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Employee 
Interview 

Form - Labor

The purpose of the Employee Labor Interview is to ensure all 

employees are classified and paid at the highest rate, based on the 

work they are observed performing

The required number of interviews to be conducted on a 

federally funded contract is based on the contract dollar amount  

This chart is shown in Chapter 5 of the Construction Project 

Administration Manual (CPAM)

Interviews are to be conducted MONTHLY and submitted to the 

D2-CertifiedPayroll email address shown at the top of the form

D2 requests that these interviews be submitted within 2 business 

days of being conducted



REMINDER

If the employee is not comfortable answering 

any of the questions, please do not force the 

issue

Interviews are CONFIDENTIAL and no other 

employees or supervisors should be within 

earshot

All employees are subject to interviews except 

• Surveyors

• Supervisors

• QC Personnel

• Non-Working Foreman
A non-working Foreman is someone who does not operator 

equipment or perform any physical work onsite



Question:

1. If you have a project that does not 
have a lot of activity for the month, and 
you have the same four people onsite, 
performing the same work, should you 
interview them to meet the minimum 
number for the month?

No, notify your Resident Compliance 
Specialist.  

You may be asked to get some extra 
the following month when you have 
more employees



Question:

2. Can employees refuse to be 
interviewed?

No, it is a violation of Section IV of the 
FHWA 1273

3. If a translator is needed, should an 
employee, supervisor or foreman of the 
interviewee be utilized?

No, if the CEI does not have anyone on 
staff who can translate, please utilize 
Google Translate
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Interviews should be……

Conducted on a random basis

On a cross section of active contractors 

and subcontractors

Conducted until Final Acceptance is 

issued

Conducted while work is being performed 

and not upon arrival, during lunch, or at 

break time

Detailed in what work is observed



Employee Interview Form



Section A – will be 

completed when you 

receive the form

Section B – this is YOUR 

information (or the person 

conducting the Interview)

The Payroll email address shown is where the forms 

should be emailed within two (2) business days once 

the form has been completed



Section 1 – 

Employee 

Information 

completed by 

Inspector

Section 2 – 

Completed by 

Inspector based 

on information 

provided by 

Employee



SECTION 1 & 2

This information is supplied by the Employee 

Please be sure to ask all the questions to the 

employee, as they are shown.

QUESTION 3: Please do not assume who the 

employee works for based on the name on their t-shirt, 

a logo on the truck they arrived in, or a hat they may 

have on.

This assumption can cause issues with validating the 

interview.

If the employee doesn’t know how much they make 

per hour or their classification – It’s okay!



Section 4:

Ask the questions and if the employee 

has any comments add those to box 18



Section C is where we look to see what work the employee was 

performing at the time of the interview.  

Please provide as much detail as possible



Examples of 

Interviews that 

are not useful



Examples 

of 

Interviews 

that are 

not useful

“Shoulder work; placing material on drop off slope”

The interpretation was placing material on shoulder could have been 

accomplished using hand tools (shovel) as the employee was classified as 

a Common laborer; however, additional clarification was requested from 

the project personnel that indicated the employee was operating a front 

end loader to place the material.  Not only was the employee improperly 

classified, but they were insufficiently paid 

“Eating a grape Electrolyte popsicle” 

Not at all useful, and we would ask for an additional interview to be 

conducted.

“Operating a Manlift”

Clarification received was the employee was setting up 

traffic cones and flagging traffic

“MOT/Traffic Control”

The employee was only moving the lift from one location to another. 



Issues we have with Interviews

Incorrect Interview dates

Incorrect employer

Description of work does not include enough 

information for us to know what their appropriate 

classification should be



This is the type 

of information 

we will be 

looking for 

DETAILS

We need the……



Without this information, we would 

have had to see clarification from 

project personnel

The more information you give us in Section C, the easier it is for us to 

determine the appropriate classification.  

If we have questions, we will contact the Project Administrator, who will 

usually call you as ask for more information.



Mock 

Interview



BULLETIN BOARDS
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Bulletin Boards

District 2 has an employee on the JEAces 

contract who conducts all the Bulletin board 

inspections for all D2 Federally Funded Projects

We may ask, at times for our inspectors to 

take pictures of certain posters, so we can 

ensure the information has been posted by the 

Prime Contractor

Boards should not be removed until Final 

Acceptance is issued – NOT when work is 

complete

Depending on the nature of the project, 

exceptions for the location, or type of board 

may be made, but those decisions must go 

through the District Construction Office







Questions:

1. Are bulletin boards only for EEO, and 
Wage information?

No, there are other areas such as 
Environmental that require the posting 
of documentation on the Job Site.

2. Should the Board remain in place 
until Final Acceptance is issued?

Yes, work could occur after Final 
Inspection.



ON-THE-JOB TRAINING



On The Job 

Training 

Overview

All Projects could have training – Mandatory or Voluntary

District Construction issues concurrence for the proposed 

Proficiency Standards and classifications

When observing a Proficiency demonstration, the form should 

include the signature of the Prime Contractor, a ‘Concurrence from 

District Construction’ stamp and the signature of the District Contract 

Compliance Manager (DCCM)

For Federally Funded projects to require training they must be 

275 days or more and $3.5 million 

Training Evaluation meeting sets the final agreed upon number 

of trainees the proposed training classifications for the project, 

and if the contractors wished to utilize the Mobility OJT Plan or 

Conventional OJT Plan 



OJT Specialist will attempt to perform the appropriate interview but if 

assistance is needed in coordinating the process with field personnel, 

OJT Specialist will contact PA/PE.

Once the interview is complete and the trainee is enrolled, they will 

receive an ID card they are to keep on their person at all times.

This ID card will help to identify them as a Trainee if USDOL comes to 

the jobsite.

On The Job 

Training 

Overview



DAILY WORK REPORTS for OJT (DWR)

District 2 does not require that in information for the 

trainees be noted on the Daily Work Reports (DWR).

If the trainee does introduce themselves, please feel 

free to include any information you feel is necessary.

We ask that the Trainee introduce themselves to the 

Project Team, just so you are aware they are there.

Project personnel are not required to track daily hours for which 

candidate receives training; however, documentation in DWR is 

compared to the Prime Contractor’s records when validating training 

hours.



Daily-Weekly Report for On-The-Job 

Trainees

Completed by the Contractor who the Trainee is 

employed by.

We ask that if the inspector is not comfortable 

signing the form do not feel pressured.

If you did not observe the trainee on the equipment  

noted at the top of the page, again do not feel 

pressured



Example of a 

completed 

Daily-Weekly Report



OJT 

Overview

Project personnel are encouraged to perform labor interviews when 

candidate is performing work not associated with training.  

Graduation is based on Project Personnel’s certification of the 

trainee’s proficiency level as demonstrated.

The Demonstration can be performed on any construction project for 

which DOT is providing CEI oversite; it does not necessarily have to 

occur on the project for which the mandates are assigned

Ensure the Proficiency Standard reflects the correct trainee's name 

and classification for which demonstration is being performed, as well 

as all required stamps/signatures.

If possible, the ‘observer’ should print his/her name on the standard 

when completed



Proficiency Record for On-The-Job Training

Section 2: 

Box 8 will have the Training 

Classification and Box 9 will 

outline standards the trainee 

needs to achieve

Section 3: 

The form you are provided 

should have boxes 10-12 

completed. If it does not, the 

form is not valid

Section 4:

Ensure the trainee’s name is included in box 13 and the 

Contract # you are on is included in box 14

Section 1:

 will contain the Project that 

requires the Trainees (may not be 

the project you are on)



Proficiency Record for On-The-Job Training

Section 5:

The Date the observation is 

requested for to be performed  

as well as the Prime Contractor 

representative‘s signature

Section 6:

Includes the date the 

observation is performed, your 

signature, contractor’s 

signature and the trainee’s 

signature. 

If Milestone Observations are requested, it is permissible to use this form.  



Example of a 

completed 

Proficiency Record



Question:

1. Can Trainees receive training hours 
and have the proficiency demonstration 
completed on a project that does not 
have mandatory training? 

Yes, any project for which DOT is 
providing CEI oversite can be used.



SUBCONTRACT 
ADMINISTRATION



Subcontract 

Administration

Prior to a subcontractor commencing work on the project the 

Prime Contractor is required to notify the Department if they 

are not performing work with their own forces.

These documents are reviewed to ensure the subcontractor 

is not suspended or debarred.

Once all information is correct the information is put into 

PrC for all our DOT projects and an acknowledgement 

email is sent to the Prime Contractor, with a copy to the 

PA.

For LAP projects the PA will be copied on the 

acknowledgement, and they will notify the inspection staff.

The Compliance Specialist has five (5) business days to 

notify the Prime of any issues.



DAILY WORK REPORTS



DAILY 

WORK

REPORTS

(DWR)

Daily Work Reports are completed on ALL projects, whether 

they are state funded or federally funded

The DWR’s capture who is working on a project at any given 

time

The compliance staff compares the DWR’s to the payrolls 

submitted to ensure the appropriate classifications are shown 

for the work performed.

If you note a subcontractor in the visitor section of the DWR, 

we will not know.

The areas we are concerned with are the Contractor 

Operations and Subcontractor Operations – also known as 

COPS and SCOPS

If the subcontractor does not appear in PrC or your Project 

Administrator has not notified you that there is a new 

subcontractor, please give us a call.



DAILY 

WORK

REPORTS

(DWR) Give as much detail for each Contractor and 

Subcontractor as possible

This is an example of the Daily Report of Construction that has been used for 

many years.  This covers the basic information that is needed.



Please provide 

Prime’s name in Box 

1 and Subcontractors 

in subsequent boxes, 

as well as number of 

personnel on site, if 

possible

Add corresponding 

number from above 

as well as a brief 

description of the 

equipment on site 

for each contractor



This is Page 2 – if you 

would like to complete 

it, feel free.

We are mainly looking for the 

following:

• Prime Contractor Operations

• Subcontractor Operations

• Equipment used by all 

Contractors On Site

• Number of Personnel for all 

Contractors On Site



Example of what the DWR looks like when we pull them from PrC



Example of personnel and equipment



Ally Huesman

District Construction Compliance 

Manager

Cell: (386)389-6841

Office: (386)961-7559

Melissa Morgan

District Construction Services Manager

Cell: (386)389-1928

Office: (386)961-7361

Questions
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