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BAH RELOCATION AUThS tT? 
Central ITtati Project

July 10, 1943

community mmm& smtxm 
P l R S O K H S l  m I

1» Administration 3.
Travel Supervisor — Sàiga Eikoyeda 
Relocation l€k Mi chi Okamoto

2* family TThitjS
Administrative Assistant

Susumu Yeuaashita
v >( ;v ; y *<* A '/MtWiUv to

I  p«;. A* A i t i  fe ’ //' |||;. ' III ' 5
l.^4r1@pÌBFÌlSr^ fa ith  Terasawal

Bimeyo Salto 
Kiyoshi Kin jo  

0t- ~ Shim Miho
Chiyoko Suehiro & PtópISl
Kiyo Ham da

Personal Services : . '
Supervisor . Amy K&jiwara ||

Transfers & Vis its  ? |pp  
¡§§1 Shlgeko Xahlkawa 

tóasako -Minami ‘|l|p|
; Mao Yamamoto

funerals:
;Sf|fp§| George Aso 

ll'i-.'A lbert Yoshida '■■ P ' ":,•■"■■ '■ ■■■'.•■" ■ •

¡it- Special Services!
Il Yoshl Morioka

Adult Probations
f|l| Sadae Bamada ŴmŜgaM

!$®Sa Miseellan eousj 
.. B iiehi Sato 1

Kiohlnosuke Takeuohi

C lerical 
Eiaiyo Miyata 
Sachi Tajima 
Mlchl Tao

V iolet Takeshita

Sayoko Yoshlfujl 
YUki Mikami

Mitsu Nakayama 
Midori Matsushita 
Betty Matsueda
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Family Relocation:
¡fpupervisor Kuwa Yoshida
4 ; Bob Hanamura 

sfäi/Sfcski Tamara 
Fate Sugiyarn 
HideI i  Nakamiso 
Kuni One 
Tupí Tama sh i t  a

Short-term Leaves: 
flraÍZMF M achi
Student Relocation:

Masso Askizawa |

Ration O ffice:| i 111« É  É n R 8 ® iiSS

C lerical

Suga Fukuoka 
Terry Mistuyasu 
Setsuko Kimora

3* O ffice Manager 
Senior Clerk 
F ile Clerk> 
Receptionist 
Messenger 
Telephone g ir l

Tosh-Safceta ■• ■■■■:  \  : ';■■■ -V . v

Ruby Kawamoto
Rose ühinoda (sick leave)
Haruko Tawa 
Susumu Tornine 
Hanah Abe i'-.-;'

4« T̂Bttiith Section: 
|P | ̂ Ooimselor j | |  

Supervisor :

Youth Quidanos:
1 George "' Takeda

Child Welfares ! 
Junko hedanl

.Mrs*| Louise Watson
June Merita L ily  Ishikawa
•Fumi Takeino t o Ray If akahara |

Marion Hishimura

3* Housing: VL,
^ M t i n g  Superintendent: Miss A ltrater!

Supervisor i 
M l. ConsultantsW Sjlflii ' H

Matsuko Kawasaki 
Chozo Mit orna 1 
San l i  Xshigami

Naoko Kawabe 
Statimi Sakaki

6 * Clothing :
Ration O ffioe; 

Admin/ Assist# 
Auditors

Sooi&l Worker

Miss Altv&ter 
Mrs* Murray 
George Boshide 
Charles Sakaki 
Toshinaga Shimomura 
M argret Ota

Helen Sasagima 
Asako H iah izono

Tamaye Imada 
Daisy Takahashi
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WAR RELOCATION AUTHORITY 

CENTRAL UTAH PROJECT 
Topaz, Utah

Community W elfa re  
May 13 , 1944

MEMORANDUM TO: Mr. LeGrande N oble
A ct in g  A s s is ta n t  P r o je c t  D ir e c t o r  
Community Management D iv is io n

SUBJECT: O r ie n ta t io n  o f  P erson n e l in  the W elfa re  S e c t io n

The o r ie n t a t io n  o f  a p p o in t iv e  s t a f f  in  the Community 
W e lfa re  S e c t io n  i s  c o n d it io n e d  to  a la r g e  d egree  by the p r e ­
v io u s  t r a in in g  and e x p e r ie n ce  o f  the p e r s o n n e l .  P erson s w ith  pro 
f e s s i o n a l  t r a in in g  f o r  s o c i a l  work do n o t  r e q u ir e  the same 
in t r o d u c t io n  to  the program  as th ose  drawn from  o th e r  f i e l d s  
f o r  p o s i t io n s  in  s o c i a l  w ork . L ik ew ise  an e x p e r ie n ce d  s te n o ­
graph er would r e q u ir e  l e s s  o r ie n t a t io n  than one w ith ou t p re v io u s  
em ploym ent. T h e r e fo r e , the fo l lo w in g  p la n  o f  o r ie n t a t io n  must 
be adapted  to  e a ch  in d iv id u a l  s i t u a t i o n .

O r ie n ta t io n  in  the W e lfa re  S e c t io n  in v o lv e s  g iv in g  th e  
s t a f f  members a thorough  u n derstan d in g  o f  t h e ir  p a r t ic u la r  
p o s i t i o n s .  B a s ic  to  t h i s ,  how ever, i s  a g e n e r a l know ledge o f  
the t o t a l  WRA program  —  i t s  p u rp o se s , fu n c t io n s  and s e r v ic e s  —  
and a more d e t a i le d  know ledge o f  the C e n tra l Utah P r o je c t .  I t  
i s  im portant th a t the em ployee be a cq u a in ted  w ith  the community 
and the e s s e n t ia l  s e r v ic e s  and f a c i l i t i e s  p ro v id e d  f o r  the 
h e a lth , w e lfa r e  and e d u ca tio n  o f the r e s id e n t s .  In  o rd er  to  
un derstand  h is  work in  r e la t i o n  to  the t o t a l  program , i t  i s  
n e c e s s a r y  f o r  the w orker to  know the fu n c t io n s  o f  the v a r io u s  
a d m in is tr a t iv e  and o p e r a t in g  d i v i s i o n s  and the r e la t io n s h ip  o f  
the W elfa re  S e c t io n  to  e a ch .

W ith t h is  g e n e ra l background the w orker sh o u ld  be g iv en  
m a te r ia l through  c o n fe r e n c e s  and a ss ig n e d  read in g  d es ig n ed  f o r  
the p o s i t i o n  he h o ld s  and adapted to  h is  t r a in in g  and e x p e r ie n ce  
T his m a te r ia l ,  w h ile  p r im a r ily  r e la t e d  to  the d u t ie s  o f  the 
p o s i t i o n ,  sh ou ld  in c lu d e  some u n d er ly in g  p r in c i p le s  and th e o ry . 
The head c o u n s e lo r  i s  r e s p o n s ib le  f o r  the c o m p ila t io n  and p r e ­
s e n ta t io n  o f  the m a te r ia l ,  bu t the e n t ir e  s t a f f  sh ou ld  p a r t i c i ­
pate  in  i t s  deve lop m en t.

The new em ployee in  a s o c i a l  work p o s i t i o n  shou ld  be 
g iv e n  s u f f i c i e n t  tim e to  become fa m i l ia r  w ith  the fundam ental 
a s p e c ts  o f  h is  work b e fo r e  b e in g  a ss ig n e d  c a s e s .  C ou n se lors
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in  the Community W elfa re  S e r v ic e s  shou ld  know the r e q u ir e ­
ments f o r  g ra n tin g  p u b lic  a s s is t a n c e ,  making a c lo t h in g  a l ­
low a n ce , a rra n g in g  h o u s in g , a u th o r iz in g  t r a n s fe r s  and o th er  
s p e c i f i c  d u t ie s  o f  the s e c t i o n ;  and the c o u n s e lo r s  in  the 
F am ily R e lo c a t io n  D is c u s s io n  Program need to  th o ro u g h ly  under­
stand  the o b je c t iv e s  o f  th a t program , the r e s o u r c e s  a v a i la b le  
and the c o n d it io n s  under w hich a r e s id e n t  may r e l o c a t e .  A l l  
c o u n s e lo r s  sh ou ld  have some know ledge o f  r e la t e d  program s 
and s e r v ic e s  o u ts id e  o f  the c e n te r  such as Red C r o s s , S o c i a l  
S e c u r i ty ,  s t a t e  w e lfa r e  i n s t i t u t i o n s ,  d i s t r i c t  and ju v e n i le  
c o u r t s ,  s o c i a l  a g e n c ie s  and v o c a t io n a l  r e h a b i l i t a t i o n .

F o llo w in g  t h is  p e r io d  o f  in te n s iv e  stu d y  a c tu a l  d u t ie s  
sh ou ld  be a ss ig n e d  w ith  s u f f i c i e n t  s u p e r v is io n  so th a t  q u e s t io n s  
can be c le a r e d  and h e lp  g iv e n  as n eed ed . I n te n s iv e  s u p e rv is io n  
sh ou ld  be g iv e n  u n t i l  the w orker i s  a b le  to  fu n c t io n  as a r e g u la r  
s t a f f  member.

The d i r e c t i o n  and s u p e r v is io n  o f  th e  s t a f f  i s  a c o n t in u in g  
p r o c e s s  which must be c lo s e ly jln t e g r a te d  w ith  the work and 
adapted to changes in  the program . There sh ou ld  be r e g u la r  
s t a f f  m eetin gs p lanned to  im prove the s e r v ic e s  and m ain ta in  
in t e r e s t  in  the work o f  the s e c t io n .

Claud E. P ra tt  
A c tin g  Head C ou n se lor  
Community W e lfa re  S e c t io n



WAR RELOCATION AUTHORITY 
C e n tra l U tah P r o je c t  

T opaz, U tah

O ctob er  12 , 1944

ORIENTATION FOR NEW WELFARE EMPLOYEES

The o r ie n t a t io n  o f  a new employee s t a r t s  w ith  th e  P erson n e l 
O f f i c e r  and p ro ce e d s  t o  the  d i v i s i o n ,  s e c t i o n ,  and u n it  t o  
w hich th e  p erson  has been a s s ig n e d . During t h i s  o r ie n t a t io n  
p e r io d , th e  new em ployee shou ld  b e  l e f t  w ith  th e  fo l lo w in g  
im p re ss io n s :

1 . That th e  P r o je c t  i s  g lad  t o  have th e  s e r v ic e s  o f  the new 
a p p o in te e  and not th a t  th e  P r o je c t  i s  accom m odating th e  
new em ployee by g iv in g  him a job,,

2 . That th e  o r ie n t a t io n  p e r io d  i s  a d e f i n i t e  p a rt  o f  th e  
r e s p o n s i b i l i t y  o f  th o s e  g iv in g  th e  o r ie n t a t io n  in fo rm a tio n  
and not th a t  t h is  o r ie n t a t io n  p e r io d  i s  tim e s t o l e n  from  
o th e r  e s s e n t ia l  d u t ie s .

The W elfa re  S e c t io n  Head w i l l  use th e  fo l lo w in g  o u t l in e :

1 . G en era l a c t i v i t i e s  o f  th e  W elfa re  S e c t io n .
a . Fam ily c o u n s e l l in g .
b . P u b lic  a s s is t a n c e .
c .  R e lo c a t io n  d is c u s s io n .
d . C lo th in g  a llo w a n ce ,
e .  H ou sing .

w ork in g  r e la t i o n s  among members o f  the W elfa re  S e c t io n . 
The new em p loyee1s r e l a t i o n  t o  th e  W elfa re  Program .

5 . The r e la t io n  o f  the new' em ployee w ith  the em ployees in  t h is  
d i v i s i o n  and w ith  t  he em ployees o f  o th e r  d iv is io n s .
a . E du ca tion  S e c t io n
b . H ea lth  S e c t io n
c .  I n te r n a l  S e c u r ity  S e c t io n
d . F inance S e c t io n
e . B lock  M anagers.

4 . The new em ployeeTs job  d e s c r ip t io n .
a . . .S p e c if ic  work to  be  p er fo rm ed . (To be g iv e n  by the 

new e m p lo y e e s  im m ediate s u p e r v is o r . )

5 . A rrange sch ed u le  o f  c o n fe r e n c e s .
a . D a ily  f o r  a p p rox im a te ly  one week'.



WAR RELOCATION AOTBORITT 
Central Utah Project

July 1 , 1943

MEMORANDUM TO: Sue Y a m s h ita  Id a s  Ktowa Y osh ida
Mr* Hi Bando .*̂  Mrs# Louise WatsonMiss Amy Kajlwara Miss Adrian Altvater 

Miss Faith t e a s a m t /

SUBJECT* Monthly Report

The Washington Of flo es have approved a plan to 
carry forward the reports of progress in divisions and 
Section in Topaz on a m o n th ly  ana quarterly basis here* 
after«

On July 1st and October, 1 s t , the third and fourth 
quarterly report for 1943 w ill be due* These w ill be 
prepared in more elaborate d e ta ilf as in the past, cover­
ing a ll  developments o f importance within the Center 
during the previous three months« This monthly report 
w ill bedue in the o ffic e  of the Community Management 
Division on the 27th of each month«

In order to be in step with th is new instructions! 
eaoh Unit Head w ill complete the report and forward i t  
to the Head Counselor not la ter  than the olose o f business 
on the 24th of eaoh month*

Attached find copy of the la test insturctlons of 
the outline you are to follow  in preparing this report«



mSTKUOTIONS FOR W m W LY  SUMMARY REPORT 

■ v *Tuly § f  1 0 4 3

1« Personnel employed and Relocation Progress: •

A) Permanent (Indefinite OS Appointment)
Bj Temporary (Per Diem)
0) Residents
Di Indefinite Leaves for this period 
M* Adequacy o f present personnel

2» ^Current Work:
L ist in A,B,C, order# Da replying to this question, 
there should be a complete l i s t  o f aooomplishments for 
fo r the month *

3* Supplies and Materials Reeded:
(L ist here in A,B,C, order those things which are prov­
ing a problem to obtain and where discussion may speed 

up procurement*)

4» Broblem Agenda 5
L ist here briefly  in A,B,C, form, subjects you would 
like to have discussed in meetings*

3* Recommendations or General Suggestions:
In your report and in replying to this item, please 
l i s t  the sp ecific  problems .in your Section in which {S 
you need the help of the Project Director oto the A s -  
asistant Directors* This might mean presenting some 
matters to the WRA office in Washington or i t  might 
mean suggestions regarding changes in existing policy

6 * |Pro jacted A c tiv itie s :
L ist b rie fly  as in above form, major projects contem­
plated or dates when projects w ill be finished* In 
addition, l i s t  scheduled a c tiv itie s , program, projects, 
operating development, plans for the month ahead* In­
dicate in  some manner, those a c tiv itie s  projected 
operating plans which you feel  should be brought before 
the Planning Board and in which you fe e l there should 
be an understanding as to policy and procedure.



WAR RELOCATION AUTHORITY 
CENTRAL UTAH PROJECT 

TOPAZ, UTAH

HOUSING POLICY 
November 18, 19b3

I. RESPONSIBILITY

A. To imke tho in it ia l assignment o f a ll rosidont apartments and 
to make a ll adjustments thereafter*

B. To keep a current record of the location o f a ll persons in tho 
Center.

C. To keep a current record of a ll vacancies.

D. To always bo cognizant o f tho population capacity o f the Center*

B. The Housing sta ff is  d irectly  responsible to tho Junior Counselor 
in charge o f tho Housing Unit, who is  d irectly  responsible to 
tho Chief o f the Community Welfare Section,

II . AUTHORITY

A. Tho Housing Unit is  the solo authority for  making moves within 
tho Center, All other division , sections and individuals have 
tho prerogative o f making recommendations, but tho Housing Unit 
is  the only rocognizod authority for  making assignments,

B. The Lousing Unit is  authorized to rofuso or delay transfers from 
othor Cantors or inductions i f  space is  not available.

C. Tho Housing Unit may freeze a ll moves in tho Center whenever condi­
tions warrant,

III . LARGE? GROUP INDUCTIONS (PO or more persons)

Preparations for tho reception and induction o f a ll  now residents is  
a primary responsib ility  o f tho Housing Unit o f tho Community Wolfaro 
Soction, It would not bo foasib lo  to  maintain a sta ff of su fficient 
sizo to service a ll phases, however, so certain resp onsib ilities  in 
large inductions are delegated to Divisions in which that type of 
service ordinarily is  carried out. Such responsib ilities  are set 
down in th is  instruction:

A. Preparations for induction

To be in complete readiness at least three days before tho sched­
uled induction day.

1. Analysis o f Roster by tho Housing Unit

Upon receipt of the O ffic ia l Roster an analysis o f tho family 
compositions and of individual characteristics (such as ago, 
sex, relatives, health, e t c . )  w ill be made by the Housing 
Unit. Forms neoossary:to tho induction w ill bo prepared:



Housing Policy--2

a* The Registration Form w ill be typed up for  each
family unit showing a ll available information« After 
being typed, the forms w ill be f i le d  under these 
breakdowns: fam ilies of 7 or more; fam ilies o f 5 or 6 ; 
fam ilies o f hi fam ilies o f 2 or 3 .

The Registration Form w ill also be typed for  single 
individuals and w ill be file d  according to  sex and age: 
under 20; 20 to 30; 30 to 1+0; ZxO to 50; over 50.*

b. Housing assignment forms w ill be typed up for  every 
available apartment and for  each unit of available 
snace in bachelor quarters. These forms w ill be f i le d  
under A-B and S-F combinations; A and F apartments;
B and S apartments; C and D apartments; and further 
broken down by blocks,

c . I f  possible, assignments of housing space w ill be made 
prior to induction, the completed forms described above 
matched and fi le d  alphabetically to  fa c ilita te  the 
actual induction process.

I f  in the analysis of the Roster it  is  discovered that 
individual or special medical care w ill  be needed, a l i s t  
o f such persons w ill be sent to the Chief Medical O fficer,

A l i s t  o f fam ilies with small children, a l i s t  o f motherless 
or fatherless fam ilies w ill be sent to the Head Counselor,

A l i s t  o f school children w ill be sent to  the Education 
Section.

2 , Supplies

The Housing Unit w ill send a l i s t  showing the number ©f in ­
coming family units and individuals togother with the l i s t  
o f vacancies in each block to the Property Control Section, 
and a duplicate cony o f each l i s t  to the Chairman o f the 
Block Managers» The Block Managers and the Property Control 
Section w ill work out tho procedure for  making cots, mat~
trossos, and blankets available in tho apartments to bo 
occtmiod.

The Housing Chit w ill send a copy o f tho l i s t  o f vacancies 
to tho Operations Division and any information available 
regarding tho condition of these apartments. Tho Operations

*!£**£? apartments in order fo r  occupancy,, 
and w ill work with tho Block Managers so that tho apartments
bv^tho timo1thd* ° lcnn0? î  "nd furnishod with cots and bedding oy tho timo tho now residents arrive.



Housing Policy--3

The Block Ihang'rs w ill ho ready. to receive requests from 
now residents fo r  lumber with which to put up shelves and 
build basic furniture;*

3. Transportation

Tho Operations Division w ill ordinarily, roooivo copies o f 
tho O fficia l Rost or and Baggage List with which to make 
arrangements for tho transportation o f now residents and 
their belongings; I f  a co^y o f tho Rostor is  not roccivod, 
the Housing Unit v i l l  furnish ono.

Transportâtion should be rlannod so that adequate care can 
bo given elderly persons, small children, pre-natal and post­
natal cases*, and persons who night have become i l l  during 
tho trip..

Arrangements w ill be made for  the orderly transportation o f 
hand baggago from tho station to the place o f induction, and 
from tho place of .induction to assigned apartments..

b* Safety

Tho Internal Security Division w ill plan and carry out tho 
details o f safety,, direct t r a f f ic ,  and suporviso such inspect^ 
ion as may be in order,.

5. Place o f induction

Tho Deputy Project Director w ill dosignato a building or 
buildings of su fficient sizo and with fa c i l i t ie s  adequate 
to accommodate the functions o f tho induction. Ho w ill 
notify  tho Housing Unit of this designation as soon as 
possib le . 1 Tho Housing Unit w ill thon n otify  a ll.o th er 
Divisions or ; Sections o f tho space available for  their 
work An the induction process.

6 . Guido service

Tho Chief o f Community Management w ill designate two groups 
to act as guides:

a. Ono group w ill act as a reception committee and w ill
arrange for  soating accommedubious for  tho now residents 
whilo they wait their turns to be registered.-’ This 
group w ill mako arrangements and carry out tho details 
o f entertainment and refreshments,:i f  any,.and w ill 
generally.make the now residents fee l w elcom e.(Suggested 
groups:. Church organizations, /YWCA, /etc*.)
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b. The second group T i l l  conduct the nor residents to their 
apartments and assist then in becoming fam iliar with 
numbering of blocks, in locating their hand baggage, etc. 
(Suggostod groups; Boy Scouts, etc'.)

At the discretion o f the Chief of the Operations Division, 
Carrier Service may be arranged.

7. Sating arrangements

The Housing Unit w ill notify  the Project Steward o f the 
approximate number o f now residents to  oxpoct in oach block 
so that adequate anting arrangements can be made.

8* * Medical examination

The Medical O fficer w ill sot up an Examination and First Aid 
Station at or near the place o f induction..

Induction day

1. The inductees w ill bo transported from the station to the 
place o f induction in small groups, i f  possible*.

2. The placo of induction w ill bo roped o f f  into fivo  sections;

( l )  The Reception Section; . Iho now residents w ill  bo ‘ 
rocoivod by the group described above under III -6 ..

{c. j iho Housing Assignment Section: lloro, the heads of 
fam ilies and single individuals w ill  register and ro­
ce ive  ̂ apartment assignments..

(3) The Medical Examination S e c t io n .A fte r  induction,- a ll 
now residents w ill report to tho Medical O fficer for  
examination.

^4 Tho Baggage section; Hand and checkable baggago w ill 
bo unloaded at th is section where it  w ill bo idontifiod  
and claimed by tho now residents..

(5 ) ,0,Tho Tran sport at ion Section;. Under tho supervision o f 
the Operations Division,, now residents and thoir baggago 
w ill bo transported to assigned quarters.-

Coordination

In o rd o rto  coordinate a ll a ct iv it ie s  described under Part III of 
his instruction,, i t  is  necessary that each Division or Section 

men ionod bo responsible for  making arrangements to have on hand
•'rtioXos_ (oh iirs, t ib io s ,. signs,. drinking cups,, e t c . ) 

that Will bo usod in thoir pnrt o f ,  largo group induction.
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Tho Housing Unit Trill bo responsible for  planning tho soquonco of 
thoir operations, for ' overall coordination, and following through 
with each Section and Division*

IV. SHALL GROUP INDUCTIONS

A. Transfers

Tho Housing Unit shT.ll bo n otified  by tho Special Sorvicos Unit of 
tho Tiolfa.ro Section ns soon ns it  is  known thnt n transfer w ill 
tnko plnco. Tho Housing Unit w ill  then tentatively assign tho 
spaco for  tho transferee* When tho transferee arrives and is  ad­
mitted to tho Contor, Internal Security w ill immediately notify  
tho Housing; Unit by the most expedient means available. Ordinarily 
th is w ill bo done by Carrier Service. Tho Housing sta ff mombor 
w ill f i l l  out tho registration forms and tho spaco assignment forms 
and w ill conduct the transforoo to his assigned quartors and con­
tact tho Block Manager. Tho Block Manager w ill issue cots and 
bedding and make arrangements fo r  securing lumbor with which to build 
c losets , shelves, and basic furniture.

£. Re-inductions

Tho Housing Unit w ill  be furnished with a copy o f the approved 
Resident Permit (VRA-lOl) when an evacuee returns to the Project as 
a resident. The Housing Unit w ill then o f f ic ia l ly  register the 
person(s) as described under Transfers, (IV-A).

C. Small group (under 50 persons) and individual inductees

For individual inductees, i .e .  persons who are entering the Center 
fo r  the f ir s t  time and small groups o f fam ilies and individuals, 
the procedure w ill be the same as described under Transfers (IV-A).

D. Night inductions

The same procedure w ill be followed for  night inductions as des-r 
cribed under Transfers, except that Internal Security w ill  contact 
some designated member o f the Housing sta ff at his home.

S. V isitors

Ordinarily v is ito rs  w il l  be housed in their  fam ilies1 or frien d s1 
apartmentsf In cases where the v is ito r  does not have such space 
available, Internal Security w il l  n otify  the Housing Unit and 
space w ill be made available* A v is i t o r fs permit w ill  be issued;

Original—Housing f i l e  
Copy —V isitor
Copy —Block Manager
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V. INDUCTIONS FORMS AND REPORTS

A. The Registration form HL11 contain the name, family and ID numbers, 
the sex, age, family composition, and the Housing Assignment. 
(Exhibit 1 )

Di; itributioii:
Original
Copy
Copy
Copy

—Housing
•♦Statistics
—Hospital
—Block Manager o f block rrhere family or 

Individual has boon assigned

B. Housing Form No. J w ill be issued 
of the family. (Exhibit 2)

showing the permanent address

Distributioni
Original - -to  the family
Copy —file d  with the Registration Form in the Housing

Unit

C. Information regarding birthdate-, birthplace, former residence, 
family head and who is  being joined for  the use of the Welfare Sec­
tion  in sotting up case f i l e s .

D, .After each induction a l i s t  of new inducteos w ill be made up in 
memorandum form and distributed as follow s;

Original .♦-Statistics
Copy -♦Hospital
copy “ -Internal Security
Copy ♦♦Front Gate
Copy “ “Project Reports
Copy “ ♦Post O ffice
Copy -♦Express Warehouse
Copy —Placement
Copy —Welfare
Copy —Fiscal
Copy “ “Timekeepers
Copy —Leave Office
Copy --Housing File

B* t he,Pew’ induotee Be requested to report as soon as possible
to the Hospital fo r  entrance physioal examination, except in large
group inductions when the examination takes place immediately upon 
arrival.

VI. ADJUSTMENTS

A, Applications fo r  adjustments o f housing assignments w ill bo
received from family heads, single individuals, the Welfare Section 
Medioai Section, or interested individuals and w ill be serviced by 
an adjustment Counselor on the Housing Staff.



Housing P olicy—7

Adjustments -will be made on the basis of the individual merit o f the 
request. Requested adjustments involving separation of fam ilies w ill 
be referred to  the Family Counseling Unit or the Youth Guidance Unit 
.for recommendation before any adjustment is  made,

E, Priority  w ill be given emergency adjustments based on social or 
medical recommendations.

C. Single persons w ill be required to live  in bachelor quarters. 
Individual rooms w ill not be assigned to single persons.

D. The army standard of housing 3 -6«5-5^*•3 w ill be used as the
maxium. Wherever space permits, the maxium w ill be reduced.

Special attention w ill be given fam ilies with small children 
between the ages of three and eight and teen-age children..

E*. A Permit to  Hove w ill be issued and distributed:

Original --Housing f i l e  
Copy —Individual or family head
Copy --Former Block Manager
Copy --Hew Block Manager

F, Change o f address

A change of address l i s t  w ill be made up bi-weekly in memorandum 
form and distributed:

Original — Statistics
Copy --H ospital: ( l ) Record Room (2) Public Health
Copy —Placement
Copy —Post Office
Copy —Project Reports
Copy --Express Warehouse
Copy —Welfare
Copy —Leave Office
Copy --Clothing
Copy --Internal Security
Copy —Timekeepers
Copy —Fiscal
Copy —Housing f i l e

G, Transportation

To fa c ilita te  the movement o f persons from one apartment to another, 
the Housing Adjustment Counselor w ill set tho date and the time for  
the movement and Will notify  the Trucking Service, The Trucking 
Service w ill report the completion of the move to the Housing Unit,

H, Holding of space

A reserve of approximately 1<# o f tho apartments available for  
residential housing w ill bo hold for possible emergencies* Families
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who are on seasonal leave may retain their apartments if* they 
so desire. Such fam ilies must assume responsib ility  for  leaving 
personal e ffe cts  in an apartment and must make their own care-taking 
arrangements. Space w ill  bo held fo r  single individuals on seasonal 
leave, but the^Housing Unit may use th is space i f  necessary, and wall 
assume responsib ility  for  moving and safeguarding property le ft  in 
the apartment. Personal e ffects  or other property lo ft  in apartments 
by persons v-rho have le ft  the Center on indefin ite leave may be removed 
by the Lousing Unit and placed in the Warehouse for  storage.

VII. SERVICES

A. Partitions

ÏÎ10 receive requests for  partitioning from the
Block Lanagors, Hospital, Family Counseling Unit and heads of

I f  a ft?r . ^ sP°otion tho Housing Unit finds the request 
ju s t ifie d , a requisition for partitioning w ill be placed with the
P r3"nt i ° n^ ï>ÎVÎ Si0n# The rocl^ isition  w ill be based upon plans
i i C,7Î^ V hlCh4.î?a\°T b00n st*nd^ d izod  by tho Operations Division,
the Wa^Prn^ L°pslnf  Fnit w iU  k0°P ^  mind the restrictions of the war Production Board in using building material.

B. Inspections

Tho Housing Unit w ill  make a monthly inspootion of vacancies 
reporting to tho Oporations Division any damage to apartments anv 
cleaning or other maintainanco w ort necessary. aPartmonts* «V .

VIII. RECORDS AUD STATISTICS

A, Tho Housing Unit w ill  maintain and keep up to dato daily :

1# « ° ? rd f i l ° d irectory showing tho names ases sex m  «wa
amily numbers o f a ll fam ilies and individuals in tho Contor.

2 ' r t o w w Ù l f f  fU a  on 0,,0h hpartmont in tho Contorshowing assignments, vacancies and condition,.
B. Tho Housing Unit w ill rocoivo:

I
2* From the Hospital noticos of births death« «„x,.discharges. ng> aoaths, entrances and

3« From the Leave Office <st „ ai ° °  i ls t s  of seasonal and indefin ite leaves.
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’ROCEDURBS FOR ADMINISTRATIVE INSTRUCTION, NO* . 35.

SUBJECTî Public Assistance Grant

POLICY Project Directors are authorised to make public- assistance grants to e l i - .  
gible evacuees in such amounts and under such.terms and conditions s.s"are 
herein prescribed. Public assistance grants w ill be in addition to sub­
sistence. *

I. Requirements:'

A.

B.

b.

Those persons without adequate means .of support for  themselves and their 
dependents. - ’y
1-. Single individuals, heads of families who are unable to -work ¡because 

o f illn ess  or incapacity-.
a. All r ig h ts 'to  sick leavé and a ll rights t ç . unemployment compensa­

tion periods shall have expired. . ; • *
I f  a medical c e rt ifica te  i s  necessary from the 'Hospital, i t  • 
should be secured from the Topaz' Hospital Medical, Social Worker. 
Liaison o ff ic e r  between the Community Welfare ¿Section and the 
Hospital Medical Socia.l Worker .is the .Social. Service. Supervisor 
o f the Family Section'.' . .

Children without support under 16 years o f age. .. .
Heads of families which have total- net income (from a ll sources) that 
is  inadequate to'mèet their  needs.

E lig ib ility  shall not exist for  employable persons who rofuso to work»-*

2.
3.

I I .  Grants:

A. Amounts o f grants
1. Amounts shall not exceed the following: 

a-. • Men. . . . . . . . . . . . , , ,  , . , , , , . , ,
b • Women. . . . . . . . . . . . . .

B.

C.
D.

2.

.............................................. • •••..».-.-•. »•. . « . . ,  > 7*5 men-;h
•••’----- •'........... ................... . . . . . . . . . . . . . . . . . . .  1|,25' per mon'-b

c . Children 13 through 17 y e a r s . . . . . . - . . . ; . . , . . . . , .......... . 2.^0 per moneb
d. Children under 13 years.................................... .................  I .50 per moncK
Grants for family shall bo tota l o f  a ll e lig ib le  individual member's •’ 
grants. Total grant shall not exceed applicant's needs,
a. On the applications, the family composition shall consist o f only 

t oso presently in the home; i.e .-, i f  a member is  on indefinite-
leave, working outside o f -the Center, he should not'be included in ' 
the present family. • :

b. In the.lower, space on th e ;back o f  the- application, worker should # 
state individual name,, .ago,- and the amount' o f ' the cash grant as 
well as the clothing ;grant ( i f .  requested or determined to be ' 
necessary) and the total, Bor the 'fam ily ,. -This itemization -i-s ■ for

. .. . . VQr\ lca1?ion ¿purposes, fqr.our Section as w ell as thaFisqai: Section.
C ritical need—Project Director may make Special grants in cases of im odi at: 
needs. Justificat.ion-.must bo attached. These special grants w ill be for .
families where.-an actual ju stifia b le  emergency exist s. .
Grants for  clothing may be made in particular instances. " ' ‘
A monthly grant, may bo issued fo r  those fam ilies wherein the head is  not 
able to work and a member (son, daughter, -e tc .) o f  the family Is  employed.
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Wg should, however, in such cases state the condition and document in our 
f i l e s  the need fo r  a monthly grant fo r  such fam ilies.

I I I .  Procedure;

It shall be the responsibility of the Community Welfare Section to 
receive and investigate a ll applications for public assistance grants 
and to render such follow-up service as are necessary to good family 
case work,
1, After needs, e t c ,, ' are determined and grant found to be necessary 

block  worker w ill 'a s s is t  with; w . :
a. Application Form WRA %  in quadruplicate. . . .  . ‘
b t Obtain case number for  application from register kept fo r  that 

purpose by head o f c le r ica l d ivision ,
c . Submit' applications to his Unit Supervisor for approval*

2, ^After approval o f Unit Supervisor, Family Supervisor, and Senior
Counselor, a ll  four copies w ill be forwarded■to Head o f  Communitv 

. ' Welfare; Section for approval and signature* . . . y
. a '  Upon- approval a ll copies wi l l  be forwarded•to Clothing Unit for 

Vouc ho ring, ■
j*  Clothing Unit w ill voucher the application ;or applications on

77» 1 original- and 6 copies .for. F isca l,■ a.nd- 1 copy for Familv 
Division ard Clothing; ‘
a. Moro thnn one grant can be listed  bn a voucher form
b. Each voucher-mu St be oorrmW , W pa n  S i  lo m *

voucher numbers! ' X out * W  and- DC
c . Clothing w ill

fe) C,0TT ° f  "PPnoation (form 76) and 1 copy o f voucher
(2 ). forward o n p n a l copy o f  application and-o'ririnal m d T  

f  voucher to Head of Community Welfare. Section for... • . . . .  and. transmittal. to- Fiscal. Section _______  .
(3 > return 2- copi-o-s- o f  o-opHoation to- -Family- Division- for filin«-

to'  Family o f  vouchor, for

copic 
approval

;o
routing

IV, Rogul at ion s i

.Ai

B.

No assistance shall be extended for longer period than JO days at on- time*. .. . . . . . .  . ‘
l% ^ rcumst*nl os: o£ each, recipient 'shall be reviewed at least once aac 

a yw days before further assistance, is approved,
- • continuing -cases,, however,, the original wi l l  suff ice unless

se .freon inactive for at least 30 days* -----—
■ b*: Report;ifiy ation .form’ (B eeertification“for“"Publie Assistance r

Grants; to be used for such purpose* 
toy misuse of. nubUc assistance' funds for purposes other than spoeifi od 
shall beysufficient reason for. discontinuance o f  further' ftsslstonoo. •
1.0 a s s is t s « «  grants shall, be.made whorb an applicant is  c lip il 1- for 
same or oquivalont assistance from another- agency or whore another tvos 
o assistanco w ill  bottor onablo applicant to moot his no ds - '



Case No.

APPLICATION FOR PUBLIC ASSISTANCE GRANT

Project^________ _________ _______________ Bate

Applicants Name ___________________

Address

Family Composition

List Head o f  
Family and 
Other Members• • 
Of Household

! j j
Relation j ! ¡Wor1 
To Head j Age ! Sex [Yes

cing
No

| ’
Not Wc 

Seeking 
Work

rkin p 
Unable 
To Work

r—

Reason 
Unable 
To Work

Chil 
in S 
Yes

dren
choo!

No
'1 , Head

i i 
|- j t iti

2.
1
1

____
3. ’ ’

—

4. . • . ‘ - • " V
—i—

5.
--- ---:-------- -----H

•

6.
' ' 11 ------

7. *

8.

A s s e ts ........ .., e

Financial Statement 

_____ L iab ilities . ................ $

Total .............. ..................... §

Cash income during past 90 days $

( Over)



1  hereby ce rtify  that the above information is  true and correct to mv best knowledge 
and b e lie f  and that my resources are not adequate to meet the essential ne*ds o f  mv- 
s e l f  and my family J

Signature:

Report

Applicant* s Needs are:

Recommendation: • •

Application rejected: (Cross out
(inapplicable

Grant approved in the amount o f  $ (statement. 

Date
(Head, Public Welfare Section)

Grant Paid _______ '_______
(Date)

Voucher No. 

Amount $



WRA -  77.

Voucher for Public Assistance Grant

State County_______________

Appropriation___________________________
(Symbol) (Title)

»Project Name ]  ' No_____________

Date

Name and Address j Case 
o f Recipient j No 

_________________________ 1____________

Cause for 
Public Assistance 

. ... .........
Amount

1 . ' '
1
i

............... §.................. ..........J
2.

!
1!

3. i. . . .

h.

5.

6, •

7.
j

8.

9. .

0, j.

Total $

Account verified  correct

WRA Voucher No, 

D.O* Voucher No, 

Page No,________

Paid By

(Signature o f person preparing voucher)



I c e r t ify  that the above voucher i s  correct; that i t  appears from th*» 
records of my o ffic e  that the persons named thereon are le g a lly  entitled  
to public assistance payments in the amount sp ecified ; that the case 
number shown in d en tifies the fam ily e lig ib le  for public assistan ce, of 
which the recipient i s  the responsible head, and that each has been duly 
investigated and found'to be e lig ib le  for the assistance sp ecified .

By authority of the
D irector, War Relocation Authority

(Signature of approving o f f ic ia l )

(T it le )

Approved for $

(Signature of C ertifying o ffic e r )
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WORKING SUPPLEMENT ON PUBLIC ASSISTANCE

1 1  General Statement

Chapter 30 .4 .1 0  o f the War Relocation Authority Manual pro rides that 
the Project Director 1» authorised to make public assistance grants 

» o  e lig ib le  evacuees in such amounts and under such conditions as are 
therein prescribed. Public assistance grants s i l l  be in addition to  
subsistanee, In general, public assistance la  given upon application, 
to those evacuees whose income is  determined to be inadequate to meet 
th eir mi n imum requirements,

I I  E lig ib ility  ¡1 1

Por the purpose o f determining e lig ib ility  for public assistance, those *v 
persons who are found to  be without adequate means o f  support fo r them- 

l|p||| selves and fam ilies are classed as follow s s

1* The Aged

For the purpose o f determining e lig ib ility , a person in th is cate­
gory is  an individual who has reached his 65th birthday. Age may 
usually be verified  by project records or through other re liab le  
sources. I f  a person la  determined to be 65 years o f  age or overJf 
no medical statement is  necessary in determining e lig ib ility .

2 , The H I  and Infirm

In th is category w ill fa H  those persons and th eir dependents, who 
are certified  by the Chief Medical O ffioer to be unable to w ork! 
because of illn e s s , permanent or temporary d isa b ility . In case o f 
permanent d isa b ility , i t  is  neoessary to have wily the original 
certificatio n  as to  such d isa b ility  unless there is  subsequent 
evidence or information to indicate that the d isa b ility  no longer 
esie ta . In case o f temporary illn e ss or d isa b ility , the Chief 
Medical O fficer sh a ll ce rtify  to the d isa b ility  o f any person re­
ceiving assistance for him self and/or his dependents for the period f  
during which assistance is  granted. A ll temporary cases should be
rechecked by the certifyin g physician as frequently as is  deemed 
necessary by him. Applicants and th eir dependents in th is category 
w ill not be e lig ib le  for public assistance u n til a l l  rights to

1 s k 1 ■■ f-l ■ • . f #  - 4 ; ' / ' i # 7 /
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illn ess compensation under the regulation o f the War Relocation ?  
Authority hare expired. Expiration of rights to illn e ss  compensation 
should be verified  in  writing by the Project Employment o ffic e ,

3 . ¡Impendent Children

In th is category m ill be included those children who are in  need of 
public assistance because o f the death, or absence from the home o f  
one or both parents, th is includes only children under 16 years o f  
age excepting those over 16 attending school at the project. When 
one o f the parents or a dependent child or children, or any other 
dependents o f the fam ily head are liv in g  in the home they should 
be included in the grant, ¡5 :*

In cases where assistance to  a fam ily has become necessary because i  
o f divorce or separation o f the parents, reasonable steps should 
be taken to  locate the parent responsible for the support o f the 
fam ily and to determine his a b ility  to assume th is obligation.

The dependents o f a wage earner who is  engaged in off-p ro ject 
employment through seasonal, tria l-p eriod  in d efin ite , or indefinite  
leave, may be e lig ib le  for public assistance i f  an investigation  
shows as su fficien t need. Assistance in th is category, however, 
should seldom be extended for more than 30 days in the case o f 
seasonal or tria l-p eriod  in defin ite leave, and not more than three 
months in  the case o f indefinite leave. In each o f the three types 
o f leave situations heretofore mentioned assistance should not be 
given u n til a report has been secured from the Project Relocation 
o ffic e  giving any information i t  may have about the employment, or 
employment prospects o f  the wage earner. I f ,  in  any ease, i t  is  
necessary to extend assistance for more than three months to the 
fam ily o f & person engaged in o ff-p ro ject employment, the fie ld  
relocation o ffic e  should be asked to  investigate the financial 
a b ility  o f the fam ily head or other responsible members engaged 
in  off-p ro ject employment and report the findings to the Project 
Relocation o ffic e , Ji*'/' f  V""'

4» Unemployed

Included in th is category are single persons and the heads o f  
fam ilies in need o f public assistance for themselves my* th eir  
dependents who are registered for employment, but find Employment 
unavailable. Employable persons under 65 years o f age who refuse 
to work at project employment for which they are determined to  be 
qualified by the Project Employment o ffic e  sh all not be e lig ib le  
for Public Assistance,

In case o f  a woman under 65 years o f age the Project Employment 
o ffice  sh all determine from her past employment experience whether 
she is suitable for available project employment. I f  i t  is  found 
that such an individual is  not suited or qualified for available  
project employment she may be e lig ib le  for public assistance.
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5* | Other

A single individual or the heal o f a fam ily whose to ta l net income is  | 
inadequate to meet his needs and the needs o f his dependents may be 
e lig ib le  for public assistance* In unusual circumstances public a ssist­
ance may be given to a fam ily to supplement wages from project employe 
ment, including clothing allowance, is  le ss  than the maximum amount 
that such a fam ily might be e lig ib le  to  receive as a public assistane# 
grant*

I I I  Meed

Heed sh a ll he determined on an individual basis taking, into consideration^ 
the usual and basic needs o f such individuals in a fam ily group, or the 
single individual liv in g  alone* O rdinarily, needs for public assistance 
sh a ll not be deemed to  exist i f  a person's to ta l Income, as hereinafter 
defined, is  greater than the to ta l amount a single individual or fam ily 
may be e lig ib le  to receive as provided for in 30*4*13  of the Administra­
tiv e  Manuel, plus the maximum clothing allowance provided for in 30*4*514 
o f the Administrative Manual* :

I ?  Income and Resources

In determining e lig ib ility  for public assistance, the applicant shouldm 
be asked to  make a declaration o f a l l  resources and income available to  
him, both within end without the project and his to ta l net income sh all 
be taken into consideration la  determining hie e lig ib ilit y  to  receive 
such a grant * Where i t  is  determined that a person applying for or re­
ceiving public assistance has money in banks, or owns stocks or bonds 
which are readily negotiable (except for U. S , War Bonds not to  exceed a 
to ta l o f §500 purchased under normal schedule and in such manner as not 
to resu lt in the circumvention o f th is provision) or other liquid  
resources, he or she should be required to use such resources to meet 
hie or her needs before qualifying for a Public Assistance grant, except 
that a fam ily may retain not to  exceed $100 in cash or in other negotiable 
resources, exclusive of 0* 5* War Bonds, under the term above mentioned, 
for each o f i t s  members*

| |  V if Procedure

1* Application should be made at the o ffic e  o f the Public Assistance !
Unit in the Welfare Section, except in those cases where the person 
is  physically or mentally unable* In the event that a person wishing 
to apply for public assistance is  unable to  come into the o ffic e , a 
worker w ill be sent to  the home to take the application*

2* Application w ill always be made on Form WRA 76, which meat be signed 
in quadruplicate by the applicant*

3* The applicant w ill be asked to give a fu ll  financial statement as 
prescribed under section IV above on income and resources, and also  
to furnish a statement of his employment prior to evacuation in order 
to determine i f  any p o ssib ility  for Old Age and Survivors Insurance 
benefits exists*
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4* The application form sh all be approved by the counselor unless 
th is authority is  delegated to  an assistant counselor*

sillWs''.

5. The Public Assistance Unit sh a ll check with the appropriate 
division or section to  v erify  information regarding a ll  
applications «

6 , Medical certificatio n  sh a ll be secured as prescribed under the
section 11-2 above relating to the 111 and Infirm*

7* A narrative record sh a ll be maintained for each fam ily unit or 
aingle person applying fo r , and/or receiving public assistance. 1 
The record sh all contain the date o f each application together *  
with the reason; a report o f each investigation made and a state­
ment o f further investigation needed) show the action taken; and 
i f  the case is  approved fo r  a grant show the need for continuing 
the grant as w ell as any changes in the fam ily situ ation . I f  
services other than financial assistance are given th is also  
should be shown in the record.

VI Amount o f Monthly Grants

The amount o f the monthly grant for needs other than clothing sh all 
not exceed the follow ing except, when the Project Director is  author­
ised to  make special grants to  meet eases o f c r itic a l need. 1

1 . For Men —  #4.75
2 . For women —  $4.25
3 . For children (13-17) ----- #2.50 |
4 . For children (under 13) —  ¿1 .50

The nearest age at the beginning of the fis c a l year sh a ll determine'! 
the age throughout the year. , | \

Clothing allowances should usually be given in addition to the amount 
pallowed for other needs, and should be included in the grant.

VII Special Public Assistance Grants

Special public assistance grants in  addition to  or independent o f the 
maximum amounts provided for in section VI above, may be authorised 
to provide for certain items o f expense in cases o f c r itic a l n eedfi 
In addition to  other items o f expense in  eases o f c r itic a l need. In 
addition to  other items o f special need, not herein named, these may 
include grants for baby la y ettes, eye g lasses, and medical appliance* ¡P 
or a id s, {upon proper certifica tio n  as to need) when such appliitees  
or aids are necessary for the recovery, maintenance or protection of 
health, and providing that such appliances or aids cannot be provided 
by the health section .

The same rules o f e lig ib ility  as are covered in section IV above relative  
to income and resources sh all apply in determining e lig ib ility  for | 
special grants.

The follow ing rule should be used in determining e lig ib ility  for a 
special public assistance grant. I f  the to ta l needs o f a single  
individual or fam ily, computed on a public assistance b&sAA, for a



three months period (plus the amount o f the special items o f c r itic a l 
need) are greater than the to ta l income available to  the applicant 
for the three months period immediately predeeding the date o f appli­
cation, the applicant may be e lig ib le  for a special assistance grant* 
The amount of th is  grant w ill be lim ited to the difference between 
the to ta l needs, computed on a public assistance basis (Including the 
amount o f the c r itic a l need) and the to ta l income from a l l  sources 
during th is period, providing such sum does not exceed the amount o f 
the c r itic a l need. I f ,  for example, a fam ily of four whose only S  
income is  from project employment, applies for a la y ette , the maximum 
amount i t  would be e lig ib le  to receive as a regular public assistance  
grant, under the probisions of section VI above, i f  there were no 
income in the fam ily, would f ir s t  be determined. This might be $26,50 
a month or a to ta l o f $79.50 for a three months period. The Income 
for the three months immediately proceeding the date o f application  
would then be computed, which for a fam ily o f four might be $29 , 5oJf 
per month or a to ta l o f $86.50 for three months. The to ta l income 
for the three months would then be considered in relation  to  the 
to ta l needs and in th is  case the needs would be $16.06 greater than 
the income, which would be the amount authorised for the special p 
grant .|

/ s /  Claud Pratt

Claud H. Pratt 
Welfare Counselor

Original Signed by 
L. T* Hoffman

Appwwttrit _

L. T, HoffmanlJj 
Project Director



MEMORANDUM TO: 

RE:

SUBJECT:

Famfiy Counseling .Staff 
Community Welfare Section

Procedure for Administrative Instruction No. 45 (Rev.)

Assistance to evacuees granted indefin ite  leave for  
the purpose of accepting employment.

POLICY: . It  is  the policy  of the War Relocation Authority to
a ss is t  evacuees in meeting costs o f transportation and 
in i t ia l  subsistence expenses, where th is  is necessary 
in order to  enable the evacuee to  accept an employment 
opportunity for -wh ich an indefinite leave has been 
granted under the terms o f Administrative Instruction  
No. 22 ( Revised).

I • Requirements:
A* Assistance w ill be given where needed only to evacuees who have 

boon granted in d efin ite  leave for the purpose of accepting employ­
ment •
1 . Assistance w ill  be given only when indefin ite leave is  f i r s t  

issued. I f  a person returns from an in d efin ite  leave, he 
w ill not bo able to rcccivo th is  assistance when he goes the 
second tim e.

2 . Assistance w ill  bo given only to those loaving a fter  March 
24, 1943.

B. Assistance w ill  bo given for a wage earner and for members o f his 
family as dofinod in Administrative Instruction No. 2 7 , Supp. 3 
Section X II , paragraph A which was followed in sotting up tho 
basic family card.

C. I f  a person loaves tho Center to accopt hostol or h o sp ita lity  ar­
rangements with tho intent o f taking private omploymont, th is  
assistance w ill bo givon.

D. This assistance can also bo oxtondod to persons loaving the Centor 
on indefinite leave evon i f  they havon’ t  a d efin ite  job i f  tho 
WRA Relocation O ffice in the c ity  to which tho person is  going 
has previously placed a blankot roquest with tho lo ca l placement 
o ffic e  for residents to  come out to  look for work.

E. Wives and children of soldiers in the United States Army sh all bo 
given th is  assistance provided for in th is  Instruction when they 
leave a relocation  centor on indefin ite  leave regardless of 
whether they are leaving to  accopt omploymont or whether ap p li­
cation is  made for tho entire family group at ono time or indi­
vidual members of tho family make applications at d ifferen t tim es.

I I .  Procedures:
A. The to ta l cash resources of tho family at tho time the wage earner 

is  granted lcavo should be su ffic ien t to cover coach faro for each 
member of tho fam ily, $1,00 per person per meal of oach day o f  
travol for moals enroute, and cash to moot in it ia l  subsistence 
oxpensos at tho placo of omploymont, calculated as follow s:
1 , $50.00 for the wago carnor, plus $25.00 for ono dependent or

a to ta l of $50.00 for two or moro dependents that w ill  
accompany or follow  him on indefin ite leave .



2* I f  the fam ily’ s cash resources do not equal th is  amount, 
assistance w ill bo* given to  the''extent' nooded te  raise ? rr; 
their cash resources to th is  to ta l .

B. I f  aftor receiving .aa ,in d efin ite ’ leave for the purpese Qf Accepts 
int employment, the wage earner does •noti.possp.ss.-thG.miniinum cash- 
resources indicated in II  A above:
1 . Ho applies at /the leave Off ic o fo h  rocommendation:; f  or reloca*-

tio n  expense: on ̂ memorandum form, addressedfo tho; Transport^*-v 
tio n  Supervisor. . -. • <:*'/ ^
a . This w ill  bo forwardod to the G ommunity'.; Wo I f  are Soo t^-on .<. „ 

in duplicate» .and taken to  • th e • Tr.avc.l Supervisor.
2 . The Travel Supervisor willJ> r.. \ *. j

a . A ssist tho applicant in f i l l i n g  out WRA-CU. 3.9. "Applica­
tion  for Relocation Expense" in sextup licato .
(1) Original and 2 copies of WRA-CU 39 and tho carbon 

copy referra l for relocation  expense o f the Leave 
O ffico w ill  bo forwardod to F isc a l.

(2) One copy to  C lothing-of WRA-CU 39, .v.’ " ;  ST'-
(3) Two copies retained, by-W elfare— one to  CaScj'File' 

and ono to O ffice F ile .
3* Transportation Supervisor. w ill . • :» v.-f ilew -

a . Check the, to ta l  cash incojnc for the fam ily during the
past six. months y.»/. : 4-' ;.j

b . Compute amount o f grant to  be provided to  wage oarnor-and
his dependents« / .

c .  Make itinerary to place of proposed employment.
d. Post on public .assistance! voucher WRAt 7*7-v to ta l amount to

bo paid to  applicant '," signed, by Head. Counselor *, and f  or­
warded to 'F iscal- Diviaidn-i/o4.« -*v . • ,1 rr;».:

4 , F iscal Division w ill roviow case submitted by Welfaro. and . 
make payment. -•; : . • ••

I I I .  Regulations: , • ; /
A. I f  any o f tho -v.ro.go oarnor’ s dependents do-.not intond to accompany

him when ho leaves tho project but intond to fo llo w  him la to r , 
that part of tho grant: payable to  them sh all be doforrod u n til  
thoy leave tho p ro je c t* .. . "  : •.
1 . Tho amount of grant should, :howevoj*, .bo computed a t tho time

the wage oar nor leaves and. must not bp. r ocpmputo-d at • the 
timo the dependents follow * -r.’V : :.. .

2 . The amount o f  coach tr a in  fare is  /computed;according to in d i­
vidual destination. • .-c/h.,. • 1

B. Tho wage earner subsistence allowance o f ..'$50.00.;shall bo • ¡made only 
te  ono wage darner in tho same family« ;.. . \fi;
1 . A w ritten approval that the porson can have tho monoy, must 

bo obtained from tho head of the fam ily.



MEMORANDUM TO: Family Counselling Staff 
Community W olfaro Section

RE: Procedure fo r  Administrative Instruction ilo, I4.6 
(Revised)

SUBJECT: V isits between Centers

POLICY: It is tho policy o f the War Relocation Authority to 
permit v is i ts  to other centers when the interests o f
the residents and those of the WRA are served thereby* 
However, in lino with lim itations of travel fa c i l it ie s
r,nd the ncod to lim it c iv ilia n  travel, a ll reasonable 
care should bo exercised in granting such permission*

I • Req ui r erne nt s :
A* V isits  to other relocation c enters at government expense or 

at resident * s expense w ill be recommended by the Community 
Tvelfr.ro Section to  the Project Director when they pertain 
to the following categories o f e l ig ib i l i t y :
1* To attend funeral o f member of immediate family--defined 

as father, mother, and children. Consideration maybe 
given in unusual circumstances, to  extending this to 
grandparents, brother, or sisters of individual members 
o f the immediate family,

2. To v is it  a close rolativo who is  i l l  i f  in the opinion 
of the attending physician such a v is it w ill servo the 
best intorest o f tho rrtien t,

B. V isits ca.nnot bo recommended for a.uthorization a.t government 
expense i f  they are:
1* Social v i s i t s  (Social v i s i t s  to relocation  centers

located in evacuated areas, i . c , ,  Tulo Lake, Manzanar, 
cannot bo authorized either at government expense or 
at resident’ s own expense*)

2. Funeral o f  other than members o f immediate family unless 
other factors necessitate attendance.

II* Procedures:
A. Request to v is it  another center

1* Jtt the time a iopa,z re si d out makes a request to v i s i t
another center, Vforkor shall determine i f  the v is it  fa l l s  
undor IA or IB o f above e lig ib i lity  classifications* 
a. I f  the v is it  can bo authorized, Worker shall prepare 

a le tter  requesting v is it  in quintuplicate or a 
wire fbr t oletyping i f  the situation so warrants, 
to  bo signed by the Frojoct Director and addrossed 

vA*; bho  ̂Direct or o f the project to which resident wishes
to v is i t ,  stating tho nature and affirm ative rccomnon- 
dation for tho visit.,
(1) Submit a ll copies o f le ttor  to Unit Supervisor 

for review,
(2) I f  Unit Supervisor approves, they shall bo fbr- 

wardod to the Family Supervisor, Senior Counselor, 
and Head Counselor fo r  approval. Thoy shall bo 
routed thus:
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(a) Original to Projoct Director fo r  signature 
and Tailing

(b) Ono copy to tho Travel Supervisor in the 
Administration Building B Community Welfare 
o f f i ce

(c) Ono copy to 'welfare Office in Roc 23
(d) Two copies to Mail and Files

(3 ) When a f  avorablo roply is  received from t he other 
center approving tho v is i t ,  Worker shall so noti fy 
the resident and Travel Supervisor, Arrangements 
for sending a wire notifying tho other center as 
to tho time of loavo, e t c , ,  w ill bo made by the 
Travel Supervisor*

b. After all the above preliminaries are completed, a memo 
shall be prepared by Travel Supervisor in duplicate 
for Head Counselor’ s signature to the Leave O fficer, 
recommending that a short-term loavo be granted the 
resident, which must include a b r ie f resume of why the 
leave is  being requested,

B, Request made at another center to  v is it  Central Utah Relocation 
P rojoct,
1* At tho time a le tter  or wire is received from another 

center requesting approval fo r  a v is it  into th is Centor, 
Worker d ia li:
a. Make homo v is it  to fhmily or friends to whom v i s i t  is 

being made
(1) Conf irm nature o f  -visit
(2 ) Chock up on Housing arrangement

(a) I f  necessary that v is itor  bo assigned quarters 
other than with persons ho is vi siting,
Housing should be so n otified  and clearance 
made,

b* I f  home v is it  v er ifie s  need fbr or desirab ility  o f
v is i t ,  a le tter  or wire must bo prepared in quintupli­
cato, giving approval o f  v is it  and requesting approxi­
mate time o f v i s i t o r ’ s leave and arrival to  this Center,
(1) Letters submitted to Unit Supervisor f  or review
(2 ) i f  approved by Unit Supervisor, is  forwarded

to tho Family Supervisor, Senior Counselor, and 
Head Counselor f  or fina l forwarding to Projoct 
D irector,

J

I I I , Regulations:
A, I f  a paroled alien  desires to  v i s i t  the members of his family 

or friend at another relocation  center, i t  is necessaryt hat 
clearance be obtained f  rom 1TRA? Washingt on, D, C, Address 
such requests via t ole typo to Dillon S, Mycr, Ba,rr Building, 
17th and I Streets, ¿7 ashington, D, C., stating name, ago, sex, 
str.tus (parolee), and reason for tho t r i p ,
^   ̂ T̂ s it  cannot be authorized under tho provisions o f  this  
Instruction, resident shall bo so n otified  by the Welfare 
Section,
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1* Resident sh all have the right o f appealing to the Head 
Counselor i f  he fee ls  his case merits iUrthor considera­
tio n , Therefore, i f  the applicant can give additional 
information to  further c la r ify  and ju stify  h is r o q u o st , 
Worker should assim ilate the additional findings and 
again submit the request*

C» Bscorts and m ilitary  passes--arranged by Tra„vol Supervisor 
1# In order to  comply with regulations of the W estern 

Defense Command when t  ravel is  authorized under th is  
Instruction to or from projects located in the restricted  
area, w ssc s  w ill  be secured from th e  Western Defense 
Command through T7 RA Field Administrator, Whitcomb Hotel, 
San Fr-ancisco, C alifornia, and escorts aro required for  
travel in M ilitary Area No* 1 and that part of M ilitary  
Area No. 2 which is  in the State o f California* 
a, Bscorts may bo also provided in othor cases when the 

Project Director believes it  advisable to  do so*
2* nscorts must be Ca.ucs.sia.n members of the War Relocation 

Authority*
3* I f  i t  i s  necessary fbr ovacuocs from othor orojccts to 

travel in the W estern  Dofonso Command where tho escorts 
aro required, arrangements should be ma,do through tho  
projects and through the San Francisco o ffic e  to have 
a.n escort from one o f tho western projects moot the 
ova.cuoo bo fore he reaches the evacuated area.



CLOTHING ALLOWANCE

I* ELIGlBLESl

A* Those persons who are shown on the payroll aa having worked 
one half or more o f the total working hours during a month*

e*g* October, 1945 has 188 hours to be worked} November,
1943, 192 hours} and December, 1943, 200 hours*

B* Those persons who have received Extended Illn ess  Compensation 
(Unemployment Compensation) for 15 days or more during a month*

l * f ° r  a long period because
ofAIllndSs Compensatron 15 days after stopping work, and 
may receive the Compensation for 5 months i f  the illn e ss  
continues*

2. Such person must be in a doctor*s care*

5* Pull wages w ill be paid during the f ir s t  15 days before the 
Extended Illn ess  Compensation becomes effective*

C* Those persons who were shown on the payroll and also received 
Extended Illn ess  Compensation for a to ta l o f 15 days or more 
during a month*

D* Dependents to heads of fam ilies i f  the heads are e lig ib le  under 
one of the three items above (A*B»C*)*

E* Those head who are unable to work may apply for Ptiblic Assistance 
for clothing as well as for the cash grant*

I I .  NON-ELIGIBLES

A. Those employable persons who are not shown on the payroll 
with the exception o f wives*

B* Those persons who worked voluntarily without pay, whose 
time is  not recorded with the time-keeper*

C* Those persons who might have been e lig ib le  for Extended 
Illn ess Compensation but who did not apply*

D* I f  a head o f a family becomes in e lig ib le , his dependents 
automatically do not receive clothing allowances.
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CL0TH1NG ALLOWANCE -̂ '-'ft ”, - V, f\ ' C  ̂ '• \ ’• -.t *f'' X 1 ,

111* DEPENDHTTS ■ : '',v': /. -; ¿5 • X * /• :I &

A* Children 17 years o f age and younger.

B* 65 years old persons.

c* Invalids who cannot work.

D* Children attending school at Topaz who are 18 years or over,

E* Housewives

1 ? . SHORT TER», SEASONAL AND INDEFINITE LEAVE

A» Employable persons who leave the Center on Short Term Leave 
are also entitled to receive clôthing allowances i f  e lig ib le  
trader I ,  ELIGIBLES above*

B* Dependents who leave the Center on Short Ter® Leave are 
entitled to receive clothing allowances*

C. Those persons who leave the Center on Seasonal or Indefinite  
Leave are,not e lig ib le  for clothing allowance.

V* HEAD CHANGES

A* I f  a head o f the family should relocate himself or be absent 
from the family for any reason, another member of the family 
should be designated as head immediately in order to receive 
clothing allowance at the relocation o ffice*

B. Those persons who desire to have the head of the family changed 
for other reasons must apply at the Welfare Section at Rec. 25.

C* Clothing allowance for dependents to the head may not be ob­
tained i f  the head change i s  neglected, since the allowance is  
attached to the heads* e lig ib ility *

VI* PAYMENT

A. Clothing allowances were paid in one lump sum for each month 
to the head of a family for himself and his dependents i f  the 
head i s  e lig ib le  under 1 , ELIGIBLE above in the following scales*

0 - 7  y rs . —  $2.2»
8 - 1 5  yrs* — $5*25
16 yrs* and over — #5*75

B* Individual members o f a family with the exception o f dependents 
receive clothing allowances as individuals i f  e lig ib le  under I ,  
ELIGIBLE, above.
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CLOTHING ALLOWANCE

C* Xi the housewife qualifies to receive clothing allowances and 
the head does not, she w ill be paid the allowances as an indi­
vidual whereas the head and his other dependents w ill not be 
paid*

B* Clothing allowance for persons who are 17 years o f age or younger 
w ill be paid to the head o f the family as dependents whether 
they worked one h alf or more o f the total working hours during 
a month*

E* Those students who are 18 years or over do not receive their  
clothing allowances during school vacations extending over 15 
dsyg o f a month unless they are shown on the pay roll*

F* Payments are made in alphabetical order*

G* Because cltohing allowances are based on so many records, i ,e * ,  
payrolls, extended illn e ss  compensation, incoming and outgoing 
people, b irths, deaths, marriages, moves, b i l l s ,  for clothing 
obtained at the warehouse, etc* allowances for any month cannot 
be paid u n til the subsequent month*'

H* The individual received the notice must go in person to the pay 
station, present the notice and sign for the check. The pay 
station i s  located at the north side of Block 19, Bldg* 1 .

X* Checks w ill be forwarded to those who have le f t  the Center»

VII* DEDUCTIONS

A. The clothing allowance for those who obtained clothing from the 
W*R*A* warehouse w ill be reduced by the cost o f clothing in 
accordance with the established price* The deductions are made 
during the month in which clothing was obtained*

B* I f  the cost o f the clothing i s  more than the allowance in a 
month, the balance w ill be deducted from the allowance in the 
subsequent months, un til the account w ill become clear*

I f  ary balance remains when a person leaves the Center a req uedk 
for payment w ill be made to him at the time o f his departure.

C.



EXTENDED -LLNESS COMPENSATION 
(Unemployment Compensation)

I .  Eligible®:

A* Those who are actively engaged in WBA P r o je c t  employment 

who are unable to report to work due to illness#

Hot®l Placement w ill send an application for extended 

illn ess  compensation to the persons to be 

f i l le d  out and to be retu rn ed  to Placement*

B# The Compensation shall be paid only after application 

to , and certification  by, the Employment Division.

C. Those who are e lig ib le  for the Compensation automatic­

a lly  received clothing allowance. (See clothing 

allowance)

I I .  Non-Eligibles:

A* Those persons who are able to work, but do not have 

jobs.

B. The original application for Extended Illn ess Compensa­

tion shall serve as the basis for payment u n til the em­

ployment Division directs the termination of payments 

because the evacuee;

1* had reported that he is  physically able to work.

2 . has received the compensation for 90 days.

Note: In case of termination for i lln e ss , the 

parties w ill be notified by Placement.
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III* Compensation:

A* Hate of compensation, 60$ of monthly wages, i .e .

$720, $9*60 or $11*4-0 per month*

B* The compensation shall be paid from the date the 

applicant became e lig ib le .

C. 15 days sick leave benefit shall be extended 

(15 days* wage shall be paid to sick person).

NOTE: For any questions concerning extended illn ess  compen­

sation, please contact Placement Office in the Heloca 

tion Building.
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X* Those who sustain Injuries in the performance o f duty are 

entitled to the following compensation*

À« Necessary medical treatment Including hospitalization*

B» Compensation payment during a period o f to ta l d isa b ilities  

in the amount of two thirds 2 /3  of the workerfs monthly wages 

as of the date of the accident«

C# Compensation awards for permanent pertial d isability  

resulting from the loss of limbs* eyes* fingers* etc*

D* In case of death* burial expenses not in excess of $200*00«

E* Compensation awards to dependents i f  the injuries caused 

death*

II* injured and disabled persons may receive either extended 111«* 

ness compensation (unemployment compensation) or Injured and 

Disabled Compensation*

III*  15 days sick leave b e n e fit  shall be extended to the injured 

and disabled worker*

IV# E lig ib ility  for Public Assistance Grant —  I f  their compensa­

tion is  in su fficien t to support themselves and their families* 

he may apply and receive public assistance grant*

Notes Injured and Disabled Compensation does not Include the 

clothing allowance;!therefore* the clothing allowance 

may be given to them through the public assistance 

grant*
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A ll report o f Injury shall be given to the Section Head 

by the Injured workers within A& hours after the injury  

occurred# A claim which Is  not reported within 60 

days may be disallowed*

VI. notice of injury shall be prepared although the injury 

i s  very slight*

VII* This Injured and Disabled Compensation Benefit may be 

obtained outside of the Relocation Centers*



I* H ig ib les*

£MikiAO...£P&lb$AfrQM tekl»#X

Am Single individuals and head o f  fam ilies who are unable 
to work because o f  illn ess  or incapacity*
1* After a l l  rights to sick  leave and a ll  rights to 

Extended Illness Compensation have expired*
2# Hospital statement should be secured*
3* M̂ n or women over 65 years of age*

4* Care o f  children
a* Where heads are interned

'.b* . Widows and widowers .

6* Divorced or separeted family.

dm Head or wage earner is  in service*

B* Children without support under 16 years o f age,

C* Heads of fam ilies which have total net income (from 
a ll  sources) that is  inadequate to meet their needs*

Dm Eye-glasses: where no adequate funds to buy eye­
glasses*

Em Hospitalized evacuees are also e lig ib le  for the grant 
for necessary clothing and other necessity such as 
to ile t  artic les and bathrobes*

F* Those dependents to head who are elig ib le*

In order to receive public assistance g r m t  one must 
apply for i t  at Community Welfare Section at Bee* Hall 
23 before 24th of each month*

All requests depend on individual needs and subject 
to wages earned in the past theee months*

IX* UQmmMkXi&E&t

A. Those employable persons who refuse to work#
B* I f  one or more member o f  fam ilies are working in this 

center,  the fam ilies are not qualified  to receive 
Public Assistance* (Unless their existing tota l net 
Income i s  inadequate to meet their needs*/

C* The» who are e l i g i b l e  but fa ile d  to apply f r  Public 
Assistance Grant*



Public Assistance Grant Page 2

III* ¿y&OUSlfc OF QHtuith

A* Amount of cash grant shall not exceed the following*

1* For men $4.75
2* For women $4.25

3* For children (13-17^ $2.50

4* For children (under 13) $1.50

In addl ion to above Cash Grant, the Clothing Allowance 
may be made in accordance of needs* Amount o f monthly 
Clothing Allowance are:

1* 16 years and over $3.75

2* 8 - 1 6  years $3.25

3* Under 8 years $2.25

Cm The nearest age at the beginning of the^fiscal year 
shall determine the age throughout the year*

D* Critical need: Project pirector may make Special
Grants in cases of immediate needs* Justification must 
be £ttsched~*H&ust have actual ju stifia b le  emergency 
existed*

17

After the application is  approved, checks w ill be forwarded 
directly to the applicatnts by f ir s t  class mail*
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1* For travel to your Job on indefinite leave, i t  is  suggested that 

you apply for Relocation Expenses Grant at the Relocation Office  

at the west side o f the Fire Station and Post BxOg• .

II* Those who are granted indefinite leaves »ay receive the follow­

ing assistances

a| Fare for common carriers such as train and bus from Topas to 

destination* •

b. $3 *00 for meals per day, per person en route# 

c* In itia l subsistence expenses are calculated as followsl 

$50,00 for Head 

$25» 00 for one dependent*

$50*00 for two or more dependents who w ill accompany the Head ||| 

or follow him later on*

I f  the family*s cash resources do not equal this amount, 

assistance w ill be given to the extent needed to raise their 

cash resources to this total* Suppose you are the head of 

a family and have two dependents* I f  you claim your tota l 

cash resources1 Is forty dollars in your application for  

Assistance, you w ill receive $60*00 In order to raise i t  to 

the in it ia l subsistence expenses which is  $100*00 for the 

family*

d . Freight « ,  to 500 I f .  . i l l  f  M d .  ¥

III* Evacuees on seasonal leave wishing to secure indefinite leaves
|||P||g V  , fo r

In the same lo ca lity  or some other lo ca lity  may apply/assistance

at the nearest Relocation O ffice . The Relocation O ffice^w ill;

examine the applicant's statement of finances and i f  the appli®****  ̂
is  e lig ib le , the application w ill be sent to the respective



Frojects* I f  assistance is  granted by the project, I t  shall 

be sent to the Evacuee in care of the Relocation Officer 

transmitting the application*

Students axe RQX ELIGIBLE to receive any relocation grant* 

Members of a family may receive $50*00 allocated to  

the Head* The Head of the family w ill give consent to the 

members*
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TOPAZ C01MJNITY WELFARE D EPARTI'ZEiTT 

DISCUSSION GUIDE

Introduction

The War Relocation Authority has requested that the Welfare 

Section at each center in it ia te  a program of family discussions in  

order to aid a l l  fam ilies to  think concretety in terms of their  

long-term fu tu re . t This w ill include a statement as to the re lo ­

cation plans of the individual fa m ilie s . In addition, the discus­

sions w ill  furnish information to  the W, R. A. fo r  overall program 

planning. The basic fam ily data obtained from the discussions w ill 

be of such nature that i t  can be assembled for  eventual transmission 

to the relocation o ffic e  at the new community. The discussions are 

also  to furnish information as to how to go about planning fo r  re lo ­

cation and u tiliz in g  resources available in resettlement communities 

in the form of assistance and services of public and orivate socia l 

agencies.

The purpose of the discussion is  not to attempt t i  s e l l  re lo ­

cation, but to a ss is t  a l l  residents in olanning fo r  the day therr 

w ill leave the center however far in the future that da-T may be.

The discussion w ill give the individuals the opportunity to exuress 

their in terests and desires and point out th eir needs for the future. 

When people are given the opoortunity to ta lk  about the things that 

are bothering them and about which they are worried, they are able 

to leave these worries behind and move on t^ constructive planning

for the future.
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SUGGESTIONS FOR CONDUCTING A DISCUSSION

I .  In conducting a discussion, i t  is  advisable to sta rt with as

many p ositive  elements as p ossib le .

a . The person who is  being interviewed should be able to fe e l  

that the interviewer has an attitu d e of service toward him. 

The interviewer should be courteous and kind regardless of 

the attitud es of the person who is  being interviewed,

b ,  . Appropriate environment is  a lso  important, and discussions

should be held in as private a room as possible with a 

quiet atmosphere,

c The person being interviewed fe e ls  more at ease i f  a d efin ite  

time is  set fo r  his appointment and i f  he fe e ls  that the time 

belongs to him. The interviewer should not appear to bo in 

a hurry, and the person should be able to fe e l that there 

is  plenty of opportunity to t e l l  about a l l  of his problems.

d. I t  is  essen tial fo r  each interviewer to remember that he 

is  not to decide what a fam ily w ill do. We are trying, to 

ascertain the plans for  the future of the individual fam ily, 

and the interviewer should onlTr give the information and 

guidance which might help the fam ily to formulate i t s  plans.

I I ,  Techniques of the discussion

a. Observation

b. Listening

c. Indirect questions

d. Direct ouestions--use of outline
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I I I .  Plan of discussions

Disoussions w ill  be conducted by the tear, method with the 

teams consisting of a resident and an appointive s ta ff  member. 

For the most part, discussions held in an o ffic e  are ^referable  

to those held in the home. The appointments w ill be sent to 

individual fa m ilie s ,. In unusual circumstances where health  

problems so indicate or where the fam ily prefers to  meet with 

the interviewers at home* arrangements w ill  be made fo r  the 

discussions to be conducted in the home.

Various approaches to the discussion can be made. The sum­

marized material includes sign ifican t information from a l l  

project records availab le , which should be studied by the 

team prior to the d isc u ss io n .. Immediately follow ing each 

discussion, the team should discuss the material and write 

up the record and remarks..

As the couns*4JIng program develops, there w ill be constant 

evaluation of the information secured: and from time to time 

there may be changes in procedures or approach..

IV ; Points to include in a discussion

Note: During the course of the interview, there should be 

as l i t t l e  writing as p o ssib le . Hake a note only of 

factual material and be sure that the interviewee 

understands what is  written down. An individual is  

often i l l  at ease and on his guard i f  he fe e ls  that

everything he says i s  w ritten down



1« KZPLQYLiKEP Wtlat preparation, training and experience has 

the person had? What type of work is  he interested in  

securing? 'That alternative does he have? What salary does 

he expect? Describe any further training or education which 

he desires or which would be d esirable .

2 .  Describe the individual’ s a b ili ty  to use the English language, 

f i r s t ,  as a means of ordinarjr conversation, and second, in 

relation  to his future work adjustment.

3. What are the health conditions of various members of the 

family?

4 . I f  the fam ily plans on relocating, what destination are 

they considering? What sp ecific  arrangements would have 

to be.made for them to establish  themselves at th is  p arti­

cular location?

5. What are the housing needs of the fam ily both as to  liv in g  

quarters and household equipment?

6. What educational and social opportunities are desirable for  

the various members of the family?

7. What has been the experience of the individual in relation  

to discrim ination, and what does he report regarding d is ­

crimination experienced by friends and re latives who have 

already relocated?

8 . What suggestions does the individual have to make to the 

Administration regarding steps that could be taken within 

the relocation center to help him in his future adjustment? 

(This might include educational or social opportunities, in -  

service training, e tc .)
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9. ECONOMIC SITUATION In most discussions, the matter of f i ­

nances w ill come up as a matter of course. In discussing  

relocation , the individual w ill bring out his finan cial needs 

or his plans for u tiliz in g  his present re so u rc e s ., I t  i s  of 

great importance that th is  information be carefu lly  recorded, 

(Notations should be made of property owned, propertjr losses  

or encumbered property.) I fh o w e v e r , the person does not 

offer any information regarding finances, i t  would be safe 

to assume that th is does not present a problem to him. As 

i t  is  a rather delicate subject, i t  would be advisable for  

the interviewer to refrain from asking anjndirect questions 

about the economic situ ation .



COMMUNITY WELFARE SECTION

MEMORANDUM TO: Members of CWS S taff  

SUBJECT: Evaluation Procedure

I* Rating O ffic ia ls

Under th is  t i t l e  is  outlined the c la r ific a tio n  of evaluators (who evaluates 
whom)• Those under the subheadings would be interviewed and evaluated by 
their respective sup6rvisors--that i s ,  in A* the Head Counsellor would 
evaluate a« secretary b . his 3 administrative a ssista n ts , and c . the travel 
supervisor. The secretary would, in turn, evaluate the receptionist a ( l )  
and the administrative assistan ts and travel supervisor th eir secretary. 
Sim ilarly , in the Family D ivision the Senior Counsellor would evaluate a . 
his secretary, and b . his administrative assistan t who, in turn, would 
evaluate (1) the Family Supervisor, (2) o ffic e  manager, (3 ) head of steno­
grap h ic-c lerica l u n it, (4) Special Service Supervisor, (5) Adult Probation 
Supervisor, and (6) Funeral worker. The Family Supervisor would then 
write the evaluation for a . 3 Unit Supervisors who in turn would do the 
same for their - 1 -  block fie ld  workers, - 2 -  and unit c lerk s. The steno­
grap h ic-c lerica l head would evaluate her a . ston o-clcrk s, b . c lerk s, c . 
recep tion ist. The other supervisors would a.lso evaluate their respective  
steno-clerks and unit c lerk , and so on chronologically.

A. Administrative Building personnel 
1. Head Counsellor

a . Secretary
( l )  Receptionist

b . 3 Administrative Assistants in Reports and Procedures,
Rosearch, and Personnel •

c . Travel Supervisor
(1) Secretary, for 3 Administrative Assistants and 

Travel Supervisor to*be evaluated by a l l  4 .
B* Family Division

1. Senior Counsellor , - : ~
a . Secretary
b . Administrative Assistant

(1) Family Supervisor
(a) 3 Unit Superyisors

- 1 -  Block f ie ld  workers 
• - 2 -  Unit clerk  

- 3 -  Typist
(2) Office Manager
(3) Head .of stenographic-clerical unit 

(a) Steno-clerks
* (b) Clerks

(c ) Typists
(d) Receptionist
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(4) Spe<sia l Service Supervisor
(a) Steno-clerk
(b) Unit Clerk

(5)
(0) Typist
Adult Probation Supervisor
(a) Steno-clerk
(b) Unit Clerk

(6)
(0) Typist
Funeral Worker
(a) Assistant

2# Youth Counselling - ,
■..a* Child Welfare Supervisor

( l )  2 workers- . . • •
b* Student Relocation Supervisor

(1) 2 workers , 1 •;
' f' (2) 2 stenographers :

(3) receptionist ' 
c * Youth Guidance Supervisor 

' •' ( l )  Worker ,
• - (2) Steno--clerk . . .  /. *

C* Housing , •)
1« Superintendent * -

a . Administrative A ssistant .
(1) Secretary-— Supervisor and’ Administrative A ssistant . 

w ill both evaluate; ..their secretary
(a) Steno-clerk (induction)
(b) 3 clerks in Directory and F iles

(2) Consultant (assignment, and adjustment)
(a) Assistant
(b) Field worker

D* Clothing \
1* Counsellor ■ ■ \ z  .• y ¿ y $  .. vA -

a* Supervising auditor o f Clothing. Office
(1) Posting Unit auditor - . ' . /

(a) 3 posting clerks
(2) 2 Records Unit clerks
(3) Ordering Unit auditor

(a) 3 Ordering Unit clerks •- -
(4) Receptionist

b* Ration o ffice  ty p ist-c le rk  t

II* Evaluation Period
A* Quarterly y-. ■ ‘ ■, .

1* March, June, September, and December ..y-;>
a . Deadline— end of month

III*  Additional Instructions Z .. • . -  - - ( •

A* Evaluation form to be made out in duplicate
1* Original in master f i l e  (in Administration Bldg* B o ffic e )
2* Copy retained by evaluator*

B* Additional findings or lengthy discussion should bo made on another 
sheet of paper. I t  is  anticipated that the present form does not 
provide enough space for a complete report.
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C. Discussion regarding the evaluation should be held with the "evaluator” 
and "ev a lu ee ."
1. I f  evaluee fe e ls  some points are unfair and after discussion, tho 

evaluator is  unwilling to modify the original remarks because he 
fe e ls  they are ju s t i f ie d , the evaluee may make an appeal in w rit­
ing to the Head Counsellor, stating his disagreement and the 
reasons for same.

IV. Purpose of Evaluation

The importance and significance o f these evaluations cannot bo overstressed. 
They would bo invaluable for making recommendations for indefinite leaves, 
they would serve as an excellent review of the particular department’ s 
development and perspective of work performed besides tho individual analy­
s is  and review. In view of th is , careful consideration should be made for  
each individual under every point of discussion. These evaluations should 
be complete, of course wholly ob jective , and the statements should bo 
fa ctu a l, simple, c le a r , and a basis made for a l l  contentions. The evalu­
ator should keep in mind the desire to help the person being evaluated in 
terms of encouraging and developing his good points and correcting his bad.

A. Indefinite leaves evaluations
1. would bo helpful in giving a true and fa ir  picture of resident.
2 . would be excellent in recommending a good worker for a job with 

findings relevant to same.
3 . could serve as reference m aterial.

B. Review of unit or department.
1. Sum to ta l of evaluations present a good o v e r -a ll picture of

department’ s strong and weak points and its  successes and fa ilu r e s .
a . Further development or improvement
b. Reorganization, i f  necessary.
c . Change o f personnel to  more suited p osition s, i f  necessary.
d. Spotting "weak p laces" where need evidont for training course 

and programs which can be in itia te d .
C. Person being evaluated

1. Review o f work performance
a. Recognition of strong, weak points 

( l )  Correction o f poor fau lts
b . A b ility  in relation  to work and with other workers.

( l )  S u ita b ility  to position .

3-24-43
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BAT LMAT ION OF 3YALUATI ON FORM

♦ A ttitude and approach. Vicrkcr1 s general outlook towards l i f e  and his  
attitude and approach towards the work i t s e l f  driould be noted in this  
paragraph.

I I .  E ffectiveness in moot ing and dealing with abhors» The worker's re la ­
tion  with his co-workors as well as with residents or others with whom 
he comes in o ffic e  contr.ct or in relation to the work should bo included.

I l l *  A b ility  to rsrform assigned work. Among the items that diould be 
covered h re' wo suggest:

A. Attention to  b road phases o f assignments.
E. Attention to  nortinent d e ta il.
C. Accuracy of final results, judgments, decisions.
D. Rate o f  progress on or completion of assignments.

1. Progress o f  work in view of fbrmcr occupation or background.
E* A b ility  to organize h is  work.
F. S k ill in application of techniques and procedures.
G. Prosontability of wo rk*

IV. Effectiveness in interprotation and development o f  p o lic ie s , ideas. The 
worker's ingenuity and a b ility  to in ject a more than the minimum output 
o f thinking in his work can bo developed under this t i t l e .  In respect 
to th is 'th e  following might bo h elp fu l:

A. A b ility  to cleanly  grasp p o lic ies  for e ffectiv e  interpretation*
B. A b ility  to  develop sound p o lic ie s , ideas*
C. Participation in discussions.

1. A b ility  to  c ontribute now ideas, thinking, suggestions.
2* A b ility  to make constructive criticism s*
3* Effectiveness in devising procedures.

D. Effectiveness in adapting work program to b roador or related programs*

V* Dependability. Dependability in the most complete and fu ll  sense o f the 
word is  implied and indicated hero.

A. In it ia t iv e , resourcefulness, completion o f assignment, work habi bs, 
a b ility  to meet deadlines and adhere to t  ime lim it,

E. Supervisorial r e s p o n s ib ilit ie s . In evaluating a supervisor' s work, 
wo would noto:
1. Effectiveness in directing, roviewing, and chocking the work o f  

subordinates.
Effectiveness in instructing, tra in in g , and developing subordi­
nates in the work,

3* Effectiveness in promoting high working momle,
4 . Effectiveness in laying out work and ostablish in g  

porformnneo for subordinates.
standards o f
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PERSONNEL EVALUATION

i l #  • S3 CTÏi f  DEFT. TITLE OF POSITION

DATE OF REFORT PERIOD OF RATING : FROM TO

I« Attitude and Approach

II* Effectiveness in meeting and dealing with others

III*  A b ility  to  perform assigned work



%
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IV. Effectiveness in  interpretation end development of p o lic ie s , ideas

V. Dcoendability

Evaluation by:

APPROVAL :

Unit Hoad
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/,. fri Mature o f . t i»  . problem is the equalisation of wages 
among a ll r*.'-si vent workers, ( l )  Bes tuants on furlough 
■ivor ring insiMe or outside on private employment at pre- 
vailing wage (non-Japanese) scalesjjand (¿) War Be-  
location Work Corps nembers working at fRA wage scales.

Thai importance o f to is : r-oblevi can be realized by 
looking at the s ta tis tic s  ohtaîiïèr from the imp loy ment 
Department as of October 10, 1942. In the Work Corps,|t 
764 are employed inside or outside the camp at eon- 

fcStfl;* Japanese evacuee wage lev els . 3,447 residents are
working at the fX6 or #19 allowances* â On a . percentage J 
b asis, 17 9/iCT are wo iking at normal g outside** 'wags 
lev e ls , wrii€ a2jff aro working here In camp at the 
Japanese evacuee allowances* 1

B* S'The problem Is conditioned by the oonfilcting|objectives 
of the camp which are : í  ‘ jir'i

|| 1* • To re locate as' many people às possible -  ’ as a oon as | 
possible -  before the war end* 3 1

2*:. To- maintain a smooth functioning community training 
workers to  ta k e  the place; o f WHMC workers who leave 
this city  for permanent relocation or who leave on 

. temporary' work fu,rl'oughs* r  , ■:.; .... ... ' y.

0* I f  the problem was merely one of relocation as soon as | 
possible, this problem of equalisation of wages among 
a ll  workers would not arise , for i t  Is obvious to us a l l  
that a person contemplating relocation outside w ill need 
a l l  the noney ¿he or she can accumulate from temporary 
work furloughs or otherwise*

B*| But the fact remains that»/*cop le going outside ' on -tefe- ■ 
porary work furlottghs are working on Inequitable hard­
ship in. terms of dollars and cents among people whoSsv^ 
remain behind to work on ZBA wage scales* The k tte p  
are the peo* le who do the dirty work -  who really ase - .tb, 
wo-tarasu (sweat) and whovshould be given every con­
sideration^ : §g fü ||J|Ç ï ^ i i l l Î

F. Therefore, i t  must be rvcognlsed that tie individual 
who goes outside the camp to work owes a sun measurable 
in terms of the hisvighiy Dollar to the workers inside 

' the :ca^p*‘K|

F* There is this additional t »ing the people who work out­

side should consider. They áre not theohl|v onesvwtffjff 
w i l l  be asked .to kick their profits to the- “ Ivacuee- . . 
Trust Fund.”
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■: r&k. \ t.fy.further'V it will be profitable f|
*~* oiat^e Ives with the recom~4

ÉÜÉJË ♦  if #%*% ifigmam**mMÊ: «  W *  j*  w .^ éîLéuIé .14 .t  M

1«

mÈÊ

recentition  to evacuees.
! ggggjB l é ®

the TOA ;haai|ordcre4l 
to set up & Hirlt- Bat|ng\Bc'&r^ to  be appointed by 
the co^-ic^ity Council ;bf mvkt) resident« who shall 
c e r t ify  to the Project j£lr®0 tor t .ose v o have 
completed three rxmthà o f  eViloymèntltn ‘ tbw fork . 
corps sa t is fa c to r ily  aJ mvséMxn o f  thé Order o f

l-f&&1 * 1 * #  j j ^ % y "  f \  \ V  | p | |

1 . •. ' ;
‘•* Th« i m p o r t a n t  j o b  o f  the ;4ertt V & t l n g  Board d o e s  

not e n d  h e r e .  J t s  J o b ;  s h a l l  a l a v . b e  t o  c o n s t a n t l y  1  v ’ M È  r# i w l ç  . . . i n c e n t i v e s  b y  p l k j a n i n g  a w a t t  a b d  r e c o g n i t i o n  a n d  m a k e  a p p r o p r i a t e  r e c o ^ e n d h t \  v  t o  t h e  P r o j e c t  
d i r e c t o r «

îhe main thing we should jmmàb^ipf % k e  is  that pre 
ferenti&l consideration shall be #iW w  to members 
o f the Order o f  Merit in bcnnectii n ViWh Leaws fo r  
private employment outside. cart work
out a system which would « require/ r n t à ^ m l p  Ü* the 
0*éer o f iisrit before we/ v70» id /even alylo^^e fel*» 
low resident to  leave eefaap t o n 'outsideV d # *  In 
th is way- w« w ill  protect ourselvris in- tke future 
re loca l lews which must inevitably -'¡come fo r  a tw- 9  ̂
us. A great deal o f ioajrm can be-:/fdone. fo r  our* cause 

¡ o f  r e lo c a t e »  i f  
group were to sake fo o ls  o f  
wu^k-^j^^lougha. One I of! the-wi^s • jto determine 
now a worker w ill behavé outside I# to observe I ff#  
work inside the oslrçi tr-jpougfcAw .y es  o f t t — Ê  
Bating Board beforeî* cer t i f i o 1A * éà

¡¡1*3 ■.'■ II

C. Kow that we have the prospective 
by the Merit Hating B0*rd, L 
his Income Is  to be aaindlei 
that some kick-baak to thel 
desirable. That i s ,  jse
going outside to w ork___^
the community which he ieaVeSi 
own responsibility to his

ü  - t . - i .  _  m ■ A\ wmmwA
Lsea ta  topow  

agreed

¿ij .

m

D. To go further, «re «¿ht 
types of M '

mPI

*|§
,

,'• u\ , 1



j l# | p h c  computer worker :£ho works outside but comes 1 
b<m |p^«a tp u d  sleep, liere*

JS$*¿¿The worker «bo labors Inside i -e  eamjacst outside 
k..w age^:& ale3*( ..■ If ..; ,; /■

3» -1She IroileF who H | B M tlll»  camp to %-or-c-.ri ly on 
i l M »  furlough to  sei^and- s i# p la t  outside ¡«age

| levs 1#L andg Its aoc ompany ing outside f liv in g  expense a*
B#||jTbe ,ra&{ provides that*

1« T. c: co-;:?:.-;*utc;r and t. a ',worker w:-o labors. lnalde|ti»ig|;$ 
ear-ip-both. working at outside v:; ge Xe- e l s ~sha 11 do 
one o f t e two t .Inga*|§rets in , a ll  i;-;c a fte r  I

| subsistence fo r  themselves and their dependents i ; p  
ihave been repaid the Wik or de^oslslll'ieir excess 

|fij§sages Inltbc ̂ meuee trust
¡¡||*m fhsf'worker! who leases this' camp en tire ly  and labors, | 

Bltei 1  ̂ oats outside shu 11 retain a l l  earnings f§$ 
i  reee ived ’ but must f  orfe It h i s . Share in the d is - 
gj tribution , ok the Evacuee truatlFund*,,I during th is 
||period o f outside ■;■..., ont* the worker shaIX not f 

receive any wage ailowancea from the hi# ,■ but th e ir  
dependents ahull continue to .be en titled  to  subsls-|  

n t e n o # « S
F* "' <•- re priwarllj l l^ ^  the .cc--s:uter and t he1I

worker who lives ¡paside o f  the camp but; raceIves wages jj§
11*,o f non-Japanese level« 'the Goianunlty Council shall 
§recom end to  the P roject D irector a fte r  public hearings! 

and e specia l election  among the members o f  the p a r  
Be location Work Corps one o f  the following three pro«||||; 
cedurea to be used In the d isposition  o f  the excess wages 

¡lover andpUbove subslstencepand clothing allowances ;■■■..
1« Sts eh employee s shall, retain  a l i i  wages and shall be 

required to  repay WRA the cost o f  subsls tence and 
Of such o f  toeIr dependents as remain in the center«I;

■k* Such employees shall be required to deposit In! a 
' special'fund to bexknown as the ^Evacuee Trust 
Fund* to  be held by three trustees chosen by nseml»rs 

S o f f  the! Work Corps ! in true t f  or tii©s& pe rsona who . are 
en titled  to share In the 4 1 s t r  ibut i on o f  the fund* 
an amount equal to  the difference between their 
actual wages and the sun o f the cash compensation 
and clothing allowances which they would receive 
i f  employed by the on sim ilar workJjwlth the 
understand tng. that the p r o fit s  of" .all evacuee * ' 
operated industrial enterprises producing goods. 
f o r  sale, outside relocation  centers w ill  a lso  be^if 
deposited in such Fund, and that a il  members o f the 
Work Corps shall be en titled  to  share,!in  periodic . | 
disbursements in the proceeds o f  such Funds in 
proportion to their|ffRA work c la ss ifica tion «

3# Or such o th er  p roced u re  as the Community C o u n cil 
may w ish t o  recommend.
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IX# The compromise propose!
&* This leads us to ovr f in a l purpose i w *

The orl#m tion  o f sons procedure which w ill recognize 
that these people wno work outside have a further ob­
liga tion  to  the community o f  workers as a whole than 

¡1 merely the paying o f  minimum subsistence charges o f  
the|WR&* On the other hand» i t  w ill  be too much to 
a Ok the outside workers to  pay a l l  o f  th eir excess 
earnings Into t! Is Evacuee trust Fund# We w ill have 
to  provide ¿tom Incentive fo r  these resident computer 

•: worhcirs« 1
B# To sa tis fy  both sides, we have evolved through much 

discussion in the Coiscaunlty S e lf are Department the 
. follow ing working principles*

1# Dependency must be given due consideration* A 
parent with fiv e  or ills dependents almost must 
seek outside employment i f  he Is to maintain any 
sort o f a standard of liv ing fo r  h is dependents* 
Welwill not debate the point here that She WRA 
««age allowances are absolutely inadequate fo r  a 
large family* Unless the family head has sub­
stan tia l reserves, he!;is forced as the bread- k::'j 
winner of the family to look fo r  greener pastures 

|f| than Topaz•
g* le  tftmil set up &rb i t  rarity;'some minimum earned 

income sum which shall be exempt from the pro- 
|| cedure to  be outlined here• v". ■ ;I

e*g* An arbitrarily sum o f  may be set us th is 
g p  figure* Jfi
$» S tu den ts w:' c-have -applied with the Student Be-

location Council should' b% exempt from this to  
encourage savings to provide funds fo r  th e ir  

1 college career*
4* A b ility  to  pay sh a ll be recognized in setting up 

a procedure fo r  extracting any excess wages fo r  
the Trust Fund* It can be based on dependency 
or  on gross income with a correspond lng 'per- 

!I§|1|: centage ’scale*
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C* to :>is;ii':ct.' Llrcc or«

'The Bi: -•• l Gt ,a:liS % <: c Zftet tori itse lf*

.T;;:i.:.. •eloct.io-i M  -■• c trmsieoG of % 'k vaeuce $
Trua'i:;,Fund aim.IX be |beIdfptihin ’,th irty ’ days 
following tr,e ibove tot teg«ji*»ominutiens f o r i  
tM  trustee *© & ost&ion shall be , In order 
mediately following |the dcieminutlon 
eedurefre leetion | . and- t ; e ; .ha&es of ■ nominees' ■
S h ill be posted .ftithin fifteen  da.*e; before .the ' ■jsB

!J|ietlon  teh; :,.'••h:-.. ̂ v- ; ' . r  { p^[ WM^M
S a l i f i c a t i o n s f o r  trustee

ltw $ ta * £  be  0 1 ^ $ * »  o f  ^ g f  fig^ o r  

&• l u s t  be|A fK$C Esaaber

3* Must i w ::a  i>etlt.ioG^ai^^d.>b^fti^ht^^five 
fa  H on  :»orttt>rePep.’o n e o r in g  th e  b ^ T s p it o a * ®

g# '#All e lect lean 3 --.: '. 0- -- . -  :..: C ’ ... !£« fTOjOCt
M torae^tad tylM cttritles|of fheft at'I
the rec^ ea d etlo n ^ of tiR flm n eil*

h* |lhefrfo-;ss Times** skull b e '/th e io ffilia l stedluia 
of Information for the elections• j i 8 . 1 •■

frotectioh FbRTi#fS'OHKi  ̂ mm m o v iB io m  of $
w  trust f0vd' • *•

1« This trust Fvnd is  a a^ste^::sat U ^for equalisation 1 
of Ineboe'for jussibera ¡o f the TOiTC'-m^mrs only * arid 
the residents themselves of Topes have no,claim.on 

• ' t ;ia Fund*^S

Is* The pa^DBnt to the fund ahull at no time b e e  one trued 
to 1 Be aHu5v oy*- ■ ugh .>--- a^egsg^nt^ 1 ''FiaMer/- tSe" R.nd sh all’
WT~eg^fee8i y  lari'lola l̂S]Vn '̂,ir.2  kg|Er"tn.' trust .intact *

■|i ] The Fum' 'shall ol^feirlta& tW  |fifflosaffig^ olT.
i c n a *?trlotly equitable basis.calculated!In •1 

direct proportion to their WHt v;orm classifications*

3* This trust Fund Shall;, not b<f used.' to pay for :any;tit 
expenses of tee .'Community’ s' various aStivites  
whether it-be tee Council, v s  adstlniatra11 on,
Jaiancs« or Causasiun,^tae Pccreation Department, 
Commtmity Enterprise or Service, or any other so - 
called legitimate expense eater«

4« The fund shall be distributed for equalisation to 
the workers in cash on a qua rterly  or semi-annual 
periodic basis*.. Tha Fuhi; a m 11'*betfoemp leie ly em­
ptied at iht end of each of these periods« -There "/. 
shall be no reserve set up within tins fund as 
the money belongs to the workers themselves and to 
no one else«



5 «  F r a n c h i s e s ,  t & x e a , A s s c a m n e n t a f  o r - a n y : O t . t i » r  f o r m  , o f  . p o o « ?  e x t r a c t i n g  p c i  e r a  t h e  c o u n e t x  o r  t h e  ' j&* a d c & n l a t r a t l o h  © r  a n ;  o t h e r  p e r s o n  o r  b o d ;  o r  o t h e r . :  p o l i t i c a l  g r o u p '  o r  p o i s o n s  -* i a y  r a v e  s h a l l  B k  n o t . *  a p p l y  t o  t  B p
6 «  ' f t f t R P r o j o o i  . P l r e o t o r  - a n d  t , ^ > :C o w u n i i y ’ C o u m i l f e ? !  s h a l l  i s s u e  s i m u l t a n e o u s  r e s o l u t i o n s  o n  t h i s  j p i ; ’ p r o t e c t i m | i i e a a i i r e . .  f o r  t h e  W e l t e r s 1 T r u s t  F u n d .
r/ i  T o  t a k e  ' ¿ » y ; ' O t b e ' r  © d u r a ® '  t t e |  i b i a l p r o t e o t i ^ l  ^ ' m e a s u r e  f o r i  t h e  w o r k e r s  - is-' t ol l t i i  o r i g i n a l  p u r p b s e f  o f  t h d  t r u e t ; ' F u n d ,  . * m i C h  i s  1 s p e c i f i c a l l y  e q u a l i s a t i o n s  .
A d v a n t a g e  a n d  f o i s a d m o t a g e a  o f  p r o p o s e d '  t r u s t  F l i r d : ij p r o c e d u r e s
1* Bo tr ust Fund> '*» *uni nnht iy

a* /^ v a n ta g e s

'1# frcour&ges Ifc locution, -peracmat and 
H g « r  ie i^ o r u r y # ' /  '

|#|g# ;"Oives ibe^noxlami® of,: freedom to formers ! 
|t||§if| outs ids 111&hus ciapluMSiaiiag ■ tfce --qua l l  tie  § 
t t i i l  o f self-rali&ncc S18 IncUTldu&l in itio*

b#s£ Stead?®» tagea K

1* E ncourage# fr e e  d m  f o r  fr e e d o m s  Cake | 
¡8£§§g11 attitude S the .spendinggof-all earnings 

■for’ shoes, drinks*-;fromen* e t c « ^ ^

v e'7 ".-.:ui^de;^.i;vantage' to  .single; and iiouoger K  
' ■ t-OT: tb ibo%xd^sipn of older«people#

* 'g* I B*c fox- inte m s  l|2nora le; of resldent^S 
wrkere .̂ feo' ressaiin-.- in ''Tspesfcorkii^ i t  
‘ HA. Japanese ’m gs ;idvols#

for asorals of:’ people^giving f r e e #  
rein to excesses*

£* Turn o ftr  a l l  excess wages to trust Fund*

a  ♦'I;. A dvantage s . |§|J| ggf. |

1* Strict control on equalisation*

2* Olwes back a l l  of the excess dig«a to a l l  
of the workers#



' b* Disadvantages f

1* Discourages worker® from accepting outside 
work provid lug; no ! rcent ive«Ip

&.* Rot flexib le  enough to encourage the really  
W -*'0$W ‘ deserviisf'Who need the extm m cm y for  

legitimate purposes such as college ex - 
pehseicand fo r '¿e p e ^ tn is  who needplhe 

'? extra help* :/:';■■ "■>v;;,; -■■%••. ;■

H* -p Compromise procedure recognising chore advantages 
few  am* disadvantages ami providing exertion s • and*
IKi allowances for students and' family, heads supporting 

»  dependents* p i

Spa*|§Mwanl«*gee vp-:.;,\ 7.

1 » ,  C o n t r o l :d t h t h e I s o u r e e ¡ t h e  t y p e - ' . o f  p e o p l e '
7 h-who w i l l  go o u t  to work. by • e x e r t i n g ,  

^students and ’giving 'eredlifallowancesffor 
11 dependants to family beads*.

g* j|fhta w ill at the soae vi iM  discouragell 
werkers who -wept. tc&ge" outside-l-to hare’ M  

|§ freedom for freedoms sake and spend lust,
» a s  srydh as they earvu :JSfil3

■ - *3* Ihe morale e ffec t w ill» of. course#' be| 
constructive within -tbelottap its e lf«  ■ -

¡Ite^amlly.heade; with large fa a llie s ■ «he 
'have no finanetel- re-serve w ill be end’ll 
coujmged to work for  the support of 

5 their fam ilies, w hilestudentslw illf'be®; 
||glven setae t ° lng to work- for* jpg^

b#/:i|Diimdvattiiigts

1* pfjuero iu no i doubt. .that tnd -single yasn.*1*** 
MBS&t the " s h l t o r i b e  a, disodwn^v 

j g ^ ’, tags' under this systsm#|ihe^ mini nun
l earned|incofiie: e adapt loo, being, b is  only ' 

s ^ ^ ^ ^ ^ g fr ie n d * .J

I £* Sender of ;,lierit wotid stimulate §|apple 
polishing9 with both Japanese and Gau- 
castan administrator« to get preference 
for .outside work. §

«
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7JH0 BBAXI* PAYi P Xf roti e&m nore th&n Ì^xvìo '1 per aonth* 
you riuiet r i i l  oui tb is  io m  pey tue Trustèes o f ’ tbe 
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WAR RELOCATION AUTHORITY 
CENTRAL UTAH PROTECT 

Topas, Utah

N O T I  C E

T his apartm ent i s  be in g  re se rv e d  f o r  your n e ig h ­
bor moving in to  i t  in  the near fu t u r e ,  The r e s id e n t s  
are req u ested  to  m ain ta in  the prem ise and i t s  co n te n ts  
in t a c t  and in  an o r d e r ly  c o n d it io n  so th a t your new 
n e ig h b ors  w i l l  n ot s u f f e r  any g r e a t  in co n v e n ie n c e .

For any in fo rm a tio n  re g a rd in g  t h is  apartm ent, 
c o n ta c t  H ousing U nit or your B lock  Manager.

Your c o o p e r a t io n  i s  u rg e n tly  r e q u e s te d .

C7>



REPORT FORM

Bivi sipn and Section Ì Community Services

1 Number now v| Minimum No*. {3981
Job, T itle $iferaféfli$ÉÉ3 .. Dégree ò f Essen- ^n ith  which èould
1  ' mWm $M . 11 Ä  Male Female IHHGrtÉMjB ODerate "'Vil^ES^t

kdm^S :■ ' flf
Travel Supva., F ¡ S ì '  | i f f t É É i
Relocation ConM li1
sultani & Reports gmd « 2  / i l ^ . : ; §| l| ! | ^ d h l i r

Family Unit • Vi
Adm. Assti,; Ì A
Soc*. SupVST.* ; i
Unit Suprsr. ,m || Ü
P*A. Unit ’ * rfp ! 't ó - . ; 4 II «  Sé§.: i l  ^ W w r z J
Pera* Service 1 f«;5 %-d'L
Fam. Relocatioh 4 .-28 i i l i p ®

1 1 wM »
1 20**

Clothing & Ratioja
Adm* Asst. 1 i t f
Auditor 2 u d  fW fc i
Clerks. ^ ¡J p te k V  l ^ 4 ^ W r M  ̂ill? Spil
Ration Clerk 1 § t u  L f  ì ,, l i - r . ;V;.

Youth Section l l l l l l  dè$£^* |||] !¡ » I f f f i
Stu. Relocation 2 ®  :l * p ®  1 NiflBSiiiltfii« $ 111
Youth Quid. . i I te  N la H I '*?v s S i  Èiill

S Child Welf.. * 3 » 1 4 f i l i  1  i  A n S

Rousing L%Adj ¡» Consult | 2 , ä & l l  « A  9
Clerks. .2 ^ z h | ,: ■ 6 ; * r a B

Se ere tari a l -  ’ ; IS iä S
C lerical

. Adm. Il Ä i s i  a |
Fam. Unit 13 Vi:W ß m d U t :  f l H M ' f c ü i i i l
Of* Mgr. S^isfe 11^,1' | i l  H  Iä I Ä
Messenger |p l i M I  i S I  m m m i  ■ ■ ■ ■
Recept* 1 ™ i9  . i  * ‘- ' i m F 1 -Ä &  Ä M

Total' 69 ,68



REPORT FORM

D ivision and Section Oonammlty  Services _ » Community Welfare

|M Number now 
Job Title ! emoloved ¡Male Female

~ ] -----------------mDegree of Essen-I tlalitv J
Minimum Ho. 
with which could 
operate______

Adm. BTravel Supvg,J ■ 1 : . 1
Relocation Con- SlJfllfe * i
sultant & Reporte #  i

• .0.1: .'=••••'
l

Family Unit
Adm. Aset. 1 |||f 111 §|f| l
Soc. Supvsr. 1 . j g i
Unit Suprsr. j %  5 *ji l
P.A. Unit Z 1 f| 1Pers. Service ¡5jki 3 1Fam. Reloc&ticfn * ’ ;$f BBIM4 || 4 H 1 20

Clothing & Ration I r  i ’
1 ! “ F i5i|| mm yAdm. Asst. 1 i

Auditor Z l
Clerks 7 r;. 111 '' ■ .''  ̂■:■ .■■■■■ :.-v; 'r:.
Ration Clerk fi;1 uSMSI •'1.. -#r1 M ffii »9L n  igi

Xouth Section 1Stu, Relocation z 1 » p 1 11 »L’< fXouth Quid. 1 1
Child felf. i 4 11 I

Housing
Adj. Consult 2 , i ■ i . ¿1 ¿ v :
Clerks z II 1 i | ^ | g M m

I F% » i 1 f % few tlfe* * ® ®ira? »

Secretarial-
ClericalAdm. B 5 fw Pv f i 5

Fam. Unit 15 z &- ♦ * W  ‘ 10 : i /
O f. Mgr. H i z 1
Messenger 1 ¿ V ' " ] z f t k  l .-1 .
Recept. _ 2 J £ L 19 1 1

Total 69 I f l f i l i i S I g  S S S P i :Slf|S^?



m  m m . m  m m m m .
kF F M lh k

COMMUNITY WELFARE

($ i6 >
1 . To receive a ll  clients coming into the o ffice  

and attempt to secure from them, a general 
idea of their problem.

2 . To refer persons to the appropriate department or 
unit*

3* To arrange for appointments.

A* To acquaint the department or unit to which client 
is  referred with general nature of the problem.

5. To make out the report on the Welfare personnel.

6* To keep a receptionist l i s t  showing the name of 
each person coming into the department and to whom 
he or she was referred for service.

m  m m i m *  <$1 9 )

1. To requisition and obtain equipment and supplies, 
mimeograph forms and to keep office  equipment
in a good state of repairs.

2 . To deliver urgent messages and make emergency 
home c a lls .

3. To supervise the messengers and office  recep­
tio n ist .

4 . To supervise the stenographic and clerical pool.

HEAD FILE CLERKI
C$19)

1. To organise and operate the Community Welfare 
Section9s f i l e .

2 . To in itia te  procedures for the smooth function-* 
ing of o ffice  routine.



Community Welfare — 2

3* To trace and clear a l l  records.

4 . To supervise the clerical workers in her unit.

MB&SMGER: ($ 1 6 )

1. To deliver a l l  in ter-o ffice  memoranda and out­
side communications which are routed between the 
Malls and Files and Welfare O ffices, and between 
the Welfare Offices themselves.

MflIBBIft ($1 6 )
1. To be dispatched to homes in which the mother is  

absent because of death, or otherwise, or ih 
homes where the mother is  physically or mentally 
i l l .  She w ill a ss is t , or take fu ll  charge of small 
children, or in administering to the household 
duties normally assumed by the mother in the home.



CENTRAL UTAH PROJECT

Community Management Division Welfare Section

APPOINTIVE PERSONNEL

We are asking tbatapppoval be given to thecontlnuatlon  
of the three appointive s ta ff  positions» as shown on 
the attached schedule, now set up for the Welfare Seotion 
These three positions have a l l  been f i l le d  during the 
greater part of the past twelve months, but at present, 
the position of Assistant Counselor remains unfilled ! 
although we expect to f i l l  i t  very soon*|Probably, at 
no other time has there been any greater need for these 
appointive s ta ff positions than at present* This is  
true because so many of our Q ualified  resident sta ff  
personnel have relocated, and are relocating, which 
makes i t  necessary for the appointive s ta ff  to assume 
duties and responsibilities that have been assigned 
to them* Also, there is  a great need for appointive 
s ta ff  persons to train and supervise the many new and 
inexperienced person being brought into the Section*

The Head Counselor has the overall responsibility for I #  
supervision and direction of the Welfare Seotion* The 
Assistant Counselor is  responslbil© for the immediate 
supervision of the Family unit and the Youth Unit*
YTte Junior Counselor supervises the Clothing and Housing 
Units * I  ' v */v * m


