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PRFRSONNFL DIRECTOR MEMORANDUM NO. 50-53
rd
SUMJECT: Follow-up Intorviews ’ ol ’: 3

1y

1. Effestive with the peblication of this memorandwa, it will be the
poliey for all Ferscunel Office placeoment officers to eonduct follow-up
intarviews on all rew empleoyees withip thirty days of ths entrance-on-duty
date. All sush interviews will receive proper documentation snd will b
mads a matter of record in the employee's persomnsi folder. This policy
»ill apply equailly to individusls temporarily assigned to the Interim
sssignment Branch and will inciude all categories and typse of persomnsi:
4 thersugh check will be made of clerical applicants® qualificatioms and
desires as recorded on the fieid interview sheet and assigmment made to
the position considered most appropriate by the plasement offiser.

) 2. Reeruitment officers and othere engaged in personndl procurement
or progessing who have, or obtaim, kncwledge, direstly or indirectly, of a
kesn interest in, or a strong desirs for, overseas omgilcyment om the pard
of an applicant or a person in the precess of entering om duty will be
respongible for insurimg that such imformaticn is or becomss a miter of
arrf@m Tecord in the appilcant's of employes’s folder and that such
{alormaiion 18 taken into consideration im placement asticnss. Placement
afficers will adhere %o a policy of insurimg that such applicants or em-
pleoyees are not slotted ageinst, or assigned to, owerd offiges or other
of tices which are mot im a position to offer eventusl overseas assignment
%0 the individual. This ml% shall apply to clerigal personnel omly. No
promises or cormitments regarding ovarseas assignments will be made %o &p~
piicants by members of the Persomwl Office.

3. The placement officer will resord om the field interview sheet, or
o5 a memorandum for the resord, hie reascns for making the assignment.
Pisgement officers responsibie for the DD/P area Divisioms and Staffs will
conduat an initial interview at the time that an employee enters on duty
to insurs that the employee fully undarstands the type of position fom
which he was hired, the general area involved, the possivilities for over-
seas assignment and the promotional policy of the offise comcerned. The
results of this interview will be recorded on the empleyee’s summary vork
gheet., This means that the reps¥t will refiest the topics discuseed and
the understandings reached, rather than the mere fagt that the employee was

L- A second foliow-up interview will be condusted within ninety days
of the first interviow., II the first interview reveals that the employes
is making s satisfactory adjustment to his new situation, that the supervisor
is satisfied with the employee’s progroess, and that no apparent probleme
sxisk, the second interviev may be condueted via telephone (by calling both
the employee and his supsrvisor) if the plecement offiger ie too pressed
tor tims to hoid 2 personal interview. However, if prollems are ensountered
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in ihe course of the first imterview, it is desirabie that subsequeni
iﬁt@rﬁwa be made on a personal face-to-face basis rather than by ,
talephone. Fvery sffort should be exerted to resolve such cages expe«
ditieusly. Therefore, nothing contained herein should bs comstrued as
1imiting the mumber or frequency of ipterviews held by the plasement
officer on "problem" cases. In any svent, however, a second follow-up
interview will be held within ninety days of the first follow-up interviaw.

6. Those individuals charged with the review of felllow-up interview
reports should devete particular attention to such reperts in order t@n%»
anticipate a need for and initiate, when and as appropriste, subseque
personnel astions, i.e. transfer, training, rotation, reassignment, etc.
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