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WL AT SEECUTIVES T0 U8 AFPMOVE

I desire nov to approve of all executive appeinied te pesi in Cenmiral
Grganizatiaﬂs, bhefore the eppointment is given perownent status.

I desire a full report from XASI attendant te the dismissal of any
germanent executive,

The data subuitted to me, to gqualify a departuent head as & peruanent
post includes.

1. A minius of 43 days successgful performance of duly on posi,

2 A statenment from the D, of P token from pc graphs of the luditer Juality
wnd ability of the person being appeointeds - ’

3. The appointees owvn graph and I,3.

4o. A summary of his Scientology careers

S. A security chock sheet on the persong L

8¢ An D-meter asscssment particularly on Felp and Control.

7. Tis exaw results for pernanent Staff Yember, :

3. Report on at Check of post by 0 Sec,

do Pxecutive, not uyproveu by myself on the above basgis may drev the salary
of his execuvive posi, but only the salary forme&iy dravn on & uon~executive
post until my approval is received by the Assn Sec,,; effective on receipil

of the letter,

N¥o Ixecutive wmay continuc as’an executive on permanent status, ualess
approved by ayself, 1 Angus& 1961, end if not approved will revert to pay
as & leading auditor evean %Jllc reqw&axuf posi,

For the purpose of this poiiqy ietter the following posts are defined as
IExscutive Pogts, ‘

In #ASI
Association (or Organzzation) gecreiary
PE Director,
Director or Training.
Director of Processinz,
Director of Promotion Tegistration
Chief Régistrer (3ocy)
Letver Rigistrar,
Director of laterial
director of Aseounts¢
In 2CC
700 Continentel Sec.
HCO Area Jec,

All persons permanentlv so0 appointed by myﬁeif ghall oehgiveﬁ a small
certificate to that effect.

EIR Tempcr&r} Zzecutive Appointuents to be
Passed by YOO .

The TC0 Centinentsl Secretary mus’l pags upon any temporary &ppazntﬂent of
an executlive, befare tiw perssn is given posti,

The auth crxzatxon to appeint & seaporary oue seutive amy bhe refused only om
the folloving groundz, :

1, Past mnaucc%safai experiencs with appoinies on ihat post,

2. Graph points not ‘@wer than. centre,
3. x«,r not legs than 120,

CONTIVUED.
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4. Security check pssged ol _
5, Control aud helps builtons get sceeptable reaciion on D-meter.
8. Exesinetinrz of staff prafiﬁe& and Iongevity show other perzons better

qualified for post.

1f no person can he found who qualifies for the executive post, it m&y
not be filled,

Temgora;z & E%rmanent Defined,

A Tempotary Executive Filla the post on tempornry basis, using the word
Temporary in the post title., H or she does not drav the executive posts units,
but dravas former units or the units of 2 leading auditor, vhich ever is higher,
Tle or ske may be removed from post wvith or without tause by the asan Sec. at
eny time, or a qualified HCO 300 during the tiuo that 1CO Sec ia handliing a

atate of Bmergency.

A Pervancut Executive usos the full title of and Aravs, the full units of
a p@ﬂto .

Be or she may be transferred to a ciailir post hy the Assn Sec or by the
BCO See, who is handling & stete of emergency that applies to that depertwent..
fle or she may be suspended for no’longer than tvo weeks in any three montihs
firos post witbout psy, to be processed im event of a consiatent failure in that
departgent. He or she may be removed from post only hy nyself after dve i~
veastigation, and reports are received by ue,

Appointuent to Staff Fusts.

No nppointment zay be wmade to ony post on staff until the following
procodure has becn followed,

An application form, (green into on pitk) since it belongs to Accts end
effect pay) is made svailable ot the office of tha Assn Sec's Secretory

People aesirxng onployuent are dirccted hy 2eception to the Assn Sec's
Secretary { or a small stock of forne vay be left with reception, )

The application form is self = dirccting. The person fille in his own
various qualifications and vital atatistice. It them sonds sends the peraon
directly to Test in Charge to be given a list or (as is more likely) to receive
thetest frou his filea., The person then goes to the HCO Sece The NCC Sec
uarike the application form in spnces “o revipw test, males & brief security
check and warks in thet result and then ststes either (a) The personm is ou-
ployable on staff or (b) This person cannot be employed on staff until processed
or {c) This person cannot be euployed,

If the resvits sre (b) or (c) the person iz 50 told at omce, If the
results are {(a) the person is sent to tbe Assa - Sec (or bis secretary) for
interviev and regulis of interviev are marled. The person is bhen told when to
coue to work or that he or she will be informed if there is an opening.

If the person is euwployed (nov or later,) the upplication has. the units or
pey wmaried on it by the Asen Sec's Sec onu xs sent to . the Accts ncpt, whon
eupl oywent is begun, N _
?&owﬁncoontc'5¢pt"ﬁﬁk@5*&”f$¥ﬁ§“‘f??'%Ea‘pe?son“in'the‘creditdi file,

Accounts may not pay out a& cheque until the form is in the Accounts Dept.
and is initialed ol, throughout. .

"The routing of the formr is written on the left ﬁargin in each case,
Imggrtant after Auguat lst! 196) the Accounts Dept smy not pay out pay even
vo ola staff unless an applicetion form ia in the Accounts file. ,

Termination .&sg‘x'gzg ent,

“hen euployument is teruinated, the person terwinating, to receive his or her
final pay must be routed on a similar form, CONTENUED
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The form ig obi-ined [row the lsan Jeefs Hoe, whe i8 custedian st all forms,
by the Dept heed of ihe leaving peracus'® depl or by the Assn 5ec.

The fora is eelf rouiing on the lefd hand jargin. I is green ink on
pinl papor.

The feorm jic leaded.

Terrisnation For:,

#ith sul this form you cannot receive your final pay or any recounéncation
to future euployers,

The leaving persom fills in name and dole and writes his given reason
for leanving.

e gives the foria to Depi Heax for his or Ler remaris,

The leaving person then reports to HCO and gets chiccked out for ARC
breaks and witholds, and mey be ordered to, precessing.

If the leaving person them chaanges his or her uind sbeut leaving the Foru
iz destroyed by the Dept ilead.

The person reports agzein to Jept Nlead for the foru to be continued or
degtroyed in event of person steying, and then tales the form to Direector
of Waterial to turn in his supplice and any equipment, and get an imitial,
This includes Tegeter or any such and in the case of a Dept Head or an Assn
Secs may require a full inventory by o paid company if the amount is great,

The person novw Zoes 40 acceunts with the form and receives with the
ferm his or her final par, :

Accounts, vhile keeping the folder of the person in a "dead File®™ at tLhe
hagi of creditors file, until the yeart's storsge of files is made, places
the persong orggicalt application for eagI$Vﬁent and the termination foru,
{stapled, ternipation at the back) into Couws lines 40 the Asen Sec's Sec vho
filles the pair in hie job upplication folder,

Seeking Personnal

Dept Teads secking porsonnal, wey procure it wherever thoy wigh, and
hevever, they wish but uust first look in the job spplication file of the
Asai Secfs Sec ip order to save time,

To Leep the file straight, the Assn Sec's Sec shouvld divide the file inte
live {mxth 3 mos) and znact;ve soguents,

In tipes of empansion a mailing can be sent to the whole list, Thig vould
serve to freshen the file and the roplies ean - | v . Filed with.the
original applicationa, %Until they lose a body, these epplicant people do noi
got "Goad filea™,

¥acping this application file up prevents the ranasmxtv of Emergency diring
ong byepozgses. of seewrity,—

The moat fruitful source of new personmal are the TE sud Acadermy and pernanent
help, vented notices should be posted in each,

Le ‘ion ubbard.
Qapyrx ht {e) 106
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