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UNITED STATES
DEPARTENT OF THE INTERIOR
fU\R HELOCUTION AUTHORITY

Washington

May 10, 1944

Mr. Charles F. Ernst

Project Director

Central Utah Relocation Center
Topaz, Utah

Dear Ifr. Ernst:

lar. Harold James and lirm VCinston B. Stephens visited

Topaz several weeks ago, as you know, to secure the coopera-
tion of your entire staff, both appointed and evacuee, in
identifying typical current operating problems and the areas
in which additional training might assist in their solution.
Topaz was selected not only as o representative project, but
because of the degree to which certain training programs hod
already been developed.

The members of the project staff were most cooperative
in giving generously of time and thought to make the survey a
success. The WRn Training Committee has hod a report OF the
results which, together with those_of a similar INgQuiry con-
ducted In the Washington office, will assist_them in making
plans and recommendations for training activities for the
Authority as a whole.

In the meantime, the enclosed digest of the results of
the Topaz survey is sent to you together with a few sugges-
tions which you and your staff may wish to consider in the
further development of your training activities.

Sincerely,

/s/ D. S. er
Direct,\é)r/‘

Enclosure



Project Survey at Tooaz
Reveal Training Needs"aF”Reilooatlon Centers

Purpose and Procedures
The purpose of the visit to Tooaz 'eas to secure the cooperation of
the entire staff, both appointed and evacuee* of a representative
project, i1n identifying current operating problems and the areas in
which additional training might assist in their solution.
*Hie original plan called for a meeting *>fF the upper «upervlsory staff
of the center, followed by interviews with single individuals or
groups of individuals. This plan was somewhat modified after consul-
tation with the Planning Board and the following agenda wag developed?
A. Planning Board Meetings

1# February 81, 9900 to 10s30 A.P*

(@ Explanation of the ouroose of the survey and discussion
of the relationship of training to management.

(b) Planning orogram Procedures.
8. Daily fror 8*45 to 9?00 A.tf., February 88 through February 85.

To cheefc progress and discuss suggestions for changing
procedure or approach*

3. February 88 and 89, 8s45 to 9*30 A.Il".
Summary discussions -
(@) Replacement training and training for relocation.
(b) Review of survey methods.

B. Cabinet ftieetings

1. February 81, 5s00 to 6s00 P.M.
Discussion ofman«gement as the "development of oeonle, *
and explanation of the use of Questionnaire to identify
management problems.

8. February 86, 11s30 to 12s45
Discussion of "Lines of Communication.*

(@) Verticals Through the line of direct supervision,
both down and uo. Provision for emergencies.



(b) Horizontal

X9 From ono organirntional unit to another where
ooGh has some operating roeronsibility in
oonneotion with j given activity.

Yo Between personnel carrying on tho some func-
tions in parts of an organisation located at
different points»

Co  Division wM Section Pectin*» to Explain in petsi11l tho Use of the

cuestlohnilre

February 22: 9:00 to
2:00 to

4:00 to

February 23: 9:00 to
11:00 to
2:00 to
4:00 to
D° Special Me gtinrs

February 21:
11:00 to

2:00 to

February 25: 9:00 to
10:30 to

February 28: 2:30 to

11:00
3:30

5:30

10:30
12:30

3:30
5:30

12:00
4:-00

10:00
11:00

3:00

Relocation Division

Project Hoports, Project attorney,
Block Managers

Supply, Procurement, Mess Monagemerfc,
Postal Service

Finance, Evacuee Property, Personnel
Management, Office Services, Statistics
Internal security, Business Enterprise,
‘.elfare, Community Government, Com-
munity analyst

Hoclth

Engineering

Meeting with Personnel Officer
Meeting with Relocation Interview
Stcff

Meeting with Dr. Bane to discuss
Vocational Training and .idult Ed.

Mooting of Voo. Training Committee.
Agenda proposed by Dr. Bane *
Discussion with Mr. Koyanagi, a
resident supervisor in agriculture,
who suggested that the nuestionnaire
be translated into Japanese for use
with Issol foremen and workers.

At request of Ir. Wot80% Chief
Project ¢toward, with his super-
*visory group. .
V isoussed team work, work standards,
and incentives.
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1° Duplication m d Distribution

rRiming Board meeting on February 21 it *nn

of thl -u”~ticn8h? L n?2«™2_1i'5tlon of tha «*»»1 natSo

louid ocuae. d <lelcy thot a ~vision of the ruoaticna

end8«t“ffan i»~® SlIstrlbutad to ell vb attended division

M * X X % - N\ g H
'252%0R21 ofiiotfor thoso v.Op&l%EYBbefa' d’%l§e68 ﬁggtings.

2* 2t~ 1t?2 ~ A pll2?*a* thhit 30r* v8P3 troubled by the vorv
pS"tloSST ***°f SOra °f th9 *«*l«» 1In spite of ex- y

5° e B " 3ir&ieot RoportE DIVISiSh S With thé idka V7 ®

i ~w jJ s 1 s ~r ~ nr s jJ s a ™ 1-.
Il Analysla”™of Rosalts of

A a General Observations

i:™;irc.*n; s “fa""a"b” t <*«e««

SL%i!'SS-S,,,,,s' H r 3 liMmS5a.*JBiSSS;>ia-*
end f ta»pro71JinS both assured coverage of topios
**th V. A m o_n g the most serious of_the disadvantages
reluotance of cany persons to put in writing any statement8
Nwhioh may bo interpreted as reflecting unfavorably upon their
roJuots?00 leads to evasions and sometimes to
mArd21tobiniifltt2«?2?2tSP IV thia,Particular case every effort was
i full1 honest replfies. Not only was the statement
mode th”™t it v«3 not the purpose of the survey to reveel any
Inlormatlon of c purely personal ohoraotor, nor to use informa-
tion obtained to take any action whatever that would rut any
superior or employee "on the spot', but the suggestion wes made
that anyone v.ho wished to do so could omit his name and identify
Sufstlon£° 19 fcoraly by giving the unit and"division-in
which he worked« In spite of these precautions, however, a good
deal of evidence was obtained from "off the record™ conversations
that on appreciable number of those answering the questionnaire
took the oosy road of giving favorable replies to most questions.

SMSS*"isfsSj; g g £

On the other hand, an inquiry of this sort gives an opportunity

to those who have grudges or "‘gripes” to unload a lot of criti-
cism which ooreful Investigation may prove to be unjustified or

exaggerated«
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It 1a important, therefore, that little value be attached to
a statistical tabulation of ansv/ers to questions. Kach sug-
gestion or critloism should be evaluated not only in the light
of trends iIn the answers, but clso upon the basis of a more
thorough investigation of all the factors Inherent iIn the
situation, iIf that seems to be vtarranted.

Undoubtedly, it was a mistake to use the cuestiona as originally
worded for the discussion iIn the office of Direotor Kyer with
any but the upper level of supervision®on the project. The
revised form, or some further revision, should be used i1f the
questionnaire method iIs to be used on other projeots.

Some of the higher projeot officials stated that iIn the time
available before the questionnaires had to be returned it v;as
not possible to prepare adequate answers to all the cuestiona,
many of which were quite searching and deservad oareful study
and long, detailed replies. In addition to this reaction there
were other evidences that the questions served to stir up a
good deal of thinking about the subjects covered.

Problems for Consideration

While the number of replies which Indicate a need for some action
Iin connection with the different problems covered varies consider-
ably, there seems to be ample evidence that the following deserve
careful consideration in order that decisions can be reached (Q)
about the advisability of action,"and (2) concerning the nature of
any action that needs to be taken or program that needs to be
developed.

Problems Related to Project iSmployment of Both Unpointed and
avacuee Personnel

I® Communication of Information

The answers to the questions covering-an adequate under-
standing and acceptance of objectives, policies, and opera—*
ting procedures, while very iInconsistent, give an indication
that In some parts of the project staff there is a feeling

of uncertainty about these natters. This is particularly
true at the lower levels, especially among resident employees.
The transmittal of authoritative information and instructions
is usually either verbal or In writing, including telegram
and teletype.

(@ written I".aterlols

Suoh materials include manuals, handbooks, instructions,
notices, letters and any other informational or instruc-

tional material iIn writing.
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general, manual uxi handbook materiel th-t hr« »x
"»0«*1* «a 1. St KK of a auparlo?

1Y 06 t£2 H i
gg?edé%‘ t ?oﬁ?OW|ng points, however, have beon

U)

<5)

BRSPS Y "hiNEy S s kgl Tyromplete
OF purposes or objectives, aid € 2r1 L ?"me
question about the olsrity of certain polioios.

. . ”0 hat wordi of _procedural
ciaterioi 1s not always cfear and tﬂgt d|¥¥erent

interpretations are made in the field,

structions which hove not been rescinded,

who assert that procedures do not

that they are Xhétéfore MElidds tvsiaglraednd

N T"i_few ahoto that polioies end procedures enanatin-

®)

VAN 1 * * H H 3 —
aoll It|¥yrw1f1itlg E)thersC ﬁgvkvegf'rqotg(acrflgl!]gclf £of«r'rto—

oedures covering thoir work. p

nﬂ”PnAn»«i1T"OY;KD of thg gxistence c{ handRo8ks
and manual% was ’oxpresse y Some, others hu
hoard of them but not scan them.

} _ written iInstructions wore the
subject of staff disouasions. Others felt that
full £i*2?2?2?1?S1 ohou*d lace to establish

] . _ and understanding. Evidently
preeticas diifor in different sections and units.

staff Lootings

.-hile yerbal instructions are a regular and indis-
pensable element In administrative and supervisory
relationships, moat of them are given "on the spot™
to subordinates and are within the framework of
brooder procedural instructions in writing. Prom
certain replies to the Questionnaire there may be
some cuestion as to whether some iInstructions or
statements of polioy should be put in writing of
which there 1b at present no written record.
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The dost Important contribution of those answering the
questions dealing with polioy and procedural informa-
tion, however, was. on the one hand, the testimony of
those who stated that such material was clarified”for
them In staff discussions, ana, on the other hand, the
suggestion of others that such discussions would be
most helpful«

It was quite clear that suoh matters ore token up and
fully discussed in the meetings of the Planning Board
and the Cabinet* It was also apparent thet some super«
visors attending those meetings in turn discuss these
subjeots in their own division or seotlon meetings*

There was an indication that this was not a uniform
praotioe, however, and that often such discussions did
not get down to the level of the man who actually had
to carry out the instructions*

(o) Lines of Communication

All of these observations, oulled not only from the
questionnaire but also from personal conversations and
group discussions, lead to establishment and maintenance
or effective lines of communication for (1) the trans-
mittal and (2) the discussion and clarification of
information and instructions* Such lines"of communica-
tion have, 1in principle, been established, but are
apparently not always completed or in effective opera-
tion* The need for giving them more attention was
emphasized by Er. Bell?a suggestion that they be dis-
cussed at the meeting of the Cabinet on February 26*

2* Induction of New -Employees

6 majority of the replies iIndicated the desir-
ability of orientation and induction training for all
new employees* The natter was stressed also in
conversations and group discussions. No program of
orientation and induction training had been generally
adopted at the time the survey was made*

(b) Such training will bo facilitated by the completion
of an employee handbook with general information
which all new employees need to acquire 0s soon as
possible.

3. Turnover

Conversations with projeot officials stressed the magnitude -~
of the problems occasioned by the rapid turnover in personnel
both appointed and resident* The latter ore affected by
selective service and relocation, both of which tend to remove
the most valuable employees among the evacuee group. The
problem of replacements is a particularly difficult one,
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because available candidates are i1noronainciw h -h °

older persons,
EL11?17CUn/:Et jra Juet cut ™ school, who

frequently with a serious lanrua”™hondio-T,
in~urn should be-~

ttiSiis!*“ 1716* ao-..ioP-

1£EE Improvement (Upgrading)

@

Q)

@)

professional and Taehm««i

uestionnaire reveal comparativel
little recognition gf e need for special trglnlng ¥

rer 1t is atPiBFEt iR BRORIET ,, That is not syfgrising.
o -
te H.Eg RompetaRZeTOF dNSISPSNdPSuBr of PSR RE n 9k
than for training othf* SJSi1eS tf

b94dlsmiase”™ without

fSthe?eaMlisisPrh ~ arh°f 5S*
Is onou™ evidence

of rloal Med for
the best efforts of the adminlstratio”™o”™ovideb6?!:

Clerical

hevoHbean™offcredito™oierioolrersonne I"t™"Tnno»d £y£ine

ieldao™hct™olerioeil £arl™|] i<

tr*i1Sl”e
monts can %e ouapl¥ or theirr work, aoto al such
cusstionn%_.r«**2n0 *‘bafor r ointment.

lire l o?p?nterest in tne ex-

onnuire reveals a goo
tnd strengthening of the program for training

tvristsl «| oN1K _not only stenographers imd
yX Ists, i?lQe cf1rks ?lce maXhlne operators, etcD

Skilled Trades, etc.

2ne f V;hich the vocational tralnlng pro-
gram JTopaz has mode, and is continuing to make? a
very effective contribution. Its values are repeatedly
recognized in the Questionnaire, andthe evidence of
its success is apparent in the work of certain crews of

the Operations Division.
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Vocational education, on the other hand, i.e, iIn-sohool
vocational training. has been handicapped by laok of
instruotors a*d equipment. As in the oase of clerical
training, it would bo well to lay the groundwork soundly
m an in-school course of iInstruction which would en-
compass-a broador range of skills and trade knowledge
than ocn often be successfully included in on-the-job
training of the type that 1is Eossible in the work situ-
ations at a relocation center

Supervisory Training

£«112n1¥1?SNn5 numbor PNrsons expressed a feeling that suner-
training t%s needed. Some who had had the benefit of

the foremsnship training courses provided with the assistance
of the State department of Vocational Kduoction, expressed

th°CiditiCr “nd rO0r:iaen3eb h”eir being made available to

some felt that supervisors in office work need training in
planning and organizing work, instructing subordinates,
sndling personnel problems and Improving work methods.

?s ev=0Qnb _a thorough-going program of supervisgrY *
training, extending the good work already started this fie d*

would bé welcomed,
attitudes

The answers to no group of cuestions in the questionnaire
Lffu:br?iin?ons™sI?nb an<* oo”licting than those dealing
MItn attitudes« The conclusion taken strictly from answers
to the questionnaire on this topic would be drawn that by
and large attitudes at Topaz ore satisfactory or better.

It 1s very generally recognised, however, and often discussed
Tu conversations, and the higher-up staff meetings,
that attitudes can make or break the ‘(BA program and are not*
always of the best et the center. The question of attitudes,
30 ¢arass appointed personnel ore concerned, goes back to
original selection for the job, and there is evidence that
some mistakes in selection hove been made. To vYat extent
these mistakesjy or future ones, can be corrected by a process
of indoctrination and enlightenment depends to a great extent
upon the iIndividuals concerned* In any event it seems clear
that o thorough discussion of attitudes and their bearing
upon the success of the whole program might well be nade a
very important part of the orientation and induction process
for oil now appointed Personnel, The subject 13 also of out-
standing importance in the training of supervisors.

The attitudes of project residents are fully as important
os th3 attitudes of the appointed staff, liach, of“course,

a direct

has



Influence upon the other and both are Inevitably affected to
a certain degree by the attitude of the general nubile, mem-
bers and committeea of Congress, and the press. Keeping evac-
uee attitudes sound and cooperative Is a major concern of the
entire agency, and this ooncern should be shared by the lead-
ers of the evacuees themselves*

This report, however, deals orimarlly with those attitudes
which affect project employment and relocation. While there
have been occasional allusions to Individual cases of var-
Ious types of ooor attitudes on the part of project residents,,
the one outstanding problem, as revealed at Topaz In dlsouss-
lons with both evacuee personnel and project officials, as
well as 1In answers to the questionnaire, Is the attitude to-
wards hours of work. This attitude, a&slttedly bad on the
part of many groups of evacuees, Is attributed almost entire-
ly to the wage scale and consequent laok of an adequate mone-
tary incentive. |In spite of the acceptance of this situation
by many appointed supervisors, as well as by the evacuees as
a valid reason for tolerating a shortening of working hours at
both ends and in the middle, some supervisors have Insisted
upon a full day of work and high standards of work. The sit-
uation Is not a wholesome one, especially because of the det-
erioration in both standards of work and resoect for males
and regulations. Both together cannot fall to constitute a
resulting deterioration in the resoect of the evacuee worker
for his supervisor andthe organization which oerrits such a
lowering of standards, and finally a deterioration In the
very self-respect of the worker himself who permits his own
standards be so lowered*

Perhaps a oart cfF 1;he solution may lie in material incentives
of one kind or another, but basically this appears to be a
question of seeking new types of iIncentives to meet the sit-
uation In which the war and its consequences have*temporarily
placed Project residents. Except for non-financial methods
of giving recognition for good work, such incentives lie large-
ly within the Individual and the group, and boll down to self-
respect and the pride and satisfaction that come from doing

a Job well and Playing the game. If that approach to a sol-
ution of this Problem Is to be attempted, w$h or without the
aid of material Incentives, a carefully organized program of
training iIs needed, starting with the entire appointed staff
who have thus far contributed much to £he acceptance of the
present situation*

Problems Related to Relocation

Any consideration of the bearing of educational and. tralni g act-
ivities upon the successful relocation of evacuees rests upon the
policy of Ra.with resoect to Uie degree to which It can and
should assume responsibility for maintaining the ore-evacuation

employability, or increasing the employability, of out-of-sohool
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evacuees and for preparing evacuee youth successfully for
either appropriate employment outside tho projects or for post
high school education In established institutions.

Items for consideration within the framework of such a volley
are:

1. Records of Training end Experience

WRA Form 12 is the record available both for the employ
ment of adult evaouees on projects and for determining

their employment prospeote after relocation. The complete-
ness and correctness of these reoords has been questioned

In general terms but the Topes staff indicated a belief that
Forms 12 on that projeot were \ro-to-drte arid reliable. It
is clear that they should be#

From the standpoint of relocation prospects ouch records
should be considered in the light of what has happened to
the i1ndividual evacuee on the project which night influence
the validity of the record for placement purposes.

2. Relation of Project Employment to Previous Experience

In this connection it Is Important to note whether project
employment lias served to

(@ increase the skills and knowledge of the evacuee
Iin his pre-evacuation occupation;

(b) provide the evacuee with experience iIn a secondar¥
or new occupation at an economic or intelligence level
equivalent, superior or inferior, to that of his pre-
evacuation occupation#

3. Number and Tywe of Persons Employed on Projects

The degree to which project employment can contribute to
post relocation employment depends in part u™-on

(@ the ratio of persons employed on projects to persons
to be employed after relocation;

(b) the number and variety of projeot occupations in
whloh evacuees may engage.

4. Persons Mho Ex~eot to bo AM# to Return to Pre-evrourtlon
ueiidence ana mn”~ioyment

There 1s considerable evldenoe that many evacuees are
counting upon resuming their former occupations at their
former homes after the war# Tho folloiring questions need
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fo bu answorcd vifch ras* ocfc foo this ‘tout’s

() CnitTi¢sTied that t’is id the b>»v solution for
sona 3V¢cucco™.  1X° so, #itioh onas”

(®) If some of the -rcur v.ho ere on; lob bia rro -11ov00
foo Pur. in £ raloetion cantora until tlay rg

fittoci to return to their fon.or loros, rtoot effect
--ill this hre.vo upon the roloo tien vronron?

to) |If oor*; ero permitted to remain ,t centers for this
porroso, bni the i1t ny responsibility to assist
therein maintaining c*oir<etanco in their ocmr tionel
fiolu*. If so, ’.bit does fdo oxorciso of .t res-
ponsibility involve?

~r ™ ent 4a loyobilifcy of tut-of-jchool cuees
to lhefr lro-oveouctTon nurlovfibliTEy --

This is a uostion of matorfcnnci both to those he seek
or.rit xont through raloc tion :nd to these \.\ho my bo
remitted to rarcin t raloo tion centers until 2ft jr the
Y;.r. ldleness or *.rfcioir<tien in inferior ocou~ t".ns
uau:lly OfFuseu & deterioration 5n effectiveness.”™ ~rro-
rrirfco afvloynenfc or tr ininp, on the ottoor h nd, ¢y
iuer ; so ofXlectivoness.

0 u.-op of uc tientl }ro/TrirE. Through I1li-h ;>chool- to
hoot tho Moods otY o u t h -—--——----o--—— -

(r) Thoso .ho desiro, and torvo personal ruolifioctiens for,
~rofossioml or fcootonierl ct.roors reruirin* furthar
srocit lizoti oduoufcicn € fTam colloco or university
lovol. *.asur noe v.e -lvon r=t Toro- fdt € hiph schocl
produntos, corfcifiod foo recoive 1uch training, vero
rcskinr uuooosyful ricorda.

() Those -he dosiro, ¢nd h va persone I “urlific tiens for,
or.v"loyment on fdB rojact of K type fdefc vili préparé
for reioc; tien*

(o) Othore, aho aiftht b:; rsloc.vtod after porrletlcn of
schocl oftc cantero

It is understood th. t at Tops2 iInodecurcio3 in voca-
tional t ; chinr* stuff ;.nd ecuipmont have veukenod the
contribution tfut the hir;h school mirthit n,ka to rest
the needs of these last tvo groups. Vocation: 1
training IS in j Jot r.or,aure limited to on-the-job
training of out of school varsons and to %/ pprcmfcice”
trsining in o limited number of field3o
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7, py of ~dult ¢.duoation lterrori and ¢hcrerlonoe
Through 17rojeot TSrpioymentito

I™ r<Inttin 3tndr rds of employability of out-of-
school evacuoss in former occupations;

() rciso 'U..liflections of this »Tout for re-enploy-
mont in former occumtiona;

(0) provide skills and knowledge adequate for employ-
ment in a new occupation o”ualiy a* s-:tisf ctory
to the evacuee : ¢ his pro-evacuation ocou cticnO

Bo 1"ropf ration of liivacueas for Relocation (xrpluding
occupational training;)

It i1a understood th _t a ccunoslling program hoa boon
instituted for this purpose, supplementing the activi-
ties of relocation supervisors, tosms and other persons
onr/god in the relocation program. ouch e program may
be evaluated v.lth respect to the adequacy with which

it covers such points®ass

(@) attitudes contributing to successful adjustment
to now environment.

(b) Information about community, vork environment,
social and living conditions, services available,etc.

(© Information about travel, assistance to be obtained
from relocation offiocs, etc.

(dJ bmployment relationships, including labor organi-
sations, etc«

(e) crociai information for those taking educational
leave to attend colleges or technical schools
for tho first time.

suggestlens

Orientation and Induction

Lt 1s understood that c mt" induction ., ,fooodure hrs boon
instituted .t Tores iIn recent weeks, fho ¢tteehod outline
of a surwaatad yroRT?* of both erlontoticn and induotion
training has boon submitted to tho i1.RA Training Conr.itteo
for consideration, <Q should lilco to have your rosotiens
as to its practicability ond any suggestions you and your

stiff may have for imirovine 1,x«

Tho success of tho induotion trainine depends upon the
supervisor®s ability to instruct new employees. The
tr e of foramenshin training some of the men in the
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Operations Division r.t To*os have received rrovidos this
skill *.nd orirhoaires tho four besic instructional steps

included in the Induction Training outline*
Supervisory Training

The excellent results clrccdy obtained from the foremanship
tr<;ining given st Topaz with stwte assist&noe is the best
r~eorviondwtion for extending i1t to all persons iIn supervi-
sory positions* It is fTcuggeoted tlot the companion pro-

gr; ns, stressing job relotions end tho improvement of job
methods, bw :I1so mode ovcileble to oil supervisory personnel,
both _jpointed and evacuee*

Improvement of t.ines of Communioation

The receipt, distribution and ms. internnco of handbooks,
mmuols md vther written ‘instructional material might be
ro-oxarJned tc ke sure tir.ti

1* Jordon3 is responsible tr the Project Director for
planning and checking on the distribution of such
material iIn order that ever rersen who should soo it
receives it promptly*

2* New"we terisl received 1is read and put in tho proper el
place* Sometimes project officials will find it
helpful to delegate to their secretaries or assistants
tho responsibility for reading oil incoming material
and for calling to their attention those portions which
thonr “orsonally should read*

3* Kovwr menusl or handbook releases, instructions, etc*,
aro discussed at the first opportunity at all staff
conferences to whoso members they apply, from Planning
Board and Cabinet meetings down to the staff meetings
of units in which the York is actually carried on*

Tho objectives of such a discussion should b.i to oocure
a clear understanding of the meaning of the instructions
¢nd an agreement upon how they are to be carried cut

on the project; to consider any assertions that the pro-
cedure or policy, os written, is not suitable or workable
in the light of project conditions; when there is agree-
ment that''such instructions are iIn fact unworkable or
unsuitable, to -M3wre a recommendation for change, with
a detailed statement of roesons, for submission to the
Project Director, 1in order that, iIf he concurs in the
recommendation, he nay forward i1t to ‘Washington for
consideration*

40 ¢ill copies of the manual and of the several handbooks
are periodically chocked for occursoy of maintenance*
The use of master copies, centrally maintained for this

purpose, cm be very helpful*
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5. All superseded procedural material is removed from binders
and at least one oooy filed In a special central file main-
tained for historical and legal reference.

Staff meetings at each supervisory level may well Include in
their Planned agenda regular provision for a two-way discuss-
ion of functions and activities in order to establish a clear
understanding of objectives and policies/ responsibility and
authority, operating instructions, and standards of perfor-
mance .

Joint staff meetings of units whose operations have an inter-
relationship, such as mess management and agriculture, fre-
quently tend to clarify oommon objectives and operating re-
lationships. as a substitute for Joint meetings, the head of
one unit may be invited to atten and participate in the meet-
ings, of another unit iIn which i1tems of mutual concern are to
be discussed.

e D. Replacement training, to met. the problem of heavy turnover,
especially in evacuee Personnel, Is a modification of iInduct-
1on training, "~he principles of instruction followed iIn the
Job Instruction “~raining (that part of foremanship training
already given at ”~opas) apply equally well to the understudy
training relationship.

mO0 be most effective replacement training should be given the

new incumbent of a position by the person leaving It. Ihis
requires that impending vacancies be listed well iIn advance
and that there be a training overlap in iIncumbency. [If each

division maintains a record such as that on the attached
sheet, supplying a cony to the Personnel Officer, it will
facilitate the Planning of replacement training.

In some of the clerical fields, including typing and steno-

graphy, group training for replacement purposes may also be
desirable.

Attachment



PRRftOsmEL OABiIimt iltfll#
Thursday, August 10, 1944
those nnntt
% */* Campbell Dorothy Pratt
Bg%gﬁslggxgid 6-eorge Laf&bregtie

Th» need for tipi work in the Personnel Section waft again
stressed. It wan felt by all that wo were affecting progress in
getting good l1llaelon between unite»

The progress with the Man Power Commission wee discussed. It
we# explained that the Council had called a meeting of key resident
personnel from each section and discussed the Man Power situation*®
apparently the main concern the meeting centered around compensatory
time earned prior to January |, 1944» The possibility that Me
group might become a sub-committee of the Labor Committee of the
council wag explained«

It wee agreed that whenever possible women applying for
position* would be referred to the hoepltal as potential Marsesl
aide*

the new correspondence procedure issued by Mr* Mi«see waa
discussed and copies distributed* Mr. Hiesee is signing all routine
reroute and personnel letters that are sent to Washington for
approval .

The »M Form 13 1a being revised* Provision is belnr made
for the signature of the Project Director. The Personnel Section
will not accept ftHA fora 13 that doe® not have the Project Directors

signature*



4 meeting on employment of children tinder 14 announced* It was
a oor*s#xan of the opinion that i1t would be prtfermble not to hire
children under 14, until all other potential resources for man»
power c)uld he throughly reviewed*

k report was mad* on tho meeting held by a special hospital
committee In .regards to day care of children of working mothers*
Pouht was expressed as the feasibility of this progran unless re»
sidents were siae fully aware of the critical need for all available
san»powe re

Mr* Hartford™* secretary Mis® Hogaml Is being transferred to
Mr. Mittse* Miss Eawah&ra in Mr* Sanford*s office will assume
Mts MogAsii's duties* 4 replacement will be needed for Mias
Kawahara ms eh* i1s planning to relocate* Miss M&ry fakahaiht will
probably accept the secretarial position with Mr. Sanford* the
Project Director and the three assistant® have agreed to limit
themselves to one stenographer* Mr. Bell i1s losing his secretary
by the end of August* He hue an understudy for felts flté&shiaa*

It was agreed that It was necessary to get a statement from
Mr. Miller , Assistant fire Chief, as to what Ms future plans are.

A follow up is being sent to Washington to clarify the status
of «Junior Counselor CAPS«

Mr* Campbell mi asked to prepare a report to the Civil Service
In order that we may obtain our allocation of Person?;el through the
far Manpower Comalsolan.

Mrs. Chestain is transferring from the fitmentary School to
a Cate Cleric position* Oeorge Stewart will be transferred from Cate



Clerk to & position in ML fa as Ouard.

hn Increase In salary Is being requested for Sir Hoy F. Stahl
fro® Acting Projeet Steward to Project Steward.

Mr* Howard will review tar* Bobbins,fils at to qualification
for It position of Property axd* Marahatisiis# Officer. Mr. Howard
will alto s«<t u a file on all appointed personnel showing the
position on the Project for which they would qualify# this will
assist iIn making promotion from within. The Personnel Section
would thus Us 1In a better position to make reoomendatlons for
promotions.

Mrs. Heed will become our retirement expert and.prepare herself
to present a brief explanation to the appointed staff at one of the
Saturday altsmoon meetings# Mrs# Bawd will also prepare vacation
list for the Administrative Management Division to distribute at
the amtaeetlng of that Division.

Mr. Howard will prepare his reoow»endations for a Person %l
Audit, the preparation of the schedule and data to oe gathered will
be discussed with Dr. 0. f. Hoffman. It la hoped that mm of the
Sections will ask the Personnel Management section to perform a
Personnel Audit where they feel that It would be helpful to the
section.

k discussion was held on leave. Mr# Campbell ad. Mrs# Pratt
will prepare a new directive to the Staff on Leave Application an
well na proposed revision of our present fore*

It wag agreed that should any complaints reach the Personnel
Section they will immediately be referred to the Personnel Officer.



the jnesting of toe Stiktt Housing Council In rreparation of tfo§ il
next Staff .party A% announced* Ms* ladorawsed will b# thu ¢e?
"Cimlrs&n of Wi ooordlnatling eom lltea
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WAR RELOCATION AUTHORITY
Central Utah Projeot
Topaz, Utah f6-3

October 24, 1944

TO: Members of the Project “raining Committee and
Project “~raining Sub-Committee

FROL: Perry Carmichael, Executive Secretary
Project Training Connittee

SUBJECT; Set-up To Implement the Project Training Policy

1. The following are members of the Project Training Committee:

Chairman: Mr, L. T. Hoffman, Project Director
Vice-Chairman: Ur. 0. L. Nleeee, Assistant Project Director
Membere: Mr. R. P. Sanford, Assistant Project Director

Mr. R. E* Bell, Assistant Project Director
Mr. E. W. Conrad, Reports Officer
Lise Leah Dickenson, Relocation Program Officer
Mr. G. Lafabregue, Personnel Officer
Dr. L. G. Noble, Superintendent of Education
Executive
Secretary: Mr. P. Carmichael, Vocational Training
Supervisor

The duties and functions of the Project Training Committee
are (1) to review proposed programs of training, (2) make
recommendations for revision of programs of training now
In operation, (3) iInitiate new programs of training when

necessary, and (4) approve all training programs for the
Project.

The regular meetings of this Committee are to be held
at 9:00 a. m., the third Thursday of each month In the
Project Director”™ office, other meetings of this
committee may be called by the chairman.

2. "~he following are the Project Training sub-oomniittees:

1) Office Practloe 2) Supply
Vincent Gonzales, Chairman Walter Honderich, Chairman
Helen Fry William Hunter
Lillian B. Christensen Marvin Bales
Hugh J. Turner Melvin Robins
SP-8 Commercial Teacher Jerold Bennett
Resident Employee Resident Employee

Reoresentative Representative

V

f



Projeot "raining Committee
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4)

5)

6)

.~cn sub-co-rittee,

nage ?

jese janagement
Frandon Batson,
Hoy P. Stahl
Laurence R* Jones
Shelton y, Barlow
Resident Kmryloyee
Representative

Chairman

Orientations and
Tn-Servlce "ralnlng 9)
of Appointed Personnel
George Lafnbregue, Chairman
Claud H* Pratt
Oscar F* Hoffman
Ralph Howard
Doren B. Boyce
"Jendell J. Palmer
Henry /atson
Henry Dyke« 9
Cliff Purcell )
Dr* L* Bane
lise F. "horp
Resident Employee
Representative

/otor transport
Tvan Sorenson,
Robert Snyder
Resident Employee
Reoretentative

Chai man

10)

Aprlculture
*1den S» Adame,
Foy L. inlow
Resident* Emoloyee
Representative

Chairman

except as hereafter noted,

Fire Protection &

Internal {ecuritv

Charles H horaback chairman

Robert V/, Roof

Andrew W. Kasiue

John C. Fife

Resident Employee
Representative

Engineering
Wallace Crane,
Carl H. Kinney
Eugene E. Gardner
Frank J* Hookins
Leonard A. 1/ocd
Resident Employee
Reoresentative

Chairman

Education
Adult Education Supervisor,
Chairman
Lember From Relocation
Jember From Personnel
I/ember From Com. Analysis
®ember From Com* Activities
lember From Com* Council
Lrs. Inukai

"raining
Chairman

Vocational
Ferry Carmichael,
Robert Harris
Targuerite V. Hudson
Loulise r# .atson
Glenn Seal
State Deoartment
Resident Employee
Representative

Instructors

is to develoo

and submit to the Project "raining Committee for review

and approval,

effective iIn-service training and/or training

programs for evacuee employees of the unit or units it g

theee 1

dpp.rable contributions to evacuee wor %Eé”%nﬁEﬁgﬁ?Tf Eélg make

their to accomplish the necessary Project work,

fulSemLym»nthba#ter°pelooation?1:0ry

and "'hen

"te eub-eomritte« for Orientation and In-Service Training

of Appointed Personnel

(new and old) with the assistance of the

Vocational ~raljlinR Supervisor is to develop and gubnlt to the
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Project "raining Committee for review and approval three
eeparate , training urograms as follow«:

a) Orientation urogram for appointed personnel.
b) Orientation program for resident employees.
c) Tn-Service training program for appointed personnel.

The sub-committee for Vocational ~raining will plan ail,

rfter review and anproval by the Project “raining Committee,
administer educational and training «activities which

rill contribute most effectively to the efficiency of

evacuee employees and to their employability after relocation*

Each training urogram is to Include:

1) What is to be learned
2) What Instructional methods and technicues rill be employed
3) .hat written and other training materials will be used
and sources from which they are to bo obtained*
4) "“Wo will administer the urogram, who will fne the
instruction
s 5 who will take the instruction

It 1s recommended that each sub-committee meets freouently
until 1t has developed its training urograms and hap them
approved by the Project "raining Committee,

3. mhe Vocational '"raining Supervisor is to assist each sub-
committee in the formulation of its urograms,

4. Responsibility

At each level of sugervision, persons administering or
directing the work of others are responsible for seeing
that the appointed and evacuee personnel working under
their direction receive the in-service training developed
and offered for them.



SMTEN TukIMIMQ

MLre Protection end
Internal Security

faa meeting «a called te eider by the Chatman,
Iuf* Charles S* fTierabaek, at 2:00 p.m. , Wednesday«
November 8f 1944, , Yp, Z-—m nx

A Tftin present were* Mr. Perry Carmichael
Mr# H* a. Beef
gMr«. Charles XU Boraback

During the discussion, Adminietretive Mette* Me. 147

i.sued and it was agreedEthat the Fire Xra—
teatlea ana the Internal Security sections were
Titally interested in safety in all phases.

Considerable discussion wets had and 1t was agreed
that an educational campaign was desirable with
passible safety awards te drivers at stated periods.
It was further agreed that safety awards might be
NN Pp,an Block-wi& | basis where residents of that
particular block had net had an accident during!

certain periods* Bindithe suggestion was made that
safety be made part of the adult education and 13B

service tralnlng

J|JM pmaphlob, w'Safety in the Home*, printed by the
AntiOuo. gafotyjlCeunoil Xnccrpox*ated , was cxfmtined
and the suggestion made that espies be oraoed in
cash homs*1

Mr« Beef stated that members ef the Internal Security
Farce were Interested in finger-printing to bo
Studied as an aid in detecting law-violators, rhe
necesaary data and Instruction course is net avail-
able and some mention ms made of the lack of equip-
ment« Mre Carmichael stated that he would leek iInte
this phase of the problem.

Mr« Boraback expressed the epinlen that firemen train-
ing should be kept to the simplest form. And that
probably there were thro© subjects; First, science

of combustion* second, hose practices and fire drills;
third, iInspection procedure« He stated that necessary
instructor9s manuals and books were available! those



&N e

from the Oklahoma A* tad M* Celleg« feeing exooption-
ally aluafel e

Mr* Garmlehaal stated that he would endeavor to
s«loot an instructor from amongst the adult education

staff»

There feeing no further business the meeting adjourned
at 3s40 p*au

Charles X< Borabaeh
Chairman



IN NMOCATIM auteohitt
Central Utah Project
TopasJjDtah

profbct MAIMM ornarmi msmim

Date? Thursday. Hoysmbér 16> 1944

Tima? 91Q0a.”

Place? Office of the Project Director
Aftl1 01

1, Report by divisions on the development of orientation
Sand in-service training programs to date?

a«< /AyOnialstrativ® Management, Mr* G* 1* liessO fe
b*S Conmunity Management, Mr* B# P* Sanford

o* Operations, Mr* Be JFf Ball

& Project Attomey, Mr* F* S* Barrett

e~ Relocation, Miss L. Dickinson

T* Deports Office, Mr* B# W# Conrad

2* Review of Administrative Jfotioe by Mr* 0*-1I** 8Aesse
Subject? Linas of Communication

J* Beport on results of the Orientation Program,
Mr* George Lafabregu© =l

4, Discussion led by Mr* Perry Carmichael
Subject? Can this Project sake use of the Management
Bulletin, entitled, *Aa Agency Management
jiProgram? A Guide For Self-Appraisal and ¢¢V
7 Planning Economies in Operatlcn”™t
Report on Training courses and Beooasiaeiidations for
committee action, lIP# Perry Carmichael
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Central Utah Projaot
Topaaf ¥tto

i1@ a* 1]
Caairaamt Hr* im%ber f* Hoftean

Haahar# praaentt

Mr* Ftrry Oarsiiehael lisa Luto Dlaklnaon I
Hr# dllbart K Hlaoa# Mr# Oaorg# lafabragua
UT* Roana# p| BallL Mr« w« Onorad
&* R a j F * Saafard lir* Xaoranda HabXa

Homhar* ahanoti Hon#

tha meeting ma eelXed te arda? at ftO7 a# »* la tha Project
Bireeter*» affla®* flp

A report by dlrielana ma ts&d# oo the daralopmant of orienta»
timi and in»«erria# training progran« te datai -

la hla repart an the AdmInlatrative Ma»aga®aat Divisici Mr#
l1ana# etated 1h# follmrings g™ "¥1 " *»;

X* lhat dw# to th#_deerease la pereaimel* th# training la
tha rimine# Seeliam he» tana very allght» feceever* there
mara peealblXltlea which #aa be deeelaped«

&8 The realdent enployeee la tha ntattffeieal Paetlon ara
r#a#1Tlag minati# training ©a the Jab* ¥

5* Training la the Wma Msaagaaaat®unitimi ha# beta_oonaldered
and dieeueeed wlth ir» Hardingf bar there marna 10 b© no
«ppreeoh lo thé problct* fta enly palata that eaa be

aro goad houaakagqglag preetlee# and unifonaity
la thé preparatine éf fao

Br* Kable iafaroed Mrie Kleaaa i1h&t tha Stata wooXd ba *
wilXing to aaalat ma in IMi1 fieli 1T wa oauld draw up
| Bv aa organlaational aroarea-m V.7 ;... .m m -

4*  Althangh tha persone©! turnover la taa aupply Seotlon
mkm bean emMimtXvely anali* f#ry little training
nativity la golng nn et taa praaant timo«

T |JA etp|to*imrai trainin% la affina nervine* la ta ba takam 1$
“TibyAa meeting plaanad far thla eftormone where fllteg
procedure*« and «ethede af oerklng dalatlana and rariolona
~af adadnlatratlra natie#*» handbaob rateate* and natmaX
Eralaanaa m 1 x .b* dlaanaaad«
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Mr, Sliite then reviewed Administrative Kotioe #155* tin®» of
Ooramunieation. Bo stated that he was to be the procedures
officer for this Frojeot and would be responsible|for the
proper shifting and routing of notorial to the individuals
ooneerned and would be responsible to the Project Director
for correlating any material which say hare various inter* Jg
probations. Be suggested that releases that come in durm?
the week be listed and those that need attention be separated
for discussion at weekly staff meetings.

ijjr, Sanford reported on the development of orientation and

in-service training programs in the Community Itoagamentg
Division. Be statedi

1, that the material received from the national Safety
Oounoil would be used as a basis for a training program
IS the internal Security end Fixe Protection sections.

2. there is an interest in a eourss in finger printing if
jjr a camera could bo socurod.

in-service training is constantly going on in tho Health
Section in tho training of mure#'a aides.

4. the Community Analyst gives a weekly report cm nows relative

'‘to hie section,

5, in an attempt to train office workers, materiel ie sent
baok for oorreotionlin spelling, whenever time permits.”

Mr. Bell reported on tho Operations Division. He stated» |||]]

Il. That the SafetK Program would acme under both tho Internal
Security and tho Fire Proteetion Sections, The home
angle would oome under tho Firo Protection, while safety

5* on tho roads and at the place of work, would ocome under
the jurisdiction of the iInternal Security.

Mr. Jfiesso suggested that more safety posters display«!
at ths places of work would aid in making everyone
safety-eonseious, |g

Mr. Carmichael stated that posters should be made in the
Center, picturing Center conditions rather than having
eommareially posters,J-eome of which do not apply
tofthe moda of living hero. |

MT* Hoffman stated that there should be a definite tie ||f
between the training oommittee on safety and the regular
safety oommittee. The oommittee members were revised

SO as to have the seme chairmman and the same members in
both eomitteoe. 1 -\ 11
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«AO@ar&gid la _? I» a part of oaoh ol&ea period to tal# In-aorrieo
I HHBEpr*pamT~IM the coamittoe falt that with lagliah
loasona elroedy inelodod in the Aduli fédueation program* thli
would a » ? too m<sh ot the lInltod ala»« parlo! and wcrald
deprima la# etodoiit» ot the imatructloa thap «@mo_to reoolre*

It ma dadilod to giro tai» further ihenghi and discute it |8
alzaia ai the noxt meeting*

or* lioblo roportodi

1* flit _aa torni a@® a mplaeemoatVeaa ho tonnd~ao wuld relo&ee
Hr* Bobiaaoa to the stato TooationnX Doparteoiit ea a foli igj®
timo welaiag laatruotor tmr Tepan»

a* .1t a repXaeemmt ocmld ho touad* ter» Tarali oan eleo ho
fEraleaseS to do agrioulture wer& in the rooational program»

Mr* Sanford inquired whotaer O «anteam timo eould togaet fot
thoso meeting®* It me decide! to limit them to too tour»*
troa ptOO a«; a* to MtOO a» n* Ito noni meeting arili te told 2
on Deeomber 21*

Tm meeting ma adjoumod at 11115 a* nr,.

Pespeatfully «ubmlttod* r|B

Perry Oarmleh&ol™
1&oeutlre Beerotary

141F IHfuramatsu™
Sto&egraptor
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WAR RELOCATION IWRIOT
Central Utah Project
Topaz9 Utah

raruna of teb project bih w « » i Mimwa
Thursday9 Wovember 16, 144
9s00 a* m.

Chairmans Mr* Luther T. Hofftoan
Members presents

Mr* Perry Carmichael Miss Leah Dickinson
Mr* Gilbert L* Niesse Mr. George Lafabregue
Mr* Rosooe 1* Bell Mr. Edwone W. Conrad
jMI( Raymond P. Sanford Dr. LeGrande Hoble

Members absents Hone

The meeting ms called to order at fsO7 u* m. in the Project
Director*s office.

A report by divisions was made on the development of orients—
tion and in-service training programs to date.

In his report on the Administrative Management Division, Mr.
Hiesse stated the following:

1. That due to the decrease in personnel, the training in
the Finance Section has been very alight, however, there
are possibilities which can be developed*

2. The resident employees in the Statistical Section are
receiving valuable training on the job.

3. Training in the Mess Management Section has been considered
and discussed with Mr* Harding, but there seems to be no
approach to the problem* The only points that can be
stressed are good housekeeping practices and uniformity
In the preparation of food.gj

1 Dr. Hoble informed Mr* Hiesse that the State would be
willing to assist us in this field if we could draw up
an organizational program*

4. Although the personnel turnover in the Supply Section
has been comparatively small, very little traininge
activity is going on at the present time*

5. A step toward trainin? in office services is to be taken
by a meeting planned for this afternoon where filing
procedures, and methods of marking deletions and revisions
of administrative notices, handbook releases and manual
releases will be discussed*
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Mr* Hieeae than reviewed Stoinistretlv© Botine #133# lines of
Oommpxaieatioa*E Ho stated that ho wee to ha the procedures |
offload for thin Froloot and would be responsible for the
propor shifting and routing of storiai to the iadividualelf
eosmerned and would ho responsible to the Frojeetipirceter
for ©orrelatlng any »atarlai which may have various lutar»
probations* Ha suggested that releases that m m in during/|*
tho week ha littod ant those that need attention ha separatad
for discussion at weekly staff meetings*

Mr* Hanford reported on the development of orientation and p|l
innervioe training progress in the Community Management |
Dirleion* He stated:

1« that the material received front the national Safety |
council would he used as a heel© for a training progress,
Is the Internal Security and fire protection sections*

2#J) There is an interest in ageourse in finger printing if ]
a ormera could he secured Judi

3* XnHWTvise training is oonstantl’y going on in the !lealt&;
"Section in the training of nurse*® aides*

4« the Guaimity Analyst %Iees a weekly report on mmm relative
to his section* . i A | '

5* in an attempt to_train effies workers* materiel is mn%
haek for cerreetion in spelling* whenever time permits*

Ihr*;iell reported on the Operations Division* life statedt

1* That the Safety 'Program would some under both the Internal
Security and the Fire Protection Sections* The home
| angle would sat under the Fire Protestigli while ’j&fs-
| on the roads and at the plane of work* would none under™
S| the Jurisdiction of the Internal Seeuiity*

|| Mr* Messe suggested that more safety posters displayed
| at the pinosa of work would aid in making everyone |

,safety-‘oenscious*. . " .1/ 1, 1

[k . M* Carmioh&el stated that posters should be pads in the
Centerf plcturln% Center conditions rather than, haring
|fc commercially le posterei some of which do not apply
Ito the node of living here*r |1 .

K;Mr* Hoffman stated that there should be a definite tie!

| between the training committee on.safety and the regular
safety committee* The mmmiwmé members were revised.

| so ee to hare the same dialrmaa and the same members in
both committees* IV
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a* That useful material had been received from the Oklahoma
A & M College and from Los Angeles Fire Department*

2* A drivers training course is contemplated in the Motor
Transport Section with awards to be given to qualified
ersons* Although the last course was not very success-
ul, it was time to try again as boys are reaching
the driver«« age and are In need of training the proper
way* Courses could also be given in the operating of
| farm equipment and farm equipment repair.

In the Relocation Division, Miss Dickinson reported that
training was being received on the Job* Reading material
Is received, daily, passed to each employe© to read, initial,
and pass on*

Mr* Conrad, Project Reports Officer, reported that he planned
to outline the duties of each employee In his office so that
the person succeeding him would havé something to follow*

In the newspaper unit, training was left to the editor*

As most_of the employees in this unit were either students

of the journalism class at high school or have had previous
experience elsewhere, a need for a special course was not felt

Mr* Lafabregue urged all the divisions that have not yet
submitted the outlines which are to be used in the orientation
program do so at their earliest convenience*

He then made a report on the meeting of the sub-committee on
orientation bringing out the following points;

1* That there was an Interesting discussion on the attitudes
and relationships of the appointed personnel among them-
selves.

2, Dr. Oscar Hoffman was requested to survey this situation
and report the results at the next meeting of the sub-
committee *

The new orientation outline was presented for approval and
the following comments were made:

1* There is _a need for a revised handbook on orientation.
In compiling this handbook, Mr. Carmichael suggested
that employees who have already gone through an orienta-
tion program be asked to give suggestions on what they
thought was lacking.

2. it was the consensus of opinion that the orientation
pr%gra_m_ be kept simple, adapting it to the individual,
and giving at one time only as much as can be absorbed.
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Necessary changes were made in fete orlsntation outline. A
notion was made and carried to approve this new orientation
outline*

to* Carmichael made Ms report n training courses as follow»!

1jJgj That™S" resident was secured to assist to# Harris in his|
jil11auto mechanics classes*

2. progress has been »ade on the aircraft mechanics racial
prejudice situation and it Seems as though it will olear

«jiup

3m m evening »lass in welding f t began November 15* with
to* Warren Poblasen as instructor*

4%# m advanced auto mechanics ©lass has been approved bp the S
State Department and m Instructor is being eontaoted bp
I 'ite otate Department*

1# The body and fender repair course has been approved bp
the State Department but at the.present time no instructor
gHasajLlable* \Nermmmiuon;rnl ~

4# Mr* Hifcaru Eideahlma. a resident instructor for drafting*
has been employed but as, yet no one has enrolled ife.tls

/7, possibilities of state aid eoursea in farm eonstraction*
S|H !'«aintenanco tad repair of farm machinery are being I

»BiNigated*$Siirlp!

8* 1io answer has been received to the retuest for a vocational
p commercial ®<*8.teacher

f*. Ho progress has been made on the proposed dental mechanics |

10 At the Malt Muentlon sab-committee meeting* it W *f
recommended that the type of courses offered in the Adult
Education program should be the result of the cooperative
efforts of the resident staff and appointed personnel*

11# English in all activities Is to be emphasised as «oh
I as pesalljPs*

121" Japanese language elasses are to be discontinued until
approved in accordance with Manual Balease JO*J).*5*

to* Carmichael recommended that a safety program developed
bp the Fire Protection and Internal Securltﬁ committees be
Zgiven to the Adult Education teachers and that they be
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Uso itnir™l tf* il oi diiotttfloi mo iha orgaaixation lo supervisa
th« jrarljr «itloisacy rating» for th# Ap~oinled Staff» S| folloaijig
d«i«nsiaatiosa «ara anule by iba CciaBitiaaipl
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tho Feracanal Oifii« «Ul prapara i propasad e~gmititiM
ch&rt oi th# Appoisto4 Btaff isaiontisg #ho ukiU 50 ntoifi
thoso tboy fooli r&t«i &4 iho venid be ib# nvlovon*

foraonael venid prepara & rating shaat Tor ©aeh Job «asignad

te tho Frojaat inéiaating thalr rGec«m®rtdaiion®© for undarlinad
«lamente» fi;i> iheae oMoiits aeemed pertinant te th« Job» faar
«1X1 be submltted te eaoh Diviolen Chiaf for hls aeaaildaration«

fita naxt neetiag of* ib# owaittoo 1# 1# b# beld on Pabruary 15»
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ffca ieraeimal Offleer wHI asaoumo ib# effiaieney fotingo ai
th# n#xi Bisfi Mceilng on Fabruary 3» 1945«

Cn Haroh 3» ib# Persona«! CFflcar #111 preeeni i# ib# Staff
in detall ib# effiel<sncy railng prograia*

4 n#tIng of r&tere and racionare #111 b# held ib# latter
part oi February* 1to frojaot Pirecior #411 prooont th#
b&sla principio# underlylag th« «ffiota&cy rating progra»
and th# f«racimal Offlaar #111 giva ¢«tallad Instrusticas
a# i# proeedure* 4 oooomt jaeating oi thl# greup #111 b#
halé in th# early gart of lhroh»

1&phaoio #111 b# placad en th# faot ihai a goal rating i#
daoirabla and of raal vaina i# th# «aploya#«

ii##d for ebjeetiviiy on th# part of raiaro and reviawera
#111 alna ba otraooad#

Xt «as agroad that no raiaras## #111 ba nado #" previous
affioiexiey rating#*

Reorga H Lafatregua
I (mifleer ;



EFFICIENCY RATING.MEETING
Conducted by the Civil Service Oct virevo*.

Salt Lais,©0 City, ytaii
February 17, 1945

Miss Marie Hardn of the Denver Civil Service Personnel ClaSsifi.-“
cation Section conducted this training meeting on efficiency
rktings*

1* Emphasis was Placed on the fact that efficiency ratings
are a tool for supervisors to use» These ratings are
inventories of the personnel and a.nalysis of their
capabilities and efficiency comparable to the inventories
taken in most organizations of inanimate tools and, working
equipment* These ratings should be given.at more frequent
intervals than is normally the practice, 1in order to enable

V *the supervisor ,.to properly tee this tool*

2. There are four main parts to the rating program.

1* The Rating Official, who is the key to the entire
rating program*

2» The reviewing Official who attempts to develop
standards for his entire organization and to
prevent any inequalities therein.

5% Efficiency Rating Committee* This committee Iis
responsible for maintaining uniformity between rating
and reviewing officials for the entire organization and
to furnish expert guidance during the rating period*

4* Personnel Officer, He is responsible for canducting
the necessary training for rating officials; to
prepare the necessary forms 51, Efficiency Hating
Form; to provide personnel folders where required
by the rating official for review; to notify the
employees of their ratings and of their rights for
appeal; and to supervise the grievance procedure*

3* There are four essential factors that Must be considered in
the actual preparation of a rating -

1* Knowledge of job

2, Standards of performance

3, Determination of pertinent elements

4* Knowledge of performance of the employee



Item No, 2, standards of performance, is t< jjjoxru
requires the most attention from the supervisor-; It is 'l
that he establish in his own mind what is a rea: jliable 31 Xwarci.

for the particular job being rated.

The Civil Service Commission has recognized the Importance
oi tnis item and is making various studies ox positions within
their own organization to See if standards of performance can bo
developed for most of the positions,

Miss Maron suggested that one wap to help establish these
9tc.hd.ards is to have the employee prepare an analysis of his own
job in the form of a work assignment sheet* This* sheet should
then be reviewed by the supervisor and discussed with the employoc
to be used as a common grourid for reaching an agreement between*
supervisor and the employee as to job responsibilities and
standards*

it was agreed that standards

From discussion conducted,
rocmircmcnts and are the

of Performance arc the most essential
most controversial,

He were cautioned not to attempt to use an average curve
in eomputing the ratings of our employees. They are not being
rated and compared with each other, but are being rated against
a set standard* It is possible that the average employee in

acNivity ma™ rate n very good rating while the average emplovee
c.nother organization may only be fair or good emplovee* If an

this would make unfair ratings in the
include

m
average curve were used,
event of establishment of separation registers which
the employees of two different offices,

the elements

4. Stc.ndc.rd Farm -51, Report of Efficiency Rating,
in the follow-

appearing on efficiency rating form arc classified
ing categories:

Itoms El cments

1-20 Loing
21-31 “Seeing to the doing,1
1-10 (as a further breakdown) Fow well a person decsl
11-13 "How much a person does"

14-19 JHow a Person docs a iobf
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20 (Used rc an element only on thon; ositiare- -pi-t
physical condition beyond the averege 1S raquiree '
21-23 P3 r_nningii
24-26, Plug 23 Operating”1
27-31, Minus 28 1L eaderships

- Xn rdo.ition, ltons 1-10 r.ro further broken down as
foilers: 1Itone 1-4 rc ~skillH, 5-6 ~Thoroughnessll* 7-20
Accurrcy* This breakdown will r_ssist rating officials
in saloecing* the itons on which the job. should be re.toda
inc rating official should select the ee"ortinont points, select
those 1gKone which r.ro cowedally important*

Eimoloyeos should bo rated only on those items which r.ro
cinont to one position* On this basis, fcvci* c3.onc.nts
should do conoid, rod in confuting the rating thin has been
normally used in tho oast by most rating officials* This
recommendation is outlined in none detr il on urges 4 rnd 5
®F Fcrm 3823-A, Rating Official*6 Guide*

It ws emphasized that once the rating official has
selected the pertinent rhd imoortrnt items, ho should then
Pi.te™ the, employee on the basis of the requirements of the
position ¢Ngainet tHef@@ clone.mtn . Then after NI vintf mr.de his

thego #tenS ho shou
doterminc thelpcrson

S FTurthor emuhr.si zod
‘icirl vas to ignoroO i
T mhat the Mirconil t
Itamon the brrie of -ho
no going hack rpna dx
reljeetive POting*

Under unusual circumstances such as mis-assignments
**rhoro an .employee is assigned to a job over and above his
clrcsification, or whore a personas «attitude in reflecting
upon the job to a greater extent than is revealed bv the
element rating, it is perniosable for the rating officisi to
vary freni the standard rating* However, this wvariation must
be explained in detail on the reverse of the rating form.

Before closing the meeting, it wra again emphasized that
greater use should bo made of periodic unofficial ratings*

Tho meeting wes dismissed rt 12:15 p*M*
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fresasti Miss lelea Qoz Ir, Olita! t. llfsM
tr. IteisaG« 1 M I Mr. Borea B, Baye*
Mr. Vincent im aata Mrs* Berethy Fimi!

Mr, él# Besh Mr, 0. J, Berner, tahingtoa» B« CF
«r ea il um Mr* lim dta*- Sait lek» Olirli Servie» Oea.
Mr. Joseph ta»™ MAsn lidchike tamm

Mr, I »s 1, temlag»

_ Mr* Mless» iatrodaeed Mr. taastssd fraa th» Salt t e Olirli Ses®»
vie» Ocmissida* ta is imm otaueting a Civil Service M aatatasa,
«od presentati Mr. Charles J* Bimer, Civil Serrine repressatallire frce”-
Washingto&t B, O« le Ihe graap. Mr. Hiess» indieatea thai Mr, Berner
t« bere te rtaer assistance ea car mllramsat renards ta le *n¥nCr
«mettions la regard le the Betlrmat législation, fhi» irollag m*
&O0Mk fer ta parpese of talag Mr, temer espiala the tetireasat lei
le car esi&oyees. Mr. liesse Ita lurta thé ssseting over lo Mr, temer,

Mr* B«m«r opsaed the jsediag Ir gtviag thé teefe?©ta historg
©f tee Ite retlrsasnt Bill casse late tiiag la tagrsss la IfSO and Ibi
«ta»taat otages ta» tarde. Me alee eaplaiaea te Ih» pwp Ih» 4*fl~
alllea ta Ih» erigili cf ih» sexd a delta a aoath dtactiea
tei a»14» la smindividuai*s m cornai« |f sa resila» with lese \
8w of serrine 11« Ih» $1.00 a seath Is dedocted fresa hi» r”fta J
a» a penalty for teving the serri»», If lh» Itavlidaal eoo» tak*

Ihal fi,00 tailla» is asaiataiaed la Ms scasimi as lene as Ih» Indivi»
tal itif'e la service, &hodLd sa laalvlital with lesa Ite» five years

ef serrici tasse teetatarlly saparmtoa all ef hls dedadioas M a

vUI he rotata pio» scarta Interest.

If m lalivital hm imm «piosta hr ta Stale Extension Service»
Federai ta&rlty ﬁﬂqeaqy, tecatieaal HsfeaMlltalioa, Siale Servici la Fed-
erai Stopleyesal, M i past sévices cm h» ereditai aor he carnet he
eredita if h» sas «pteta le a prejset «starnai la M?A <imm service
la SIA, ceopcratlv» «opleyaent under impartant ef Agricoltore er Stai#
Cooperative k&mmmuU

tindsr Th» a»w Setiraaant Ad certain fatare» hm taa lltaal-
Ita a» sddiag ta voBuatay coalrlhdloa ridile, ta ter aer previde»
tal sa individaal ha» ta option le rdIr» afta JH er aere yenrs ef
service al ta ®gs ef Suand if he ha» eoatribatad sta» lagosi I* 1SEO.
ta taivtaal tal thsa he psid sa amility fer ta resi of his |1f».
If a persa» resta» ta a88 ef Ss elMi 18 year*» ef &Orrie» ta hs idee
votataily retires, h» is dI#hl» le rétav» Ms Ita smaltar; er a



PérsoR teteeen tea «|i of 55 «od SO with JQjw i*| of m tiot oso n»
U » wili p«»oad « slfe of iou™dy «boat Spi. «[» molotov «se far
*Otf)?® »ndu EX**7 ok Ak ok XUt g p®MM possesso «xaeptional
"aailftcatla_» and afta* »tlraw at ha I Ieg?emsp a’§eds, ?1% «a t%a_n start
eaaSslsaUai agata te ai* rattmamt itasi and st thé tfa» ha ratinsa
a®*la, he wlll faeton ma tasreased «m ite«

te « UteteUsad eaastaemhly. «Mar tea

fSLfey fth g™*fe* air&tiy® peonia »Q banafit ma ihagr «m 1h»_omn
toiit oontriUited muta noni, tot mw teair retirftamt riatta am mia»
telate et a bitter land..

.tea mateateq' age fa» mtixamat la JQ yawa «ite » yaar*a «f
STANIr &«telym dea* patpane, oaUfieetiau ha
al IUM ghmatg autaaatteally rotirad «si fattore anau lir far tea raat

tt m jgptayea hea fi» or noie yanr# of «mise and he la net
swiePtebla far awnrice open nadlcal «atettan. than he Sa elldLhle ter
liesM lltr retlrasant. Ha la than retimi an a diaablUty aanato far
tea perite he la natela te «rie, tette yoar he la ootgeet te a oadical
»»tetti» tcj;r aithar m approrte or nppetatte re«wniate. pesiate.
Bai |f m «tployae reeevem, ha teli te gteen onaymr te tate m-eeaOo/-
«mor i

fim® nm Wm» typm ©iam I™t

] e mfrt&étafatr* mmify in pedd far Ih» Ut#
<k r 6 K « > sherald di» bofor» hi* halsaco i»

Ih>
Me tawfiql’\é)?r «111 risolve ih» logp mipte tho.im d
Ita ith» fini the monili to cat¥ CEMs W tM  |f IhBX® i»

«0 4sdpilim §f fcoaoficiaiy, i 1« psid I» ih» ostai«»

3* laormood aaaalta olth faxfaitar». 7&U « a It i» altoiti*
MMmrilall® lifo aiimflmt «hoold di» hof»r* Hi»

i» mmmV3a%a ll ita* hia iImmtUU” «IH rocofa» 1« ih» «a»
«W*l «iSfr Ita Ih» tirai of ih» wml& to ih» dai» »f hi» daMftu fhs
baione* v ili hai foif«itad io ih» Q&mtmmt

' 3* Matsn& NivaT mm”~ W a ®si»ijaw* «m of aa-
asaltx/llh>.._»H I~ 1|P»»iag m jjjj» yiTSatm tflolal io_I»dlridaal»
_ to «lirax ma do noi hswi aitdda Is m of acgf «ori«  fhsr» or»
iIno ottima mCmt thl» aystmi

Qpiio» di  fMii. ~r»ia» 1ieaa lhifoliim h»«d« do”odliig oa ih»
am of ih» motivar*

®p%mBi 1« a hUMi“r M#or mio« 501 of tha mi» io fa?
U wmiv&r iMah i» ftpiM© io th« «imitaai
M» lifo ma 90" «ili. ho p~aihl» io ih» amriwr,
T * m m ito *mma m mMum ;



___ Sto aoat profitable _enult}{ o a Ufa aamitgr. |1 dependa m tito
individual m to «tot credit er * » pl<w fbr anmdfer It tod,

Oa J.»® te*° *$*« t» 1930. $l»* paariw «sarmref Sw
eraarot jESIJbe not eroeadto« JJOO, jasg tha purchase valor of ladivldual
aqoilgr and dadactton withtold tw awrvloa credit. If tto emite- ta lana

«Mg» tts*11 puretoae® «0» «julty tha* $500 & paar tba Oovemimt w ill
top cs? oantrUnte an <aaaat «mal to tha rote of e«»itel*% !I® to «1*
individual fer tha rast of big U fa.

11« Il la for tha alddle brocket of avaros# rolaxyof «&» er
for 6 » paara. thia flfiora la «ItlpU«d ty tha «robar af
to tha wrrica not aasaodtog JO prora» and tha total la divided ty bo.
rer m coagplai

11600 *J0» 1)3.000 ¢ Ho* $1200 anruitp par paar

1 flan HI conw tota hato« ty tto «et of Ipi* It lafer tha Pro-
fessional, scientific, and wkaialatrotiva affIMal aalaxp brockst of
$3,000 and sp, iceoxding te Plan UZ tha Individual'e hlghest ororose
aalajy la fer toa 8 paar period ad thla fl*ua la «utlpltod %
tha nsiihar ef prora « A st {net aacaadtog 35 paara) and dividaty p «d
tha total will aqual toe roount of «malte tha lotM tod recatea« por
paar,

looor&tog te tito Oovoroaant tabla tito Ufa ajpaytaacp ef an $00ft0
a@a «egilope« la fi paara. If tito Individual toa ted 35 penra ef servioa
to hi® exodltf ha «411 dsw msiuity for IS yoarg,

Tolrntaor OontrlUtUocu Simo 19% «bis aot alio*« tht aploye*
to pat ItT tte'rStGwiiS fSi£ to Mu ero&it  to 10Mof thsl U 1 aku
*sy atraed ila# Migust 1930 félm%mw Gm%rdm%im mxm J& omg&mA
tutor(lrft)*! mé at toa liso of «ittaraont it la usad to parata* ~dltlooal
aaaulty,

jMtot of mtimxmt totolian* olm gopfsmtod, ttador tfco oM
tar m ¢$1IQym m£gd "*iSSE Iengm of «Trice
Ua© «tarn* bal *maar th® Jpg tus? *11 «aptc&oos of tho fwamml Gevora*
mmt witk Cird BrmtHm otatuo cor® udlr tMs act« aa® not
froosos tlio ritodiog «f rotlroaoot éoa”*Moao. If sm b?ire fi# or
mm ymx*. ym ®&mnm% my rMtuad of w  4odteatlons withbold sinoo
Smmw %10 ™t prarorto o™Moroos t a Mittlac thoir Joh« s~a
roooiTIn”™ rdtaas*

] ] Botafit# iwriaoo ttoat oof officora or o™lu~ooo *
tapo raSSroar'losi ffirii'Tivo yopm of Gm®mem% mirt®» im opomtod



BW K

bifore bettsiing eligible for Mo. retiraatai feeaKiily or befora im mmfr&n
the up of Gt Fimo | oonpatallem I« avMIahlo,

ff m laMvidnal to taeSmtarO%/_ _ from servie» and ho
1$ aol eligible for m ui% g ho aom obfain il M tho a"o of. Sbat a re*
daood «amai*  Wmmm if » inMMdsi&l io r»l—_|K|€I€y«d H» amenai ra—
fmusd moot O redapoMted if ho doeireo lo gil beneflte for Mo mmm%
for -tot period of «©rviee covenod % this reftel*

~ Henoy limi lo froten from detetiom MU mm j8 <m$mma interest
until the laMMdaal rtmohoo Hit €o of It* :

JPoMoofttly ef BeaMlolariss» Haox© na employee Mo dooignted
a bcnefic i ranS"feT sHSUa 41% vammé&r Is ontxusted m &t
autor or fAinistrator M tim ©sialo «m  resobre p?marr(* it Mil Mro
the family a largo amout of m |r if the mplaym designata* Mo bene»
floitugr* 51 *® * "% S

_ floto of Birth« St io rwy btortait that IM correct Mio of
birth tf «h»rada ¢a Fom 5[# if it lo not eorrootSy* orillea m your
fora and shea it io_roooMol In Washington* faahingian MSI not adjust
iba Maimuntil it io proved*

> it HUO Mono of ISf Boamo*0Osaamm, the folloMng «fuestlono
were «feed from Hu floors

Q& What s&l&x%/ bmdsat would bo tho most Mroalegemis for ooimtary con*
Sp tributici.*”

4t ft» M~ ser bracket#* ffae moroyou pot in the moro yon receive osi
fe marni of theasoibi M ¢ you resign, there M il bo no freez-
ing on the voluntary contribution* it M il Moo #re yon a fair

&) Moo equity. 'CGE-T .>i tn m\: "1 ¥:(-

m WMt happer# Themyon rosico from disability @ esmot find a Job
1mim &a yomr siftir rooomt? jJE5/V 1. . | i « *®y|m

41 Buro lo no ino oororinc thio casa* It lo Tory mm and tinto IgAt*
thart boa boon only Hu eases# T

8? |If yon resign at esr point9 aro yon ©liable for aaaaity at the r#e
~Naiof & 4175

Al Toox

i if Unbirtii cortlfléate bao boon fumishod during HU timo of «oploy*
nmoni» oonla yon imm lo provo yonr birlh dato agunt
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At
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Onoo It Is prssartsd. to thbs Ooawission sad ths Ownlssion ««tents

9 x Kk PRykk ?2f wnh then it is aeentohic. B» feetls
establlsﬁec}/for all timo« « »

If m Migf®8 Issaturate* fro» ths aerates rad 2305 1« sutnlttod
to tbo Civil Service comimim to ton to person accepte ansiar
jo® *mA |A f «gooor to tbs SSOo trtetofeossed over to tho n©v spongy?

5%* ?r I® t» Semini«. amplement UH dess net pstrids
Tjey tat*radtpnyton tul transfers ef «oceani.s IT It is s transfer”
fwn ths mehgr, njtonld hs «llorad to transfer ths weoids.
All xmxHds natatoia«! 1y ths 0As shoulld to transferred O the atoa.

Asrnaiag that a person to Errico not verified «mthe card, to é»
$m dotiate that poa are certlfping top for a pariito&r ported?

When | € | pat ta dialas for prior service» jit to©® the dato on &
T for servio« not verified«

thatis the thinking of tho Gotossion about retirement on length
of ttao of arrice ratto than ego?

to tantosto is adverse oa this other ton that of veterans com»
~ beak frosi Errico* to Acto BUI provides for m® individual
¥ f _teere rtoerst _thtrtE or aoro posr» of servie® to receive their
hil« % t ThitME ms to become effective six month after

the cessati«» of hostility and to ma three pears, hat it failed«
{irﬂg’ght I:/Iother or not it will ho m advisable legislation at this

Ip 8 f~ tesaprised to increase tlilg aaxx&t of 5jff

Stoles am beingtoo to« If it 1$ easoted there w ill ®an ta»
crease in to contribution*

3# yw selarr is tata! oat for retirement dtoctto hat poa
are «ring «Op for part of to anaaitto*

are act orea considering retiring before TOyears of am or
reducing to detettto?

Bo cmsideratto along tot line Is beingtoo, bat m araemsiden»
lag reducing ths age*

Meeting adjourned at St00 |A



