Appendix

50

What it is used for:

When it is Used:

Where it Goes:

General Instructions:

Form Instructions:

RECORD OF EMPLOYEE INTERVIEW

Explanation of Form

To be used to interview project workers in order to determine that
the Contractor and all subcontractors are complying with Davis-
Bacon Act, Contract Work Hours and Standards Act, and
Copeland “Anti-Kickback” Act requirements. It is used as a test
against payroll information. It is also used to verify compliance
with Section 3 requirements.

During the construction phase of the project.
Grantee's Labor Standards project file.

Employees should be selected for interviews either at random or on
the basis of suspected irregularities as determined through the site
visit or Payroll Reports. The number of interviews necessary is
determined by the size of the Project. A minimum of at least one
worker per trade and 25% of the total number of workers
must be interviewed. Interviews must be conducted during
construction a minimum of once a month to determine the
Contractor’s compliance with the aforementioned federal
requirements. Interviews must take place during the times in
which each subcontract is being performed to assure that all trades
are covered. This may mean that interviews will have to be
conducted during evening or weekend hours.

Items 1a — 1c: Self-explanatory.

Items 2a — 2d: Enter the employee’s full name, a telephone number
where the employee can be reached, and the employee’s home
address. Many construction workers use a temporary address in
the locality of the project and have a more permanent address
elsewhere from which mail may be forwarded to them. Obtain a
more permanent address, if available.
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Items 3a — 4c: Enter the employee’s responses. Ask the employee
whether they have a pay stub with them; if so, determine whether
the pay stub is consistent with the information provided by the
employee.

Iltems5—7: Tryto get specific responses from the employee so
it is easier to verify that the work observed is consistent with the
job classification listed on the payroll report. For example, the job
classification (#5) must identify the trade involved e.g.; Carpenter,
Electrician, Plumber, etc.

Items 8 — 12b: Self-explanatory. If the employee will not sign the
form, just note it in the appropriate box.

Items 13 — 15¢: These items represent some of the most important
information that can be gathered while conducting on-site
interviews. Please be specific about the duties you observed the
employee performing. It may be easiest to make these
observations before initiating the interview. Please record any
comments or remarks that may be helpful. For example, if the
employee interviewed was working with a crew, how many
workers were in the crew? What activities was the employee
doing e.g.; dumping gravel, laying down pipe, connecting pipe in a
ditch, etc. What tools and pieces of equipment was the employee
using e.g.; shovel, level, pipe, pry bar, etc.

The level of specificity that is warranted is directly related to the
extent to which interview(s) or other observations indicate that
there may be violations present. If interviews indicate that there
may be underpayments involving a particular trade(s), the
interviewer is encouraged to interview as many workers in that
trade(s) that are available.

Items 16 — 17b: The information on the form may be reviewed for
general compliance, initially. For example, are the job
classification and wage rate stated by the employee compatible
with the classifications and wage rates on the applicable wage
decision? Are the duties observed by the interviewer consistent
with the job classification?

After completion of the interview the Contract Compliance Officer
must note on the form whether the employee’s statements were
consistent and whether they verified what was observed.

The Contract Compliance Officer must cross reference the
information on the Record of Employee Interview form with
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information from the Contractor’s weekly Payroll Report, the
Register of Assigned Employees, and the Wage Decision,
indicating so by filling out the bottom part of the form.
Appropriate action must be initiated to clear any discrepancies and
questionable items.
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