


General Objectives and Functions of WRA
Personnel Management Program on the Center

purpose of the Personnel Management Program

To develop personnel management program which will enable WRA 0 provide maximum
cervices in the relocation centers with the most efficient and economical use of
manpower, materials and money.

Objectives to be attained

1.To deve op a sound and integrated organization, keeping staff a niriimum .
size consisterrb”with efficient and econcmical operation.

2. To develop sound employee morale through a program of non-financial
incen ives, training and counseling.

3* To provide qualified personnel to carry on all the services and opera-
tions required at the oenter.

4. To get the right man in the right job, “whether it be appointive or Ovaouee.
5 _To encourage proper work habi s among evacuee ad. appointive personnel.

6Vv To measure and increase the efficiency of work opera ions and he personnel
of the center.

7. To help employees understand their duties and responsibilities and their
places in the organization.

8. To obtain complete evacuee in eres and participation in the operations
of the center and cooperation between evacuee and appointive staff,

C assifica i1on and organization functions to be carried on

1.To es ablish evacuee and appointive positions in accordance wi ]! he
standard posi ion descriptions and organization cha;rbs transmitted from
he ¥ashing on office.

2. To recommend reassignmeri of proper dirties to appointive and evacuee
employees who have been misassigned.

3. To s udy relationships of positions in the same organization unit and
across organizational lines.

4. To prepare reconmiendations and justifications for changes in standard.
positions and in the standard organiza ion char e

5* To prepare position descriptions and justifications for the es ablish-
ment of new evacuee and anpointive positions.

6. To conduct classification surveys o determine "whether appointive and
evacuee employees are performing duties in accordance with the standard
position descriptions®

7. To study, ascertain and record adequate production standards for various
types of work.



Classifica ion and organization functions to be carried on (continued)

8. To prepare and mairrfcain organizational, personnel and func ional chartse

9. To study and report to he Projec Director emd to Washington the effi-
ciency with which specific operations and ac ivi ies are conducted. As
far as possible to collaborate with the Budget Officer in carrying this out

10. To recommend changes in procedures and v;ork methods.

11 .To determine the number of employees, appointive and evacuee, required o
provide the essential services and operations of he center.

12. To recommend additional activities of value o he ocarfoer that can be
undertaken to provide addi ional "work for employable evacuees.

13= To review and reconnnend changes in he allocation of appointive positions
and the compensation for evacuee positions*

Placemen _and ~training jfunc ions o be carried on

1. To recruit appointive personnel in conjunc ion wi h the Civil Service
Cominission, involving occasional rips o neighboring owns and cities.

2. To seleo smd place qualified candidates in both evacuee and appointive
positions after review of personal history and other records.

3. To orient new employees with respect to history, objectives and functions
of WA.

4. To reassign evacuee and appointive personnel who have been misp aced.
5. To adminis er he transfer program.

6. To install and adminis er he policies with respect o promo ion and
demo ion.

7. To administer he employee relations program, involving he adjustment
of grievances and complaints and 'to reconnnend changes in he employnien
and employee relations program and policies.

8. To counsel evacuee and appointive employees concerning personnel problems.

9. To conduct exit in erviews "with evacuee and appointive personnel to
reduce turnover.

10. To administer, cmd rain supervisors in, the prepara ion of efficiency

nr . — —

appointive personnel.

12« To administer the separa ion cind furlough procedure and program in
accordance writh ins ructions from Washington office =



placement and raining functions to be carried on _(continued)

13. To review qualifica ions standards developed iIn he Washington office
and o recommend changes there in.

14. To cidminis er various oral and TAri ten tests, in accordance "with in-
struc ions from the Washington office, to appointive and evacuee
candidates o determine their qualificrfcions for various posi ions*

15,, T arrange VWi h Civil Service Commission for he administra ion of
civil service tests to establish eligibility of jevacuees for civil
service positions*

16 . To adminis er progro-ms of non-finaneial work incentives, such as em-
ployees sugges ion programs, contests, awards for ou standing services,etc.

17. To train:
a. Foreman and supervisors in the elements of good supervision.
b. Employees through an organized system of on-the-job training and
in-service training.
c . Apprentices in progrsjns developed jointly with the vocational
training specialists on he center.
d. Understudies 1in an icipation of urnover.

18. Develop plans and adminis er the program concerned wi h housing for
appointive personnel.

Transactions functions o0 'te carried "on

1. To ins all transac ions procedures prescribed by Washington office
for the appointment, proraotion, transfer and separam ion of evacuee
and appointive personnel.

2. To install and main ain required personnel records and files
(appointive and evacuee.)

3. T prepare regular and special personnel (@ppointive and evacuee)
reports for transmittal to Yfashington.

4. To maintain routine ocorrfcac s VWi i Regional Civil Service Commission
on requests for certificates, requests for pre-audit and post-audit
of qualifications iIn accordance with Civil Service Commission
Circulo.r llo, 257, etc., and o prepare documents needed.

5. To prepare and distribute journals.

6. To assist operating officials iIn preparation of requisitions and
0 her documents needed to initiate personnel actions*

7. To mairrbciin ex endemee and retirement records and to complete dc.ta
hereon.

8. To furnish authorative infonmtion on administrative regulations and
policies, decisions of the Comp roller General Civil Service rules
and regulations, e + with respect to personnel ransac ionse



WAR RELOCATION AUTHORITY
PERSO L MANAGE T CONFERENCE
DENVER, COLORADO, 29-JUNE 3, 1944
SPECIAL COMITTEE REPORTS
REPORT "OF COMITTEE ON OBJECTIVES OF PERSONNEL MANAGES.IEm SECTION
R:] COMVEKDAT I0ONS
1. Analyze .personnel msmagomeri sec ion on Project to

a. .Determine If the sec i1on is organized in accordance with
approved chart.

b. Determine if staff is performing duties in accordance with
job descriptions,

c. Make adjus men s where necessary due o staff shortage or
special requirements of Center operations.

2. Analyze appointed personnel organization to;

a, Determine if appointed personnel are performing duties in
acoordano® with job descriptions*

b. Determine if lines of authority are in accordance with
Project organization as approved by Washing on.

c* Jiake necessary adjustments required by staff shortages or
specific local conditions of Center*

3. Complete classifiese ion of evacuee jobs on Project in accordance
v;ith standard chart*

a. Study title structure, and number of jobs, by division
and sectionse

be Determine if special classifications are nesdea for
specific jobs, or if Ie" present classifications are
sufficiently flexible o0 cover assigmneii s*

4. Develop special contacts and confer regularly wi h division and
SGction heads o0 enable he porsonnol management sootion o0 have
current information on overall personnel needs of he Ceri er,

a. Special contacts should include the Community Analyst,
Irrbcmal Security Officer, Chief Projoc Steward, Attorney,
and Reports Officer*

b. Regular conferoneos should be held with all block managers,
cominunity council mombors, and others who can assist on
labor relations nrobloinse
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Ins gL training programs*

a.

Ifork wi h appropria g Center units on such programs as

training, adult education, ¢ -
Conduct orion o ion rsiining for appointed personnel,

Jduicito all appointed porsonnol on linos of authority o.d
channels of procedure o bo followed in personnel rcais-
actions such as omploying or ermina ing ovacuco or
cipbointod GraplovoGs,



STATMEKT OF POLICY FOR THE DSYSLOPilSHT OF A PROGRAM
OF TRAINING FOR APPOINTii) AMj EVACUSI] PERSONNEL
OF THE WAR RELOCATION AUTHORITY

OBJECTIVES

A* A program of development for both appointed and evacuee
personnel adequate to provide

1* An understanding of the purposes, policies and operating
program of the War Relocation Authority.

2* The knowledget skills, habits, and attitudes necessary
M "'the performance of4athe work requirod "to carry out
the program and meet the objectives*

3* The best utilization of the capaci ies and interes s of
individual employees "‘through preparation for promo*ti#n
to more difficult and responsible work or for transfer
to work for which they ar© “better suited*

4,, A high standard of morale and workmanship.
B« A program of in-servloe-tfaining for employed evacuees;
coordinated v/ith"the activities of thfe projectducational

systems, adequate to provide

The maximum contribution of evacuee workers in accomplish-
ing necessary project work*

2. A satisfactory preparation for successful employment
after relooation-*
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TRAINING PROGEAM
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Training 3, Cooperation be ween Mvisi”~ns.
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JOB DESCRIPTION

ASSISTANr RELOCATION ADVISOR

Under the supervision of the Relocation Advisor, interviews individuals

and family residen s as to heir future plans including relocation @nfi occupa*?

ional opportunities, Furnishes pertinent informa ion available on outside
coinmunitiese 011 he basis of this information, assists families or indivi-
duals in he coiile ion of penmnerrb plans for reestablishment in normal
communi ies= Is responsible for family counseling and completion of records
and forms in relation to all phases of social service both on he projec and
in cormec ion V/ith YTelfare ilgency Ass is ance upon relocation* Conducts in-
vestigations on cases involving dependent, neglected, and delinquent chi dren
or minors* Is responsible for he determination of need, amount of assist-
ance, and the issuance of assistance to needy evacuees both on the project
level and for the purposes of assistance in fur hering relocation planse Is :
responsible for the coordina ion of all services to families ewithin.the as_
signed dis rict and in this connec ion assumes responsi'bi i y for obtaining
consultation and other services from specialized sec ions and divisions of
the administration, such as, the Evacuee Property Officer, the Project il tor-
ney, Comntunity Activity Supervisor, and Community Analyst. Is responsiole
for the current maintenance of control cards as a key to the case load of the
assigneid district and for the preparation of relocation summaries for individ-
uals and for families reloca ing* Tforks TAith evacuee leaders and groups Wi h&
in he district to v/hich assigned in obtaining support for, and in developing
joint plans o0 meet the problems of the residents in that district in carry-
ing out relocation plans. Assist residents with*in the assigned district in
counseling with selective service problems, particularly as they refer to

family relocation* Is responsible for advice on repatriation, assistance in



TiTorking out details of furloughs”™ dependency benefi s and other related in.
cidental tasks iIn he Tield of social service. Arranges tf™nsfers between
centers. Is responsible for furnishing ma erial for monthijy reports and spe-

cific reports when called for*

RELOCATION ADVISOR

m SUp_ 31 n T the ,ssis_ , 1l e”™ n 0. ice,

Supervises a group of Assistan Helocation Advisors in all phases of social
service within a specified area on the project# Supervises a program of fi-
nancial assistance and other vireHare services both on the project level and

in preparation for resettlement*

ASSISTANT RELOCATIOH PROGR.\M OFFICER

Supervision as assistcin to the Relocam ion Program Officer and has res-
ponsibi ity for colaberating plans and development of programs for the stimu-
ation of relocation and in maintaining standards of assis since and services
mvithin a specified dis rict on he project* Supervises hework of he ad-
visors and heir staffs in carrying out the Relocation Program and in main-
taining good welfare s cmdards in carrying ou an assistemee program® on the
project level. Supervises tho total program of financial assistance and is
responsible for insorvie® training# 7] rks hrough correspondence and o her

means to Field Relocation Officers in carrying through the relocation plans

of residents of the projecte



ADMINISTR/ZITIVS ASSISTALIT:

= s responsible directly the Relocation Progjrojn Off"iogp for super-

vision of the Leave Officer and the Froject Relocatiori Office so fg.r as co—
orainative functions are concerned on a procedural basis* On an assignment
scnGdule, is responsible 'to "ths Relocsftion i”rogram Officer for lic.son work in
developing cominunity participation in planning and carrying out the relocation
program. Is available to the Relocation Advisor and Assistant Advisor in a
consultative capacity in developing group xvork activities xvithin districts to
stimulate and carry out relocation thinking on the part of the residents of

the cGnmer»
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WAR RELOCATION AUTHORITY
Washington

September 28, 1.5

PROCEDURE FOR DELAYED PLACEMENT OF W*R,A. PBR50ONNEL

In order to accomplish its scheduled liquidation, the War Relocation
Authority must retain the services of as many of its employees as
possible. So that employees who remain with the Authority until their
services are no longer needed may not thereby suffer loss of opportunity
for further suitable Government employment, the following procedure for
delayed placement of WRA personnel has been a4 pted by the Authority.
This program -will be carried out i?ith the help of civil service repre-
sentativgs who are being detailed to the \RA to take direct and positive
action in helping locate suitable 30b opporttuiities for WRA personnel
through interviews with regional civil service representatives and field
representatives of federal agencies* The WRA will assign personnel
representatives to the centers to interview employees and to keep ,the
Washington Personnel Management Section supplied with current information
as to the employees* desires. The Washington Personnel Management Section
will, in turn, keep the civil service representatives supplied with cur-
rent information*

The delayed placement program shall be under the direction of the *
Washington Employment Offiaer of the Personnel Management Section#

A* The Employment Officer shall make certain that all requests for
placement assistance coming to the attention of the Washington
Office are channeled to, the appropriate civil serviCQ representa-
tive*

B« The Employment Officer shall coordinate the work of the various
civil service representatives and shall make certain that they
are supplied mth all available information necessary to carry
out an effective placement program* This will include Forms 57,
abstracts of employees * education and experience, reference lists
of personnel, notifications concerning”™ changes in the dejsires of
employees concerned and ififormation'regarding organization and
lotation of WRA offices*

C* The Emp oyment OFfficer will supervise and coordinate the work pf
members of the WRA staff who are assigned to placement work at*
the centers# "

>e He -will contact federal and public agencies in the District of
Columbia to arrange for placement of YA personnel and to bring to
their attention the Authority*s placement program and V/RA personnel
who will b© available for possible transfer to field offices of
those agencies™

OM-358 3



®e Hg wiXX furnish ths csrit™rs with copiss of tlio dshi'scfcs of Cdues.*-
mfcian and sxperiencQ of persons Qmployed at aach canb6r to bs awciix-
able as a ready-»sourc9 of information which can bQ furnished upon

request«

<3 ..In order thati the %ualifications of T/MA employees may be brought to.thol

direct attention o

regional civil service offices and federal offices

in the field, representatives from the Civil Service Commission have

been detailed to the lar Relocation Authority*

These employees shall work mth the WHA. as a part of the TIRA Personnel
*Management Section and shall follow administrative directions from the
VR in so far as the objective of placement of its employees is concerned
but will also function as liaison representatives of the Civil Service
Commission in their dealings wi.th othOr federal agencies and "with the

regional offices of the Civil Service Gommissioru

A# The official headquarters of the civil seirvicO representatives shall
be Washington™ D* C# Their names,* field stations™ and territories

served are as follows:

Nrce Field Station Address

Harold E* Finnegan W»sRWU
Barr Bldg*

WARHA..
Paul Brcwn

_Bldg*

Herbert P# Nyo Seattle, Wash*" WARA. .
Walker Bldg*

Stewart H» Alllen Denver, Colo# WERWI*
Midland Sarv®
ing® Bldg*

"Territory Served

Territory east of the
Mississippi River, -with
the exception of the®
State of Mississippi™

Territory east of the
borders of New Mexico,
Colorado, Zoning, and
Montana_and we<sE of “6he
Mississippi River, and
the State of Mississippi#

Washington Oregon, ldaho,
l\/lorrtanz(}l;’\t L and \wy ning#

Califomia, Nevada. Arizona,
New Mexico, an”Colorado»

B# Each civil service representative shall be furnished with one set of
Fonn 57 applications and ten copios of abstracts of Qducation ad.

exp8rien e of thosQ smployees *wo_have indicsttsd a preferQncQ
continue or to secure employment in one of the states within the®

area fTor *dudi he is responsiblee Each will also bQ furnishod with
an alphabetical list and an occupational list of all employQQS who
have r8g\iQst d placemQrrb assistanc© and thrQQ copies of abstracts



for all such en™loyees other* than t™ose who have requested®plpice~
mant in his area* e .

C« (1) The civil service representatives will work directly =with
regional civil service official®s and federal agencies in
their areas in the development of job opportunities# -They ,
will be furnished with supplementary data by the Washington
Office, and by represetrbativQS of thQ WRA Personnel Manage-
ment Section assigned to WHA cgrvbers and other field offices,
in accordanco -with Section

(@ The civil service representatives will leave with each
regional and branch regional office of the Civil Service
Commission v sited a set of abstracts for all employe
T<¢o have indicated their desire for placement mthin the
area served by each office*

() Information regarding job opportunities coming to the
attention of the civil service representatives for Tuhich,
they have no immediate candidates will be transmitted to
the Washington Employment Officer*

*4 Representatives of the WRA Personnel Management Section shall bo assigned
to centers from two to four -weeks before the scheduled closing data to
interview ViHJ employees In order to secure current information as to
their desires in the matter of further employment#

A* Employees who have not previously requested placement assistance,
in accordance Ydth the Director”™ memorandum of March 17,1945,
but who TAdsh this assistance shall b® requested to complete three
copies of Fom $7 and indicate their preferences as to type of
work and location# Notification will be made immediately to the
mWashington Employment OFficer who mil have prepared from the
official personnel record an abstract of the employee” education
and experience* Copies of the abstracts will ba forwarded by the
Washington Employment Officer to the civil service representatives
and to the center at which the individual is employed# The person-
nel representative on duty at the center will ba instructed as to
the location of the civil service representative to whom the oora-
p eted application forms should be sent*

5* Employees who desire to transfer to WRA offices will be called to
the attention of the Employment Officer in Washington immediately,
together with a statement of their preferences of location*



«G* Notification shall be made to the civil service representatives
by the Washington Employment Officer of those employees who have
decided that they no longer wish to continue in the government

V servicee .

<5 A« Each civil service representative shall submit to the Washington
Employment Officer by telegram or teletype on Thursday of each week
his proposed itinerary for the ensuing two weeks* Approval of the
itinerary by the Washington Employment Officer -will be by telegram
or teletype and any change in itinerary ndll be reported to the
Washington Office in the same manner#

<At the end of each week each civil service representative will
submit to the Washington Employment Officer a report shoiwing the
agencies contacted by him during the week, the type of vacancies
which exist at the various offices visited, and known placements
made*

B« Each personnel representative shall submit a daily teletype report
to the Washington Employment Officer of changes in plans ofF employees
as disclosed by the day*s interviews and other information which will
be of assistance in furthering the placement program*

C* Each Project Director shall submit to th© Washington Office at the
end of each week a report showing disposition of project personnel*

When the Civil Service Liaison Representatives contact various YiRA
offices they should be given every possible consideration that wculd be
provided to other WRA. employees such as desk space,”telephone and telegraph
service™ stenographic assistance as may be necessary”™ and the handling
of mail and gorrespondence* .

Diredtor



UNITED STATES
DEPARIOTIT OF THE IN1ERIOR
OffFice of the Secretary
Washington

September 6 1944

WAGE FIXING PROCEDURES, FIELD EMPWEES
WAR RELOCATION AUTHORITY, DEPAETI®tSNT OF THE ULTERIOR

For the purpose of determining.the prevailing rate of wages to be paid cer-

tain classes of field employees of the War Belocation Authority and to enable the
payment to such employees of time and one-half for work in excess of 4 hours per
week, the following procedure is established:

Wage Board

A Wage Board, composed of three representatives of the Department, is hereby
established to determine prevailing wages for similar work in the locality of their
employment for persons employed by the Government in the various trades and occu-
pations excluding employees #iose wages are fixed on an annual basis pursuant to
the Classification Act of 1923, as amended, and to make reconunendations with re-
spect to Such wages to the Secretary of the Interior»

I
Procedure to be Followed by Board

In determining the prevailing wages of various trades and occupations being
considered by the Board, the Board shall procure evidence of the mges and com-
pensation being paid to and prequisites received by those employed in these trades
ad. occupations from local contractors, Federal agencies (including wage scales
currently being paid pursuant to minima established pursuant to the Davis-Bacon
Act), private industrial employers, and others employing labor in the locality,
WMiether pursuant to union agreements or othermse* Hearings for the purpose of

adducing evidence of wages paid_in the locality may be held when, in the judgment
of the %oard this Is required in order to determine the prevailing rates of mges*

Based on the evidence procured as to prevailing wages and the perquisites of
employment in the locality in the classifications under consideration by the Wage
Board, the Board shall make its recommendations to the Secretary of the Interior
as to the rat-es £ wages to be paid to ths Government employees of the classes
above specifiedi The wages recommended shall become effective upon approval by
the Secretary unless otherwise directed by the Secretary of the Interiors Provided,
That the Secretary of the Interior may direct the Board to reconsider any recom-
mendation in whole or in part when, in his judgment, the recommended mge does not
accord with the evidence procured gis to the prevailing wage in the locality or
when there is insufficient evidence to support the wage, recommended.
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i
Effective Period of Approved Wage Determinations

Any wage rate fixed in the manner above provided shall remain in effect "u+
til that rate has been supplanted by a different rate determined by the Hage
Board with the approval of the Secretary of the Interior* Unless directed by the
Secretary of the Interior to do so at other intervals, the Wage Board shall re-
viev'Y wage rates at twelve-month intervals, beginning with the effective date of
the first schedule of wages made in clccordance with the [B‘ocedure herein pro-,
videdt Provided, That the Secretary of the Interior may direct a review at any
Q}her]time when, in his judgment, this is desirable* v
Unless otherwise ordered, the Board shall be cotnposed of these departmental
representatives;

Ervin J. Utzf #10 shall act as" Chairman of the Board; Earl D* Brooks, Mem-
ber of the Board, selected from the War Relocation Authority; and Francis J*
Olsen, Member, selected from the Office of the Secretary of the Interior*

C. H» Powers, alternate Chairman of the Board; and Meyer linger, alternate
Member, and Elizabeth Nicholson, secretary to the Board, selected from the War
Relocation Authority. -

Secretary of the Interior



TERMINATION PROCEDURE

(Supplement to "X"ermination Procedure Administrative Instruotions)

All terminations must be served in writing-to the person being
terminated on the regular form. In order to be official, the
signature of the department head shall be required.

TYPES OF TERMINATIONS:

AW Termination for relief from duties* (discharge)
1 Termination for reduction of personnel*

. Termination for supplementing labor shortage.
» Termination flue to resignation.

v Termination due to illness.

1 Termination due to leaving project*

v Termination due to emergency or other duties*

The type of termination should be stated with the specific
reasons for same*

I TERMINATION FOR RELIEF FROM DUTIES. (DISOHARGE)

Termination shall be made for negligence, refusal to follow

legitimate and reasonable order, insubordination, deliberate
laziness, deliberate misrepresentation, subverting execution
of legitimate orders, and malicious miscarriage of orders.

The mere fact that a worker makes suggestions to iiis superior
protests an order, or complains about the manner an order is
issued shall not be sufficient grounds for discharge.

11 TERMINATION FOR REDUCTION OF PERSONNEL

Realizing that certain types of work fluctuate iIn volume re-

flecting itself in tﬁe_necesgitg for increasing or decreasing
required personnel it is desirable to base these reductions

in as jJust and equitable manner as it Is reasonably possible*
One week”™ written notice prior to termination with advice to

OOlltact placement#

In such reductions the following basis shall be considered:

A.  SENIORITY

Within reason, those first assigned to the given type of job
to be curtailed shall iIn the order the time assigned to

the job and performing the job be reduced* Subsequent em-
ployees to be reduced firste

B. QUALIFICATIONS AST) ABILITY TO PERFORM JOB,

It is reasonable that those proving themselves of better capa-
bility or cooperativeness should be preferred for retention*



The jJudgmQnt of qualifications shall rest within the discretion
of the head of the given department -

111« TERMINATION FOR DIVERSION TO SUPPLEMENT IABOR SHORTAGE
Where the termination is for reason of diverting personnel
to perform other required work, the qualifications of the
person terminated to do the other work shalJL be considered.

The worker to be transferred should be notified in sufficient
advance, however, e ~ Of the job tovwhidh he is

requested to be transferred.

The factors of Seniority and qualifications of the present
job prior to transfer shall be considered.

Provisions should be made for the transfer, between tlie depart-
ment head and the Placement Office. It is an undesirable
practice to terminate workers without affecting sufficient
opportuiities for the transfers.

IV. TERMINATION DUS TO RESIGNATION

Obviously no explanation need be given where the given Depart-
ment Head accepts the regignation.

Y. TERM TION DUE TO [ILLNESS

This procedure 1is covered in the WRA Administrative Instructions

71. TERMINATION DUE TO LEAVING PROJECT

Obviously no explanation is needed.

ViI. TERMINATION DUS TO EICERGENCY OR OTHER REASONS

This termination may be due personal reasons, emergencies in
the workers home or family status that must be attended to,
or to miscellaneous causes. A brief desoription should be made.



MAJOR OCCUPATIONAL GROUPS AND DIVISIONS

Professional and managerial occupations
0-0 throiigh 0-3 Professional occupations
0-4 through 0-6 Semiprofessional occupations
0- 7 through 0-9 Managerial and official occupations

Clerical and sales occupations
1- O throagh 1-4 Clerical and kindred occupations
1-5 through 1-9 Sales and kindred occupations

Service occupations
S-0 Domestic service occupations
2-2 through 2-5 personal service occupations
2-6 Protective service occupations
£-8 through 2-9 Building service worisers and porters

Agricultural, fishery, forestry, and kindred occupations
3-0 through 3-4 Agricultural, horticultural, and kindred occupa—
tions
3-8 Fishery occupations
39 Forestry (except logging) and hunting and trapping
occupations

Skilled occupations
Semiskillod ocoup ations

Unskilled occupations

Three-Digit Occupational Groups
Professional and Managerial Occupations

Professional Occupations

0-01 Accountants and auditors

0-02 Actors and actresses

0-03 wmwArchitects

0-04 Artists, sculptors, and teachers of art
0-06 Authors, editors, and reporters

0-07 Chomists, assayors, and metallurgists
0-08 Clergymen

0-11 cCollego presidents, professors, and instructors
0-12 County agents and farm demonstrators
0-13 Dentists

0-15 Engineers, chomi cal

0-16 Engineers, civil

0-17 Engineers, electrical

0-18 Engineers, industrial

0-19 Engineers, mechanical



0-20
0-22
0-23
0-24
0-25
0-26
0-27
0-28
0-30
0-31
0-32
0-33
0-34
0-38)
0-39)
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0-71
0-72
~73
0-74
0-75
0-79
0-81
0-83
0-85
0-87
0-88
0-91
0-92
0-94
0-95
0-97)
0*98)
0-99)

Engineers, mining

Lawyers and judges

Librarians

Musicians and teachers of music
Pharmacists

Phyciciens and surgeons

Social c.nd wolfc.ro m)rkors

Statisticians

Toachors, prinnry school and kindergarten
Tor.chors (socondr?.ry school) end principals
Toachor®s md instructors, n# . =

Trained nurses

Veterinarians

Professional occupations, n* ce =

Scmiprofcssional Occupations

Aviators

Chiropractors

Decorators arid window dressors

Comiiorcial artists

Dancers md chorus girls

Designers

Drafstmen

Laboratory technicians and assistants

Healers and medical service occupations, n.e. =
OptonBtrists

Photographers

Athletes, sports instructors, and sports officials
Radio operators

Showoen

Surveyors

Smbalioers and undertakers

Technicians, except laboratory

Semiprofessional occupations, n#e.c.

Managerial and Official Occupations

Hotel and restaurant managers
Retail managers
WholosalG managers

Buyors and dopartniont hoads, stores
Floormon and floor managers, stores
Inspcotors, managerial and official
Advertising agents

Officials of lodgos, sociotics, unions, etc*
Credit men
Managers and supor intondoirts, buildings
Ship captains, mates, pilots and enginoors
Purchasing agents- and buyers, n* * ce
Conductors, ra.ilr Gd

Public officials, n, e ce-

X»Ejpcctors, public service, n, < cC.

Managers and officials, n.e. c.



1-01
1-02
1-03
1-04
1-05
1-06
1-07
1-08
1-10
1-11

1-15
XoX6
1-17
1-18
1«*20
1-23
1-24
1-25
1-26
1-27
1-28
1-31
1-32
1-33
1-34
1-36
1-37
1-38
1-41
1-42
1-43
144
1-45
348
1-49

Clerical and Sales Occupations
CiUsrical and Kindred Occupations

Bookkeepers and cashiers, except bank cashiers
Bookkoeping machine operators

Checkers

Clerks, gonoral

Clerks, general office

financial institution clerks, n.o.c.

Hotel clorks, n.o,c#

Insurance clerks, n.o.c.

Printing and publishing clerks, n, g, c.
Railroad clerks, n* . c,

Clorks in trade, n. c. c.

Colloctors, bills and accounts

Correspondonco clerks

File clerks

Gonoral industry clorks

Library assitants and attendants

Messengers, errand boys, and office boys and girls
Telegraph mossengors

Office machino operators

Paymasters, payroll clorks, and timekoopors
Post office clerks

Mail carriers

Express moesongors and railway mail cilorks
Physicians* and dentists* assistants and attondants
Socrotarios

Shipping and rocciving clorks

Statistical clerks and compilers

Stenographers and typists

Stock clorks

Tolographcr operators

Tolophone operators

Baggagomcn, transportation

Ticket, station, and express agonts, transportation
Woigiicrs

Agents and appraisers, n. o. C.

Clerks and kindred occupations, n. g. ce

Sales and Kindred Occupations

Auctioneers
Salesmen, brokerage and commission firms, n. e* c*
Canvassers and solicitors
Demonstrators

Salealien, insurance
Newsboys

Hucksters and peddlors
Salesmen, real estate
Calesiaen, stock and bond
Sales clerks

Salesporsons

Salesmen, to consumers

Salesmen and sales agents, except to ocaisumors

Sales clarks> cleaning aid laxmdry
SJioppors
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Service Occupations
Domestic Service Organizations

Day workers

Laundrosses, private family
Housokoopers, private family

Housemon and yardmon

Cooks, domestic

Maids, general

Nursomaids

Parlormaids

Miscollanoous servants, primto family

Personal Service Occupations

Bartenders .
BellmGn and related occupations

Boarding~hou.se and lodging-houso keepers

Maids and housemon, hotels, restaurants, otc.
Housekoopars, stewards and hostesses

Cooks, except private family

Waiters and waitresses, except pri-vate family

Ship Stewards

Kitchen workers in hotels, restaurants, railroads, steamships, etc. n,e#*
Barbers, beauticians, and manicurists

Bootblacks

Guides, except hunting and trapping

Midwives and practical nurses

Attendants, recreation and ariiusement, n* e. e
Attendants, hospitals and other institutions, n. e, ce
Attendants, professional and personal service, n. e c,
Camp attendants.

Doormen

Apprentices to sorvico occupations

Usliors

Protective Survico Occupations
Guards and watchmen, except crossing watchmen
Crossing T/atchmon and bridge tenders
PiroriiGn, fire department
Policcmon and dotoctivos, oxcopt in public sorvico
Sheriffs and bailiffs
Soldiors, sailors, marines, and coast guards, n. o. c.

Building Sorvico Worknrs and Porters

Charwomen and cloanors
Janitors and soxtons
Portors, n. g. c,
Pullmai porters
Baggago porters
Elevator operators



Agricultural, Horticultural, and Kindrod Occupations

Cash grain*farmers i
Cotton farmors
Crop specialty farmers
Dairy farmers
Fruit faimers
Gonoral faimers
Animal and livestock farmers
Poultry farmers
Truck farmers
Farm hands, grain

hands, cotton
Farm hands, crop spocialty
Farm hands, dairy
Farm hands fruit
Farm hands, gonoral farms
Pam hands animal and livestock
Farm hands, poultry
Farm hands, vogctable

and vogotable gradors and packers
Bligh control laborers and bindweed oradicators
Irrigation occupations
Farm nochanics
Farm couples
Farm managers and foromon
Nursery operators and flo-wor growers
Nursery and landscaping laborers
Gardenors and grounds koopors, parks, ccmoterios, ptc.
Hatchory mon
Laborers, hatchory
Stablomon
Barn Taossos
3-47 Cotton ginnors
3-48 Tuchnical agricultural occupations, n, ee c.
3-49 Agricultural occupations, n. g. c,
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fishery Opeupations

3-87 Fishcnnon ar4 oystonnon
3-88 Spongo and scawood gathorers
3-89 Fishing occupations, n. 0. c.

?orostry (Except Logging) and Hunting and Trapping Occupations

3*91 Forostry occupations, oxcopt losing
3-96 Hunting and trapping guidos
3-97 Huntors and trappers

Skilled, Somiskilled, and Unskilled Occupations

Note,- A number of the following occupational groups extend across two or
more of tho skill levels. Thoso jbvols arc difforontiated by the first digit of
the code numbor, tho other digits romaining constant for tho entire occupational
group. If tho first digit bo an oven number, tho first digit of tho other skill
levels of tho occupation group will likewise be evon# This rolationship alsc”™.
1olds true when tho first digit is an odd nimpral



In thG following list of codo numbers,
or more of tho skill levels, the index digit of each skill level is given.
00 indicates that thoro aro skilled,

4.6.8-

4 and 5 indicate the skilled vcls
6 and 7 indicate tiifl somiskilled levels
8 and 9 indicate the unskilled levels

ore occupational groups extend ovor two

Thus,

semiskilled™ and unskilled levels

within tho occupational group, whoroas 4,6,00 TOuld indiceito that only the skill-*
cd and somiskillcd levels aro reprosontod.

4“01
.8
.8

[exNep}

6.8-04
6-07

4
4
4.6.8
4.6.8
4.6.8
4.6.8
4.6.8

OO~

0
4,6,8~If

4.6 814
4-15
4-16

4b 18

4,6,8-19

4.6 ,821
' 4-25
4,6 ]
4.6-25
4-26
46,8-27

Inspectors,

Occupations in Manufacturing and Related Activities
(416,8-00 through 5,7.9-18)

Bakers 10ns in Productién of Food Products

02 Occupations in production of bakory products, n. c¢c* c#
03 Occupations in production of beTOrages

Occupations in canning and preserving of foods

- 05 Occupations in production of confoetions
- 06 Occupations in processing of dairy products

Millers, grain, flour, food, etc*

08 Occupations in production of grain-mill products, n« c* <
-09 Occupations in slaughtering and in preparation of meat products
-1

Occupations in production cf miscellaneous food products
Occupations in Manufacture of Tobacco

Occupations in manufacture of tobacco products
Occupations in Manufacture of Textiles

Occupations in manufacture of knit goods

Weaver, textile

Loom fixers

Nonprocess occupations, in manufacture of textiles, n#e*

Occupations in manufacture of textiles, n, e. c*

Occupations in Production of Fabricated Textile Products

Furriers and occupations in f/abrication of fur goods, n, e.

Milliners

Occupations in manufacture of hats and caps, n. e. c*
Dressmakers and seamstresses

Tailors and tailoresses

Occupations in fabrication of textile products, n. e, c*

Occupations in Production of Lumber and Lumber Products

scalers, and graders, logs and lumber
Lutbermen, raftsmen, and woodchoppers

Sa30nill occupations, n* ge c.

Cabinetmakers

General woodwork occupations, n* e. c.

Planing mill occupations, n* e, c.

Upholsterers

Ocupations in manufacture of furniture, n, q, c#
Coopora@ occupations, n. ge c*

Occupations in manufacture of miscollanoous finisbd lumber products,

n. ® C.



Occupations in Production of Papor and PapcrSGoods

1 Occupations in manufacturo of paper and pulp
2 Occupations in manufacture of paper goods

Printing Occupations
456-44 Compositors and typesetters
4-45 Elootrotypors and sterootypors
N46  Lithegrapbors
4-4  Photoongravers
-wiB Prossmen and plato printers, printing
4,6,8-49 Occupations in printing and publishing, n. oe c»

Occupations in Production of Chemicals and Chemical Products

4.6.8- 50 Occupations in production of paint arid varnish

4 |, 6 Occupations in production of rayon and allied products
4,638-52 Occupations in production of industrial chemicals

4.6.8- 53 Occupations in production of chcanical products, n« e c*

Occupations in Production of Potroloum and Coal
. Products

4.6.8- 55 Occupations in refining of potroloum
e 6,8-56 Occupations in production of miscollane ous potroleum and coal products

Occupations in Production of Rubbor Goods
4,6,8-57 Occupations in production of rubber goods
Occupations in Manufacture of Leather and Leather Products

4.6.8- Oc&upations in mnufacturo of Icatlicr
4~6C Shcomakors and shoo ropainnon, not factory
4 .6.8-6X Occupations in manufacturo of boots and shoos
4,6,8,62 Occupations in manufacture of 3oathor products ©Uior than boots and
shoos

Occupations in Production of Stone, Clay,
and Glass Products

4.6.8- Owdpations in production of glass and glass products
4.6.8— Odd@pations in production of clay products
6,8-67 Occupationa in production of cQmont, concroto, gypsum, and plaster
products
4-68 Stonocutters
4.6.8— Odpations in stonoworkin |, Ce C«
4.6.8- Octpations in production of asbestos products, abrasives, and

polishing products
Metalworking Occupations

4-71 Jewelers, wntchmakors, goldsmiths, and silversmiths
4.6.8- Octaipations in manufacturo of d”ckis, watchos, jowolry, oid articles of
procious metals, n#ce c*
4-73 Engravers
4.6.8- Ocoupations in oloctroplating, galvanizing, and roiatod processes



- 4-7S Machinists
4-76 Toolraakers and dio sinlcers and setters

4.6 77 Filers, grinders,
4,6,8-78 Machine shop and related occupations,

"pbuffers, and polishesrs (metal)
n. e. c*

4-80 Tinsmiths, coppersmiths, and sheet nDtal workers
4.6- 81 Moldors
<L,5,8~82 Foundry occupations, na < c*
4 -6-83 Boilv.rraa3crs
*i, 67884 Structural-and crnajnental-metal workers
85 wWeiders and flame cutters
4"6-86 Blacksraithsj forgamen, and haramermen
4 6,8-87 Heat treaters, annealers, and teniperers
4.6-88 Occupations in mechanical %atment of metals (rolling, stamping,
forging,pressing, etc .)tn. ee Cc*
4.6-90 Oro dressing occupations
4.6- 9li*\irnac6inon, arioltors, and peurors

4j6,8--92

4j6,8%95) Occupations in fabrication of inotal products,
4,6,8-94)

4,6-95

Occupations in production of forrous and 1011 ferrous motals, n. g.
n. g C,

ntor'.industry rjctal working occupations, !le o« c=-

Electricians and Occupations in Manufacture of Electrical Eq uipnsiit

Electricians

Oa@@pations in raanufacturo of radios and phonographs

O@apations in niGnufacturG of oloctrical machinery and accossorfcs, n.
0~ G

Occupations in mamfacturo of miscollanoous oloctrical oquipmont,n.o.c#

Occupations in Manufactura of Transportation Eg.uipmont

Occupations in imiiufactui'c or autoraobilcs,11,0,c «

Occupations in building of aircraft, n. e c.

Occupations in building transportation oquipmont (except autonobilos an
aircraft),n, oec.

Occupations in Manufacture of Miscollanoous Products

Opticians, lons grinders, and polishors

Occupations in manufacturo of professional and sciontific apparatus,
u«oece

Occupations in rinnufacturo of fabricated plastic products

Fiano and organ tuners

OctBipations in racmuficturc of miseellanoous products*

MisccllaQcous ManufacturiBg OccRations
Paintors, oxcopt construction and maintonanco
Pattern and nodol makers, oxcopt papor
Dyers

Occupations in Nonraanufacturing Activities
(5,7,9-20 through 5,7,9-61)



5.7.9-

Occupations in Extraction of Minerals

20 Occup-rtions in production of pctroloun

5,7-21 Minors, and mining-machino operators
5.7.9- 22  ccuprvfcions in c-xtraction of minerals, n. ce c*

577-
5j7-

Construction Occupations

5-25 Carponters
5,7.*25 Gciiont and coner finishers
5.7- 27Fairtors, construction and rxiintonr.ncc

E8 p~ipcrhangors
29 Plastcrors
30 Plumbers. g's fitters,

ss Construction naeMnory oporcitors, n* & c*
24 Brick and stone masons,

and tile setters

and storm fitters

7-31 Roefors nnd slaters
5,7,9-32 Construction occupationsj n, =g,
5.7-"9 Astiostos and insul tion workors

Transportr.tion Occupations

55 Eoutonon
- 36Chr.uffours and drivei*s,

37Toonstors

- 38Brakenon, railroad

bus, taxi, truck, and tractor

40 Motcmioii, (voiiiclo), except railroad, railway, and bus

Loccmot ivo onginoors

41
-42 Locomotivo fironon
43

Moternen, street, sub:way, and clovatcd railway

9-
7
7
7
5-59 Conauetors, bus and street railway
7
5
5
5
7

44 Switcixioii, railroad

Gatomcrx, and train callers

Longsiiorcmon and stovedorcs

LTS T ARd 80 ckhAIRA" '8 %0 pt U 5% Navy

Cocffiiunication ond U tility Occupations

5-51 Power station operators
53 Linenon and sorvicomon, telegraph, tolophonc,
7,9-54 Occupations in furnisiaing utilities, n, o. c.

5.7-

oo
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7.
5.7.9-
7-

5.7.9-

Trade and Service Occupations

and poi, TCir

and notion plcturo OCCUpI’tIOHS n* o. c,

Jid pressing apparol and

Moatcuttcrs, except in slaughtering and packing houses

55 Motion picturo projectionists

56 Amusoniont, rocroation,

57 Occupations in Iciuiidoring, cleaning, dyoing,
othar articles

58

59

Occupations in trades md sorvicos, n. e cC.
60 Attendants, filling stations and parking lots.

Public Service Occupations, n.c,c.

61 Public SorvieG occupations, n. c. c.

Miscollanoous Occupations
(5, 7, 9-63 through 5, 7, 9789)



7.9- 63)
7.9- 64) Nonproccss occupations in mcmufacturing, iu e C.
7.9- 65
7-68 )Packing’\ filling, labeling* nrricing, bottling, and related occupations
Ne ce Ce
7-7© Fiicnon, othor than process fironen
7.9-71 Oilers of mchinory
5.7-72 Engineers, stationary
5.7-V3 Cranonont, dorrickmon, hoistmen, and shovolnen
5,7*74  Blasters and powdemen
5.7-75 Drillers, extraction of ninorals and construction
5 7»/6 Inspectors, n, ce c* ,
5,7%9-77 Glaziers
5*78  Mxllv/rights
5.7- 79 Mochanics andropairnon, railroad and cars hop
5-80 Mechanics ordropaimen, airplane
5 7=*3 Mochanics and ropaimon, notor vehicle
5.7.9- 85 Moctonics ondropaimon, n. ce cC.
597-34 Tool sharpeners and drossers
7.9-85 Garage laborers md c™r washers and groasors
7.9-86 Photographic process occupations
7.9-87 ChGinQcn5 rodnen, and axnon, surveying
5.7-88 Waroh;using, storokooping, handling, loading,unloading, ana related
occupations, n* e e
57,9*-89 Miscollanooue occupations, n. e c.

Foronon
(5-"91 through 5-99)

591 Forcnon, mnufcaturing
590

s oF  Forcnen, extraction of minerals

59 FaBbiibij construction

5-95 Foronon, traiisportation, comnunication, and utilities
5-97 Aoresmen, services, amusemonts

5-99 Fesremon, N. e* c.

Apprentices
(7-93 tlirough 7-99)

7-93 Carpentersf apprentices

7-94 Machinists * appronticos

7-95 Electricians* appronticos

7-96  Plumbers* apprentices

?-97  Appronticos to oth”r construction and hand trades
7-98 Appronticos to printing trades

7-99 ADpronticos to othor trades



1-X1.

1-X4
1-X5.

2-X1.
2~X5.
S-X5.

4-X2.
4-X6.

6-X2.
6-X4.
6-X6.

FMRY OCCUPATIONAL CLASSIFICATION
Professional®*Technical and Managerial rtork

Artistic work
Musical work
Literary work
Entertainment work
Pudlie Service work
Technical work
Managerial work

Clerica _and Sales Work

Computing work
Recording work
General Clerical work
Pub jc Contact work

Service Work
Cooking
Child care
Personal Service

Agricultural, Fishery and Forestry Work

Farming
Fishery work
Forestry work

Mechanical Mork
Machine trades
Crafts

Manua Work

Observational work

Manipulative work
Elemental work



WEA-122 Ret. WAR RELOCATION AUTHORITY Budget Bureau No#: 13-R002

Approval Expires: 6/30/44

For Month Ending 19 4 Monthly Report EMPLOYMENT - |

LEAVE APPLICATIONS (This Month): Received Granted Denied

Indefinite Leave With Clearance
(Exclude Student Leaves)
Indefinite Leave Without Clearance
(Exclude Student Leaves)
Student Leaves

Seasonal Work Leaves

Short Term Leaves

Passes Other Than Short Terra Leave

PROJECT EMPLOYMENT (Evacuee ):

Number Registered for work but Not Employed: Men Women Total
Part-Time Employees of WRA Students Apprentice & Trainee Other Total
Number Employed on Project
but Not I7iid by WRA Community Enterprises Industrial__ Other
Number Not Registered
for Employment: Employable : Men Women Unemployable : Hen Women _
HOURS CF WORK: Length of Standard Work Day Length of Standard Work Week
HENE H
HEN u
Number of Cases Pending Number of Cases Referred to Project Director

UNEMPLOYMENT COMPENSATION  Amount Paid in Benefits During Month

Number Receiving Unemployment Compensation During Month: Men Women Total

TRANSPORTATION GRANTS: Total Amount of Travel Grants Authorized This Month

Number Individuals for Whom Grants Made Average Amount Per Individual

VOCATIONAL TRAINING: Number of Classes Enrollment: Hen Women Total
(Give type of training class and enrollment of men (M) and women (W) in each.)

M W M W H. W
M W M W M W
M W M w M w
H W H w M "%
(OVER)

C 65*»P1 «buc»wpM



EVACUEE EMPLOYMENT AT PROJECT (End

3.

5*

10.

11.

12.

$12 Scale
Male Female

Project Administration
Executive
Fiscal
Legal
Community Government
Post O ffice

Employment
Placement
Leaves
Labor Relations

Transportation and Supply
Warehousing
Motor Pool
Mess Operations
a. Kitchen Help
b. Waiting Service
c. Steward .(supply)

Agriculture
Crop Production
Land Subjugation
Livestock Production

Public Works

Building Construction

Maintenance .
a. Janitorial (inside).
b. Grounds Maintenance

Community Services |
Education
Recreation
Public Welfare
Housing

Health and Sanitation
Hospital
Other

Reports and Press

Internal Security

Fire Protection

Community Enterprises

Other (specify)

co0160 »

Month Figures)

$10 'Scale

Male

Female

$19 Scale

Male

Female

Total



