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RECORD OF EMPLOYEE INTERVIEW
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Sensitive Information: The information collected on this form is considered sensitive and is protected by the Privacy Act.  The Privacy Act requires that these records be maintained with appropriate administrative and physical safeguards to ensure their security and confidentiality.  The information collected herein is voluntary, and any information provided shall and must be kept confidential.

A.	TO BE COMPLETED AT THE JOBSITE, PRIOR TO INTERVIEW                         
	1.	Date: ______________________________
	2.	a.  Contractor:  ___________________________  	b.  Subcontractor:  ___________________________
	3.	Observe employee at work. Describe the duties you saw him/her engaged in and the tools used:
 		_________________________________________________________________________________________
		_________________________________________________________________________________________

B.	INTERVIEW
	1a.	Your name:  _______________________________	 1b. Verification of identification:   |_|  Yes    |_|  No
	2.	Your phone number, home address, to include zip code, and mailing address if different:
		______________________________________________________________________________
	3.	The last day you worked on this project (by day & date) PRIOR to today:
		______________________________________________________________________________
	4.	The number of hours you worked on that day:  _____________________________________
	5.	Your job classification (list all or indicate if unknown):
		______________________________________________________________________________
	6.	Your hourly rate of pay (indicate also if paid in more than one classification or if unknown):
		______________________________________________________________________________
	7.	a.	Do you receive your fringe benefits in cash or are you covered by a fringe benefit plan?
			Cash  |_|          Fringe Benefit Plan  |_|          Unknown  |_|
		b.	If received in cash, amount per hour:  __________________________________________ 
		c.	If a plan, type of benefits received? (Check all that apply)
			Vacation  |_|          Medical  |_|          Pension  |_|          Other |_|:  _________________________
	8.	Are you an apprentice or trainee?    	
		|_|  Yes (Name of program:  ______________________________________________________)
[bookmark: _GoBack]		|_|  No
9. Describe your job duties and the tools and equipment you use:
_________________________________________________________________________________________
	10.	a.	Have you worked any overtime on this project (more than 40 hours per week)?  |_|  Yes   |_|  No
			b.	If yes, have you been paid at least time and a half for all such hours?
			|_|  Yes          |_|  No (Explain:  _________________________________________________________)

11.	Have you ever been threatened, intimidated or coerced into giving up any of your pay?
			|_|  Yes          |_|  No (Explain:  _________________________________________________________)
	12.	Do you know that you are working on a federally-funded project and that you are to be paid wages set by DOL (Davis Bacon wages)?   |_|  Yes    |_|  No
	13.	Do you know where the Wage Determination for this project is posted?
			|_|  Yes (Have you ever looked at it?   |_|  Yes    |_|  No)
			|_|  No
			Comments:  ______________________________________________________________________________
	14.	Do you know where the Notice to Employees is posted? 
			|_|  Yes (Have you ever looked at it?   |_|  Yes    |_|  No)
			|_|  No
			Comments:  ______________________________________________________________________________
	15.	Do you know where the non-discrimination poster is posted?
			|_|  Yes (Have you ever looked at it?   |_|  Yes    |_|  No)
			|_|  No
			Comments:  ______________________________________________________________________________
	16.	Have you ever been discriminated against in this project due to race, gender, age, ethnicity or disability?
			|_|  Yes (Explain:  ________________________________________________________________________) 
			|_|  No
NOTE:  If the employee does not know where the Wage Determination, Notice to Employees or Non-Discrimination information is posted, the interviewer should inform the person of the location(s) and urge them to look at all the documents!!
	17.	Are there any unsafe, hazardous, or dangerous conditions not normal to the job that you have been exposed to or are aware of in this project?
			|_|  Yes (Explain:  ________________________________________________________________________) 
			|_|  No
18. Remarks should include whether observed duties and tools used were the same as those described by the employee during the interview (use additional pages if necessary):  ______________________
		_________________________________________________________________________________________
		_________________________________________________________________________________________


	19.	___________________________________________			__________________________
			Employee Signature										Date

	20.	___________________________________________			__________________________
			Printed Name of Interviewer							Title

			___________________________________________			__________________________
				Signature												Date

C.	POST INTERVIEW AND PAYROLL EXAMINATION

	1.	Does the Payroll (LS-4) indicate that the employee worked on the date and the number of hours s/he indicated in B.3. and 4. above on the day prior to the interview?
			|_|  Yes    |_|  No
			Comments:  ______________________________________________________________________________
	2.	Does the LS-4 indicate that the employee worked on the date of the interview?
			|_|  Yes    |_|  No
			Comments:  ______________________________________________________________________________
	3.	Does the LS-4 indicate that the employee's job classification is the same as that indicated by the employee in B.5. above? 	
			|_|  Yes    |_|  No
			Comments:  ______________________________________________________________________________
	4.	Does the Payroll indicate that the employee received the wages as s/he stated in B.6. above?
			|_|  Yes    |_|  No
			Comments:  ______________________________________________________________________________
	5.	Does the LS-4/5 indicate that the employee received the fringe benefits in the amount and as stated in B.7. above?
			|_|  Yes s    |_|  No
			Comments:  ______________________________________________________________________________
	6.	Do the wages/fringes agree with the WD in the contract (to include modifications)?
			|_|  Yes s    |_|  No
			Comments:  ______________________________________________________________________________

			WD number (including modification):  _______________________________________________


			___________________________________________			__________________________
			Printed Name of Payroll Examiner						Title

			___________________________________________			__________________________
				Signature												Date






LS-10 - ON-SITE INSPECTION REPORT COMPLETED AND ATTACHED?
Yes  |_|          No  |_|






LS-9. RECORD OF EMPLOYEE INTERVIEW
Instructions

Keep in mind that both the interview and the information captured on Form 9 are considered confidential.  Interviews should be conducted individually and in private.  All employees on the work site should be ready and available for an interview if requested by the interviewer; however, the employee’s participation is voluntary.

Section A 
This section must be completed prior to the interview and should describe the actions rather than the job class, i.e., "laying water pipe in the trench" rather than Laborer Group 4.  Item #3 requires that the Interviewer observe the employee at work prior to conducting the interview.  This is a very important part of the interview.  If possible, the observation should be conducted unobtrusively, so that neither the employee nor the supervisor/contractor is aware.  The purpose of the observation is to ensure that the employee is actually doing the work as it is reported to the interviewer and as recorded on the LS-4, Payroll Report.  It also prevents situations in which the employee is actually doing work that requires higher wages but switches to a lower wage activity as soon as the interviewer appears.  For example, the employee is actually operating a backhoe, but suddenly starts carrying pieces of pipe and performing other laborer's duties as soon as the interviewer arrives.

If the interview is conducted away from the job site, a notation of the reason why and the location MUST be inserted here. 

Section B
Prior to asking the questions in this section the interviewer should introduce him/herself in terms of his/her role as the recipient's agent and explain the purpose of the interview and its confidentiality.  (Disclosure of employee statements is governed by the provisions of the Freedom of Information Act and the Privacy Act of 1974.)

Example: "My name is V.R. Smith, and I'm the Assistant Planning Director for Cactus City.  Cactus City has received some federal funds from the Department of Housing and Urban Development (HUD) for this street widening project on which you are working.  These federal funds require that the contractor comply with certain wage and labor laws.  Also, they require that some of the employees on the job be interviewed.  The (name of contractor or sub) knows that someone from the City will be interviewing people throughout the project.  I'd like to ask you a few questions about your work on this project to determine your employer's compliance.  All of the information that you give me will be kept confidential, as required by these laws, and your identity will be disclosed only with your written permission."

Employees should be asked for verification of identification (like a driver’s license) to verify his/her name, but having an ID is not required.  Employees should be encouraged (but not required) to produce pay stubs or pay envelopes which document the wages received.

The LS-9 form is for the Interviewer and thus s/he should feel free to make any additional notes on it as necessary, and to record additional information that may be important in determining contractor compliance. 

Other items to note are:

3.	This refers to the last day prior to the day of the interview that this employee worked on this project.
4.	The interviewer should make it clear to the worker that these items relate only to project work, not to other work. As a double check on the number of hours worked on the project, the interviewer should ask the worker the time s/he started work on the project on the day in question, the time s/he stopped, and the time out for lunch.  The interviewer is encouraged but not required to record these details on the LS-9 as the questions may help the worker to remember the number of hours worked.
5.	The worker may not be familiar with the classifications used on the wage determination and thus may use a descriptive term which may not be found on the determination, e.g., Rodperson.  Further questioning will probably reveal the information that s/he installs reinforcing bars and, depending on the area and WD, the worker will agree that his/her work is that of an ironworker.  These additional questions by the interviewer and comments by the employee should be noted on the LS-9, along with the correct job class title.
6.	The interviewer should determine what the worker is being paid and should not be concerned if the worker is being paid a higher rate.  However, if the hourly rate of pay stated by the worker is lower than the required rate, the interviewer should immediately question the worker further in an effort to determine whether the worker is mistaken or is really being underpaid.
	For example, has the worker actually received at least one paycheck for work performed on this project, or is his/her statement based on the rate received for other work? If the latter, the interviewer should ask the worker to check his/her next check to determine the rate of pay for work on the project.  The interviewer should try to arrange to re-interview the worker during the following week.  If the worker states that s/he received wages less than the required rate, the interviewer must try to solicit substantiating evidence from the worker.  For example, does the worker have a pay envelope, pay slip, pay check stub, or any other forms showing the hourly wage rate or hours worked and earnings available? If not, can they be provided at a later date? 
13 -15.	If the employee does not know the location of the Wage Determination, Notice to Employees and non-discrimination posters, the interviewer should tell him/her where they are posted and note 	this on the LS-9.

Although the interviewer should follow the questions as stated on the form and should never lead the employee into answers, it may also be necessary to deviate from the list of questions in some instances.  For example, if the employee says that s/he worked overtime but was not paid time and a half at the WD rate, several follow-up questions may be necessary to ensure that such hours were worked on this job, rather than on some other non‑federally funded job.  Note these additional questions (or at least notes about the fact that other questions were asked) on the LS-9. 

Section C
This part of the form is completed after receipt of the payroll reports, LS-4/5 covering the week during which the interview was conducted.  It is important that the LS-4/5 is received in a timely manner so that the recipient can compare and verify the interview information or attempt to investigate discrepancies.  The Payroll Examiner can be the same person as the interviewer.  If not, it must at least be someone familiar with the WD, labor standards provisions and the construction project.

If any of the questions in Section C are answered "NO," the recipient must investigate and resolve the issue, with documentation of the investigation and resolution in the Labor Standards File.  For example, if the payroll indicates that the employee worked a different number of hours than the employee indicated, the recipient must: a) contact the employee and ask for clarification; or b) request the contractor's actual time records, depending on the significance of the discrepancy.  This should be done without revealing the identity of the employee, i.e. by asking for all employee records for one work week. 

If the employee said s/he worked 8 hours and the Weekly Payroll said 6 hours, the recipient could start with a quick visit to the employee and ask for clarification.  "You told me you worked 8 hours, however, the payroll report shows you as having worked only 6 hours.  How many hours were you paid for during that week and do you believe it's the correct amount for the hours you worked?"  All questions should be stated in such a way or prefaced with a comment clearly indicating that the interviewer is not attempting to intimidate the employee.

However, if the difference in hours is great; if the employee insists the hours are correct and states that s/he was only paid for the lower number of hours shown on the LS-4; and/or if a number of persons interviewed state different hours than those shown on the payroll report, the recipient must request the actual time records and then conduct an investigation as described in the Handbook.
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