changee was recommended app;md

23-2k July 1953.
by the Board, approved by the Assistent Director, and is attached as

Tab A.

25X1A

o
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TAB A
CSB/RR - M-19(S)
30 July 1953

FIRST ARNUAL REPCRT OF THE ORR CAREER SERVICE BCARD

H:Lsto:gy_

The ORR Career Service Bosard was established by ORR (ffice Notice
R52-34, 24 July 1952, in accord with the terms of reference stated in CIA
Notice L 19 June 1952 (later rescinded and replaced by CIA Regulation
B 25 May 1953). The membership of the ORR Career Service Board con-
sists of the Assistent Director {ex officioc), the Executive {Chairmen),
the Training ldaison Officer, and the Chief of the Administrative Staff as
permanent members, and three temporary members selected by the Assistant
Director on the basis of a roster including all elements of the Cffice.
The term of office of the temporary members is nine months. '

During the past year the CSB/RR has held 19 regular and 5 special
meetings.

Summary of Activity of CSB/RR During the Reporting_ Period

The CSB/RR accepted responsibility for recommending action to the
Assistant Director in ‘ '

a. ell inter-Office transfers of professionel personnel;
b. all inter-division transfers specifically referred to the
Board by the Assistant Director, Executive, or Chief, Administrative
Staff;
¢. all changes from clerical to professional status;
d. all professional promotions from GS-13 to GS-1k; and
e. all clerical promotions above G3-5.
CSB/RR also accepted responsibility for recommending action to the
Assistant Director on all requests for subsidizstion of training beyond
normal pey and allowances and all training requests involving absence

from normal duty, with or without pay, for periods of 60 days or more, and
established interim criteria for acting on such requests.

SECRET
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In addition to the above specific personnel actions, the Board
adopted the following basic policy governing its consideration of reguests
for non~CIA training ocutside of normal working hours:

"The Board

a. encourages training related to Agency activities undertaken
by individuals on their own initiative and at personal cost (initia-
tive of this type will be a factor in considering requests for addi-
tional training under Agency subsidization);

! b. will review with favor requests for training under Agency
subsidization when such training is of direct benefit in improving
the individual's performance in his assigned field of responsibility
and/or has been specifically reccmmended by his superior; and

c. considars training for advancement into another field of
- specialization -- e.g., clericel to professional or between profes-
sional disciplines -- to be the reeponsibility of the individual and,
o therefore, not subject to Agency subsidization, unless such training
-/ 18 requested of the individusl by the Agency, or previous initiative
of the individual in obtaining training at personal expense and for
this purpoae warrants special consideration.”

Purthermore, the CSB/RR has reviewed and made recommendations on
several proposals of the CSB/CIA and the Professional Selection Panel.

The Present Status 9_:'__ the (RR Career Service Board

The CEB/RR believes that it has established a minimum policy in all
, matters with which it is competent to deal. The CSB/RR does not believe
25X1A that it has established minimum policy in all matters with which it is
charged by CIA Regulation R 25 Mey 1953, to deal.

Under the cited regulation, CSB/RR should, as a first order of
business, establish a Career Service Program for CHR which would provide
for the utilization and development of career exmployees including their
training, assigoment, rotation, and advancement. As an adjunct to the
concern which the CSB/RR has for ORR persomnel on duty with other Offices,
the Board should insure the proper execution of rotation plans for career
aaployeesfmotharputsofthem;mywhomuugmdtomnanrota-
‘tion. CSB/RR should concern itself with working conditions and benefits
which can strengthen morale among the CRR persomnel. The Board should
reviev the personnel intake of the Office with a view to insuring the
acquisition of persons with career possibilities. "The regulation further
authorizes the CSB/RR to maintain supporting groups as appropriate for
handling specialized functions within the Office which apply to the concept of

.2-
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_career development. Of course, all of these points are included in a

single statement of responsibility of the Board which appears as para-
graph 5,¢,{(1) of the above-cited regulation, viz., "It is the responsi-
bility of the (ORR Career Service Board) to advise (the Assistant
Director) on -all matters affecting the personnel of this (Office).”

Tn summary, it is the belief of the CSB/RR that it has not been as
effective as 1t could have been during the past year. There are good
and valid reasone vhy this is true. The Board believea that its effective-
ness and usefulness can be enbanced if certain objectives of ORR are
clarified. The Board fesls that the personnel objectives in terms of the
ORR mission need to be defined as a first atep toward the establishment of
(RR promotion, training, rotation, reassigoment, and recruitment policles.
Without knowing the longe-range cobJjectives of ORR, the Board considers
itself not competent to formulate such policies.

Recosmendations

That the Assistant Director appoint a committee to formulate a
perscrnel policy in terms cof the long-ranges objectives of ORR.

That the members of this committee include the Executive, the Special
Assistent to the Assistant Director (in his capacity as Training Liaison
Officer), Chief, Administrative Staff, Chief, Economic Research, Chief,
Geographic Research, and Chief, Coordination.

That a final report of this committee be submitted to tha Assistant
Director not later than 1 October 1953.

~ That upon approval of the basic personnel policy by the Assistant
Director, the cBB/RR be authorized to develop detailed promotion, training,
rotation, reassignment, and recruitment policies within the framework of
the basic personnel policy.

25X1A

rman
CRR Career Ssrvice Board

25X1A

Assistant Diyector
Regearch and Reports

| -3-
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CSB/RR - M~19
ORR CAREER SIRVICE BCARD
Minutes o Meet
T 23-2h July 1953
Chairman
- 25X1A
1. The Minutes of the 18th Meeling of the ORR Career Service
- Board (CSB/RR - M~18), 9 July 1953, were approved.
- 2. A critique of the Basic Intelligence Course was presented

%o the Board at its request by a merber of the Office who had
recent)y completed the course. It wvas felt that the course was
extrensly well-plamned and beneficial to new employees, but with the
exception of certain lectures wes of little value to intelligence
officers on duty four months or more. The speazker recommended that
the course be compulsory only for new employeee and personnel re-
assigned from clerical to professional positions.

3. CSB/ER recommended approvai of the following training for
one individual currently on duty with this Office in an IAC position

'+ 25X1A end directed R tc sign the formal request upon its receipt
i for the Board:

Alr Yeapons Orlentation Course
Haxwell Air Foree Base
Hontgomery, Alabsne

17-20 August 1953

One Ma jor, USAF

%. CSB/RR recoumended approval of & proposed memorandum
sddressed to the CIA/CSB requesting the sssigoment of & career develop-
ment position to one intelligence officer GS-13 for a rotation essign-
went in the Office of Training.

5. The Board noted the requests of three intelligence officers
for release from present assigrment sand change in cereer designation

h SECRET
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and directed I to contact the individuals to determine if
intra~0ffice transfer could be effected to their satisfaction and to

inform them that 1f this 1s not desired, change in career designation

vould be made following transfer. [ vz asked to report cn 25X1A
his findings at the next meeting of the Board.

6. CSB/RR noted the trsnsmittel of a memorandum to the Personnel
Director from the EX/RR in reply to request for concurrence in the
assignment of ORR caresr designations to five individuels, stating
that the Office concurred in the case of three of the individuals,
the fourth having since resigned, and the fifth to be considered by
the Board because the individual is not currently aseigned to ORR.

In connection with the latter case, the Board recommended that action
be withheld pending determination of whether or not a slot is avallable
for this individual within ORR, and that the Personnsl Director be so
informad. .

(

7. CEB/RR agreed that consideration of all requests for career
guidance submitted to it by individuals desiring transfer and/or change
in career designation to further their CIA career was one of its major
responsibilities. However, a nunber of questions arose in connection
with items 5 and & above regarding the assignment of and changes in
career designations, particulsrly with regard to time relationship
between change in designation and actual or contemplated transfer.

Tt was agreed the Board would, pending clarification of Agency policy,
bandle these matters on an ed hoc basis.

(

25X1A

j 8. B reported that the reguest for treluning of one

1 geographer (cartographer) GS-12 was extended from 15 August to 22
August 1953 (Reference: CSB/RR M-18, 9 July 1953).

9. CSB/RR noted the transmittal of & memorandum to the Office
of Training from one intelligence offizer GS-13 requesting approval of
chenges in training progrem snd concurredin this request (Reference:
Ttem 5.b., CSB/RR M-1k, 1% May 1953).

10. CSB/RR noted receipt of the report of cne intelligence officer
(S-12 on his attendance at a special course on gas turbines at the
University of Michigan and recommend=d this report be forwerded to the
Office of Training, through the AD/RR (Reference: Item 5.a., CSB/RR
M1k, 14 May 1953).
25X1A
: 1. | zcrorted the Office of Training hed approved
the request that additional funds be paid to one intelligence officer
GS=-T to cover the cosi of training in excess of the amount estimated
(Reference: Item 15, CSB/RR N-18, 9 July 1953).

0. )
SECRET
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12. T repcrted thet the office of Training had
approved the 16 requests for attendance at the econference on the
USSR at the School of Advanced International studies {Reference:
Ttex 2, CSB/RR H-18, 9 Jul¥y 1953)-

' 13. In comnection with Item 5, CSB/RR M-18, 9 Jaly 1953, Wr.
25X1A B coorted on nis meeting with the area chlefs regarding the

: agtablishment of & gtandardized ORR promotion policy. As & result

of this meeting it was determined that prior to the formulation of &

! promotion policy, a personnel policy within the framework of CIA
i Regulations, 20 Series, would first need to be written defining

qualification standards, the ORR training program, and the concept of

career development within CIA.

The Board sccordingly directed that a study be prepared
outlining the gaps existing in the present personnel policy, the

A Posrd's responsibilities in this connection, and requesting the AD/RR's
. approval of a8 sonnel policy designed to £ill
o these gaps. Junteered to prepare this
2_5X1A gtudy for gubmission to the ial meeting next Thuraday,
’ 30 July 1953.
25X1A
N’ -3
SECRET
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28 July 1953

MEMORANDUM FORs Bxeoutive Secretary, cncareerServiceBoard

FROM ) mtw,_omcaresr&ruoenmd
SUBJECT - Mh]vneporbofommreex'.%rv:loaaoard
REFERINCE manmmcmcueersmeam, ed 23 October 1952

vedquiring Monthly Repocrb of ORR Career Servioe Boa-d Activities

for

d here'.d.th is a report of the status of training

the Fmomrc]l‘% June ¥ 15 July 1953, Iinutes of csn/rg meetings
oIZSJmmand?Julylggl have been forwarded to your Office,

. 25X1A

/s/

S$EC-RE-L
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SUMMARY

TRAINING

Program C
Area Study

- Aly Wespoms
Rotation Loen
Rapid Reading
Service Schools
Russisn langudge
Italian Language
Cerman Language
Chinose Leguage
Basic Intelligencs

" Clerical Refresher
Various University Courses

ol rootmbwmuuw E

% I wﬁgoﬁoﬁwo\roow E

SEOR-BT

Approved For Release 20‘01108129 : CIA-RDP78-03578A000200020001-8



| 25X1A

SECRET
Approved FokBeleasSA00$H1Y 25 OPRIBES-035784#00200020001-8

CSB/RR - M-18

ORR CAREER SERVICE BOARD

Minutes of Meeting
9 July 1

PRESERT

Otto E. Guthe, AD/RR
Chairman

1. The Minutes of the 17Tth Meeting of the ORR Career Service
Board {CSB/RR - M-17), 25 June 1953, vere approved.

2. CSB/BR recommended approval of 16 requests for attendance
at a conference on the USSR at the School for Advanced International
Studies of the Jobne Hopkins University, 10-1h4 August 1953, at the
Sheraton-Park Hotel, Washington, P. C.

3. CSB/RR recommended approval of the following request for
non-CIA training and directed [ to refer the matter to the
individual's Area Chief prior to submission to the AD/RR for approval .
to ascertain vhether the length of time requested for this training
would be adequate:

Special Instruction in Terrain Rendering

University of Michigan

2-15 August 1953

Fo tuition; estimated cost of travel and per diem: $515.00
(ne Geographer {Cartographic) GS-12

L. CSB/RR recommended approval of the following promotion
actions:

a. One Secretary {Steno) Gs-6 to GS-T

b. One Administrative Clerk .5-6 to GS-7

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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5. The Board directed [, oo Secretary of the Boerd
and Chief of the Administrative Staff, to consult with the Ares
Chiefs and present their recommendations &s well as cther pertinent
material to the Doard for its consideration in recommending an
office promotion palicy to the AD/RR {Refersnce: Item 8, CSB/RR M-1T,
25 June 1953). It was recommended that the Area Chiefs review this
metter within their respective areas prior to meeting vith [

€. The Board noted the Chairman's memorandum to the DD/I, dated
2 July 1953, in connection with the CIA/CSB Agends for its 2 July
Meeting. The Chairman informed the Board that in subsequent dlacus-
aicn with N Special Assistant {Admin.) for DD/I, it was
Jeayned that this mattar has not as yet been settled.

7. The Board discussed the memorandum received from the CIA/CSB,
dated 22 June 1953, and agreed that the qualities listed therein,
bearing on suitability for career sexvice 1n CIA, generally covered
the gualifications desired. 25X1A

8. At the request of thellJI CSB/RR considered the pro-
posed rotation of one Intelligence officer GS-12 from FOD to ORR and
recomsended approval, of the rotation to G/A/RR for a period of three
months. The Board approved the proposed reply of the Chairmen to the
00/CSB end. directed [N to exrange the administrative detulls
of the rotaticn assignment. '

9. CSB/RR aiscussed the memorandun received from the Chairman,
GS0/CSB, dated 12 June 1953, concerning the initial career desigmation
of one (SO employee (GS-5 Illustrator), and requested the Administrative
Staff to arrange for intervievs for this employee through the GS0/CSB to
determine whether a transfer ©o ORR would be desirable in the eveut of
a suitable vacancy in CRR and aveilebility of & replacement in GSO.

10. CSB/RR noted the resssignment of one Statistical Clerk GS-5
to Intelligence Officer GS-5. because of the reclassification of the
position. {(See Item b, CSB/RR M~-17, 25 June 1953, for action of
Boerd on esrlier Form 52 onthis seme individusl transferring snd pro-
moting to GS-7 comtingent on epprovel of the Area Chief; this approval
was withheld.) ’

1l. Notetion was made of the tranammittal of the Nonthly Tralning
Report to the CIA/CSB on 29 June 1953.

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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12. The Board consildered a memorandum received from cae
Intelligence Officer G3-12 concerning training program changes and
progress and directed NN tc request the necessary spproval 25X1A
from the Office of Training of the suggested changes.

13. Rotation vas made of the receipt of ao reports on non-CTA
training submitted in eccordence with Office Regulation R50«13 =~
one Intelligence Officer GS-15 who attended the industrial Coliege
and one Intelligence Officer GS-1k who attended the Army War College.
The Board requested that the latter individual subait an appendage to
his report on the type individua)l who would benefit most by the course
at the Army War College.

14. RNotation was also mads of the Training Report of perscone
who have received permisaion to take courses at their own expense
after hours, submitted in accordsnce with Item 2, CSB/RR N-16,

1} June 1933 ’

- 25X1A 15. B »oported that the Office of MW

sidered the action of the Board concerning the case of 25X1A
inadequate (Reference: Item 3, CSB/RR M-16, 11 June 1953). NN 25X1A
briefed the Board on the case and the pertinent documents were revieved.

25X1A The Board reaffirmed its previous approval of the case and relcomended
that the AD/RR direct F to take all measures necessary to

DEXIA bring the case to a satiafactory close. (The AD/RR so directed

25X1A

- -3~
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CORR CAREER SERVICE BOARD

Hinutes of Meeting
ANNS
PRESEWY
Chalrman
25X1A '

CSB/RR - M-17

1. The Minutes of the 16th Meeting of-the ORR Career Service

Board (CsB/RR - M-16), 11 June 1953, weré approved.

2. 1In connection with Item 6, csB/Rr u-16, [HIENEGNIGEGEN 25X1A
reported that an Agency precedent hes been establisbed approving
subsidizetion of training for IAC perscnnel assigned to ClA.

3. HKotation was made of CSB/RR reécummendation of approval of
the following reguests for non-CIA training hand-carried to Board
members during the interim between CSB/RRE M~16 and the present meet-

ing:

2. Chinege langusge and Chinese econcmy at Cornell
University, University of Michigan, and & year's
f£ield work in the Far East for one Intelligence
Officer §S-9, June 1953 to June 1955; cost to be
deteruined by the Office of Training.

25X1A

I inforned the Board that O/TR has

approved the first phase {Cornell) of the above
request for training and advised that based on
the individual'as performance whilje.there, the
sacond phase (Michigon) will be approved; also,
if his work at Michigan is of a high lavel, then
efforts will be made to have him gent to the Far

Eagt €0 complete tha program.

b. Speeial Program on Chinesa Central Asia at George-
town University for four Intelligence Offlcers
{a8-13, 2-GS~11, GS-5), 29 June to 4 Saptember
19533 cost to bhe determined by the Office of Train-

ing.

W o o
@b&V
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25X1A

B - iviccd that notification of approval
o%;he shove four requests had been received from
O/TR.

4, dirveted the Board's attention to a copy of
a nemoran nddressed to him from one Intelligence Officer 0S-12
furnishing & report on aon-CIA training completed at George Weshington
University {References: CSB/RR M-13, 30 April 1953, approving reguest
for traiving, and Ofice Regulation R50-13, 12 June 1953, requiring
submission of report:}.’ A copy of this report has been transmitted to
the (ffice of Tralning.

5. CSB/RR recommendied approval of the following request for
non-CIA trainiog for one Intelligence Officer GS-15:

Fusgion Central Asia, Fart One {Kagakhaten,
Kirghigstan, Turkmanistan and Ugbekistan) and
Russian Central Asia, Part Two {Caucasus,

Yilack Sea, and Caspian Regions) at Georgetown
University, 21 September 1953 to June 195k;
co6% to te determined by the COffice of Training.

6. CSB/RR noted the following reassignment actions effected
because of the reclassification of the positions involved:

a. Three Clerk-Typists GS-k to Intelligence Assistants GS-4
b. One Clerk-Stenc GS-5 to Intelligence Assistant GS-5

7. The Chairman requested that [ svboit his reccomenda-
tions at the next Board meeting on the Board's responsibility in con-
nection with reassigoments from clerical to professional positions other
than those designated Intelligemee Officer positions.

8. ‘Me Chairwan requested that the Office promotion policy be
Placed o the Board's agends for discuseion at the next meeting, and
stated thet in the interim he would discuss both policy and procedures
with the AD/RR.

Q. CSBfRR reviewed the following personnel actions:
a. Promotion of cne Intelligence Officer GB=-13 %o GS-1lk;
recommended conaideration be deferred pending further

consideration by the Aren Chief (Referance: Item 3,
CSE/RR M-9, 5 March 1953).

Yt wom e ey e ae.
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b. Promotions of three Secretary-Stencs (5-5 to G5-6
and one reassignment and promotion from Statistical
Clark G5-5 to Intelligence Cfficer 0S-7. CSB/RR
recamended approval providing that the Area Chief
eoncornsad indicated his approval.

25X1A
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29 June 1953

MEMORANDUM FORs Exeocutive Secretary, CIA Career Service Board
FROM 1 Secretary, ORR Career Service foard |
SUBJFECT s Monthly Report of ORR Caresr Servide Board

~ HREFERENCE s Memorandum from: CIA Career Service Board, dated

23 October 1952, requiring Honthly Repert of ORR |
 Career Service Board Activities,

Forwarded herewith is a report of the status of t-mirﬁng for the
period 16 May through 15 June 1953, Minutes of CSB/RR meetings of

(- 19 May, 20 May, and 11 June 1953 have been rorwardad to your offioce.
25X1A
A S-EmC-R-E-T
|

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8



Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8

Next 1 Page(s) In Document Exempt

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8



Approved For‘RWse 2001/08/29 : CIA-RDP78-03578Aw200020001-8

SeEwCmFmEnT
Security Information
SUMMARY
15 MAY TRAINING 15 June
N Rotation Loan L
1 Service Schools 1
21 Rapid Reading 6
0 Basic Intelligence -1}
12 Russian Language - 26
1 Italien language 0
5 . German language 11
11 Clerical Refresher 2
1 Program ¢ ‘ 1
11 Various University Courases 3
"

E~CReFEm
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CSB/RR - M-16

ORR CAREER SERVICE BOARD
Mimites of Meet
11 June 1

Chairman

1. The Minutes of the 15th Meeting of the ORR Career Sarvice
Poard (CSB/RR - M~15), 28 May 1953, were approved.

2. The Board noted ths transmittal of the Monthly Training
Report to the CIA Career Service Board on 29 Hay 1953, and requested
that the name of the individual precently attending the training
facility at Regensburg, Germany, be included in this report. The
Board requestaed that in addition to this Monthly Training Report it
be furnished each month with a list of all persons who have received
permission to take courses at their own expense after hours.

3. Hotation was made of the Board’s concurrence 5 June 1953 in
remorantm to the Director of Training requesting axr sdditional sum
of money be paid to one Intelligence Officer GS-7 to cover the cost
of his training at Columbia University in excess of the figure
estimated.

., Hotation was also made of a memorandum to the Director of
Training from the Chief, Strategic Division, & June 1953, requesting
the withdrawal of one Secretary-Steno GS-5 from the Second Semester
Elementary Russian Course at the U.S. Department of Agriculture
Graduate School which had been approved by the Board on 1k May 1953
{CSB/RR M-14). At the Chairman’s request was to determine
vhether the individual withdrew from the cUUTBE DEIOT® any payment had
been made to her by the Office of Training and vhether any expenditure
of funde had been made by either the individual or the Goverrment.

subsequantly reported to Chairmen, CSB/RR, that this
course had never been fully organized, pending knowledge of number of
applicants, and that no funds had been furnished the individual by
0/@8 or spent by the applicant.)

SECRET | W
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5. CSB/RR recommended approvel of the following mon-CIA training
requests:

a. "Advanced Readings in Chinese" -~ Cost: $67.50
Institute of Langueges and Linguistics
Georgetown University
22 June through 15 Auvgust 1953
One Intelligence Officer GS-9

b. Chinese Languege Course -- Cost: $76.25
Tutorial Arrangement
One Intelligence Officer GS-7

c. "First Year Russian" -- Cost: $54.00
George Washington University
23 June to 17 August 1953
One Secretary-Steno GS-5

d, "Weapons Orientation Courss"
Cost: To be determined by Office of Training
Sandia Base, Albuquerque, ¥. M.
30 June through 3 July 1952
One Intelligence Officer GS-1h4

6. With reference to = gpecific requvst, the Board discussed
the eligibility for training of IAC personrel on detail with this
Office. I reported the Office of Training had informed him
that, while no officiel statement of Agency poliey had been made, OfTR
looked with favor on meking opportunities available for IAC personnel
on grounds of general advantage to the U.S. Government. In addition,
it appeared in this case that the individual was at the beginming of
his tour with this Office, so that the Agency alsoc might expect to
benefit. It was further pointed out that none of the aveilable group
courses, at less expense to the Qovermment, suitad the requirements
in this case. On these considerations, the Bcard reccmmnended approval
of the following course:

"Special Russian Reading Course" -- Cost: $5.00 per hour
Berlitz School of Languages

13 June through 15 October 1953, 3 how's per wveek

One Lt. Commander, USH

7. CSB/RR recommended that s request for non-CIA training
together with release from Office duties for ome day a week not be
approved in its present form, but authorized the Secretary to approve
for the Board a request for payment of the following training should
the request bs resubmitted without any request for Office time:

"Intermediate Econcmic Theory" -- 22 June to 33. July 1953
"Business Statistics” -- 3 August to 11 September 1953

American University -- Cost: $78.00
One Intelligence Officer GS-12

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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25X1A

The Board directed R to prepave a memorandum to ths individual's
division chief informing him of the Board's recomeendation.

8. CSB/RR recommendad approval of the following resssignment and
pronotion actions:

a. Promotion of ope Administrative Clerk GS-5 to Administra-
tive Assistant GS-6.

b. Promotion of one Intelligence Officer GS-13 to GS=-1k.

e. Promotion of one Editorial Clerk GS-5 to 8S=6.

d. Reassigmuent of cne Secretary-Steno GS-5 to Intelligence
25X1A

Officer GS-5.
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Security Information

OFFICE OF HESTARCH AND REPORTS
2 July 1952 “ 0ffice Notice R52-3
SUBJECT ¢ Institution oi‘_ Elt Caraer Service Board
25X1A RErERENCE: [
1l Pursuant to Tab B;, Sectlon ITT of reference, the ORR Corcer
Service Board will be composed of the following:
a,  Permanent Membors « The Assistant Director; the Deputy

" Assistant Director-Fxiooutive, Chalrmang the Training Liaison
Officer, and the Chief of the Adwindgtyative Staff,
’ N

be Hotating YMembers - There will he at 2ll times three
rotating members, inciludiny at least one women, sclected by roster
from Office uvnitse Initial designations sare: Dr, 0. E. Guthe,
Deputy Assistant Director-Geography; I, C:: S,
Tndustrial Division; and s Administrative
Agsistant to the Assistant Director,

€ (

Ce Secretariat - The Chicf, Administrative Staff, will
provide such secrefarial auppertissmuy ‘bl Porind “Hecessary,

2e Roster of rotabing wabers will be published later,
4

3+ The responsibilities of this Doard are as outlined in Tab B,
Section T1I, C,, of refercnce,

), The CRR Carcer Sorvice Board will mect on call of the Chairman.
25X1A

HOBELT AORY 5 Jit.
Assistant Director

ORR Distribvution No., 3

CONFIDENTTAL

U A 8 PO W e o B
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SeEeGeR=E~T
Securty InFormation

22 June 1953

MEMORANDUM FOR: Executive Seoretary

CIA Career Service Board

+ Report of ONE Career Service Board for
Month ending 19 June 1953

The ONE Career Service Bosrd met at 4300 on Friday, 19 June,
and took action as follows:

4 .
™ coRt
SUBJECT
-’ 25X1A @&
- 25X1A b,
25X1A
Co
do
-1
-
|

Replacement for q selected to attend
the forthcoming course a e Alr War College;

Actions AD/NE will discuss this requirement with

AD/CI in view of the fact that ONE recently
agreed to the transfer of
to OCI.

Asaigent for - currently ONE representative,

Actione DAD/NE/A will write IR to inform him
that ONE wishes him to head up Soviet Group
of ONE Staff on his return this fall

Promotion Action on Member of Staffs:
Actions Defer promotion until further testing.

Review of Staff Requirements for additional members
in General Groups

Actions Each member of Board to keep on lookout for
prospective General COroup material. One
ONE Specialist considered good currént pros-
pect, No immediate action to be taken.

Clarification of status of Staff Specialists now in
DD/P in whom ONE has reversionary rights:

Actions DAD/A to discuss matter with DD/P Division
or Staff heads for whom these individuals
‘are now working.

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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fsamé-t? $Fmaton
| . :
2, Intra-0ffice Rotation far Thres Staff Membersr
Aotser mm;nmu hu;bmw..
G D e A bareer ervice Gouwas T

25X1A TEstmplaey ONE Administrative
Officer, to £ill this vacancye.

25X1A

Vice Chaiswman
ONE Career Servioce Board

SE-CBET
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SECURITY INFORVATION

CENTRAL INTELLIGENCE AGENCY
OFFICE OF WATIONAL ESTIMATES

30 July 1952

O/NE NOTICE NO. 68
SUBJECT ¢ O/NE Career Service Board
REFERENCE : Sectdion III of the Final Report of the Career
" service Committee, approved by the DCI on 19
June 1952 .
. ’ . »
1. The O/NE Careor Service Board is hereby established,

2. The composition of the O/NE Carver Service Board 1s as
followne

Dr, Sherman Kent (ex officio)
25X1A
Secretary (non=veting)
3. Ib will be the responsibility of this Board to:

8. Serve as advisor to the Assistant Direstor on all
matters pertaining to the Career Servico Progranm.

b, Direct within the Office the application and function=
ing of the Career Service Program, including bt not
1imited to: :

(1) Exsouting relevant declisions of the CIA Career
Service Board and making recommeadations to the
CIA Career Service Board for improvoment of the
Carser Service Progran.

(2) Sponsoring, developing and executing the Career
' Service Program of the Office, including an intrae

pffioe rotation syatem, and reporting periodically
to the CIA Career Service Board,

SECRET
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(3) Reviewing Personnel Evaluation Reports and proposaed
dovelopment plens for individuals in terms of traine
ing, assignment, advancement, rotation and promotion.

(4) Recommending cancellation or contimuance of career
development actions. B ‘

(5) Participating in the development and execution of
approved extra-0ffice rotation systems.

(6) Submitting a semimannual Personnel Eveluation Report
- %o the Sponsoring 0ffice on each rotation appointee
from snother Office,

{7) Ensuring that the rotation appointess detailed by
their Office to asnother (ffice are not overlooked for
warranted promotion and ensuring thet rotation
appointees received by their 0ffice are productive

- and their assignments commensurate with the purpose
of the appointments.

(8) Reviewing contimously conditions of service and duty
with a view to making regomnmendations to the CIA -
Career Service Board concerning working conditions
and benefits that can strengthen morale and increase
Yoegprit de corpsf.

(9) Reviewing contimously the personne]. intake of the
office, especially at the junior professional lewel,
with a view to emﬁring the acquisition of highly-
qualified, versatile persons with l.onge-ranga poten=
tiality,

8, - Supervise supporting groups or Eoards as appropriate for

- hendiing spacialized :mnctions, assigning to them 0ffice
personnel as necessary. 25X1A

SHERMAN KENT
Assistant Director
Nationsl Estimates

SECRET
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SECURITY INFORMATION

Minutes of the Fourteenth Rggular Meseting
of the OC1 Career Service Board
Held 17 August 1953

25X1A

Present: Actiﬁg Chairman

utive Secretary,
Agency Career Service Board

NOTE: Copies of minutes transmitted to Staff and Division Chiefs for
their advice and guidance will be detached from material for
general circulation, since distribution of these minutes is
gtrictly limited.

1. The Fourteenth regular meeting of the OCI Carser Service
Board was held at 1400 hours, 17 August 1953, in the Situation Room.

2e The minutes of the previous Career Service Board Meeting
were approved.

3e 014 Business

s, The tabulation of the 56 training items, approved
by the Board for distribution to all OCI Personnel,
is now in the process of preparation. The Training
Liaison Officer informed the Board that this project
will take quite a while before it is completed.

25X1A b H presented a list of seventeen individuals
Who wenb on Ares Refresher Trips during the period of

June 1952 to June 1953. This report was received and
noted by the Board.
Lo The following reports were received:

. Benefits and Promotion Policy

25X1A A B oresented a list of four GS-11 and below
~and seven (S-12 and above whose promotion actions
had been processed since 15 July 1953.

This report was received and noted by the Board.

SECRET
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SECURITY INFORMATION

b. Rotation, Personnel Evaluation, and Supervision

'1. On 31 July 1953 fifty Career Development Slots were
administratively assigned to the Office of Deputy
Director (Administration). These fifty Career De-
velopment Slots have been reduced to forty. Career
Development Slots will be allocated on an individual
basis to the various offices by the CIA Career Ser-
vice Board for training and other career development
purposes. Such slots will be allocated to facili~
tate development actions which are justified and
which require an individual's absence from his
assigned work for longer than six months, and will
terminate upon completion of such training or career
development action, The Office concerned will be
required to plan for the individual's reassignment
within its normal persormmel ceiling.

When Career Development Slots are required for the
purpose of providing training and for the purpose
of providing career development actions other than
training, as provided for under Public Law 110, and
in accordance with applicable CIA Regulations, the
allotment of Career Development Slots by the CIA
Caresr Service Bosrd will be made on the basis of
joint recommendation of the Assistant Director
(Persomnel) and Director of Training in each case.

2, The request for a Career Development Slot for
m to participate in' Program C
ussian Area ana Language Training Scheool at
was forwarded teo the CIA
Career Service Board. I vwas transferred,
effective 2 August 1953, to a JOT slot on the

Office of Training Table of Organization, pending
clarification of the Career Development Slots.

3., The action authorizing the Career Development Slots
has also cancelled the three Rotation Loan Slots
assigned to OCI. Of these three Rotation Loan Slots,
only one was occupied as of 31 July 1953 and that by

I il st b BT
31 August 1953 to reassign IEGEEENNEEN to s Career

Development Slot. Action also will be taken %o
reassicn [ © + O<c°r Doveior-
ment Slote.

-2 =

SECRET
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Cc. Selection and Procurement

25X1A

B o5 the following report for the perioed
15 July 1953 to 12 August 1953s

25X9

During this period there were two resignations, one
separation and two transfers. It was also pointed
out that one OCI employee is scheduled to be trans-
ferred in the near future to the Strategic Intelli-
gence Division, 25X1A
Twelve individuals were put in process for various

Staffs and Divisions.

Five individuals were cancelled ocut during this
period. Thres of these declined ouwr offer and two
were withdrawn at the request of Personnel Divisioen,
CIA. These five were in process for clerical and
secretarial positions. :

Six individuals entered on duty in OCI during this
period. .

This report was received and noted by the Board.

do Training and Plans

The following report was given on the Status of
Trainings

Twenty-seven 0CI employees attended the Eleventh
Agency Orientation Course held at the Department of
Agriculture Auditorium L August through 7 August 1953.
Nominations for CIA Training Courses submitted to the

Office of Training for the followings
Clerical Refresher Course, 25X1A
Inteliigence Staff an Western 25X1A

Division.

The requests for nomination to the Conference on

USSR at the School of Advanced International Studies,
Johns Hopkine University, have been approved by the
Office of Training for the feollowing named individuals:

=3 -
SECRLET
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SECURITY INFORMATION

Minutes of the Thirteenth Regular Meeting
of the OCL Career Service Board
Held 20 July 1953

25X1A

ting Chairman

Present:

tive Secretary
Board

(NOTE: Copies of minutes transmitted to Staff and Division Chiefs
for their advice and guidance will be detached from mater-
isl for general circulation, since distribution of these
minutes is strictly limited.)

1. The Thirteenth regular meeting of the OCI Career Service
Board was held at 14,00 hours, 20 July 1953, in the Situation Room.

2e The minutes of the previous Career Service Board meeting
were approved. '

3. 01d Business

At its last regular meeting the Board directed

that a memorandum be forwarded to the CIA Career

Service Board requesting two additional rotation

slots. This request was forwarded to the CIA

Career Service Board 23 June 1953, NN, 25X1A
Executive Secretary, Agency Career Service Board,
advised this Office that the Agency is in the

process of reassigning rotation slots to the

Agency Career Service Boardae

La The following reports were recelved:

' ae Benefits and Promotion Policy

25X1A B ovescnted a list of seven GS-11 and
below and two GS=-12 and above whose promotion
actions had been processed since 15 June 1953.

25X1A “ submitted a report on the promotion
record of ifour area divisions.

This report was received and noted by the Board.

SECRET
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be Rotation, Personnel Evaluation and Supervision

No report was submitted for this periocd.

Ce Selection and Procurement
*gave the following report for the
eriod une 1953 to 15 July 1953
25X9 _

During this period there were four resignations,
one transfer and one transfer pending.

25X1A

Tighteen individuals were put in process for
various Staffs and Divisions.

Six individuals were cancelled out during this
period. Four declined our offer, one was
disapproved by the Agency for security reasons
and one was disapproved for medical reasonsSe
Three of these were in process for professional
positions and three for ¢lerical positions.

During this period twelve individuals entered
on duty in 0CI.

This report was received and noted by the Boarde

de Training and Plans

(1) The Training Liaison Officer advised the
Board that the Watch Officer Program is progress-—
ing, and that within a few months the CIA Watch
office will be able to take over the responsibil=-
ities of the IDO.

(2) The following report was given on the Status
of Trainings

Nominations for CIA Training Courses submitted to
the Office of Training for the following:
Language Courses (CIA), Mttt
estern Division; Gilerical Refresher Course,
25X1A I - [or Eastern Divisione

25X1A

- D
SECRET
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SECURITY INFORMATION

5. Agency Career Service Board

B coed the Board that

Mr, Huntington D. Sheldon, AD/CI has been appointed
to the Agency Career Service Board for a period of
six months begimning 1 July through 31 December 1953
to succeed Mr., Sherman Kent, whose membership ex-
pired 30 June 1953.

B tcied that fifty rotation slots will be
reserved for the Agency Career Service Board subject
4o the approval of the Director, and will be allotted
to facilitate development actions which are properly
Justified and which require an individual's absence
from his assigned work for longer than six months.

He further stated that the allotment of these slots
will terminate upon completion of training or other
career development for which they were deslgnated.

6o New Business

The Board approved the interim action of the Training
Lisison Officer in approving the request for nomin=-
ations to the Conference on USSR at SAIS.

B il inform of action to be 2BX1A
taken in reassigning rota-
tion slot vacated by 25X1A

The Board approved the recomnmendation of the Training
Liaison Officer that he be given authority to request
the sponsoring office to cancel out or defer planned
training when request for training is in excess of
OCI's fixed program for FY-135L. 25X1A

The Board approved the suggestion OfW
that the Ares Refresher Program for Fi=- e re

and a report submitted to the Board at its next regular
meeting.

-} -

SECRET
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Te Adjournment

The meeting was adjourned at 1505 hours.

25X1A

ecutive Secretary
OCI Career Service Board

Distribution:

Members, OCI Career Service Board
Chief, Career Development Staff
OCI Personnel Officer

-5 -
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Minutes of the Twelfth Regular Meeting
of the OCIL Career Service Board
Held 15 June 1953

25X1A

Present: Acting Chairman

cutive Secretary

genc e Board

(NOTE: Copies of minutes transmitted to Staff and Division Chiefs
for their advice and guidance will be detached from
material for general circulation, since distribution of
these minutes is strictly limited.)

1. The Twelfth regular meeting of the OCI Career Service Board
was held at 1L00 hours, 15 June 1953, in the Office of the Assistant

Dirsctor.

24 The minutes of the previous Career Service Board Meeting
were approved.

3. 0ld Business
None
Lo The following reports were received:

a. Benefits and Promotion Policy

25X1A —lpresented a list of thirteen GS=11 and below
and two Go=12 and above whose promotion actions had been

processed since 18 May 1953.

25X1A B +ill make a comparative analysis of the pro-
motion record of the four area divisions and submit a
report of his findings to the Board at its next regular

meeting.

&
%»@S\?)
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Rotation, Personnel Evaluation and Supervision

The Training Iiaison Officer requested permission of the
Board to submit a formal request to the CIA Career Ser-
viee Board for two additional rotation slots for the
purpose of allowing OCI employees to participate in the
two year training programs at [N >
to insure complete control over OCI employees who partici-
pate in these programs.

This request was approved by the Board.

Tn response to BB request for approval of
Career Service planning fr over a
period of several years, stated that career
planning should be shown on the Personnel Evaluation Re-
port. It was suggested that the PER be made OCI's of-
ficial plan for each individual.

Selection and Procurement

B o' the following report for the period

11 Mai 1953 to 10 June 1953:

During this period there were three resignations and
five transfers.

Twenty individuals were put in process for various
Staffs and Divisions.

Seven individuals were cancelled out during this period.
Five of these declined, one was withdrawn at OCI request
and one was disapproved by the Agency for security rea-
sons. Four of these were in process for professional
positions and three for clerical positions.

Six individuals entered on duty in OCI during this
period.

This report was received and noted by the Board.

SECRET

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8

25X1A

25X1A
25X1A



25X1A
Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8



25X1A

25X1A

25X1A

Approved ForBelease 2001/08 SE(CIRRBP78- o357w00200020001 -8
SECURITY INFORMATION

25X1A

This report was received and noted by the Boarde.
Se New Business

_ recommended that the Training Requirements
Plan considered by the Board as Tab D, be followed, with reasonable
flexibility for substitution and interchange, and that improvised
training plans proposed from time to time and not provided for there-
in be adopted only when substituted for planned activity or when
planned for in FY 1956,

_also recommended that the 56 items listed
be tabulated, with brief comment, for distribution to OCI personnel
as an inventory of available training opportunities.

The Board approved these recommendations.

The Board agreed that all requests for exemption or defer-
ment from the Basic Intelligence Course (in accordance with CIA Regu~
lation INEEE) should be routed through the Board for its approval
or disapproval, and that justification be in more detail than hereto-
fore.

The meeting was adjourned at 1L55 hours.

25X1A

ecutlve oecretary
OCI Career Service Board

Distributions
Members, OCI Career Service Board
Chief, Career Development Staff
OCI Personnel Officer

SECRET
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CENTRAL INTELIIGENCE AGENCY
OFFICE OF CURRENT INTELLIGENCE
Washington, Do Co ¢

OCL NOTICE NO. 52-7 11 July 1952

OCL Career Service

1. On 13 June 1952 the Director of Central Intelligence
approved a Career Service Program for the Agency, under which

members of the Agency are offered certain career opporimities.,

The details of this Program are outlined in CIA Notice
dated 19 June 1952, copies of which have been distribu

'0CI Division and Branch Chiefs. These may be read by anyone in

OCI, and distribution to each individual will be made as soon as
practicable.

2, On 19 June 1952 the first implementing regulation was
issued by the Office of Current Inteliigence, OCI Regulation
No. 70=-2, setting up the Career Service Board comprising the
Assistant Director, the Deputy Assistant Director, and Chiefs of
the Policy and Liaison, Intelligence and Publication Staffs. The
first meeting of the Board was held 9 July and action was taken
to put into effect certain provisions of the Program pertaining

to plamed training, rotation and development of individval careers

in OCT. It will be noted that in CIA Notice [ certsin
career benefits will not be available until authorized by Govern—-
ment legislation.

3. The Deputy Chief, Policy and Liaison Staff, has been de~-
signated permanent non=voting secretary of your Carser Service
Board, to whom all inquiries and suggestions should be addressed
with respect to the Career Service Drogram.

4. The individual members of OCI Career Service Board will
welcome suggestions and will keep you informed with respect to
developments.

/s/ He D. Sheldon
H. D. SHELDON

Assistant Director,
Current Inielligence

Distribution Noo 3

S=fmCoReEe=T
Security information
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OFFICE OF CURRENT INTELLIGENCE, CIA, REGULATION NUMBER OCIL 70/2
9T CAREER SERVICE BOARD 19 June 1952
A, POLICY

CIA requires that each Office establish a Career Service Board to perform
certain functions for that Office under the CIA Career Service Program.
(CI policy provides that fullest use be made of the career facilities of
thé Agency as they particularly apply to the specific needs of OCI or

as .they afford an opportunity for the professional improvement of
individuals in OCI.

oo RESPEONSIBILITIES WITHIN OCI

The OCI Career Service Board is hersby established and shall consist of the
following members;

Chairmen - Assistant Director (ex officio)

 C

Membar ~ Chairman, Publications Board
Yember = Chlef, Policy & Lisison Staff
 Yomber = Chief, Intelligence Staff

' Secretepry = Non-voting - OCI Personnel Officer ~ Serves as
Secretariat in performing staff support for the
_Board.

In the justified abssnce of me ar more of the specified members his Deputy
should attend. Should a vacancy exist in any of the designated positions,
the Assistant Director will designate a temporary member of the Board for
the period of such vacancy. Meetings are held regularly on the last

of sach month but may be cancelled or postponed by the Chalrman., Additiomal
megetings may be held on the Chairman's call. Three members will constitute
& quorum. . '

Co Tmmmnaftmmcmsmmumsemm sistant !
Director, Current Intelligence, in all matters concerning Agency
Caroer Service, The Board is responsible to the Assistant Director for
the operation of the Career Service Program within OCI in accordance with

: policy established by the CIA Career Sarvice Board, It is responsible for

v collaboration with other Office Boards on inter-Office career service

S-E-C-R—E-'.l‘

SecurTty Thformation
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NUMBER OCI 70/2

0CI CAREER SFRVICE BOARD

problems.

 Director all matters concerning rotation, training, advancemsnt and

aseignuent of individuals in 0CI. It 1s primarily concerned with the

implementatlon of policy and with the review of detalled recommendations

concerned with the careers of OCL individuals.

D, FUNCTIONS

The OCI Career Service Board shall:

',

v .

4

Serve as advisor to the Assistant Director on all matters pertaining
to the Career Service Programs

Trirect within the Office the application and functioning of the
Carser Service Program, including but not limited to:

o

be

Lo

do

So

Executing relevant decisions of the CIA Career Service
Board and making recommendations to the CIA Career Service
Roard for improvement of the Career Service Program.

Sponsoring, developing and executing the Career Service
Progranm of OCI, ineluding an intra-Office rotation system,
and reporting periodically to the CIA Career Service Board.

Recommending cancellation or continuance of career develop-
ment actions.

Participating in the development and execubion of approved
extra~0ffice rotation systems.

Submitting a semi-anpual Personnel Evaluation Report to the

Sponsoring 0ffice on each rotation appoiniee from another
Office.

Fnswring that the robtation appointees detailed by OCL to
another Office are not overlooked for warranted promotion
and ensuring that rotation appointees recelved by OCL are
productive and their assignments commensurate with the
purpose of the appolntments.

-20-»

S-I-C-R-E-T
Security Tnformation
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NUMBER OCI 70/2

OCI CAREER SERVICE BOARD

go Reviewing continuously conditions of service and duty with a

ho

view to making recommendations to the CIA Career Service
Board concerning working conditions and benefits that can
strengthen morale and increase "esprit de corps".

Reviewing contimwously the personnel intake of OCI,
especially at the junior professional level, with a view to
ensuring the acquisition of highly-qualified, versatile
persons with long-range potentiality. .

3, Supervise supporting groups or Boards as appropriafe for handling
specialized functions, assigning to them Office personnel as

C (

aecessary.

Lo Reviewing Personnel Evaluation Reports and proposed development
‘brain.‘ingo . .

5. Review and recommend advancement snd promotion plans for individuals;

ineluding, but not limited tos

E: )
bo

S0

do

£

)

Special training courses within OCI.
Nominees for courses oubside OCI,

Planned progression within OCI for the career development of
kay individuals.

Long-range planning to include rotation and training assign-
ments outside OCI. '

Reassignment and advancement involving more than one Diviaion
or S'bﬂff o

A1l OCI promotions into grade GS-12 and above.

/s/ Kingman Douglass

KT3GMAN "DOUGLASS
& Assistant Director,

Current Intelligence

- Distribation No. 2

-3-
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FINUTES

OST CARKER SERVICE BOARD

15 July 1953

25X1A

PRESENT ¢ Chalrman

1. The winutes of the previous Board meeting were approved
as written.

2, Fbrought the Career Service Letter No. 1 to
the attention of the Board. This Letter will be disseminated to
the division and staff chiefs. The OSI Career Service Boerd is
continuing to implement the su;gestions in the Letter and will
make recommendations to the CIA Career Service Boerd on matters

for their consideration.

3o One promotion request was reviewed and the Board will
submit its recommendation to the Assistant Director.

Lo Nineteen Personnel Evalustion Reports were reviewed by
the Board and four were returned to Division Chiefs for more
specific informstion,

5o One application for an indoctrination at Fort Knox,
Kentucky was approved.

6o 1Iwo applications for the Strategic Intelligence School
commencing 7 August 1953 were reviewed and the division chiefs
concerned wlll be notified of the decisions of the Board,

7. Working IList #2, subject "Qualities Bearing on Suitabie
1ity for Career Service in CIA" presented by the Professional
Selection Panel for comments of the Career Service Boards was
discussed. The OSI Career Service Board made the recommendation
thet the list of basic qualities contain fewer factors to be
considered and that a su;gested list be submitted to the Panel.

(Continued)

CONFIDENITAL
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N 8, The individusl evaluations of the Intermediate Intelli~-
gence Course ccmp.'l.etw were discussed, It was the decision
of the Board to have carefully study the evaluatlons,
and discuss the course with those who attended, review the curri-
culum, obtain the Office of Treining’s opinions of the course and
report his conclusion of the value of the course at the next
Board HMeeting.

9. A& status reppx"t. on Personnel Evaluation Reports was
presented by the Secretary and the Board agreed that such a
report will be given once a month,

10. The monthly Training Activities Report and & summary
of trairing activities for 1952 and the first 6 months of 1953
were reviewed.

25X1A

CONFIDENTIAL
Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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0SI CAREFR SERVICE BOARD
1 July 1953

25X1A

h .‘im

1. The minutes of the previous Board meeting were approved as
written,

2, S8ixteen requests to attend the Conference on USSH at the
., Johns Hopkins Unlversity, School for Advanced International Studies,
A from 10-1); August 1953, were approved.

3 Fifteen Personnel Evaluation Reports were reviewed by the
Board and two were returned to Division Chiefs for additional infor-

mation.
- Le Discussion on "Qualities Bearing on Suitability for Career
Service in CIA" was postponed until the next Board meeting.
25X1A
Secretary I
-’ CONFIDENTIAL
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MINUTES

e —————

05T CAREER SERVICE BOARD

18 June 1953

25X1A

"y
wdary

The minutes 07 the previcus Board meeting welre approved

=

Yo Goe premetion request was recelved and the Doard will
tts recorusyciation o the Assistsnt Dirsctor.

Three veguests oy exteranl professionsl traiving were

sonnel Lyaluvatlon Reports were yeviewed and found
PRy processed after this dete will have the
shtached when presented o the Board.

PR
AR

T.  The report on the Trainivyg Activities for tihe month of

June wras reviewsd hy the Beavd.

abion of additionsl votation slots fox O8I was
gdate toree mors slots

e

; Wl 1 wan aprced that a2t & lad
wondd be requested.

n ’
bete)
ool 2
RIS &

25X1A

Senrebary™s,

,

.,

s
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GONFIDENTIAL
Security Information

- MINUTES

0SI CAREER SERVICE BOARD

3 June 1953

25X1A

PRESENT: Chairman

1. The minutes of the previous Board meeting were approved
a3 written.

2. Nominations for the Weapons Orientaticn Course, Sandia
Bage, New Mexlco were considersd and two nominees were selected
to attend the courses given h-7 August and 18-21 August res-
pectively. ‘ '

3. One promotion reqeest was reviewed and the Board will
submit its recommendation to the Agsistant Director.

~ ho Three requests for sxternal Russian language training
were approved.

5. Personnel Evaluation Reports were reviewed and found
satisfactory. It was agreed that the original PER would be
reviewed by the Board before it is forwarded to Personnel.,

6. The attached status report on the Reports Writing Couree
was prasented by the Secratary.

25X1A

Secretary

“ Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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CONFIDENTIAL
Security Inforwation

OFFICE OF SCIENTIFIC INTELLIGENCE

DATE s 2% Hovember 1952

SUBJECT : (B Csreer Service Board
REFERENCE: CIA Notice Noo [ cstec 19 June 1952 25X1A

1. Purpose

This is to set forth O5I organizetion and functions and delineate
policy to implement the CIA Caresr Service Program by establishing a Csreer
Service Board to perform certain functions for 0SI (CIA Notice No.

19 June 1952). ‘

2. Orpanization and Functions

8, The 0SI Career Service Board shall consist of the following
members:

Assistant Director (Chairman ex officio)

Deputy Aseistant Director, Chairman

Executive Assistant

Chief, Ceneral Services Staff

Two Ddvision end/or Staff Chiefs (rotating, to bs
appointed by the Chairman)

Chief, Administration Branch, Secretary, non-

voting

The Board shall meet subjeot to the call of the Chairs-
nan, Three members shall constitute a quorum, Al
Pivision and'Staff Chiefs shell receive minutes of the
meetings for further disssmination.,

bo The 0S1 Carser Service Board is responsible to the
Assistant Director for the farmulation and operation
ef an OSI Career Service Program in accordance with CIA
Career Service Policy and with due consideration for the
spscial meeds of I,

=31 o

CONFIDENTIAL
Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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CONFIDENTIAL

Security Information

:. The 0SI Career Service Bosrd shall:

(1)

(2)

(3)

Serve as adviser to the Assistant Director (ar Office
head) on all matiers pertaining to the Career Service
Program, '

Supsrvise the formulation and implementation of &
proposed 0SI Cereer Service Program designed to
attract, develop, and maintain with the Agency comps-
tent scientific intelligence officers and the sup-
porting intelligence research and administrative
personnsi.

This program shall establish adequate policy and
eriteria as to recruiting, training, rotation; proe
motion, maintenancs of professional competence, ard
special inducemants, as consistent with CIA policy
and regulation.

Direet within the Office the application and functlon-
ing of the Career Service Program, including but not
limited tos

(a) Executing relevant declsions of the CIA Career
Service Board and meking recommendations to the
CIA Carser Service Bosrd for the improvement of
the Career Service Program.

(b) Sponsoring, developing and executing the Careeyr
Service Program of OS5I, including an intra-Office
rotation system, and reporting periodically to
the CIA Career Service Board.

(c) Reviewing Persounel Fvalustion Reports and pro-
pesed devalopment plams for individuels in Serms
of training, assignment, advancement, rotation
and promotion.

{d) Recommending cancellation or contimuance of cereer
developmsent actions.

(e} Participating in the development and execution of
approved extra-Jffice rotation aystems. '

:\<2 o»

CONFIDENTIAL
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CoeNF L UENTIAL

Sesyrity infoamalion

Submitting a senmi-arnual Perscnnel Repord to ths
Ypensoring Offica an sach rotabion appointee from
another Ofiice.

Enmuring that the rotation appointees detaiied Ly
L Lo snother Cifice are not ovariogked fur wer-
rantad pronobicn snd snsuring that rotaticn appolintess
aceived by (Bl are productive and their asslignments
s commersuraie with the purposs of the sppaintd-
AT

Reviewiny continucusly personnsl turnover and the
sarditions of service end duly with & vievw to
waking recormancations to tis CIA Career Jervice
sonrd conzerning working conditions and Lerwiits
that can strens them maraje and increase “ssprit
18 parps. ¥

Reviewiny contirncusly the psrsonnel inteke of I,
sspecially at the junior professicnel level, with

B wisw to sansurirng he scquisition of highly=qQuali-
“tad, versatile persons wath lonp-range potentiality.

Heview and recommend dezelopment and promotion plans for
tadiviauals, inecludines

Y

iks 3

& )

ALl Bl prameticng Lo Ghe grads ol (8 wd and
R Ve

211 transfars (rom elerigal to professionid
pa b o

Tyralning assipreents excseding one o mors sonths
sheence from Lie uftices.,

&, 1% shall be the policy of thism Office to give the fullest poe-

sivle support %o the profedslonel development and advangement
of it employeea in sccarcance with the oijeciives of the CIA
Garenr Service Propram- piane for tha tieining, rotatlon, ad-
‘rancemsnt and reassismment of USI peraonnel will not be impossd
wighout prior empioyes corsvitation, and shall te arrived at

CONFIDERNTIAL
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crewrity Infermation

|
savinfaction el the swpicyes, his supervisos
s wnsiaear possiblsc

ik

o uheid whil fMiret Geke up his peraonnel problems, in-
Sading oaose mpebliers coming wnder the jurisdivtion of the
sarvice Program, with his lmmedisie superviace or hie

cahtisd ny ponisrences bedween the individual and his supers
Lan Wil sdepnate counsel from the Administraiiwe Officer,

e . in trosa ceoes wiwes the individusl so desires, he mey appe&l
Ceo & Odesimion of nis immsdiste supervisor and Division (el
i nis weress dirsctly to the (S1 Career Servive Boexd

tarvuph B Admindstrative Officer, O84.

25X1A

sazistant [Hrsctoy
Sodenidite Inkellipents

Dintwibusion Hoo b

Sk

eI DENTLAL
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3 Gmrssc Sorvies Board 18 in no way a substiiute for wny
L ol the ooemsl employes-supsrvisor relationship. It ghasi
e B0 be dae policy of 081 that an individual in a Dvi=

Ghist. ‘'Ihe probiem should norwally be discussed sand
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1200 hours. Present weres
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25X1A

-The eighth mesting of the

.m Service Board eosvensd Wate date at

Georgs O, Curny,.Cheirman
B Nmber

25X1A

oo 12 The Gratmen v - . the 13 Srensferring
m FDD 01 ould advised that ¢ Ray requsst oareer designa-
tions changed

2. Career Service letter No. 1 was discussed with particular emphasis
on paragraph 3, time in grade for promotions. It was the gonsensus of opinion
that the puggested guide was too elastic and the times in. grade too short and
that 00 policy should adhere to the old CIA/Civil Service systen. Cortain
exceptions to this policy will be allowed if Justified. An i rotice will be
issued covering this subject ., ‘ _

3¢ ,:Diﬁﬁonmdswmmmmdtowm Caresr Service

Iatter No. 1. .

4o Freported on the Human Resources Progrem which was eompleted
recently in FDD. The Division wae divided into thres s ome of Branch
Chiefs and two of Section Chiefz. Theme goups met for 1% hours, two days a
week for #ix woeks, to discuss verious aspacts’ of personnel ad
‘adninistration, ™o follows\p meetings have been held, &Qf. that 25X1A
the course, which dealt entirely in theory, was very worthwhils but doubted
that rmaxer follew-up courses would be, unless Training went into specifie
¢a8s problems. . : i

o ‘5, Rotation has boen defined as normally being an assignment of six months
or longer duration. It was suggested that temporery assignments of three nonths
or less be used more frequently and reported under career service activities, It

25X1Avas o1t that this type training, especially on an exchmnge basis, would be more

. 25X1A

25X1A

-

O T e Release 2001/08/29 - CIA-RDP78-03578/4400

advantageous than some internal t courses and gensrally would provide
better training with fewer menhours lost, It was agreed that [llshould make
greater use of such assignments which are to be reported on an individusl basie
to thelll Cabeer Service Board, with a copy for inclusion in the individualt's
persomnel file, ’ . . ' :

6. F announced that the DD/T erea Training Ifafscn Officers hold
meetings irregulsrly and that the next meeting will be held 26 August. Any suggested
itens for the agenda shoulad be in to by 12 August., - Minutes of these
meetings would be distributed only ions were reached when the Director -

25X1A

 GONFIDENTIA,

TTOTEITE TR e e b el v i e S o i e e e e L e o i et e B e s g o o = b ot e e s E wa ha e wa e et
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Securlty Information
25X1A
Minutes of the Seventh Meeting of the . Cereer Service Board
27 May 1953
25X1A
The seventh mesting of the ] Career Service Board convened this
date at 1100 hourso Present werer
George G. Carey, Chaiman
25X1A
- , Hember
25X1A eretary (non-voting)

o 1, There was a general "grovuss greer designation of

EXAA @’/ employees with particular reference to the mnner in which all personnel

- will be notified of their designation. In view of the fact that all
employees were initially designated it was determined that a

25X1A jetter to this effect would be sent out to all employees by the il

Career Service Board notifying them of their designation and advising
them that this designation may be changed, if such change is appropriste,
ag well as the munner in which request for changes should be submitted,
This letter will be discussed at a Career Service Board Meeting on
Wednesday, 3 Juns 1953,

25X1A 20 amnounced that the Chairman, CIA Career Service
o5x1A Board, had & elllCaroer Service Board's interpretation of the
memorandum from the Chairmman, CIA Career Service Board, subject "Action
to be Taken on the Professional Selection Panel Hecommendations®, dated
29 April 1953, was correct, i.e., the Panel will consider only such employee
cases as are referredto it and will not ke required to screen all personnel
‘either entering on duty or already employed.

25X1A

/s/

E=Ee C°R=E=T
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17 aprid 1953

MEMORANTI! FORs Exeoutive Secretary, CIA Career Service Board

SUBJRCT: B coreor Service Board Action — 36 Pecember 1952 -
15 March 1953 '

25X1A

25X1A 1. In accordance with your request, I am submitting the foll
report of the Office SANNENEEEN Career Service Board for the period
15 Decenber 1952 - 15 March 1953, |

_ 2. Due to the physical separation of our three divisions, and also
due to the widely divergent naturc of thelr operations, a great part of
the Career Serviee Program has been decentralized and plaged directly

5X1A under the eontrol, guidence and review of the three divieions chiefs who
2 are membere of the Career Service Board, Offictal meeting® of the Boazrd
| have been held to a minimum during the last quarter, However, the Sl
25X1A has a weekly staff meeting of his divieion chiefs, Chief, Sovmat Staff,
L and a representative from the PeC Staff, At al) of these offices are
- members of thejiiliCereer - Service Board, questions are often discussed at
: taff meetings which might properly be presented before a fogxmal
Career Servise Board meeting. : : :

3o At & meeting on 7 January 1953, the Human Resources Program
waes discussed and it was noted that this program had been initiated in
‘ : the Foreign Doouments Division, At the termination of the program in
STATSPEC FDD, the results will be discussed and in all probablility such a program
i will then be initiated in _ ' ‘

¢

; anuary 1953 - There was discussion in regard to the proposed
STATSPEC " D onoeVI¥y swards Tor foreign nationals and 1t "as deoided to prepare
& memorandum formrded to the Incentive Awards Committee recommending
that Il foreign nationals on duty with the division for ten or more years
be presented with some token of recognitiaon, not to exceed $25,00 in value,
25X1A As and FDD employ no foreign nationals, these divisions

: nee '

‘ 29 January 1953 - Discussion of reduction in forge in F 25X1A
and 00%s capacity %o absorb persormel, ' Divislon chiefs had alrea

eonsidered their requirements and after a perusal of some 50 folders

reported interest in 17 cIa emploqyees in _who may bs retumed to 25X1A

this eountx'yq

STATSPEC

e no eomparable action,

S<~E=C=R=E=T

ED o W S om o
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17 Fe
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& Maroh 1953 = Qonsiderat

personnel

interest, b

(]

i1 March 1953 - Chairman
the Dn/T e ﬁf"'%"
in

- See¢

ReE=T

S
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256X1A

1953 = Discussion of [ repors oo rop

&am ch appears to have been satisfactory to all

ion of additionsl folders for

and the expression by the divisions of addltiohnl

erested in g 1list
ith & view to possidble fut

additional responsibilities,

therefore, asked the Career

Personnel Evaiuation Reports

&8 poasible,
intervieved a
or assignment in the

number of

persomnel files of such appli
&8 appropriate,

the omm_ had be

2 March 1953 = A surve

five yoars,

this time,

Hl betveen

& total of

on duty in exgess

Chairman of th
Service Represontatives
S=14’s prior to tranamitting them to-
PER's on (S<ili’s had not as

ion be agsomplished as soan

of all G

‘him, He alsec requested that in cases
yet been completed, this be done and evaluat
The represéntative from
@S<lits from other offices who are seeking changes
Agency, He has made arrangements to refer the

where

g the total of those whom we would like to interview to

Career Service Board, stated that
GS=15°%s and 1k's presently employed
ure assignnents to positions of
¢ Career Service Board,

for a review of the

*stated that he had

cants to other divisions and the Sovmat Staff

e total number of
it was discovered that [l ha
three and five Yyears, and

&poroXimate

d been on duty for over five years;

tween ¢

In other words, 28% of the total

than two years service,

greater if computed against
We believe that th
majority of Hll personnel ha

making CIA their career,

of five yearsy and 63% of total
These percentages would have been considerably
the average on duty figure over the five-yesar
ese figures show sonclusively that the vast

ve entered on duty with the fimm intention of

2

/sf

Y was made to determine what perscnnel in
et on duty for two yeam-threo years and

iy on duty as of

Wo and three years, for
ersoninel have been
reonnel have more

5X1A

Deputy Assistant Director for Operations
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(3)

)

the importance of minimizing time ard paper work to only lhet
neoded Lo eﬁfmtdng the Programts speraidon in 00 accmilng
to desived policy, dacentralizaticn will prevent admirnisiaration
and direstion of the progrem from itself bacoming a mavagencnb
problen,)

Supervision and guidance of the Divisiens? spplicaticn of the
Career Sevvice Program include, but are nob llmited bos

() Exscuting relevant decisions of the CIA Caveer Service
Board and making recummendations to ths Cli Caresr Servies
Board for improvement of the Career Sexrvie2 Frog:am.,

(b) Spvosoring, developing and executing the fareer Jervice
Progran of the Office of Cperaticms, including an 1byges
Office rotation system, and repurting pericdically i ¥ho
OIA Carcar Service Board.

(¢) Reviewing Perscnnel Evaluation Reports and recomwisling to

AD/O eppropriate action on proposed development plans Lo
individuale 3n terms of traiming, assignment, advancasent,
rotation and promotion. :

(d) Rescomending cansellation cr conbimwnce of ¢aresr dsvelope
wend acticms,

(¢) Participating in the developomt and execution of approved
axtra={iTice rotation systens.

() Submitting a remi~annual Personuel Evaluatlon Repart %o tha
spangoring Office on sach reiation appointes from another
Rffive. ‘

{¢) Ensuring that the rotation apprintess dotailed by 00 to
anotheyr Office are not overlooked for warranted prasotdon
and snsuring that rotation appointess received by 00 ars
producidve and thedr assigmuenis coomemsurate with e
purpose of the appointments.

(h) Reviewing continuously conditions of servies and duly with
a view 4o maldng recomwndations to the CIA Carewr Servies
Board concerning working conditions and benefits thah can
strengthen moral and inervase Mesprit do corns®, ’

(1) Reviewing continucusly the personnsl intake of 00 2upesiall
ab the Jjunior profassional level, with 2 view to ensurdng
the asquisition of highly-qualified, versatile petsons wibi
loas-range poteatiallty. .

Suparvise supporting proups or Jeards ~8 appropriste for pandlss
spealalizcd fanctdons, aseimdu, %o then OTSIes porsonnal. as ne
essaxrys 25X1A
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| Minutes of the First Nesting

_ 7OD/A Career Service Josrd

Tuseday, 7 July 1953, et 3500 pele 41 e
Directorts Gonfrence Hoom

1. ‘Those present weres

GColonsl L. K, White, Chairman
Mr, Qeorge E, Meloon

2, Through discussion, the Board resched the following conclusionss
& - A1l positions in the Agenay, the duties and responsibilities

" of which 2811 in the gemeral administrative cstegory should be identi-

Y

fied, The Boerd has no desire to require personnel who now oocupy theoe
positions to affiliate for career purposes with the ID/A Career Servics
Board, However, as the Board*s operations and resources beocome more
fully developad, the Board believes thst it has the responsibility for
_ra'viﬂwing proposals concerning future sssigments of persomel to these
‘poaitions, ‘ I o :

be In order to give appropriate attention to career management
activities inwolving all lsvels of persomnel undes the jwrisdiction:
of the DD/A Board, a subsBoard should probably be organised with ree-
ponsibilities for clerical employees. :

0. The Perscnnel Off% ce should provide nscessary seoretariat
services for the Board, : : ‘

do . Before the Board can embark on programs of oareer planning and
development for individual employees, it will be nscessary to inventory
and snalyse the persormel sssots or resources, in terms of the abilities,
potentialities end interests of the people who come under the Board's
control. Unbil such an appraisal is made, no real purpose would be
served if the Board reviewsd sach personnel action affecting employees
who have the general administrstive career designation,

e. The DD/A Career Service Board must see to it that selepted
pergonnal of the sdministrstive offices are rotatsd to other offices
where they will have the oppartunity to acquire lnowledge and ekill

- which will ultimately qualify them for general administrative work.

Approved For Release 2001108129'%&%%_3578A000200_020001-8



- ,}13

¢

3

Approved For Releadns2001/08/29 : CIA-RDP78- 03578A0002894°20001-8

ﬁf%on

For- énfnple a persomnel specislist might be assigned to the logistics
tffice and to the Comptroller far in
istration, Initially, this progren be 1limdted

4n Sl and above.

to
3o To implement the principles sumarised sbove, and to esbablish %e
Mmm framework of its operstions, the Bonrd agreed wWpen the fellewing
. 4

a ,nm.ppmmmm-m“nto:obmm- of the Adninisteutive

Career Sarvics will be deferred wmntil &1l members of the Mmﬂn
further study to this question. Board members will fumish to \be
Secretariat any commsnts they have cmmﬂngthednﬁu&hddh—
tributed by the Chairman for consideration.

bo The Personnel Office was requested to perform n.ouury record=
leeop:'.;xg cperations in support of the Board®s work. This function would
be mrcisod under .the guidance of the Seorstariat,

¢o The Secretariat was mtrumd to mvontory, study and repoxrt
to the Board on its assets, in terms of qualifications posséssed by

. employees under the Board's Jurisdioetion,

do The Secretariat was ahoi.nltmtcdtodowloplnototnn
general administrative positions existing in thc A.m _

‘8o Individual personnel actions pertaining to ‘persomel under tho
Boardt!s jurisdiction should not be referred to the Board for review
until a sufficient body of material is developed to give the Board an
intelligent basis for action through such review, Im the msantims, the
Secrctariat was instruoted to bring those actions before the Board -

~about vhich questions of qualifications or other problm might exist,

£o- The Chairman will explore’ the rmibﬂity of eatabmhing a
sub--Board for clu-j.cal emplowa.

= 2 -
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CONFIDENTTAL
Security Information

[The Career Service Board in the DD/A arca is in
process of being orgenized]

CONFIDENTIAL
Security Informetion
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NDWTES OF THE TENTH MEETING
FERSONHNTL CAREER SERVICE BOARD

Tuesday, 21 July 1953, at 0il% a.n. in the
AD/P Conference Room, 118 North Building

1. The follotlng'individmls were present:

Mr. Qeo E. Meloon, Personnel Director

Acting Deputy Personnel Director

of , Personnel Division (Cowvert)

of, Personnel Division (Overt)

ef, Classification & Wage Division
Secretariat

2. The following actions were taken by the Board:

8. The minutes of the ninth meeting of the Board on 1 July 1953
ware approved.

bs Thoe Doard received a report on the distribut.iod of the booklet
entitled "Facts for llembers of the Personnel Career Service" together
wlth accompanying memoranda conceming career daasignat.iom

c. The Personnel Director reported on a meeting on 1l July 1953
with representatives of the DD/P complex to present the program of the
Personnal Career Service.

d. The Board discussed a proposed distribution of kits of training
and reference materials to components outsids ths Personmnel Office. It
was agreed that cach component would be issued either one kit or two
kkits, depending upon the munber of persons within the componont who are
primarily engaged in personnel activities. Distribution within the
Personnel 0ffice will be determined in the very near future.

2. The Board reviewed & proposal concerning the relationship be-
tween the Board and the Training Tdaison Officer of the Personnel
Office. The Board reaffirmed its earlier decision (fifth meeting,

L May 1953) that the Ixecutive Secretary of the Board should also be
Training ILiaison Officer.

f. The Board received 5 report on the activities of its Sceretariat
in coordinating Board actione on individual cases with appropriate
Placement, Officers, and on requesting Placement Officers to take actions
which are indicated by approved Board decisions.

SECRET
Security Information
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g- The Board reviewed a_pmposal concexning its futurs use of
Senior Placement Officers. The following recommendations were approved:

(1) That prior to eath meeting of the Board the Executive
Secretary review the individual cases on the agenda, request the
appropriata Senlor Placament Officer to attend the meeting, and
provide him beforehand with proper briefing on the circumstances of
the case and opportunity to prepare for the mseting.

- (2) That until the. conclusion of each case the appropriste
Senior Flacement Officer serve the Board not only as technical
advisor for the case but also as the Board's action arm (accorp—
lishingy interviews; obtaining concurrences; arranging for assign~
nents, reassignments, detalls, and rotation placements; and other
fplacement™ actions).

(3) That the appropriate Senior Placement Officer attend the
nectings of the Board in the same non-voting capacity as 1ts Execu-
tive Secretary, and that he and the Executive Secretary coordinate
their activities and perform as a tean to provide the Board with
balanced executive secrotariat service, each with presecribed areas
of responsibility.

(L) That the Executive Secretary of the Board be directed to
prepare specific detailed recomendations as to the use of Senior
Placement Officers and thelr relationships to the Board, and that
these recommendations be submitted for the Boardtfs review.

h. The Doard reviewed and discussed a memorandum from the Chairman,
CIA Career Service Board, subject "Careor Service Letter MNo. 1," dated
10 July 1953, which provides guidance in certain carcer service matters.

i. The Board reviewed the Personnel Zvaluation Reports and personnel
folders of selscted career employeses (cases presented under the interim
procedure recorded in Paragraph 2 s (12) of the minutes of the fifth
necting). Recommendations were prepared with regspect to the most effec-
tive use of these individuals and to promoting their career development.

J- The DBoard received a report on training currently being offered
to a menber of the Personnel Carecr Service prior to his reassignment to
the DD/P complex.

k. Ths Board reviewed a proposed training plan (one year of part—
time training within the Personnel Office) requested for a Personnel
Officer in an area division of ths DD/P complex. A more appropriate
individual orientation program was discussed by the Doard and will be
recormended to the requestingy component.

1. The Board reviewed a proposed training lan (two weeks of
renoral orientation within the Personnel Office) requested for a “ilitary

SECRET
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Personnel Officer in sn area division of the DD/P complex. As in the
previous case, a more appropriate progran was discussed by the Doard
and will be recormended to the requesting component.

m. The Board reviewad and rrepared recommendations concerning
proposed persomnel actions as requested by the Persomol Director.

n. Upon the réquest of the Personnel Director, the Board prepared

recommendations conceming chanpges in Board membership required by the
reorganization of the Persomel Office.

3. The eloventh meoting of ths Persormel Career Service Board was

scheduled for Thursday, 20 August 1953, at 8:45 a.m. in the AD/P Conference

Roonm.
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UINUTES OF THE NINTII IZETING

PERSONNEL CARGER SCRVICE BOARD

Yednesday, 1 July 1953, at 8:45 a.m. in the AD/P

Conference Room, 118 North Bullding

1. The following individuals were present:

ing Deputy Personnel Director

uty Chief, Personnel Division {Covert)

, Persomel Division (Overt) :

£, Classification and Viags Division
tariat

2. The following actions were taken by the Board:

a. Tho mimites of the eighth meeting of the Board on 2 June 1953
were approved.

b. Action on Item 2 of the agenda (report on the status of a pro-
posed training plan requasted for a Persomnel Officer in an area division
of the DD/P complex) was postponed pending the receipt of additional in-
formation concerning the present duties of the {ndividual concerned.

c. The Doard reviewed prelinminary job progression charts developed
for six of the specialized areas within the Personnel Career Service.
Tt was agreed that the charts reprosented a proper approach to present-
ing logical progressions in the specialized areas, and that duty descrip-
+ions and qualification requiraments for each 1evel on each ladder should
bs developed. It was agreed that logical methods for advancing to each
successive level on each ladder should also be presented. The Board
apreed that specific requirements for entering at the bottom of each pro-
fessional ladder should be presented, together with logical sources of
persormel. It was also agreed that it would be desirable if the charts
dopicted the opportunities for 1ateral transfer between ladders and be-
tween speclialized areas. The Board recommended that charts be developod
for clerical and administrative areas (including particularly the Trans-—
actions and Records functions) which reflect advancement throuch Grade 6
and vhich indicate the most logical advancenents from that level, includ-
ing advancenment to professional areas. The Doard recomrended that its
Seerctariat should continue to develop these charts in coordination with
the divisions and staffs concerned.

d. The Board received a report on the adequacy of Porsonnel Evalua-
tion Neports prepared for members of the Personnel Career Cervice, and
on the proposed future use of statistical studies to assist in finding

S5
%
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deficiencies in evaluations. The Board concurred in these studies, and
also instructed its Executive Secretery to discuss evaluations with those
supervisors who may be proparing stereotyped non-individualized recom—
mendations in Fills.

e. The Board recommended that the proposed transfer of a menber of
the Porsomnel Career Service to a position outside the Porsonnel Office
be delayed until he has completed the project to which ho 1s asd gned
and until he has completed a program of training in the functions of the
Parsormel Office.

£. The Board reviewed an outline of a proposed developnent program
for Junior Professional Trainees within the Persommel Career Service.
Tt was agreed that the outline would be given to the chiefs of divisions
and staffs for comment but only after the forthcoming reorganization of
the Persomel Office. '

g. The Board received a report on the publication status of the
booklet entitled "Faots for T bers of the Personnel Career Service."

3. The Board was informed of & meeting (scheduled for July 1th)
of the Porsonnel Director and key Personnel O0fficers of the DD/P complex.
The purpose of the mecting is to present (upon request) the complete
career service program of the Parsonnel Caresr Service.

i. The Board received a report that the proposed kits of training
and veforence materials to be issued to Parsonnel Officers are belng
assembled by the Rescarch and Planning Staff and will be issued in the
near future.

j. Action on Iten 9 of the agenda (discussion of a proposal to
interview all members of the Porsonnel Career Service in order 0 record
their occupational goals and career interests) was postponed pending
final determination of the membership of the Parsonnel Career Service.

procedure recorded in Paragraph 2 s (12) of the mimtes of the fifth
meeting). Recommendations were prepared with respect to the post effec—
tive use of these individuals and ‘to promoting their career daveloment.
The Doard stressed that appropriate Placement Officers be kepl informed
of these recommendations and be used in arranging for necessary personnel
planning and actions.

\ 1. The Board received a report on action taken in individual cases
by its [xecutive Secretary in accordance with the Boardis recommendations
at its eighth mecting (Paragraph 2 e.of the minutes of that meeting).
Additional reconmendations were prepared by the Roard on the basis of the
report. The Board also examined a supplementary report which presented
in chart form the aualifications of Key persomel in the covert trans-

SECRET
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o’ , actions and records activity, and discussed the possibility of developing
, such persomnel for specialized professional areas. The Board re-asserted
S A its desire that its Exccutive Secretary coordinate his activities on
‘ these individual cases with the appropriate Placement Officer (e.g.,
notifying him of Board decisions, discussing proposed traiming or reassipn-
ments with him, providing him with coples of records of interviews with
employees and their supervisors).

m. The Board reviewed a progress report on the awarding of "PE" carcer
designations to persons assipgned outside the Personnel Office.

| n. Action on Item 13 of the agenda (discussion of numerous requisi-
tions for Personnel Officers which have been received from various com-
ponents of the Agency) was postponed pending clarification of the per~
sonnel avthorizations of both the requesting components and the Personnel
Office.

: 0. The Board reviewed and prepared recommendations concerning cases
which propose changes of carecer designation to "PIU.

- 3. The tenth meeting of the Persomnel Career Service Board was scheduled
for Tuesday, 21 July 1953, at 8:45 a.m. in the AD/P Conference Room.
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YINUTES OF THE EIGHTH MEETING

PERSONNEY, CAREER SERVICE BOARD

Tuesday, 2 June 1953, at 10 a.a. In AD/P
Conference Room, 116 North Building

1. The following individusls were present:

Gen. Y. H. H. lorris, Jr., Assistant Director (Parsonnel)

I¥r. Geo E. lieloon, Personnel Director

M - ef, Personnel Division (Covert;

ef, Personnel Division (Overt

hief, Classification and Wage Division

Secretariat
The following actions were taken by the Board:

25X1A

2.

a. The minutes of the seventh meeting of the Board on 19 lay 1953
wore approved.

b. The Doard reviewed a proposed booklet entitled "The Personnel
Carser Service" to be distributed to each caresr employee desipgnated
a member of the Personns) Career Service. Recommendations were prepared
concerming the booklet's size, format, style, security classification,
subject matter, title, and publication.

c. The Board reviewed the proposed kits of training materials to bs
issued to now and trainee Persormel Officers. Tho following recommenda-
tions concerning the kits were prepared:

(1) The kits should be examined by the Divisions and Staffs of the
Personnel Office in order that they may recommend additional material
to be enclosed.

(2) Each kit should contain a proposed memorandum which would
establish infoymation and service contact points throughout the Personmsl
Office (reference Paragraph 20 of the minutes of the fifth meeting).

(3) Each kit should contain the handbook developed by the Central
Processing Branch.

(4) Fach kit should contain 1lists of selected references and bibli-
ographies for self-training uses (reference Paragraph 2h(1) of the
minutes of the fourth mesting).

(5) The kite should be issued without delay (the Research and Flan~

ning Staff will maintain distribution records by name, and will undertake
to keep all kits up-~to-date as new or revised materials are available).

SECRET
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(6) The kits should also be issued to all Personnel. Officers
who receive a "PE" career designation and who are not assigned to the
Personnel Office.

d. The Board discussed a posed training plan for a Personnel Officer
in an avea division of the DD P complex. It was concluded that agreement
on the plan should be postponed until the Board has the results of a desk
gudit of the position involved and until more information can be obtained
frow the individual and his supervisors.

@. The Board reviewed the Personnel Evaluation Reports and personnel
folders of fourteen career employees (cases selected under the interim

edure recorded in Paragraph 25(12) of the minutes of the fifth meeting).
Recommendations were prepared with respect to the training or reassignment
of these persons to use them more effectively and to promote their career

development.

f£. Discussion of the following items on the agenda was postponed until
the next meeting of the Board:

(1) Review of preliminary job progression charts developed for six
of the specialized areas within the Personmal Career Servics.

(2) Report on proposed investigations of the adequacy of Personnel
Bvaluation Reports prepared for members of the Persomnel Career Service.

(3) Review of outline for proposed development program for Junior
Professional Trainees within the Porsonnel Career Service.

3, ‘The ninth meebing of the Personnel Career Service Board was scheduled

for Tuesday, 30 June 1953, ab 10:00 a.m. in the AD/P Conference Room.
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1 August 1952

| PERSONNEL DIRECTOR MEMORANDUM NO. 35-52
' qUmJRGT: ESTABLISHMENT OF PERSONNEL OFFICE CAREER SERVICE BOARD

1. The CIA Cevecr Service Program was approved by the on
13 June 1952 and published on 19 June 1952 as CIA Notice No.

2, Tn order to lmplemeab tiat part of the progran which
internally concems the personnel Office, there ls established the
persomnel 0ffice Careor Service Board which shall consist of the
following menbers: '

Chairman - Personnel Director

Member ex officle - Assistant Divector (Perscnnel)
Menber - Chlef, Classification amd Wags Division

Member - Chief, Personnel Division (Ovext)

Membor - Chief, Perscnnel Division (Covert)

Bracutive Secretary - Special Aseistant to the Personnel
(Non=-Yoting) Director

3, a&. In the absence of a member of ths Board, his Deputy shall
gerve in his plhoe.

b, Regular msstings of the Board shall be held on the
firat, Friday of each month. o

¢, Special meotings of the Beard may be held abt the ocall
of the Chairmen at the request of any member of the Boazrd,

d, Thros membors of the Poard shall constitute a quorum.

e, The Emsoubive Sscretary shell keep the records of the
goard snd shall prepare and. distribute agends and minutes of
the meetings.

4o The Persmnel Office Caveer Service Board shalls

a, Serve as advisor to the Assistant Director (Personnel)
on 211 matiers pertaining to the (arser Service Progrem in the
Personnel Office .

b, Direct within the personnel. Office the application and
functioning of the Carcer Service Program, including but nob
1limited tos

SECRET
A ‘Security Information
pproved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8

25X1A



C

Approved For Relggse 2001IOSIZQﬁ%_[%,—RDP?S-03578A00@0020001-8
Secueity Information

(1} Execubing relevsnt decisions of the CIA Career
Sarvice Deoard and moking rocommendatlons to the CIA Carcer
Service Doard for improvement of the (aresr Sexrvice Program.

(2} Sponsoring, developing and axecuting the Careey
Serviee Program of the Persomnel Office, including an intra-
Office rotation system, snd veporting periodlically to the
CIA Career Service Beard.

(3) Beviewing Persomncl Evaluation Reports and proposed
developnent plans for individuals assigned to the Persoonel
Office in terms of tralning, sssignwent, advancement, rota-
tion snd nromotion. -

() Recormending cancelleticn or continuance of careexr
developrat aetions.

{5) Participatiog in the developmeni and execution of
spproved rotation systems betwecn the Personnel Office and
obher components of the Agency. :

(6) Submititing a seni-onnuel Personnel Evaluetion Report
to the Sponsoring Office on each rotation appointee fyom thab
Offices

{(7) ¥nsuring that the rotation appointess detalled by
the Persorael Office to another 0ffice are not overlooked for
warranted prometion and ensuring that rotation appointees
recelved by the Personmel Office are productive and thelr
assigmments comrensurate with the purpose of the appointments.

{8} Revicwing continuously conditions of service and duty
with a view to malking recoxmendations to the CIA Carser Service
Board concerning working conditions and benefits that cam
strengthen morale and increase "esprit de corps'.

(9)  eviewing continuously the persomnel inteke of the
Persormel (Cfice, especially at the junior professionsl
level, with & view ‘o ensuring the acquisition of highly-
qualificd; versatile persous with longwrange potantiality.

¢ Supevvise supporting groups or boards as sppropriate for

pandling speclalised funchiong, assigning to them Personnel
Office perscnnel as necessary.

5, The Board. shall underteke whatever additional responsibilities
that may be essigned to it from time to time by the CIA Caresr Service
Board. Tt shall alse assume whatever additionsl responsibilities for
review and recomvendation it deems necessary in order to fully imple-
ment bhe CIA Caresr Service Program within the Personnel Office.

25X1A
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MEETING OF SECURITY OFFICE CARBER SERVICE BOARD

2 June 1953
25X1A

s The meeting was opened by N chafrmen, at
3300 pom.  The activities of our office for the month of Mav in
support of the Carcer Service Program were reviewed and approved:
They ineluded the following:

, _a§ Seventeen Security 0ffice employees complated a
three week intensified investigative training course preparing
them for alize_d investigative aseignments throughout the

o b, Three Securi'ty Office trainees completed two to
four week rotation assignments in Operations Branch of the Special

Security Division, These assignméents broaden their knocwledge of

operational activities and increase their knowledge of office and
Agency policy and procedures forgiidance in their M 2ssignments.

¢, Four trainees were assigned to the Special Referral .

Branch to perform certain investigative assignments for the same
approximate periods and to incréase their experiencs, -

d. Two additional Security Office agenets were briefed
snd prepared through documentation and medical processing for
owerseas courler or escort assignments, Twenty-five employees are
now in this propared category and subject to assignment of special
duties of this nature at any time and to any point required over-
5028, - .

o 6, A total of forty-two employees were interviewed
during the month for the purpose of expleiting their abilities and
future in our office and the Agency. Advice was glven a number of
these personnel, particularly where certain phases of training
available in this office and Agency would assist not only the eme
ployse, but his usefulness to ocur organizationm.

- LA
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: £, The following formal tiraining was perticipated
in by Security Office persommel during the month:

: : Participants
Special Security Office Training Course
for Investigators (i May - 21 May 1953 - 17
1)y Group) Completed in May
_Operations Course (27 April to 29 May 1953) 3
Completed in May 4
Readding rovement Course (16 March through L
1 May 1953) Completed in May
Started 18 May to 3 July 1953 1
CIA Orientation - Completed in May 2
(8 May tarough 8 May 1953)
. : 25X1A
Lan Gl ‘
S e Guogragh Records and Hatusls _
. ta anuary an rman 2
continuing) ' Spanish 5
French 2
Rusaian 2
Japanese 1
(Completed in May) ~ Hindustani b §
(Startad on various dates since
Jammary 1953 and continuing) Hee rs
‘ - Tman 2
Russian 1
Spanish 1
Internal
ses ‘
. 9 February through 29 May TFrench l
{Completed in May) .
Not completed in classj German 1
Material furnished student :
at training center for con=-
tinvation of studles in
thie language,
Laboratory facilities ‘German 3%
{Continuing) Japenese 1
_ French 1

#0ne commenced i May
526'
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External _
George Washington University French 1
" 2 February through 21 May 1953
(Completed in May)

11 March intended to finish
23 M¥May, but extended to June
because of interruption)

Russian 1

~ Technical Tr;ilning - Furnished by TSS 3

May to 22 May 1953
(Completed in May)

Training Program in Records Management 1
1 April 4o 11 May 1953
(Cempleted in May

2, The question was raised as to whether or mot our Board
could assist in correcting the below average morale in our two
Records and Control Sections, It was agreed that the condition
was due largely to shortage of persommel in sections which shortage
has existed since January 1953 and has, in fact, grown steadlily
worse, It was pointed out that clerical conferences are held on
a quarterly basis for the purpose of broadaning the knowledge of
these porsonnel, and increasing their interest, In addition, every-
thing possible iz dme to assuré proper placement within the range of
the assignments and personnel available. '

3, The records of the thirty-eight employees of our office
on Security Officer Career assignments to other offices within and

outside AN wore Toviewed. The records show existing

controls including a monthly report to the Director of Security,
with names of these employees, the locatlon of their agsignment,
their grade ahd the date of such grade, the grade of the slot, their
rotation date and recommendations. Recommendations to the Director
of Security in the May reporit were as follous:

, a. That two former Security Office smployees whose names
were included on the list forwarded to the CIA Career Service Board
as Security Office Career Designates, be delsted from such 1lst
since their current assignments as operations officers integrates
them completely with their present office of assignment, and since
they indicated personally that they desire to become career employees
of the other office. ‘ ,

e
CQ-NoF-1- DT T4 L
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" be That five employees of this group, who appear to
have been in grade for periods in excess of equally qualified

persomel at Headquarters be recommended for premotion provided

thelr services warrant such action,

¢, Thet six additional employses in asslinments out-
side our office, who were errcnecusly omitted from the list of
Security Office Career Designates be added thereto. -

h. Our approamch in £illing vacanoles in the office and for
Security Officers was reviewed to assure that the procadure is
in the best interests of Career Development. It was pointed -
cut that we have complete records on our employses setting forth
area proferences, area assignment interest, skills, languages,
experience, education, grade, training, and other informationy
that we now have 125 persons interested in overseas Security

" Officer assignments in grades 7 through 133 that cur employees are

improving menthly through training in langusge and other sourses;
and that in the selection of a likely candidate for a wacancy
the entire list of intercsted persons is studled, following which

candidates arc eliminated based on considerations such as grade,

specific requiremente of the proposed job, area as sompared to
ares intercst of the candidate, etc. The board agreed that thias
prosedure is completely satisfactory in meeting the needs of the
security program and proper development and placement of persennel,

5, The wvacamey in our Alien Affeirs office (GS-12 slot) was
discussed as. a possible asaignment for a career development of
a good candldate, The requireéments of this position were reviewed
and 1t was spproved that we proseed in making a recommendation to
£411 this slot through the procedure set forth in the above pare-
graph and in the event a likely candidate is not available that
efforts be made through Personnel to locate a prospect in CIA,

6. In support of the overseas security program, a desk is
being ectablished within this Office for the centrallising of
administrative support of oversees Security Officers. One of the
assignments of the officer on this desk will be the aspects of
caresr service, to follow carefully the work performance of the
officers aseigned overseas, thelr performance of duty in all
categories of activities and the quality of their substantive
security work, At the same time the desk officer will destermine

ol
GeO-N-F-I-D-E-N-T-I-AeL
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their support requirements; interepts, and other requirements, so

as to permit them to properly perform their function. This arranges
ment will permit, from the career standpoint, a more factual reporting
syaten on the development and performance of officers assigned to
overseas positiona, '

Respegtfully submitted,

25X1A

Secretariat
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10 September 1952

1&50 NOTICE NUMBER - 52.5

SUBJECTs (TA Career Service Program
(I&80 Career Service Board)

1. A CIA Career Service Program has been established to select,
train, and effectively use individuals who have potentialities to meet
present and anticipated job needs of the Agency. It is also intended
to reward individuals who have the skills required by the Agency;
to motivatie them towards rendering maximum service with the Agency

and to eliminate from the gervice in an equitable manner those who,
in spite of the Program, fail to perform as effective members of the
organipation. Under the Program, each office is required to establish
A career service hoard. The composition of I&SO Career Service Board
* ‘is as followss

o 25X1A

A~ 4
Chairmearn (ex-officio)

ficer, CIA

Menbe x ecutive Officer, I&SO
Member » Chief; Special Security
Member -l £y Security Division
Member o s Chief, Administration

Secretariat - uty Chief, Administration

2. The meetings of the Board will be held at least once a month on
the call of the Chairman. Three members will constitute a quorum. The

SEGRET |
SKCURITY INFORMATION

e

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8

gé\(f"cv> 3



Approved For Rglgase 2001/08/29 : CIA-RDP78-03578A6g#200020001-8

SECRET
SECURITY INFORMATION

1&80 Career Service Board may establish supporting boards as appropriate
for the handling of specialigzed functions.

3, The I&80 Career Service Board is responsible to the Security
Officer, CIA&, for the operation of the Career Service Program in accordance
with policy established by the CIA Career Service Board. It includes
(1) collaboration with other office boards on inter-office career service
problems, and (2) the review for approval of the Security Officer, CIA,

~ of plans for the rotation, training, a dvancement and assignment recommended

-

for the individual by his supervisor.

Lis The functions of the I&S0 Career Service Board shall be to
serve as advisor to the Security Officer, CIA, on all matters pertaining
to the Career Service Program, and to direct within the office the
application and functioning of the Program. This shall include, but
will not be limited to, the following:

(a) Executing relevant decisions of the CIA Career Service
Board and making recommendations to the CIA Career Service
Board for improvement of the Career Service Program.

(b) Sponsoring, developing and executing the Career Service Program
of I%80, including an intra-office rotation system, and reporting
pericdically to the CIA Career Service Board.

(c) Recommending cancellation or continuance of career development
actions.

(d) Participating in the development and execution of approved
exbra-office rotation systems.

(e) Submitting a semi-annual Personnel Evaluation Report to the
sponsoring office on each rotation appointee from another
office.

(£f) Emsuring thst the rotation appointees detailed by I&SO
" to another office are not overlooked for warranted promotion
and ensuring that rotation appointees received by I&S50 are
productive and their assignments commensurate with the
purpose of the appointments.

- 2 =
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Reviewing continuously conditions of service and duty with
a view to making recommendations to the CIA Career Service
Board concerning working conditions and benefits that can
strengthen morale and increase Wesprit de corpsh.

Reviewing continuously the personnel intake of I&80, especially
at the junior professional level, with a view to ensuring the
acquisition of highly=-qualified, versatile persons with long-range
potentiality.

The I&S0 Career Service Board will also supervise supporting

( groups or boards as appropriate for the handling of specialized functions,
- assigning to them office personnel as necessary.

6.

The Board will review Personnel Evaluation Reporis and proposed

development training. It will recommend advancement and promotion

% 7
had (a)
(b)
(e)
(d)

P

plans for individuals, including, but not limited to, the following:

Special training courses within I&S0.
Nominees for courses outside I&S0.

Planned progression within I&S0 for the career development
of capable individuals.

Long-range planning to include rotation and training assigmments
outside I&S0.

25X1A

Xecuilive

-3
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13 Avgust 1952

T0 t Bxecutive Secretary
CIA Career Service Board

FROM 3 Assistent Deputy/Inspection sud Security

SUBJECT:  Caresr Sexrvice Board, I&&0

The Career Service Board for the Imspecstior and Security
0Office has been established and consists of the followlng memberss

Chajirman

Member
25X1A Vember

Menber
Membex

Secretariab

T480:HIC /ewd (8-13-52)
nisfrihutions

Deputy Security 0ff., CIA
Executive Off., I&S0

Chief, SSD

Chief, Security DIiv,

Chief, AGTS
: mm mliﬁfg Mﬁ

entive Officer, J&5D
Chlel, Special

s Security Mvielon
¢hilef, Administra-
aff

Ay Chiefy, Adminige
2 St’aff $ md

sining Officer, I&S0

/8/ SAEFFIRID EDWARDS
0010!11”'1 I ﬂsc .
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17 Suly 1953

MEMORANDUN POR: Exeoutive Secretary, CIA Career Service Board
srowron

FROM: Chairman, Comptroller Career Service Board
SUBJECT: Report of Career Service Activities

Pursuant to your memorandum of 23 October 1952, there are

attached minutes of the Eleventh Meeting of the Office of the
Comptroller Career Service Board which cover activities of the

Board for the perdod 15 June 1953 through 15 July 1953.

25X1A

/s/

Lttacmm
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- ' ELEVENTH ITFETING OF THE OFFICE OF THE COMPTROLIER
CAREER SERVICE BOARD

1. The eleventh mesting of the Offioce of the Mmlhr
Servioe Board was bald st 11400 a.m. on Wedneaday, 15 July 1953,

2. The secretary made the following report:

(1) Diseuseed Lriefly minutes of the 7th Meeting of the CIA
Career Service Board held 21 May 1953,

(2) Eight employees were enrolled in the Basio Intelligence
: : . o+

(3) One employee was enrclled in Reading Improvement.

(4) Eleven were enrolled to attend the Orlentation and
Indoctrination starting U4 thru 7 Angust 1953.

(5) One Training Evaluation Report had been received by
:\« , the Training Liaison Officer on an employee who had
) completed BIC, The question was raised as to what
extent these TER should be circulated. The Board
agresd that they should be shown the employes and
the supervisor in all cases.

(€) Coples of Career Service Letter No. 1 were given to
all Board Memhers for their information.

3. The Chairman presented to the Board a request from the GSO
Career Service Board to determine if three individuals sho were working
in that Office as Couriers and Tab Project Planner could be considered
soceptable to the Office of the Comptroller for BF Career Designations.
The Board agreed that it could nol approve this request since the type
of jobs they were doing did not fall in the Comptrollsr field. (SO was
accordingly advised by memorandum dated 16 July 1953, '

#’ .
25X1A L. I brought to the attention of the Board the fact that
the Program Plan for the 0ffice of the Comptroller had not been completed
25X1A dus to pressurs of other duties 4in the Office, The Board readily accepted
I voluntary suggestion that he draft up what he thought should
be the Program Plan of the Office and submit it. to the Board at the next

meeting in Auguat

CB-E-T
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5. The next item discuseed that of assigning BF Career Designstions
to those perscnbel mme':'m'm::mmmmm-

widch we conour should carry IF designation; (b) a list of
other orgamisstional wnits proposaed for BF designations foxr which further
review is Yty Office of the Comptrolier Career Service Boards and
(c) a 1ist of Finenos personnel located overseas not shosn om list furmished
" by Personiel, '

6. The Doard agreed that the Chairman would prepare recommendstions
to the CIA Career Service Board relatlive to Qualitles Bearing on Suitability
for Caxresr Service in CIA,.

7. Meeting adjouwrned at 12:15 p.m.

j

- Chalrman
Comptroller Career Service Board
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10 June 1953
103 Fxecutive Seeratary, CJA Carecer Service Board
aee:
FROM: Secretariat, Comptroller Carser Service Board

SUBJECT: Amendment to Memorsndum of 18 August 1952, Subject:
Office of Comptroller Career Service Board

Pleass add to paragraph (b} of subject memo=
randum the following member to the 0ffice of Comp-

troller Career Service Boards

Member = Chief, Program Analysis Staffl
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10 June 1953

VEMORANDIN TOs BExecutive Sscretary, CIA Carecr Service Board

memon:

FROM: Chefrmen, Comptroller Carcer Service Roard

SUBJECT s Report of Career Service Activitiesn

Pursuant to your memorandum of 23 October 1952, there are attached
minutes of the Tenth Meeting of the Office of Comptroller Career Service
Hoard which cover activities of the Boerd for the period 15 May through

. 15 June 19536

25X1A

Attachnent
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PENTH MEETING OF THE OFFICE OF THE COMPTROLIER
: CARETR SERVICE BOARD ,

1. The tenth meeting of the Office of the Comptroller Career Service
Board was held at 10330 a.m. on Wednesday, 3 Juns 1953,

2., The Chairman stated that the employee discussed in Ttem 10 of last
month'e Minutes had finally been approved by the Persounel Office and Office
of Training on a detail to the Budget Divislon for & period of six months,

3. I c>ve an oral report on the meeting of the Profess—
1onal Panel Board which he had attended on 8 May 1953. He stated further
clerification on the functioning of this Board would be issued in the form
of memovanda in the near future.

Lo The Chaimmen read the memorandum of 8 Mey 1953 from the DD/A to
the Comptroller, subject: "0ffice Career Service Boards,® with attachments
of (1) "Frinciples to Govern the Functioning of Office Career Service Boards
in the DD/A Orgenization® and (2) example of a program plen developed by the
Personnel Office Career Service Board which had been forwdrded for use in
develeping office programs. He instructed the Scoretariat to furnish each
Board member with a copy of attachments (1) and (2) and requested each Board
member to review snd submit any material which it 1s felt should be included
in the program plan for the 0ffice of Comptroller Career Service Board, This
material wlll then be reviewed and discussed at the next Board meeting for use
in developing the office program.

€, The Secretariat made the following report:

‘a, One (1) persom was enrolled for the last Reading
Improvement Courses

b, Seven (7) persons were enrolled in the Baslc
Intelligence Course (1 June - 10 July);

¢o 13 persons were envolled in study at outaids
universities and schools at their own expensej
{Sce attached 1ist)

d. No persons were enrolled in study ab outside
universities and schools at Governement expensej
{See attached list)

e Chalrman requested that attention be given to selecting candidates for
the Reading Improvement Course beginning 13 July = 28 August.,

Lo = e
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6. The Chairman brought before the Board candidates within the 0ffice
of the Comptroller to £ill the vacanecies in the Technical Accounting Staff
and passed around brief resumes of thelr qualifications, experiences, etc.

He further stated that none had been selected for the positions in view of
limited experience in commercial accounting, which is a prerequisite in these
jobs, but he would like the opinion of the Board on these. Each member read
the briefs and concurred with the Chairmsn's recommendation that none should
be selected for these specific jobs. He stated that he wanted it clearly
understood that these people were good in their respective Jobs but did not
have specialized training for the TAS accountant poaitions.

25X1A

/ef

Secretariat

o @ -
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UTSIDE UNIVERSITIES
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School or Universi_.g.x

Southeastern University

IaSalle Extention Corres.
Course, Chicago, Illinois

U. S. Department of Agri-
culture, CGraduate School

G. W. School of law
Americen University
Southeastern University
Dale Carnegie School
Georgo tfahington Unive

U. S. Dept. of Agriculture
American University
Benjanin Franklin
Georgetown School of Law

" Repjamin Franklin

Seollm Gom FiwFies

WD mee GG T B Sl

Course Taken

Accounting
Accounting

Federal Accounting
Procedure (completed
in May 1953)

Law

Mathematics
Accounting
leadership Training
Psychology '
Elementary Spanish
English Composition
Accounting.

Law

Accounting
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Amendment, Lo Minutes of Tenth Mecting of Comptroller Career Service Board

PERSONNEL, ENROLLED IN STUDY AT QUTSIDE UNIVERSITIES
R SCHOOTS AT TR o SETTTTTT

. 0

School or University Course Taken
| Stenctype Institute of Stenctyping
| HWashingion
i 25X1A ,
Washington School for Shorthand and Typing
Becretaries
- Georgetown University Spanish
Forelgn Service School
;‘ American University Budgetary Control
|
A g
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- O]j‘ice Memporandum « unirep STATES GOVERNMENT
. B

TO
FROM

SUBJECT:

25X1A

:Chief, Career Development Staff DATE: 4 September 1952

: Comptroller

Amendment to Memorandum of 18 August 1952, Subject: Office of
Comptroller Career Service Board.

1. Please add to Parégraph (b) of subject memorandum the
following member to the Qffice of Comptroller Career Service
Board:

Member - Chief, Technical Accounting Staff

2. Also, reference is made to agenda for CIA Career Service
Board first meeting, Tuesday, 26 August 1952 at | p.m,, which was
submitted to this Office for comment. Paragraph 1(b) of memorandum
for Chairmain, CIA Career Service Board, dated 15 August 1952,
from the Executive Secretary, CIA Career Service Board, subject:
Report of Progress in Activating the Carcer Service Program for
the Period 13 June through 15 August 1952, should be deleted in
its entirety and the following substituted therefor:

b. Comptroller's Office.

25X1A

| R. SAUNDERS
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CorX . 18 August 1952

MEMORARDUM FOR: Chief, Budget Division
Chief, Fiscal Divisiom
Chief, Finance Division
Chief, Organlization and Methods

FROM ¢ Comptroller
SUBJECT s Office of Comptroller Career Service Board
4. POLICY = | 25X1A

In accordance with CIA Notice No. -.asued 19 June 1952, each

, Ofﬁce is required to establish a Career Service Board to perfora certain

functions under the CIA Carcer Service Program. The poliey of the Office
of Comptroller provides that fullest use be made of the career facilitles
of the Agency as they particularly apply to the spacific needs of the
Office of Comptroller or as they afford an cpportunity fur the professional
1mprovement. of individuals of the offiee of Comptroller,

B, RESPONSIBILITIES WITHIN THE OFFICE OF COMPTROLLER

The Office of Comptroller Career Service Bosrd 1s hereby established
and shall consist of the following members:

Chairman = Comptroller (ex officic)

‘Member and Alternate
Chairnan = Deputy Comptrollep
Member = Chief, Budget Division
Member = Chlef, Fiscal Division
Membey = Chief, Finance Division
Member = (hief, Orgamizetion & Methods Tivision
Secretary = Hon=voling - Evaluations Officer -

Serves as Secretariat in performing
staff support for the Boacd
In the justified absence of one or more of the specified members, his
Assistant or Acting Assistant will attend. Should a vacency exist in any
of the designated positions, the Comptroller will designete a temporaey
manber of the Board for the period of such vacanoy. Meetings wili be held
ptriodically vpon call by the Chairman, Three members will constitute s
duorun. ‘

SECRET
Security Information
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o MISSION

The mission of the 0ffice of Comptroller Caveer Service Bourd 19
to direct the Agency Carser Service Program of the Office of the Compiroller.
The Board is responsible for the operatlon of the Career sService Program
within the Office of the Comptroller in accordance with policy established
by the CIA Career Service Board; collaboration with 0ffice Boards eon
jnter<0ffice carser service problems; fingl authority in recommending %o
the Comptroller all matters concerning rotation, training, advancement,
and assigument of individuals in the Office of Comptroller; and the revicw
of recommendations concexning the careers of individuals of the Oifics.

D. FUNCTION

the Office of Comptroller Career Service Board will carry out tue 25X1A
functions as set farth in CIA Notice No. [l whih: shovid be carefully
read and disseminated %o all employees,

Eo. PERSONNEL EVALUATION RFPORIS

TR RTINS

cia Notice Noo I dsted 19 Jue 1952, also provides thu’

Personnel Evaluation Reports will be prepered annully or &8s often as

required on al) personnel. CIA Notice No. [l d:ted 1 August 1952, 25X1A
describes the purpose, necessity, etc., of the evaluation reports.

It is imperstive that you talke appropriate steps to have thie
Notice diseemineted to 2l) supervisory employses of your officae.

Within the very neer futurs the Office of Trainivg will meot with
all supervisory perscnnel of the C roller's Office to further discusy
and explain the contents of Notice | T4 in sopgested that you and
your supervisors be prepared to pres: any queations converning tha
preparation of evaluation reports at this meeting.

~

/s/ X, R, SAUNDERS

SECREY
Security Informat-ion

€ =
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MEMORANDUM FORs Executive Secretary, CIA Carecr Scevice Bosrd
FROM s W;Mﬂ“ﬁummw

':s'UBJEc;r : Monthly Report of Carecr Servics ackivities

‘1o In compliance with mwdﬂm%?

| of the eotivities of the Medical Office Career Sarvice Board

month ending 15 August 1953 is submitted.
2, Dux*ﬂ.ng this pericd there were three (3) meetings of this

‘boards A oopy of the minutes of each meeting is attached, There

was no acdivity of this board not included in these ninutes,
3, There are no irdividusls fron this office in iInter-offioe |
rotation status or in extra=CIA training status.

T -25X1A

S~E~g-R-ET

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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25X1A
25X1A

25X1A
25X1A
-

25X1A

25X1A

25X1A

25X1A

25X1A

25X1A

Approved For Refease 2001/08/29 : CIA-RDP78-03578Agg0200020001-8
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29 Mly 1953

MIBUZES

Modiesl Office Gareer Servica Board Mesting of 21 July 1953,
Heunbers Presents

‘ l. f%he request of (m- T&hc) far three ﬂmm lezvo=tithout-
pay was considsred, ves interviewed by the board, He stated he had
not bean told why he was considered unfit for o/s service with the Medical Office
ty C/FD. C/MS was invited into the Board mesting to clarify his opinion of the
casa. C/FD was invited into the Board meeting to establish what had been told

%o o He stated that he had told thad he was not queldfied 25X1A
for an ofs assignment. It was desided that would acquaint F
with the fact that since ho was medically disqualified for a position o/e he 25X1A

would be given a release from the Medical Office,

2. The request of IR fron SN concerning the premotion ef 25X1A
frem 0S=7 t6 (S<Q was considered, The action was defarred until a

confirming report had been received by the physigien who relieved IR 51 A

- 3o The request of I o 2 releass frem the NMedisal Office
for the purpose of sesking employment elsewhere within ths Agencqy, was considored,
It was decided to grant the release providing a suiteble raplavement was availsdble,

conmendad by the Board for the sxcelleat service she hes rendered

- =
the Medical Office during her 18 monthe of assigmment,

Lo The request for resignation by Ffw the purposa of XA
returning to college, wae considered. The board agreed to soparate [IIIINIEGNGE
15 &ugust 1953, The questicn of & replacement for B =s deferred 25x1A
mtil the next meeting, _ ‘ _ .

e I :: :otorvicu. sho stated that she desired
and ofs en would sugy with the Modical Office et lsast until November,

6o A roquest from the Technicsl and Administrative Advisory Committes was
reads It was agreed that the DC/MS would answer the request for the Board by memo,

78/

25X1A

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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25X1A

which was considersd at the meeting of 19 Juna L deferred to &°

Approved For\gglease 2001/08/29 : CIA-RDP78-0357 %#00200020001-8
e TR
17 Tnforuation
1 Judy 1958

HIRLZES

Medical 0ffice Career Service Board Weeting of 30 July 1553,

Manbers Present: -am

1. The minutes of the previous meoting were spproved.

2, The reply of the Chairman of the Board to the question om.
assignment of personnel which was posed by ths Medical Technioclan and.
Adnindstrative Employee Advisory Committee uss approved by the Boarde:

3, The matter of the promotion of- 088 (Med, Tech.) 25X1A

lator date, wes terminated in view of IS resignation. 25X1A

'~ Lo The matter of the Evaluation Report of— 25X1A
" @Sl (Rocepticniet) vhich ws discussed at tho meoting of 19 June 1953, -

was again discussed, It was récommended that the raport as sulmitted
be returned to her supervisor NN, fo: revision and resubnission 25X1A
in view of the inadequacy of supervisor's entry in Tten 11,

5, The request of G/PCD that NENNENEEENNNNENEN, a8=7 (Med, Tech,) 2°X1A
be returned from duty in Cantral Prosessing for duty in PCD was ree:mmdeq
for approval, The Board recormended that IENENENEE CS-9 (Med, Tech.) 25X1A
be assigned to duty in Csntral Processing ae [er1ecenent. 25X1A

- 6. 'The recormandation of C/PCD that I <7 (Med. Tech.) 25X1A
be granted permission at once to seek employment slseuherc in the Agency
wee discusssd, The Board recommended that thle request be approved.

T The Board discussed and recommended for approval, the request of

_ 0S=7 (Med. Tech.) assigned to FE I, that he be transe

8, The Board reviewod the re from G/PCD concerning the clerical
training course pursusd by - 08=5 {S6eYe)o

\Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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25X1A

' : interviewed by
I 05-5 (Clerk-Steno,) was inter

the Bg;rd concerning her request for parmission to seek :glwmuﬁ Kre.

siosubare fn B Aﬁ?&"?&ﬁﬁﬁ:ﬂtﬁ?ﬁ g; Medical Office. The

g ~ee conmen ' :
26x1A I ion In her ralesse that it would bo effective when & replacenest =

4o avallable was explained to her. [N indicated

stood the necessity for this stipulation, .

. i N
0, The “Tedical Office clerical-ascretarial situatlon was revieved,
It w;g rfct;mnded that the three girls now bemg processed for employnment
be assigned as followss ‘ .

(a) PD a8 secrctary to c/cn:i. Bro/PDe

- 25X1A :(b) o SSS a3 sacretery to ADS,
' {c) ASD as’ clerk<gtenographer for
_ Supply 0ffice. |
1lo .The- Board consurred in the recommdation of FE that 25X1A

| led, be promoted to GS«H :
- 25X1A -usaB {Med, Tech,) be p J35=Fe

12, The Boerd concurred in the recommendation of FE that [ DA
aS=7 (Med, Tech.),; be premoted to 0S<8,

' ' | B -. & v the Chaiman to the
The Board conourred in the reply prepered vy 4
quea'ﬁ:'mmim submitted by the CIA Coreer Service Board concerming qualities
svitebls for CIA career HeIvicée . .

25X1A

N

Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8
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 25X1A
25X1A

25X1A
¢ 25X1A

- 25X1A

- 25X1A
25X1A

25X1A
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Blwtm.

RIBUZES

Medical Office Career Servics Board Meeting of 12 Avguat 1953.

Members Present: - Chairman

1, The minutes of the previous mecting were i.ppruréd.

2, The Boerd reconmended that the request of 0Be8 (Med, 25X1A
Techo ), that him previous resignation (effective | be with-
drewn and that his actuel resignstion be effective on such date (not later

than 31 December 1953) as a suitable replacement shall have been obtained,

3, The Board, with the concurrence of C/TSD, recommended ,thnt-__ 25X1A
B cs-6 (Secy.), be promoted to aS=6 (Secy.).
. h; The Boerd recomnmended that 05«8 (Med. Tech.), be assigned25X1A

to IR i pisco of NG (Hed, Tech,), who is currently
under ordsrs for that station., This assignmont is subject to approval by C/FD.

The Board concurred in the reccomendation of DC/MS that § 25X1A
i as-li (Sscy.) be promoted to (S<E, L ,

6. The Doard consurred in the recommendation of ¢/pcD thet [  25x1A
T 0s-8 (1d. Tech.), be pranoted to 08<D. . :

- ' ncurred in the recommendation of Chief, FE/3, that
» GS"B (}Bdo Off.), be pl"onb‘ted to (meo :
8. PFor the record the Poard noted the query from F'E'mviﬁon and the
voply from Senior Representative, i corcerning the transfer of - 25X1A

I cc-7 (Med. Tech.), from Medical to . W 25X1A
9. The Board recomriended thet I oS-7 (Med, Tech,), be  2°X1A

assigned to NNENEEN a5 roplacement for N‘hﬁh. JR25X1A
Board alsc recommended concurrent promotion to for 25X1A

25X1A

/s/

Approved For Release 2001/08/29 :>,‘C:IA:-‘BDP78-03578A000200020001-8
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'MEMORANDUM FOR: Exsoutive Searetary, GIA Carser Service Bomnd
FRaG Searetary, Medical Office Caresr Sarvice Bogwd
SUBJECT: Monthly Report of Career Serwice ackivities

. 1o In compliance vith your memorandun of 23 Ostoder 1959 }rqm
of the activities of the Necloal Office Carecs Secvise bewd fe™ suh
month ending 15 July 1953 is submitted,

. 2, Duriug this period there were two (2) mut.lnga of this board
A copy of the minutes of each meet is attached. soti g
of thie board not included in 1‘-111!:2"8 minutes, TheTS s no astivity

~ 3o There are no individuals from this office in mm«
rotation status or in extra=CIA training ststus,

25x1A ¢

/s/

Enclosures (2) a/s (dup)

Approved For Release 2001m%mDP78-03578A000200020001-8
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- w’ 25X1A
25X1A

25X1A

25X1A

25X1A -

25X1A
25X1A

25X1A
25X1A
25X1A

" racommends it,
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2 June 19D
BLEUIES
Medical Office Csreer Servics Beard Newting of 19 Swe VB

Mebers preseats -ﬁmumm
| e

25X1A
1. mereqmtor‘m-ﬂmm)“uu
promcted to 08«9 was discussed. was invited te presemd his 25X1A

vieus to the Board, which he did.
aineehe'hubmﬂththetgmcyforthreemmuw,m
has been & (S<8 for one year he should be prancted to the 08«9 slot

" which he now occupies in TSD/MO. He feels that he has demonstrated

his sbility and is confident that he can satisfact fulfill the-
dutiss of Physical Requirements Offiocer, Following
¢/TSD, was inberviewed by the Board,
promotion of and would in fact have submi
for such promotion if at the end of another month or
performance had continued as sstisfactorily as
The Board recommended that
& dayso At the end of this time, and provided his service cont
to be. satisfactory, and:- = further provided thet c/?8p

will be promoted to G5=9,
D of this reconmendatiom.

2o Thasoirdheirdéxtddctmudtoahtermmgthdmt of.‘
G/TSD that sction be taken to stabilise to the exteut possible the tenure

25X1A

‘of the intumbemt of the Chief Technician position of T8D,

3, The request of —,' as-8 (Med, Tech.), now assigned
- for promotion to 0S«9 was considered, It was recommended that

to .
~ further consideration of this matter be deforred until next Board meetings 25X1A

™ the zeantine [N w111 discuss the matter with Medical
Officer at I At noxt meeting who was 25X1A
superior in I will be consulted, as will [ 25X1A 25X1A

ho ‘Evaluation Reports for following employees were revieweds

' | B-5 (Clerk)
T -
In tho case of ' '

of her supervisor (G/PCD) that she be enrclled in the Agenoy clerical refreslier
course, In connection with Evaluation Reports in gemeral, C/ASD w111 at next
eating brief the Board on regulations and directions pertaining to

‘Board m
tHome ¥ e cDeerd cueeeusnd olal 2
’ B ooort, be queried R&WM%mm‘%% 1

25X1A

f 1
pROE Y OV OF
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of her report, Board feels that the entry “Efficient Worka™ is
perhaps &n inadsquate description of the employee’s major duties,

5, Report of Clericsl Training for folloming emplayses were

m“d‘ 25X1A : ,
I
. _ 5 (Seoretary)
25X1A
“ I
@ 2 o
SeB-O-ReBeF
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- 25X1A

25X1A
25X1A

25X1A

25X1A
25X1A

25X1A

- recommendation that

COPYX . GeEeCeR-E-T
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6 July 1953

MINJIES'

Medicsl Office Career Service Board Meeting of 2 July 1953

Members Presents - Chaliman

1. The minutes of the pt-evious meoting were approved.

2, The racommndation of G/T8D dated 26 June *53 that

(5«8 (Med. Tech.) be promoted to the grade of 6S<® was discussed. was
recommsnded that recommendation of last meeting that m serve in his 25X1A
present grade and pesition for period of 60 days (unt: 153) before
being pramoted be adhered tOo

3. The request of W (GS=3 {ClerkeTypist) that she be
glven permission to seek employment ere in the Agency was again eons:.deradu
It was recomnended that the offer by Persomnel Division to arrange a mutual .
reassignment of [N snc an individual fram the office to which che

would be assigned be acecepted,

ho Dr. Tietjen indiceted that hi.s discussion with G/FD hes resulted in a
GS<8 (Med. Tach.) be granted his request to

seek employment elsewhere within the Agency. The Board concurred in this.

C/PD will so inform [N at the same time infarming him that the Medigpl
Office would have to approve any subssquent overseas assignment, even though

he may not be & member of t.he Medical Office, I 15 to seck this Ageney 25X1A
reaasignment at his leisure but this should be done within six monthe. 25X1A

5¢ The matter‘ of replacement in Central Proasasihg for
GS=7 (Medo, Tech,), upon his overseas assignment was discubsed, - AG/PCD was

contacted and with his W GS=7 (Med, Tech.) of that 25X1A
divia:lon, will mplace _ _

6. The request of H Gs=9 (Fhys. Requir, 0f.), dated 1 July ¢53
that he be allowed to see o, elsewhere within the Agency was considered.
It was recommended that ﬁb:nyanted this permission, G/ASD will keep the
Board informed of progress 8 matter,

7o The further discussion of the preperation of Evalustion Reports was
deferred until the return of who had requested that this matter be
placed on the agenda. .

25X1A

8, The Board reviewed the latest Evalvation Report on each of the following:

25X1A 05=7 (Kurse)
Approved For Release 2085 B ,_I(WQOOZOOM-S
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25X1A
25X1A

o5x1a her opirmdon that WW-muH’h this respect, Nurse mopale
is in gemeral good, ] lioes feal, however, that certain higher grades
are perhaps indicatedy specifically, she feels that tﬁu:nlnuiin,dhlrgp of a
Health Room (Building J, and Quarters I) bears sdditional respensidilitfes. that
call for a hisher grade then the GS«7 currently authorised, G/ASD was directed
to re-examine the Nurse grude sturcture and sutmit a report with recommendations.

12; The Board reviewed the report from G/PD vherein @85
- (Med. Tech,) was found fully qualified for Hed!.calmﬂ.oo 0 25X TA
25X1A |
” -
o 2=
o’

ssz-csg-&gb -
Approved For Release 2001/68129™ €IA-RDP78-03578A000200020001-8
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19 June 1953

MDORANDDN JOR: Bescutive Searetary, CIA Oaresr Servics Board

FROMs Ssaretary, Medical Offics Career Service Bomrd
SUBJYCY: Mnthly Report of Oareer Service activitise

1. In oowpliance with your msmorendun of 23 October 1952, report
of the astivities of the Medical Offioe Carear Servics Board for the
month ending 15 Juns 1953 is submitted.

2. During this period there was one (1) meeting. A copy of the
nimtes of this mesting is atisched, There was no activity of this
board not inoluded in these minutes.

3. Thers was no individusls from this office in inter-office
rotation status or in extra«CIA training status.

25X1A

I

Enclosure (1)

Approved For Release 2001/88EE-BrE3DP78-03578A000200020001-8
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CoEX ,335’5.'0*3'&5@“?.

3 :'im'a 1953

MEDICAL OFPICE mmm mmrm
21 mey 1953
25X1A

Present: -cha.‘.m
e S mmdmmﬁmmmm

2, menatwotacamﬂmfwmnwnidm aga&n
digscussed. In lien of the questiomnaire propesed at the last M-di:ﬁ
1t is recommended that an ad hoo committes, to be known as the
Technioisn and Adeinistrative Employee Advisory Committee, be- formed
Mmdwuemuttuwﬂdhtommeponvmtfw
a Mediosl Techniolan and Administrative Employse Career Progiam., -
Mexbers of this oammittes would be selected from technicians and
sdninistrative esployees uhomutw-ntcomlggwum,m
far gredes up to and inoluding G5-11 (Administretive presently occupying
pouitions calling for G3~12 and sbove will receive individual csreer
progran attontion by the Board).  This oonmittee would 1tpﬁndtm
and recomnendations to the Hedical Office Career Sefvice
following Mﬁdﬁammrwmip on this omitt.ee.

25X1A (89 sued. toch, u:t.) .
o 08-9  (Admin, Aset.)
A GS-B (Med. Me) »
_ ws noulnated as chelman of this committes, 25X1A

LT L.

* both 0S~7 (Medical Te
respective receiving dimims for promotion to o8-8, Bcth are preaonbly
being mssigmd _ .

b The Board oonsiﬁsrad the requnt of as-s 25X1A
{Clerk-Stenographer), for permission to sesk employment elsewhere in the
Agency, The Board recommended that approval not be granted at this time,

Instead, it wes recommended that *mﬂ GS-4 25X1A
: (C’.lerk‘stmm) exchange peﬁtims thin the Medical Of iccs:

25X1A

N |

Approved For Release 2001/089&&&-@?78 03578A000200020001 -8



1.‘/

Approved For'\Release 2001/08/29 : CIA-RDP78-03578%800200020001-8

SECRET
Security Information

o

OPY | | 15 Auvgust 1952

20 3 Executive Secretary, Career Service Commitlew
FROM : Chief, Medical Staff

SUB.fECl‘s Career Service Progranm

%o A Career Service Board has been eppointed for the Medicel
offics composed of the following permenent mnembers g

Chie? or Deputy Chief, Medlcal Staff
Chief, Special Support Divislon
thief, Adwindistrative Services Division

Pemporery members will be sppointed to represent individuad
estegorics of medical personnel s each comes under discvesion.

2, The permanent board has had seversl mestings, the most recent
of whish was aleo attended by three temporary members ropresenting
technioal interest. At that mesting problems of promotlion, rotationg
ard training were discussedo

3. Board activities have served to establish tho Zellowing poirtas

&8, Non-professional technical personnel in the Medleal O£fice
are career pecple; they will enthusiastically suppors &
career program and expest opporturity to experlence the
products of such a progranm in an equitable fashion,

Carger programnming must encol g the ficld es well a8

bo hoadquﬁegs. 'mg Progxa tl'?:seztende ite influemes
inte organizstion and avthority. This poses geveral
obvicus but interesting problems whose solution lo &
function of development,

o Toe Medical Office welcomes this opportunity to participate
in career programing end will provide whatever cooperabtion is requivad,

/s8f JouH R, TIETIRN, Mo Do
wy/srPsnje (15 August 1952)

atribubions
Orig. & 1 « Addresges
_ 2 - ¥ Fils SELRET
Security Informetion
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25X1A

1 25X1A

25X1A

25X1A

25X1A°

Inelosure
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© 27 July 1953

MEMCRANDUM JOR: Bxscutive Secretary, 1A Caresr Servioe Board

| FROMs  Chairman, GSO Career Service Board -
'SUBJECTS Monthly Report of GSO Caxeer Service Activities

2 mwporsodonumt.olsaulymﬁ, the G0

_ Career aervics Board held one (1) meeting on 26 June 1953,

2, In accordance ‘Ath memorandum of 26 June 1953 from the
pssistant Director (Pergommel) attacking a list of CIA employees

- of other Agency components who had been proposed for G5 caresr
- designations, this of fice reviewed the official Personnel Files

of 27 emplayees, &ll of whom are personnel agsigned to the
PO or to overseas fleld activities, Of these, Oener
Services Of£fice cohcurred in the assignment of 4S career designations
to 12, and, based on présent assignments, previous CIA experience, and
their work experience. prior to coming to CIA, recommended the assign=
ment of career Besignationa of other offices to 1, One (1) individual
on the list had resigned from the Agency and we have not received the
files on the remaining five (5) people as yet, but will advise the
pssistant Director (Personnel) as soon &s we have reviewed their
present assignments, previ work experience, and qualifications.
3, During this perlod, one (1) caresr employee of this office
received a cash award and & certificate signed by the Pergonnel
Director as a result of his sabmission of an enployee suggeation
under the Incentive Awarde Programo : ‘

L. A total of 18 promotions within General Services Office
were processed, one (1) ‘employes transferred from OCD to aso, and
two (2) GSO employees were relsased . for transfer into other CIA
activitieso. ' _ _

: 5. . One employee requested Agency approval during this period
to angage in non~CIA schodl courses gsecured on his own imitliative,
s own tine, and at his own expenss. ;

6, FEmployees who entered training courses at CIA expense er
on CIA time are shown on the attached list, S

7 Tours of our Printing and Reproductibn Plant in —
RN were conducted during this periecd for & total of ten (10

Agency a_nployeéso _
’ /e/

Aﬂprqﬁgﬁ-’%ﬁ%ﬁﬁiwlm . CIA-RDP78-03578A

Courses at CIA Expense CONFIDENTIAL
ar on CIA Time '
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Seocurity Inf
TE AT VARTOUS mcmnszsovcnmaaarcnmm
(mmzssamlsmw:ssa) o
RS Oy  Peses oee Sswel  owese  pes
omrds Salyet GB=7 . Avericsn University Hinth Annual 6/22/53 7/17/53
- - o Institute in
. the Presarvas
- . " tion and Admine
. istration of (
L _ Archives (31,55_0?) '
Weoords Analyst 035 . . . 6/22/53 - 1/17/53
Ted Byuip. Opere. as<l IR School . Wiring Principles -7
i ’ y Dt g ples 7/6/53 = 717/53
Clerk (Typing) 8-l CIA Training Office Shorthand IT 6/22/5 = 7/10/53

and Transoription
CIA Training Office  Beading Improve= 7/13/53 - 8/28/53

Msoords Analyst

L

CONFIDENTIAL
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10 July 1953

MEMORANDUM FOR: Executive Secretary, CIA Career Service Board
LS
FROM: Chairman, GSO Career Service Board

-~

SUBJECT: Susmary of Career Service Activities of General Services
0ffice for Quarterly Period From 16 March to 15 June 1953

1. Actions of the G0 Career Service Board were as follows:
8, 16 March to 15 April 1953

See memorandum of 13 April 1953 and minutes of board meeting
held on 15 April 1953,

- bo 16 April to 15 May 1953
See minutes of meeting held 7 May 1953,
¢. 16 May to 15 June 1953

See-mlnutes of two meetings held 18 and 29 May 1953. At these
meetings the procedure for handling assignment of initizl Career Desig-
nations to GSO employeee was agreed upon. The Board also discussed the
considerable waiting period already required for processing, orientation,
training and entering. on duty of new employees and the additional six
weeks required for their attendance (in the case of GS-7 and above) at
the BIC(SUP) course, which prolongs even more the period the operating
-activity must wait before being able to fully utilize their services,

It was decided that a Proposal would be submitted for consideration in

2, In addition to the information eontained in the minutes of the meetings
mentioned above, the following activities have resulted or been handled in normal
daily GSO operations:

&> Initial career designations were teatatively assigned to the majority
of GS0 employees. Memorandums were forwarded to other Office Career
Service Boards as appropriate giving the names of GS0 employees who

felt qualified for and requested Career Designations of their respective
Offices, These memrandums were written in order that the boards con~
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b, During the months of March and April GSO transferred six (6)
Machine Records pereomel to FE, DD/P, to provide General Services
support at an installation overseas, GS career designations were
recommended for these employess for furfher rotation in Oeneral
Services support activities upon completion of their present

c. Oos G680 mlm,m Assistant Chlef, Printing
and Reproduction Division, was a 6 May 1953 to attend one
of the Defense Colleges. '

" do A Becords Mansgement Training Program was conducted by the Ceneral
Services Office in cooperation with the Office of Training from 1h April
through 11 Mey 1953, which covered the principal phages of records
management, i.e., records creation, maintenance and disposition. A
total of 87 persons were aelected by their respective offices to attend
‘the training course. Theae included persons nominated as Area Records
0fficers, Administrative Officers, and members of our own Records Manage-
ment Staff, Total attendance at all sessions amounted to 632, with an
average of 79 for eech session. At the conclusion of the last meeting;
cortificates were given to those who did not miss more than one session,
A total of 62 certificates were issued. Each person was glsc given
sppropriate reference material pertaining to the various phases of
the records management program, sush as Reporis Management, Forms Manage-
ment, and Correspondence Management., In continuance of this training
program, GSO ies issuing a series of bulletins outlining various phages
of the program which need attention and giving general instructions on
how certain tethnical portions of the program may be eatablished and
carried outs To date three such bulletins have been issued, Some
training has already begun on the Agency File Manual and additional
courses are planned in Forms Management, Reports Management and Corres—
pondence Management. Some Offices have expressed interest in this
program but indicated that they did not have individuals on their Staff
to carry out the duties of Area Records Officers and in these cases we
will supply qualified personnel from our staff,

e, Requests for spproval for twe Rscords Analysts of our Records Services
25X1A Divieion (NN to attend at CIA
expense the Ninth Annual Institute in Preservation and Administration of
Archives (31,550F) at the American University for the period 22 June to
17 July 1953 were submitted to the Director of Training on 16 June 1953,

b ¥ 'l‘raining requirements for fiscal year 195l and projected requirements
for fiscal year 1955 were submitted for budgetary purposes to the Training
Of fice under cover of memorandum of 2 June 1953,

| g. A total of fifteen (15) GSO employees attended the Tenth Agency
Orientation Course conducted by the Training Office during the period
S through 8 May 1953.

=2=
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o During this quarter two employees of the Printing and Reproduction
Division received cash awards and Certificates signed by the Director
of Central Intelligence as a result of their submission of employee
auggestioua under the Incdntive Awards Program,

i. A total of 60 promt:lona within General Services were processed and
19 GSO employees were released for transfer into other CIA activities
during this period.

Jo A total of eight (8) employees requested approval dnring this period
to engage in, or, in the case of new employees, to continue in non=CIA

. school ooursss or itraining secured on their own initiative, on their
own t.ime, and at their own expense.

ko Employees who entered training courses during this period at CIA
expense or on CIA time are shown on the attached lists, 25X1A

1. Tours of our Printing and Reproduction plant in *
were conducted during this period for a total of approximately Agency

employees representing a total of 18 different offices,

25X1A

/s/

Attachments

@35'
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0. G, 5, PERSONNEL WD HAVE ATTENDED VARIOUS TRAINING COURSES

(15 March 1953 through 15 April 1953}

25X1A
Name Present Title . Present Grade School Course
erk (Typing) RN Office of  Shorthand I
) Training ~
icrophotographer ’ G8=3" (Office of Typing I1
Training
Tab Machine G5=3 IBM School Machine Operation
Operator Washington, D.Co
Tab Machine G8=3 IBM School Key Punch
Operator Waghington,D.Co
Chief, General k GS=16 * Records Management Training
Services | Course
Deputy Chief, Gs=15 * . n

General Services

Deputy Chief, GS=15% % ‘n
General Services

Chief; Printing & G8=1h %* B
Reproduction Division .

Amst.Chief, Printing & GS=13 # . u
Reproduction Division

g Chief, Records Mgl. & GS=13 * B
Distribution Branch :

Asst.Chief, Records Mgt.&ns-12 # "
Distribubtion Branch

Approved For Release 200M@Mﬁﬁnws-oasmmoozooozoom-s

Dates Attended

3/30/53 - LAT/53

3/30/53 - LAT/53

 1/6/53 - L/2u/53

1/6/53 = 4/24/53

- bAL/S3 - 5/1/53

L/Ak/53 - 5/11/53

b/1l/53 = 5A11/53
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25X1A o Present Title Present Grade School Course Dates Attended

ibiications as<il #® Records Management Training L/Ak/53 = 5/11/53
Dfficer Course

hief, Machine G8=13 #* " " 5
Records Branch
in, Officer G3=1i * Ll W »
acords Analyst G5-11 * J " "
scords Analyst 589 #* " | » »
gcords Analyet (5=-11 3 f f "
scords Analyst (G8=9 #* L " %
acords Analyst GS=T * L) # "
ecords Analyst G3=T * n B ®
ethods Examiner (5=11 3 " " w
{Forms)
acords Analyst G3=T7 #* n w n
cords Analyst G8=9 * L " w
ecords Analyst GS=7 #* " ' T w ®
ecords Analyst G5-5 #* " n B
ecords Ana,lysi GS=5 - @ n [
fail & File Supvr, 887 # n " @
} ApprO\;ed For Relea)e 2001/08/29: CIZ-I%DQP78-03578A000200020001-8 )
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25X1A
Present Title Present Grads School Course Dates Attendad
= A e e ey g
Mail Glerk Gs=5 *® Records Management Training L/A/53 = 511753
Course .

Mail Clerk 0S<5 * n » "
Meil Clerk 0S=5 R n ' " »
Records Analyst G8=7 * " ' n w
Mall & File 38=9 #* " n n
Supvr., '

Records Anzlyst @S-11 3 " ' " n
Records Analyst GS=11 * n o n
Mall & File GS=5 W* " n ™

Clerk

Mail Clerk GS=5 CIA fgraining Reading Improvement Course 3/16/53 - 5/5/53

Office

#This course is sponsored Jjointly by the General Services Office
and the Office of Praining,

& | ) ) ) 2 o
. =3 ;
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GSO PERSONNEL WHD HAVE ATTENDED VARIOUS TRAINING COURSES

o {15 April through 15 May 1953)
25X1A

o Nams Pregent Title Prasent Grade Sehool Course
Teb Equipment GS=3 IBM School General Mechine
Operator Waghington,D.C., Operation
Miecrephotographer G5=3 CIA Training Typing 11

4 } )
| - _ Approved For Release 2001/&/@. R P 78-03578A000200020001-8
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L/27/53 = 5/15/53



Approved For Release 2001/08/29 : CIA-RDP78-03578A000200020001-8

ONFIDENTIAL
Sscurity Information

GSO_PERSONNEL WHD HAVE ATTENDED VARIOUS TRAINING COURSES

25X1A {15 Msy through 15 June 1953)
Kame Pregent Title Present Grade Sehool Course Dates Attendad
Tab Project Planner (5<9 CIA Training BIC {sUP) 6/1/53 = 1/10/53
) Office
Records Analyst _ Gs-11 CTA Training  BIC (SUP) 6/1/53 = 7/10/53
. Office

, - .
} Approved For Relea)e 2001/0@/%@@?78-03578A000200020001-8



B Approved FQr Release 2001/08/29 : CIA-RDP78-035W000200020V i

STCRET
Security Information

OFFTICT OF GENFRAL SERVICES REGULATICN . ‘ NUMBER 0GS_20-15

11 August 1952

OGS CARFFR SVRVICF BOARD

L,

IIT.

GENTRAL

4, There has been esbablished in the Azency a Career Service Prorram.
This program is concerned with the 1dentificabion, development and
use of those individuals who desire to render maximum service to the
Agency.

B, The program operates through the ipency Career Service Board and
individual boards established in each major office. The Office of
(leneral Services therefore perticipates fully in this program and
will exert every effort to carry out the apency policies igsued
with respect to the program.

ASTARLISHMENT OF BOA®D

A, Fffective immediately, there is established a General Services Career
Service Board, The board shall consist of the following members 25X1A

Chairman = = = = = = = = = Crief, General Scrvi
Member = = = = = = = = = = Chief, Real TEstate &
Member = = = = = = = = = = Cnief, Printing & Re
_ Member = = = = = = = = = < Chief, Racords Manag
Secretary (Non-voting) - - Administrative Offig

Three members shall ccnstitute a quorum.

B, Meetings of the Board shzll, usuelly be held on the last Friday
of each month but may be changed at the discretion of the Board.

FINCTTONS OF ROARD
The General Services Career Service Board shall:

A. Serve as advisor to the Chief, General Services on all matters
pertaining to the Career Sarvice Progranm.

B, Direct within General Services the application and functioning
of the Career Service Program, including but not limited to:

1. Executing relevant decisions of the CIA Carzer Service Board
and making recommendations to the CIA Carecer Service Board
for improvement of the Career Service Prograi,

SECRET
] Security Information
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OFFICE OF GENIRAL SERVICES REGULATION NUMBER 0GS=20=-15
0GS CAREER SERVICE BOARD 11 fugust 1952
2, Sponsoring, developing and executing the Career Service Program

Ce

D.

3.

5e

CR

Te

B4

of General Services, including an intra-office rotation systoem
and reporting periodically to the CIA Career Service Board.

Recemmending cancellation or contimuance of career development
actiongs

Participating in the development and execution of approved extra=
office rotation systems,

Submitting a semi-snnual Personnel Evaluation Report to the
Sponsoring Office on each rotation appointee from another
of fice,

Ensuring that the rotation appointees detailed by General Services
to another office are not overlooked for warranted promotion

and ensuring that rotation appointees received by General Services
are productive and their assignments commensurate with the purpose
of the appointments.

Reviewing continuously conditions of service and duty with a
view to making recommendations to the CIA Career Service Board
concerning working conditions and benefits that can strengthen
morale and increase "esprit de corps.!

Reviewing continuously the personnel intake of General Services,
especially at the junior professional level, with a view to
ensuring the acquisition of highly-qualified, versatile persons
with long-range potentiality.

Supervise supporting groups or Boards as appropriate for handling
specialized functions, assigning to them Office personnel as necessarye

Reviewing Personnel Evaluation Reports and proposed development

trainings

Review and recommend advancement and promotion plans for individuals;
including, but not limited to:

1.

2

Special training coursges within General Services.

Nominees for courses outside General Services.

-2 -
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OFFICE OF OENTRAL SFRVICTS REGULATION NUMBER 0GS 20-15

11 August 1952
0GS CAREER STRVTICE BOARD

3., Planned progression within Ceneral Services for the career
development -of key individuals.

i, Long-range planning to include rotation and training
assipnments outside General Services.

5, Reassignment and advancement involving more than one
Division or Staff,

6, All General Services promotions into grade (5-12 and abovei

o 25X1A
-’
Chief, General Pervices
o
Distribution:
Chief, Carcer Development Staff
Chief, Building Maintenance & Utilities Division
Chief, Machine Records Division
Chief, Printing and Reproduction Divieion
Chief, Real Fstate and Construction Diviesion
Chief, Records Management and Distribution Division
Chief, Motor Pool Branch
e -3 -
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