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REVISED SUGGESTIONS ON METHOD OF PROCEDURE
FOR THE PLACEMENT OF JAPANESE EVACUEES

GEN. FRINCIPLES

In the beginning we suggest that we attempt to place
only those eveacuees who are known to Friends or other individuals
whom we know persgonally. This ig degirable becsume the placement
is to be made through apprlication records and not through personal
interviews. Therefore, some of the references should be from
persons whom the Committee knows personally, Evacueeg should not
be recommended for placement unless the person making the recommenda-
tion knowm the evacuees well enough to Jjustify sponsorship. It is
very important that all evacuees whom we place qpould make good both
in the Job and in their community rclatlenlhip.f/ﬁvneuool unknown
to us who are seeking employment probably should be referred to
other agencles.

In Chicago many evacuees will mske applicstion personally
for Jobs. On these csnses the Chicago office will hgve to be the
Judge as to whether to sponsor the applieant or seek other references.

Each of the offices on the Weest Coast: Southern California,
Northern California and Seattle - would agk thelr workers to contact
the Japanese whom they know and ask them if they are interested in
seouring work outeide the Relocation Centers. If so, when they fill
out w.R.AfﬂEE:;;SQZB and make applieation to leave camp, they should
also i1l out A.F.8.C. Application for Employment in ?r;plliato whiech

will be sent to them from the A.F.85.C. branch office. These blanks

ghould be returned to the braneh office in whieh they originated,
as indicated in the heading of the Application for Employment Blank.
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It is then the duty of the branch office to secure the references
that have been iIndicated on the blank and assemble 21l avallable
materlal, addihg such material as would ald in placemsent. When
the file 1s complete, one copy should be kept by the office prepar-
Ang the file and one copy sent to ﬂhiogso,snd one to Philadelphia.
If the evacuee requeets placement in elther the Mid-West or the
East, the flle should be sgent only to the office where placement
is requested.

Interested Ffriends and other persone should not send out
the Application for Employment Blankg directly, but should submit
the name of the prospective spplicant te the Eranch Office and then
the Branch Office should send the forms to the prospective appli-
cants. This is suggested to avold unnecessery dupliecation.

II.

In order to eliminate duplication of effort, it is sug-
gested that the Branch Offices give speeclal sttention to servieing
the Relocation Centers as follows:

Sauthern California

Foston
Manzanar
Gila
Northern California

Tule Lgke
Central Uteh

deattle

Minedoka
Heart Mountain

Further investigation will be made concerning methods of servieing
Granede in Colorado and the Centers in Arkansas.
III.

1. Handling of Records
It shall be the responsibility of the Branch Office to
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prepare the Applieation Records, secure references and l&l‘&;&i.

references for submigsion to the Placement Offiecs. Ig;z;jg;;;
' n LS _ s .__-:j,'.-’

2. Qccupational File
An occupational file ineluding four major abilitieg of

an applicsnt should be made for all applicsnts. Three coples of
these Occupationel Cards should be made. One to be retained in
the Branch Office, one to accompany the Appliestion Record to be
sent to the Chicago Office and ome to the Philasdelphia Office. If
the application 1s to be eent to only one of these offices, only
two coples of Occupational files need to be made. [See Cccupational

Card File)
N

&. Mpster;Index Card

A Mggter In&ax Cerd should be made out for all applicants.
Three eoptcn of these Mgeter Index Cards should be made. One to be
retained in the Branech Office, one to aecompany the Applieation
Record to be sent to the Chicago “ffice and one to the Philadelphia
Office. If the spplication is to be sent to only one of these
officeg, only two copies of the Master Index Card need to be made,
(Bee Master Index Card.)

4.

When the references have been gummarized and the Branch
Office 1g prepared to recommend the applicant for placement, the
following spplication record material should be gent to the Flacement
Offices, indlcating whether sole responsiblility for placement rests
with one office or whether applicatione have been sent to both
Chicago and Philadelphia Offices:

(1.) Application for Employment.
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(2) Summary-of references.
A
QI(5) Occupational file card.

5;}4} Mgeter Index file card.

6. Agsignment of Appligants

Applicants should be assigned to the Placement Offices on
the following bassia:

1. (1) When the applicant requests to be plsced in a
particular area, i.e., the East, the record should be sent only
to Philadelphia.

(2) When the applicant ig prepared to go to any com-

munity, the aspplication should be sent to both Chiesgo and Phika-
delphia.

The Branch Offices are to attempt to find avallagble
applicante whom they are prepared to sponsor when Offers of Employ-
ment come for whieh no applieation i1s on file.

IV. JNorkers in Centers

When a Friends' worker in a Center wishee to recommend an
evacuee for placement, the worker will forward the Recommendation
Blank and Applicstion for Employment with his own recommendation
to the Branch Office serviecing the Relocation Center.

V. Rlacement Offices
A. Vhen aspplication rederd is recelved from the Branch Office the
following procedure should be observed:

l. A preliminsry survey for Job openinge should be made.

2. When there is a good prospeet for placement, the

Flacement Office ehould notify the other FPlacement
Offices of this fact [if no epecifie loceation has
been requested by the applicant and there.fore his
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record has been sent to all offices). When only
one Placement Office 1s handling the record, this
procedure is not necessary.
3. When the placement is made, then the office making
the placement should notify the other Placement
Uffice and the Branch Office if the record has been
sent t0 all of the Placement Offieces. When only one
Flacement Office has received the record it is only
necessary for that office to notify the Branch Officeg
of the plscement. (See Job Clearance Form and
FPlacement Notice Forms)
B. Offer of Zmployment
When a Plascement Office obtaing an Offer of Employment
for which there 1g no appliesnt, thig request should be sent to all
three offices on the Coast to see if a sultable applio#nt is avallable.
(8ee Offer of Employment Form)

When applicants write directly to .the Flacément Office
requesting & Job, thig letter should be sent directly to the 3Sranch
Uffice servicing the Relos2tion Center in whiech the eppliecant is

located with the request that the Branch Office make an investiga-
tion to determine whether or not Friends should sponsor the appli-
cant. %f so, Branch Officeshould secure information to prepere the
application record to be gubmitted to the Placement Office.

VII.

In order that thar;iahéﬁld not be too much délay in
seouring initial plscements whi&e the sbove machinery is placed in
operstion, Flacement Offices wiil_prooeod to prepare files on sppli-
cante that have been referred to ;hpn by Friendes or others known to

us. Ag soon as the machinery 1e organized, this procedure will
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cegse and gear in ae outlined sbove.
VIII. 10 ‘ DLLOAaT

When 2 job offer ig gecured for a suitable applléant,
three coples of Offer of Employment will be filled out by =a Staff
representative. Two coplee to remsin in the Placement Offlice and
one copy to be gent to the applicant together with a covering
letter which requests that the spplicant notify the Plscement Office
of his acceptance or-mejection of the gob offered. (See Covering
Letter for Offer of Employment) When word i1s received in the Place-
ment Offlice that he sccepte the offer, them the following informa-
tion will be sent to Mr. Thomas Holland, War Relocstion Authority,
Barr Bullding, Washington, D. C.:

1. A copy of Offer of Employment.

2. A copy of applicant's acceptance of the offered

posithon.

3. A gtatement of community acceptance and 2 plan for

housing.

4, A request for a travel permit.

November 17, 1942




