


T COUA PLAfiT 
ELll'J..01!.!Ufl' PROCEDURE 

I o RECl!.'PTION OF APPLICAHT 

n O PRELDONAHY nmmvmw - APPL~CATIOH BLANK 

1. General appearo.nl'!e .. 
2. Rocommenda ions -

by relative or other parson 1n Plant., 
3. If previously employed here - record checkodo 
4o Le.st employer - durotion and nature of job o 
5o Length of time lived in Ta.com 
6. !Jal.Tied sinf;la - divorced • n1do-ood. 
7. Physical condition. 

IIIo PRDJARY lNTERVIIl'l - fuiTlNG· APPLICATION BL/\1'"' 

lo Applicant quest1oll3d for any 1nformt1on 
necessary to clarify atatements on 
Application blanko 

2., Applicant rated as GOOD - ATI-:RAGE - REJECTED. 

IV o 00.MPIL.t\TIOH OF WAITnfG LIST OF DJSlR.A.BU:: APPLICANT .. 

Applications arran..:,c-ed for call to v: r • 
1n the followine o der of Pl'e:f'erence: 

FmsT ~ Applicants r~oviousl7 ~mployed 
here - vdth good recordea 

SJroOl'TD - Applicon'ts rated GOOD. 

THIRD - Applicants rated AVEW\GE -
s~reg,ated as to best ratings 
on the follovli.ne points-
(a) Height - weic}lt - at,30 
(b) Marriod singla - dependents .. 
(c) Roma m-mer - rentero 
( d) Last employment record~ 
(e) Extent of anxiety for work. 

Vo PRELI!.IINARY Sfil.ECTIOIT 

Applicants summoned (by telephone or letter) 
1n the order listed 1n IV. 

VL AP'PLICl\NT Rl:FLHHED TO DOC':'OR FOR HfYSIC'1L EXAl.UHAT.1.0II 



Pl.ACE!tmrr OF APPLIOIINT 

Vllo COUPU:TION OF l!llPID'xl,ll•:NT FORrA.S - INS'ffiUCTIONB W NP.', , l!l;1PLOYE.! 

The f'ollow1.ng employ.!ll!nt documents are completed by the 
employment clerk and propsrly s1ened by the new employee: 

lo Employee's Record., 
2o Employee's records folder. 
3. Form W-4 (Incone Tax}. 
4.. Satety Rules and Regulations o 

5. Assignmant Order o 

The following documents are given to the new employe€ -
with 1nstruet1ona to read and be eu1ded accordir,gly~ 
lo Sataty Rules and Rectu.a•tiona .. 
2o Working _Aflreament between Pl.ant and Uniono 
3.. Asaienment Order. -- T'.ae payroll number thereon is 

pointed ou·t to him., as well as the name of his forel!Ell 
and department - he 1s told to bring this Ordt9r v11 th 
him ,·men reportine for work .. 

Vlllo EXPLAUATION OF COMPANY I10LICY 

The clerk explains the foll01t11ne items to the new employee: 

lo Open shopo 
2o Senior! ty eystemo 
3o Waees and 11fferent1als. 
4o Shiftso 

The clerk tells the new employee to: 

lo Wear p:roper clothing for work -
hatp hich shoas, elovcs. rain clothesa 

2o Bring his own l\Dlch - towel - soapo 
5o Report to GA'l'r. OFFICE (location pointed out to him) 

on the data des1e,nated on his Aes1BD,I!Elnt Order -
1n time euttic1ent to allow tor punchill{j in of 
hie time card an time for his shifta 

Ile 1s told that the guard in the Gate Of'f'1ce will give hinl 
a brass payroll number and a tinv, card (with same number as 
on his Aseig;n.roont Order) P end that the cuard will: 

lo Instruct him 1n the punch 1nz in and out of his t 1.me card • 
2. Direct him to lockers and chane;e room - assign a locker 

to him and give him locker keyo 
!3 o Direct him to the Foreman of the Department where he is 

to worko 

Ho 18 told to present his Assigruoont Order to hie Foremano 

.IX. .ANY QUESTIONS llliGf..RJ)ING COMPANY POLICY ASKED BY THl!i ?lli1'i lltFLOYEE 
ARB .AW.;,1'JERBD IN DETAIL. 


