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The horrm of all-out war are not pleasant to consider. But. 
unfortunately, facts are facts. The pattern of A d s  eggrnsion is 
clearly recorded in bombed cities, enslaved peoples, treadrerom fifth 
mlumnist.' lying promises, and the desruction of human freed-. 
Wsr no longer merely pits army agsinar -, navy against navy. 
I t  nsches down to the old and the young; to y e - l o v i n g  ma, 
womm. and children in the'i homes. This record cannot be blinked 
away by wishful thinIdng. 
The new type of war was the choice of the Ads. Cmchdovakia, 

Poland, Holland, Belgium, Frame, Jugoalavia, OMCC, Noway, end 
L-burg found themselves unprepared and fell under the ruthles 
-hol of the dictatore. The wperience of tbesc nations has bem 
unbelievably sad; they learned their lesson the hardeat way. The 
entire world has had its &-the United States is heeding it. 
Every patriotic d b ,  no matter whet his polities, erred, race, or 

penonal position, must unite to prepere his muntry for whetever 
dangers may be n h d .  Our Army and Navy is bdng built to full 
strrngth a t  great e.&ce by d o n a  of m a .  But now, mom than 
ever Mm, our strength is the strmgth of each c i b .  We are 
therefore recruiting a new protective f m M v h  Defense. 
Every &ti-, whether young or old, rich or pmr, man or w o r n ,  is 
needed. 

Civilian Defmse has two tasks: 

1. The Iim is to prepare for the day we pray may never come: 
when bombs and artiuerg fm fall on our cities, toms, and the 
muntrydde, and when men, women, and children must stand 
prepared to defend their homes and liberties. 

2. The -d is to better the health, emnomic security, and well- 
bdng of nu people, to make our country strong. 

The job is tremendous, calling for the moperation of d l  mmmunity 
OrganLations end of each and every citizen, to one end-community 
deferme. The Office of Civilian Ddmse will diet this n a t i d  
mavemmt. But the rrspamaibility for organizing and training will 
rnt on each and every local mmmunity. Each and every citizen can 
be used. The Civilian Defense Volunteer Oilice in each l d t y  ia 
the p l a ~ c  for t0 -11 Bnd t r d .  
The United States has something real to defend-the inalienable 

right, in its simpleat trrnu. to lead, in our own way, d m n t  lives. 

U. S. Dizeotor Ciiitian &Tense. 
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A CIVILIAN DEFENSE 
VOLUNTEER OFFICE . . . What tt k 
I t .  prrpwes 
I. To neruit men and women volunteers for civilian defense and 
to nmmmend them to local civilian def- programs and established 
community agencies whoa= services nced to be opanded. 
11. To morale thmugh the ratirfactia which will mmc 
to civilian volunteerhth~~~e with much Idsure and th- with l i t t l e  
by d a i i  useful mmmunity work. 

I t .  h r c k u  
I. To discover and promote oppormnities far vpluntecrs in the 
followins Npa of local pmgrams: 

1. Civilian protect& pmgrams. 
2. F e d 4  and State proprams in the fields of health, family 

-ty, meation, d protection, child welfare, and edu- 
cation. 

3. Programs of established public community sgendea and those of 
private agencies accredited locally. 

4. Other local pmgrams such as inlormation suviees to men in 
uniform snd defense indYItnr w o r k  and their families: ' vso programs; CDlUlUmer information; salvage pmgrams; pro- 
motion of the sale of defense savings bond., ete. 

5. American unity programs such ar intmgmup gwd will; safe- 
guarding civil liberties; adult education; patriotic rallies, 
exbibits, etc. 

6. Programs in liaison with war relief mganiratione. 

11. To serve as a clearing house for programs of training by- 

1. Pinding out what training is needed, what is d m d y  being 
offaed, and keeping up-to-date m r d a  of available mum. 

2. M d n g  arrmgements for needed additional c o u n n .  

111. To mordinate tbe rsmiting and d m m t  of all men and 
women voluntan without supplanting the reeni* already being 
done by such agmciesaa the Red Cmss and city dqxrtmmb, me& 
asking them to clearwiththeVoly11tcer 05ce. Arrangements should 
be made to vse all volunteers who ham been trained by responsible 
existing private wclfirc smd bealth agencies. 
N. To interview voluntcas and nfer tbem to ttaining or job 
suited to their individual eapabiitics. 
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V. To meintain standards of mluntctr service in the various local 
programs using volunteers. 
VI. To report quarterly to the 1-1 Defense Council or to the United 
States Dinctor of Cwilian Defense when he requests such inform. 
tion, the number of volunt- placed in the various l d  programs 
or in training courses and the number of hours of -ce rendered. 
The purpose of Volunteer M c e s  is the same regardless of the s m  

and type of mmmunity and the functions vary oaly insofar as the 
p m c e  or absence of orgmhd facilities necauimtca. 



A CIVILIAN DEFENSE 
VOLUNTEER OFFICE . . . How it M set up 

A Civilian Defense Volunteer Offie is an i n t e d  part of the local 
defense organization. I t  functions aa a mara te  unit under the local 
Defense Cound. oreferablv under a s e h n  or dlwlon on Volunteer 
Participation. it' h a  a cioae relationship with eny aooal planning 
mumil which exists. 

Ooverda# b-d 
As the Volunteer Offia ia a mor'dinating savia belonging to the 

whol  m u n i t y ,  i t  is administered by a board mmpased of men and 
women.rewesmtative. as fax as ~ ~ P f t i e a l ,  d all int-ted community 

in eharactsr. I t  should indude a liaison reoresentativeiram Lth the 
board of the Defense C o u d  and that of tde saeial planning cound. 

When the number of interested community groups is too large to 
make i t  practical to build an administrative board on a representa- 
tive baais. an advisory h d  should be made up -. From 
thin board, an executive mmmittee ahould beelected to be responsible 
for administration. In rural counties where there may be fewer or- 
ganizations to represent. care should be takento have the board repre 

' 

smtative of all interested groups. 
The board or the executive committee has the usual ofii- and 

standing mmmittces on P i a n a  and Publicie. 
The viewpoint of officials and professional peopltcity otficiatr, 

wid workcra, d&m, nurses, dieti-, and othas who use voluo- 
-should be secured through an a d v i m  mmmittu. 
When the Volunteer OSce s e n n  an entire county in which them 

e n  inmrpomted cities, towns, and villages, no attempt should h 
made to represent individual cities or toams on the board. This 
reprrxntation can come thmugh b-eh ofiiar which handle mmll- 
mmt and referral of volunteers in the various localities. 

Committees 
An extmsive staff for a Volunteer C€%e is not m m m m d e d  even 

in the ease of large metropolitan mas. Since effective operation 
of a Volunteer Office requites extensive planning, the board or the 
executive mmmittcc should appoint at least the foII(1wing t h e  

a 



mmmittea (the &sirman and the dimtor serving as a memkr of 
each, u off&): 

1. P l ~ e c m ~ n t  COmmitt-hiehdm VOIunteera to job0 and train- 
i fq  m u m ,  but only after i t  has gcvred the faeM about them. 

2. Trabhg Counr Committee-which cluvs existing training 
covrses and makes arrangements for the development of pny 
ncsdcd cowcs. 

3. Recruiting nod Enrollment COmmimCwhich is respmible 
for m!nuting and mmlling volunteers to fill the job0 found. 

Taar groups plan the above phases of the work, and arrange the 
training of thc volunteer s t d  who do tbe greater part of the work. 
Suppeati- for the hWof training needed are givenunder St&. 

StuU dlreetar 
A Volunteer Office should, if i t  isto function effdvely, haveafull- 

time director. The duties of the director consist &By in org&$ng 
and managing the Volunteer Service Office and guidmg its rclatlon- 
ships. Tbe principal q&catuonn ax, therefore, edrmnimative 
ab~t ty ;  knowledge of community orgmktion; initiative; leadership; 
abihty to make good contacts with people. 
Small mrmumtles, such a8 towns or rival -tics, may be able to 

armre a d g u a l i f i e d  volunteer wbv will a m  as dusmr. Large 
metropolitan areas, on the other band, may have to pay an executive. 

Sveh -tima may be found among men or women who have had 
erperi- in a council of social agencies, a penom1 b m u ,  or as P 
college dean or counselor a d  who are not pdnsirmally employed 
because of borne duties. The board of the Voluntea Office should 
endeavor to oemade such oersona to make thar skill available in thh 

volGtee;thar aemces and in oth& theynmay agrn to &k for a 
mlatively low salary. 

Other anvces for a dirsmr arr public and private d a l  agcllcia,; 
the public mpl-at 8crvicc. which might ham on its staff w a k m  
who are ready for ' t o  an -tiye position or which mi& 
have suitable E p n d E E Z ~ e d  m t h  it;,and, in mties, spy 
pnvate employment lavice which c+eadms in handling -ve 
peraonnet 

OUsr  a t 4  
A Volunteer Office should elm have a t  I& one full-time deriepl 

worker. Where branch offices are nca-, there should be in& 
b r d  a full-time clerical worker who bas executive ability. In 
small m r m u n i h  such workera m y  often be pmueded to - on a 
voluntary basis, but in large metropolitan areas the full-time dclicel 
workera will more often have to be paia. 

Volunteer worker8 may be used very e&aively to carry out the 
work vlamed bv the Plscernmt Committee and the Recmitlm and 



The murae for training the Placcmcnt Committee workers should 
corn  the following topiea: 

1. The Civilian Defmse Volunteer 05i-hat it  i-hat i t  d m .  
a. stendads of volunteer aerv*c. 
3. RevinaofmganLcdmmmunitysav*es. 
4. How to interview department and agency heads. 
5. How to fill out the forms fm nettine fads about i o b  
6. How to u k  the files of the ~ & n t &  Service office. 
7. How to inhrview a volunteer to chefk his m her suitnbiility f a  

the job, Muding the proper approach to a volunteer. 
8. How to maintain gaad reletionrhip. with the depertments or 

agencies to which voluntem are r e f d .  
9. How to use referral f- and how to remrd a placement. 
The - for training the R-iting and Enrollment Committee 

workem should nnm the following topics: 
1. The Civilian Defense Volunteer Offi-what i t  -what ~t does. 
a. Standards of volunteer service. 
3. Tylxa of volunteer j o b  and sualifieatiws fm workers in each 

earr. 
4. Review of mganLcd m e m W p  gmups in the mmmunity. 
5. Methods of mendting. 
6. How to intomiem prwpective voluntens. 
7. How to fill out emIlmmt cards. 
Whem volunteer8 are being trained simultaneously to do the above- 

mentioned job, both time nnd effort can be s a d  by having joint 
-on8 of the traininrr coma when basic auhject matm is heine 
dealt with. For e-ple, there could be a joint aeMicm on  hi 

Defense Volunteer Offi-hat it -hat i t  does." Simi- 
h l y ,  theremuld be e joint session on "Standardsof volunteer service." 
Such e d n g  should be avoided, however, when a joint seuion 
d t s  in bringing -r e group larger than 35 m 40 becaux in 
such a group, discusion is virtually im-ble. 

In sizable dtier where there arc a number of oreanized -ees. it 
will be relatively easy to get leaduship for su& coursa. Rural 
mmmunitia, having less easy access to orgmcd services, should 
turn to the coupty welfare department and the d o n  dcpartmmt 
of the State University to furnish leadaship fm training volunteers 
to do thdr work. 

Quartera u d  E ~ r l p m u t  
The sise and Np of the community affecbl the quartM needed by 

a Volunteer Ofha. Whenever pogible, the bwrd should try t o  get j rent-free quarters. 
In a community of less than 500,000 population there should he 110 

need fm mom than one Volunteer Office, unless the residmtiPl section I is a, widely s c a t t e d  as to make branches ndvisablc. In  mm- 

I munities of over 500,000 and in h l y  populated counties, however. 



thm is need for branch &ices. The board of the' Volunteer Offie 
should determine how many branchvl .re needed and what loeations 
a d d  be strategic. Both the central office and the branches must 
have space which providn adequately for privacy in intcrvkwiug and 

be brigLt and attractive, demrated by a flag, defense pmtu., and 
any other material whieh will aid in making civilians realize the 
urgency of the defense program. A little time and thought by a 
p u p  of volunhers can produce mmt desirable looking quartem 
without necMitating any large outlay of fund* 

The matter of adequate Be. for Volunteer Of6eea is exbcmcly 
immrtant. When a hundred volunteers must be made evailehle im- 

~ -~ -- -- 

mediatelv to a local civilian moteftion morn-. the files muat bc 
gmed ti yielding such info&ation age.dilyYY Mdmver, this o&riI 
tion muat be performed with a minimum of diaorganktion to the 
total Be, ao that the Volunteer Office will be ready to handle a call 
for fifty additional volunteers which may come in ahortly thereafter. 

I t  is im-ble in a manual of this sort to discuss in detail the 
filing system of a Volunteer Office. The various branches of the 
United States Employmmt Service, 1-ted in all States and in over 
3,000 localities, have pfflannel who am q c r t  in the matter of filing. 
I t  is therefore suggested that Volunteer 0 5 a s  secure advice from 
their nearest public employmeat office as to suitable cards for regia- 
tering volunteers and recording infmmation about jobs and as to 
suitable filing systems. Using this gmup is doubly wise, k u s e  
they are near a t  hand for additional advice when it is needed This 
manllal contains a list ofthe forms usually needed involunteer Service 
Offiw and displays tam of the forms. Thi. material can be used as a 
bsai8 for discussion in the conferma with the public employment 
office. Care has been taken to make the suggested forms simple. 
If Volunteer 05- use their own forms, they should keep them 
simple. 

B d g d  
If the community is a very small city or town, or a d munty, 

the mst of operating a Volunteer Offie may be viRually nothing. 
%me orgmization, like the public schml or the Red Cross, will pmba- 
bly lend someone to dLea the offie, and the detailed work will be 
carried on by volunteers whom the director will train. In larger 
mmmunitiee. local business firms with trained pfflannel directors may 
be persuaded toloan them to organize and direct the Volunteer Offie. 
Quartem may be loaned and so may rurnitw and filing equipment. 
The only cash e x p e n d i m  may be for such items as telqhone, sta- 
tionery and printing, postage, and office supplies. In many mm- 
munities evm printing may be donated. 

In large mmmunitis where it  is W i b l c  to brmw a qualified 
director, a paid director will be required, for the Volunteer Office 
must be o-id and operated on a businesslike basis. In such 

6 



communities, where branch offices are necessary, a director, a paid 
clerical worker, and a paid clerk in each branch are cessmtial. Funds 
for meration will have to be secured. even thou& auarten. furniture. - .  
and filmg equipment have all been donated. 
When funds must be sewred, the b a r d  of the Volunteer Ofice 

should request the local Defense Coundl or the mayor for support. 
I t  is also well to q u e s t  support from civic and service organizations, 
women's organizations, m m u n i t y  chests, etc. When securing sup- 
port from organizations of this aort, i t  is preferable to have a numbs 
of them, rather than one, contribute, so that the Volunteer Wee 
will not be thought of as the project of any one group. 

I t  is not mactid to discuss here the amount ngded to omrate a 
Volunteer office bsause this figure will vary greatly in relatidn t o  the 
size of the -unity and the amount of paid staff needed. 



A CIVILIAN DEFENSE 
VOLUNTEER OFFICE . . . W h t  It does 
F h d n  d p r e m o t e s  jobs 

M o r e  Civilian Def- Volunteer Mw recruit volunt-, the 
Placemmt Committee should begin to collect facts mnaming work 
Opportunitiw for voluntem. This study should mvm- 

I. Civilian protection programs. 
11. Federal and State programs in the fields d kalth, family 

aeeurity, recreation, axial protection, child welfare, and 
.rl,.*atinn - - -- 

111. Rc-pams of established public mmmunity agencies and those 
of private agencia accredited locally. 

N. Other 1-1 moprams such as information serviecs to men in 
uniform &d>efense industry workers and their families; 
US0 programs; consumer information; salvage programs; 
promotion of the sale of defense savings bnds, etc. 

V. American unity programs such as inter-group gmd will; safe- 
-ding civil liberties; adult education; patriot* r a l h ,  
&bits, etc. 

VI. Programs in liaiaon with war-relief organizations. 

At the same time, the Voluntm M c e s  should luun for which johs 
training is needed and whether training of an epprovd type is alceady 
available or must he developed. (See pp. 16 to 27 for the list of 
typiurl volunteer job. and treining mum.) 

The M c e  of Civilian Defense is iwing in maparahon with the 
Otfiee of Health Defense and Welfare &Nices, and other Federal 
Departments, manualslisting and describing what v o l v n n a  can doin 
the various fields of health, family aecuribr, mceation, nutrition, 
social proteetion, & I d  welfare, and education, and what training 
they will need. Thw manuals will he distributed by the respective 
Federal Departments to their Stateandlod units andwdIundouMedty 
stimulate the uae of volunteers. They will be of great h c e  to 
Volunteer OfFces in their effort to dkover and promote volunteer 
johs and volunteer haining courses. 

In promoting the wise uae of volunteers, the Placement Committee 
should urge any organirptirm or agency which uses volunteers regularly 
to take the follolaing step. These provide a sound foundation for 
the building of P g m d  volunteer program. The agency should- 

I. App4nt a member of the haard as eheirman of volunteers. 
11. Assign a staff member as suprvisor of voluntrrn. 
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111. Analye the tptal work to aee what Jobs are suitable for volun- 
teas, in the case of each job a derription covainp: 
duties, hme q u i d ,  qualifications nc-ry-ineluding spe- 
dnl trahin&-and arrangements for orupervision. 

In lnrge dties m suburban m u n t h  whne the Volunteer O h  
is sn up with branch off is ,  the job of dismverinp: md promoting 
jobs for volunteen belongs enth ly  to the central office. If a branch 
office should lepm of iobo whne voluntara am wanted. it s h d d  
notify the a n d  ofti& in order that the direrta, or the.vo1untara 
trained to do job-fiDding, may check the opprtunity to determine 
whether the work is suitable for volunteers end whether the training 
and supemkim am adequate. 

a- h u l n ~ ~  pm- 
Also More Lbey rceruit and mmll vulunleers, Vulunteer Office 

should begin to called facta about what mlisfaetory training is avail- 
able and what needs to be dmekmd. The FlPeemcnt Committee 
secures much of this informattoll wbm it laa tm job. However, the 
Training Course Committee lma to do the d e .  If the m- 
s r e p i v m t l o c a l ~ t . o f ~ t i o n a l ~ t i ~ l ~ l , u l N c a n b e r e ~ w e d  
t o m w h e t h e r ~ ~ l l ~ a s ~ ~ r u p t o t h e a t e n d a r d s k t ~ t h e O ~ o f  
C ~ v i ~  mewe for nsriannl training pmgrpmk 
If they nn purrly local courses, thew standards Wl be usdul in 

judpinp them. Man& of the OMce of Civilian Defense,' pnvioudy 
described, will .avs as P gaide fm 1aal  mmmunitica in thts work. 

If the study of the Lxd training progrsm reveals that then an 
important types of training lacldng, the Volunteer OMce should tpke 
the imtiative in m&ng -ts fm .uch additional muraes and 
spprmtice training ~s the community rmy n d  If the missing part 
of the training program is in e field whue a lutionally s tandadd  
m m  has been dnnload. the Volunteer OEm ahould take a t m  

Bbould wee whatever h l  organisstions arc W fitted through 
penrmnel and equipment to t a b  on tbis raspamsibil~ty. 

I n  large mmmuutiea whue then are branch office. the entire 
mpamsihility for d&ng trarnrng programs ahould be lodged with the 
rmtrelofficc. 

JlecmUs aad errells vehsltsers 
Whm the work of collcctiog facts about jobs to k done and the 

mahng of errangement. fm &ed trnining have k e n  begun, a 
Volunteer OMce is ready to recruit and enmll wlunteen, but not 
before. The S t i n g  and BnmIlment Committee has this re- 
spondbility. A Volunteer Of& muat d t  adively so as to make 
available to the avilian defense pmgram the beat volunteer &I in 
the community. 

Also thwc v-cd ul cwpcra-n. rnth the o16ec of Cwrd-t.3, of ired*, 
Wdfa,e.nd Related mi-c ktiv,he.nndothuYcdud Deputmcnt. 
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I t  should be remembaed that "volunteer" meana a -n who 
gives service without remuneration. A volunteer may have a very 
dcfilute skill to ofb .  N~uraea, mael workera, nuhitionists, occupa- 
tional therapists, -6m leaders who an unable to be employed 
full time beaus.= of home duhes or 0 t h  reasons may be able to give 
many hours a meek. Every effort should be made to interest such 
people in m&ng sueh time avakblc. 
The W e d  civE- wil l  be espaially usdvl in helping to train the 

unslilled civilians. For, all civilians who are wintra to learn and be 
disciplined have a vital place in the defense pro&n.  Volunteer 
Offices should make this fact plain and should dve wide publicity to 
the ldnds of -rk which have to be done and the oppormnities for 
learning how to do it. 

Astronginitial recruiting drive is important if the Volunteer Office 
is to get off to a g d  start. There should be enough "blare of trum- 
pets" t o  atimulnte civilians to emu,  and mnhnuous publrcity la 

-9: for recruiting dovl not end with the initial drive. 
Reawbng plans should be made a t  the central &ice, even if a 

mmmunity has branch offices. Much rsouiting can be done through 
mntacta w t h  organized groupb.profMgionel organizations, cimc 
organizations, industrial groups, latargmup, church groups, women's 
group, etc. Such contact8 an more eadly made from the central 
office. Enrollment should. bow-. be dsmtra l led  when a com- 
m-ty has branch ofies. 

EmoiImmt is of murae mntinwus after the initial perid I t  is 
the initial enrollment, however, wh*h may m-t problems. In 
mmmunitiea which an small enough to have only a central office, 
cnrollmmt for jobs should take plaa as swn aa an adequate voluntear 
ataK ha. been trained. In mmmunitiea where branch o&ima an 
necessary, it may be impossible to secure sufficiently MU trained 
voluntrrrs to mnn all branch- at once. The d n t  thim to do 
la to stagger the mtial enmllment, moving the w b e i m d  eta> from 
branch to branch until the en& job b done. 

B m c h  &ices should a d  d u p h t c s  of all avollment cards to the 
central offla. This is mprtmt in orda  that- 

1. There may be a antral pml of inf~nnation regarding the ntal 
t& voiunteers an prepared to do. 

2. The central office may know in emngenaea where to find quckly 
s p d  types of ability. 

Ilaters o.lmtaeers to Jobs or  frrJ1I*N conrses 
After the groundwork for operation has bem laid. the Plaeemmt 

Committee can begin its task of conngting volunten. with training 
munea or iobs. This is the heart of the m k .  

There &e two principles which an besic to effeehve placement of 
volunteers. Every Volunteer Offiec abould heed them. T l q  are: 



n. That volunteers should be plaad where they are best fitted to 

h. 
s e w ,  following the m e  pnnaple which hold for goad place- 
mmt of paid worh&ra. 

2. That volunteer acrvie which is of a part-time or temporary 
nahue &odd be supplcmmtq to that of a full-time staff, 
whctber paid or volunteer, w that thme raw be mntimuty in 
*program. 

Reforal to training muraes can he made immediately after mol l -  
m a t  with the ndemtndnp: that arben the quota for s elazr be=- 
filled, voluntms may have m be placed in a semnd m third seaion 
of a course. 

In mmmunihes where then is only a antsal office, referral of 
aualified wr- to iobs mav be made immdatel~ after uuoUment. 
i n  eommkiea  wh;n bra;& offuces arc n&, &era1 to jobs 
a t  the time of enmUmmt is -ble d y  when those job are to be 
done within the area which the branch serves Only then 1s there 
no pasdbility of duplication bet- bran&. In the case of other 
jobs, tanches may make referrala only when the central 05- requc8ts 
them to do no. In ouch 1 - e - d  ~laconent d v o l ~ ~ ~ t e e r s  as Volun- 
t eerOf f ia sare~ toMeeny~ . i t i sno tprac t i ee l tog iveevcry  
volunteer an i n d e w  in addition to the interview a t  the time of 
e m b t .  Volumeera &odd be n f e d  withou t mbsequent inter- 
view to all temporary jo-ch ar the mUeCtiom of salvage mate- 
rial-here large numbers are needed, and to otha l a r g e d e  
aeavitics whae the service is to be of s relatively short dwabon. 
Only thme volunteers who are to fill regular long-time j o b  such as 
nurse's arde and case work aidcwhere i t  is of the utmwt importance 
for the volunteer to h ~~~efUUysetsted, should be given an additional 
interview. Because of the necessity for re-intav*wing in the fase of 
eatsin placements, however, all volunteers should m o l l  a t  the 
Volunteer Office nearest to thdr lacation betwan 9 a. m. and 5 p. m. 
ngardlm of the time of day during which they d l  render their 
ddmse service. 
AU voluntws who are given jobs by a Volunteer Office, wear the 

056al emblem of 0. C. D. and athv a uniform or an arm band. 
(Ann bands are to be used fm mm volunteers uapt in imtances where 
the wearing ofa uniform is esmtial.) Volunteers enrolled in training 
cow= - the emblem only. Arm bands and emblem wi!l be fur- 
nished hy the 0. C. D. to all mmmunities which organize Civilian 
Defmse Volunteer Uniform for the various typca of workers 
should be ?f thestaadard type approved by 0. C. D. Volunteers. who 
are financlelly able, are expected to prowde thenuelves with these 
mi-. For those unable to buy their own, the Volunteer OBin 
should male proviaurn, using 1-1 funda for t h  purpose. 



M-a g d  -dar& of mroiee 
A Volunteer Oflice should communicate p r l d i d y  with the depart- 

mmte and agmdcs where it places voIMeera. This is -tin1 in 
oder that the volunteer may find the most satisfactory chennel of 
&ce and the agmcg the mwt ae.tisfPdory workers. In instances 
whem the volunteer or agency is not aatk6cd a change should be made. 
It is gmd neither for thc morale of the volunteer nor the agency to 
a l l o w a p e n u n t o r r m a i n 8 . ~ " a ~ ~ i n a m ~ h o k "  

It is neither practLal nor opcdirnt in large d e  p1ec-t of 
civilians. however. to aceurr individual rrmrts cm the mrk of each 
volunt4. An infonnd -tact 6 t h  cdch agmcy is that i. 
posible. Whcreva practical, indivrdrul -ken in the Volunteer 
Oflice should be aspiend r-nsibiLity for keepii in touch with 

- - 
The mmmunity must know of the fadlitiea and work of the Volun- 

teer Oflice, if it is to be of &um usdulncss. It is, therefore. 
h i a y  important that t h m 4  the -, on the air, through s+n 

ways in which volunteers may serve. Thae i. need for a d u l l y  
worked out plan. The publicity committee d a s  this job in mopera- 
tion with the Defense Council's publicity wmmittee. 



A CIVILIAN DEFENSE 
VOLUNTEER OFFICE . . . Ham to orgamize I t  

Befm mpbins any move to organize a C i v i l b  Defense Volunteer 
Oflk, the intrraM group should find out whetha the community 
already hns a cLsring horn for volmt&r work. Sueh clearing h o w  
&st in fifty or mae communities in the munhy at  th* time. They 
pre Qlom generally by .uch -ea as: "Central Voluntser Bureau." 
"Volunteer Suvice Bureau," "Volunteer Placement Bmau," or 
"Volunteer Department of the Coundl of Said Agencies." 

Many of these burrau have b a n  in existena for m e  t h e  and 
have done a amfully planned and w e U ~ ~ ~ t e d  job. TM volume of 
work which rhry have handled hns not k e n  large hut the mganka+ 
and a.t-up which most of them have is nsdily adaptable to expmemn 
to pmportions suitable for l a r g e 4  activity. Every effort +uld 
be made to in- wch a gmup in upanding to the propahons 
needed in th& emergency and in adopting the official name, ''Civilian 
JJefem Volunteer OEk". 

In many communities, a Volunteer Office mey be in the pmeug of 
being formed, for State Def- M u n d l s  am king urged t o m  
them. If a careful check reveals none, then the intcrasted gmup 
should take steps a t  once to get a Civilian Defense Volunteer Oflk 
under wav. 

I t  is &portant f a  the gmup which initiates the o r d t i i o n  of a 
Volunteer 0 6 % ~  to a- the support of annral elements of the arm- 
munity before ptoorrdfag. The fdlowing an the steps which should 
be taken in most mmmunit*r, reg& of .4ze: 

1. Pro- a Voluntm Oflice to the 1 4  Def- Council and offer 
to organize it. If no defense mund  exists, make this pposi-  
t im to the Mayor or the County Canmisslo-. 

2. If t h e  is e mdal p w  eoundl or ~ d f ~  mordimting 
agency. aecun idmoperation 

3. Try to have the Chamber of Cormnace back the idee 
4. Show health, dm, and educational p u p s  how they can 

momrate by rhmk way. in which the volunteers d l  be - .  
A 

5. Demonstrate to &vie org&tiona-both men's and raanen'b 
service clubs, women's dubs, church group., WOfeSaiOnet 
proup, and other group. from which volunteers will mme, the 
value of a centralized Knrioe 



6. As each mgnniEntion bnomcs intemted, lind out whether i t  
could help to support the bureau. 

7. F-, w+th the moperatien of the ddmse coundl and the .odd 
planning d, if& two bodies exist, a widely repruenta- 
tive organizing mmmittee and indude representation from 
both of these groups. 

8. Get the mganiriag committee to &aft a plan far mating the 
Volunteer Wee, including arrangements for handng if a 
budget will he needed. 

9. When tbia plan is ready, call s representative meetinglepre- 
aentative of both thaw who will volunteer and W t s  
and @Q which will use volunte-d d i m  a. 

10. When the plan is accepted, get autboriration fm the o r d n g  
committee to select a date for a board and set a time to meet 
and elect the hard. 

11. Hold a special mecting of the same representative gmup and 
a m  others wbwe interest has meanwhile been diamvered and 
el& the board. 

11. When a board is elected, the Volunteer Office is ready to under- 
take the work described in the section of this -ual mtitled, 
"A Civilian Defense Volunteer Offia-What i t  does." 



Volrr teer  Actloidles 
Ir Cluillar Deterse 
The abdity of tbia ~ountzy to d e f d  itself dcpmds as much upon 

the stamina and mode of its m a .  women, and ehildrm as upon the 
d b a  of the -ed form and their equipmmt Thuefm, i t  be- 
hooves each mmmunity to maLe nue that the s a v i m  and faalities 
for its d t k m  an M adequate aa the o r g m h d  wmmunity a e ~ q .  
and volunteem can mske them. 

The following M iedicatea the various t y p s  of services in a mm- 
mumty that volunteen can perf- Mmy of the prograrm or 
agmdes mentioned rvill not be found in all mmmunities. However. 
inalltypsofmmmunities thensrcnced.forsavicewchmustbe 
met and the M includes many programs f a d  in any m u n ~ t y .  

The list make dear the vnrious pmtectron programs that will 
m u  volmt-. Enrolled voluntm in such pmgrams must be 
trained and must be available to act in an nnergenn. Befme an 
em%- mmes, hovmm, nome of these volunteers may have time 
m~motherUMTulmmmunitylervimandinaeriaistbeywillbe 
more &dent volunteem in the spcified pmtcction pragrsms if they 
have ako had the training and &dpline that a w u u  from holding 
another volunteer job. 
The M includes oppartmities for volunteer8 in the established 

mmmunity wm&, whose services play a major part in atrmshen- 
ing the home front. Manvals arc king prepnd by the Office of 
Civilian Dd- and other Federal wmda,  which will give mmplete 
informetion on volunteer opparmnitie in the various field. of wdal 
welfare related to dd-: family security, chiid care, health,  nu^- 
tim, recreation, m d  proteetion, and education. Thaw m a d  
will also recommend training munes, t y p s  of apprentice hainins. 
-emu as to wbae to look for p m ~ r  l c a d d p  for the courses, 
etc. 

"Volunteer" is used henin to mean a praon who gives a e r v k  
without rrm-tion. Some volunteers will, therrfmr, be equipped 
to give u v i c e  of a p f e p d d  quality while others rvill be untrained. 
The list &a not -tion the oomrmnitin which an be flied solelv bv 

- .  
%fit in. - 
The volunteer opparmnitiea listed in the folloaMg sections have 

hem suggested by the Federal agencies active in each field The list 
is intended to be illustrative rather than exhaustive. 



I. Valrrlser OppartuWes & C & U l u  Protecttar 
Progrrms. 

1. Give air raid maden aaviee. 
2. err e m +  
3. Oive nune s ade m 1 a .  
4. Smre in medical coma. 
5. A a  as 6re mtdur. 
6. Serve in r- q h .  
7. Serve in d14.m' -. 
8. Smrc in nnergmcy i d  and bousiw mm. 
9. Smre in decontamination coma. 

10. Sern in st& mm. 
11. Ad as audliary plieeman. 
12. Ad aa auxiliary &man. 
13. Serve in bomb quad. 
14. S m c  in demolition and dearan55 =ear. 
15. Serve in road repair crew 

ZZ. VoImrteer Opportnttiss & Pro#rrms for U d t &  

1. Develop forums a "town hall meetings" disnuaing 1 4 .  
national and international topic4 etc. 

2. Develop prodemoeracy pmgrams, induding cgay contests. 
pastrr contests, speech contests. 

3. Arrange for library exhibits m ~ d d c  with topics under dis- 

4. Sponsor aftivitir~ which will bring podc of di&mt national- 
ities tagcthcf-induding disussion pragranm, pageants, etc. 

5. Eltabl*h dames in English, American hiabny end dtizmahip. 
6. Fmm dams to study local gownmat.  
7. Work for improved intngroup &tiom. 
8. Work on committees eollocrned with pmmotisg end d d -  

ing dvil liberties. 
9. Work on pmgnms for salvaging needed materials. 

10. Work on campaign promoting sale of defense U and atampa 

181. Voluteer OpportrdHe8 In Peerertlon rrd 
SpeclPZ Ssrobes for Mer Ir UnUorm md 
Defense Zm&str# Worhers. 

1. M i t  in information cmters for mm in uniform and families. 
2. List nataurants end lodgings with prima 
3. Prrparc a guide on mmmunity fedlitiea. 
4. MaLc arrangements for week-end donnitmy fadlitiea. 



. . 
8. Pm- e List of available m t  amad-. 
9. Prepare a 1% of available rareation f d t i a .  

10. Crganke athletic mntats. plan o u ~ s ;  provide i n d  
-tion fadlitha in the community. 

11. Prepare a msgaeinc and book mlleetion %r camp libraries and 

14. Arrange a barn; hospitality program for m a  in uniform. 
15. Arrange spedal trnnspmtnhon for mmmunity events. 
16. Am- for guest ticlets or price d u d o n  for wmmunity - - 

evmts. 
n. w d e  pansporntion fsdlitiea for Mmss induey wurk-. 

where none eri.t. to their pie of employment and fm mm 
in uniform from the earnpa to the nearby towns. 

N. V o l u t e e r  OpprrtxwWea h E e u r n s r  Prwrrau. 
1. Assist in establishing mnsumer information anten to advise 

consumers on their buying pmblems and to make available 
service of federal, elate, &ad local'agmdes which can serve 
eoosumcn. (HANDBOOK ON HOW TO SET UP AND 
OPERATE A CONSUMER INPORMATlON CENTER, 
available upon request from the Consumer Division. Office of 
Prim Admini-ation end Clvilian Suoolv. Washimton. D.C.) . .... ~ -- - 

2. Help to organize traffic study dubs G'pki the m& i d m i  
use of wmmunit~ t r e t i o n  facilities and of individual 
methods of trans&rtatiA. 

3. Help to arrange to make available to mnaumcrs, whemrer 
passibie, thmugh the suvicca of a technieaUy competent 
wnsultant, idmmation on supplies of amsumer gwds. 

4. Establish food Eonsultation centers where home-maker8 fan 

dis- their fmd pmbl- with a trained home emnomist or 
nutritionist. 

5. Pmmote public f o ~ m r  and organize study gmups on fmd 
buying problems, budgeting, intelligent f d y  shop&. 

6. Promote a I d  -kt news radio service to inform consumen 
0fk.tbUy.. 

7. Check on adequacy and enf-ent of dta t ion  mdinnnm in 
order to insurr minimum standards of dermt housing. 

a Publick the services of Hmea Registration Bureaus end 
serve as dolunrrer adstant in thdr o5ces to sumlunmt the 

FONl 



V. Volrnteer OpportuJtlw ir ibe BsrUL PIsId. 
A. Horpitds, public and private, general and specialized. 

1. In the out-patient department. 
operate an appointment system for patients. 
Act ps @ides far patients refund to other d i n i ~  or I& 

of the hwpital. 
Give clcrid a h ,  take notea fmm &=tom, or give 

mcslenger aarice to doaore, n-, dinic supervison 
ctc. 

Trmport patients. 
Weigh and mcasvre patients. 
AMi.t with mathas'  clubs, teach eatnin sspcts of child 

esre. 
2. In the wetds. 

Give nwe's aide service (after p-ng Red C- nurse's 
aidemurac)toassistregistdnursessothattheymay 
eaend thdr services to man patients. 

Pnform messenger service for patients and puarmal d m .  
E.mrtpatients to other h e t a l  departments, sucha.X-ray 

P~~*I~PY, *. 
Give mutine information on padent's condition in m w e r  

to Wephone inquiry. 
Initiate aad maintain recnational pro- 

3. At the reception desk. 
Issue passe to visiton 
Direct or guide vkitors within the hcepital. 
Give mmmption a b u t  visiting hours, trandt route, pnd 
such matter*. 

4. In the patient* library. 
Inaugurate P lib- if none mists: ~ ~ t a l g u c  book mricw 

rmd disrribute boob. 
Distribute mgaanes and bmks to padent.. 

5. In the oa;upational therapy department. 
C o M  ncaasary metcrisls. 
Teach crafts. 
Assist pmfes&md therapist. with simple aspects of treat- 

ment. 
6. In the suoolv r w m .  - -  - 

M&c slvgid dmnsings; fold supplie; mend limn and 
hospital go-. 

7. In the aooial aervios department. 
Make arrangements far mndco-t m. applienaa, cte. 
Give mcsscnger service to ease -hn. 
Tramprt patients. 
&st ease warkcra. 



B. Clini- of all kindbwhrtha -at.+ indepndclltiy under 
city health depnrtments, undcs viting ntmmg euodations, tuba- 
evlosis and health -*, or otha auopicea. 

(For daniled volunM oppormnitia sec Hospital-Out- 
patient department, reception d&, eociel aemiw de- 
partment, nurses' aids wrvioe.) 

C. Convalearrmt homw, inatitutiona for the handicapped 
(children and adulh). 

C W a n b  play semica of &ow type; conduct story-telling 
horn for children; lead singing group; em and wafts 
gtoup; ete. 
write 1ettas. 
supply traDsportahon. 
Give dai4 aai.tance and m g e r  service to doemrs and 

nurses. 
Owate a library. 
Conduct recreation pmgr-. 

D. Tuberculosis and healthe-iationa endcancer wcietiw. 
Promote immuniration -p&m. 
h a t  in dznies o m + &  by the aluodatim (for details, see 

Clinics). 
Transport patient8 and staff. 
Sbow health education m- to p u p :  speak before group 

or om radio. 
E. Public health nursinppro&ama. 

Give n m ' s  eide scrvice (after paadng Red Cmr n m ' s  aide 
murse) to &st the public hdth rmrsc. 

Assist with mothas' dasaes. 
h s t  in &,lies. 
Givc derieal aasiatance. 
Teach -king to pattmts' famil&. 
Give recreational work to patients, such as knitting, baslatry. 

Give motor scrvia. 
Develop a library and other service8 for shut.- 
Spak Wore p u p  m on radio on mattera of hedth education. 

P. Citr or muntv health denartmanta. 
&ve nrnc'a aide service (after & Red Cmss rim's aide 
-se) in baby health Jinies, me-natal dinic., field nnmin~ 



VI. V-er Opjmr&dt&a Ir Ws Rbfd of NUrU1.m. 

A. Joba for nutrition aide-laymm who have taka the recog- 
nized twenty-how nutrition mume of the Red Cmu or tbe equivalent. 
(For cant- service the Red C m  r e q W  tbia twenty-how a m  in 
nutrition as pterequkik to the cantan am.) 

1. Repsm adequate me* for theL own fnmilea and ref= theL 
ovm famili~~~' poa fmd habits. 

2. O r g k  adult dasses in nutrition or food preparation in m- 
opaption with l d  nutrition committee. 

3. Take initiative in ag&g and geLiog spanw&ip for such 
progfa"s and assist in rhool lunch 4 plpyground lunch 
m c e .  

4. Aaaist prdcssional nutritioaists in conducting food dh& or 
fmd mnsultation suvice. 

5. Assist in fwd senice at dey nursery. 
6. AMist in prepantion of exhibits and ed-tiond mahdals for 

use in locd stom, dubs, rwtamts,  ete. 
7. OreanLe neiehborbaod dimmion m u m  to arouse interest in 

for Gtm nutrition and pm7lidi information as to how 
this may be obtained. 

8. Stimulate interest in and help orgsak mmmunity garden8 and 

B. Job8 for earvice in trainin8-laymm who wish to be of service 
immediately, More or during the taking of a nutrition -. While 
some of the serviaa sweated do not require an intimate knowledgeof 
nutrition. it in rreommendcd that ~Iunteera take m e  hM of nuhi. 

far tbe added interest and undastendim that tbey will have for tbe 
work. 

1. A& in lo& publicity for nutrition programs. Keep dip* 
6le of nutrition material. 

2. Devise ways and means of providing reliable repding material 
rm nutrition for distribution to local libraries or drmlathm 
libraries as rmmmmded by State and local nutrition corn- 
mi-. Sene as librarian or astod im of such material. 

3. Alsist in distribution or prrserv~tion of laal fmd rurpluscr 
4. &murage and arrsngc for mothas with d ehildrm to 

attend nutrition A. This may involve cam of chit- 
and bansporration to and from meeting.. 

5. Work with nodal agencies and public health org&tiom in 
sffuring equipment for food prrp~rptbn and sarice for 
needyfarmlick, 

6. Give d d  psslstpDee to nutritioukts or nutrition Pida as 
indiented. 

7. Assist in preparation and service of &l I d  



VII. V o l u l e e r  O p p o d i e s  in the PisN of Ed- 
=-Hem. 

A. Pvblio schwls. 
1. Gonerel. 

A&et in tcating sight. 
Adst in testing h& (audiometer). 
Give motor service. 
Give clerical scrviee. 
A&et in the conduct of p a n n t - t e a k  progr- aimed at 

physical preparation of the preschool child for Mhml Iih. 
Assist health authorities in the schools durrng rmmunLatian 

csmpigm; aiao dvriag outbreaks of children's h a m .  
A..ist school hcalth workem in wnducting the health rramina- 

tion of schwl children and the follow-up of thme found in 
need of medical attention. 

T e d  d- in home hypjenc and care of the sick. 
Teach dasses in fir& aid. 
hg& and d u c t ,  when authorized by defense autharitia, 

"wUectiDn campaigns" that may contribute to the supply 
of mat& for deferue oumaws of which there ia'a .hortaee: 
pmvided that the camp-is such that i t  makes i t  advisable 
for the partidpation of &I children. 

Conduct a dean-up e~mpaign for &I grounds and individual 
homes; improve school ground Sean. 

2. In the visiting teacher department. 
Aid caac -ken by friendly visiting end assisting with apedal 

outings for children. 
Tutor sick or retarded children. 
Take children to and from clinia or spedal wbmls. 
Give dcrieal as&tame. 

3. In the vocational-guidance department. 
Aid wunselDn in intpviewkg snd following up children. 
Collect occupahbd information. 
Make studies of special w u p a  of out-of-school youth 
Give d e r i d  h c e .  

4. In classes for handicapped children. 
AMiat in the -duet of dames for the crippled, the pPrrially 

blind, the perrinlly deaf, mentally d&dmt, tuberculous, 
eardiae. and 0 t h  children generally found in d a l  clasaa. 

Teach wfts. 
Tutor nommhvlant childrsa 
Teach Braille; mpy book. in Brailk. 

5. In the achwl lunch dqpnrtment. 
Aid the manager or dietit- 
Give d e r i d  apiatance. 
Assiltinserviec. 



6. In smell schools which do not ham Iunoluoom faoititiea. 
Help to plan menus in terms of supplies available. 
Discover what types of morning and evedrag meals the children 

have aa a M a  for planning the duo1 lunch. 
Help to prepme a hot lunch. 
Suggest feed to be brought from home to supple-t the &do1 

lunch. 
Send home to parents mpivl d the s&ml lunch menus. 

V I U .  vohdeer opportuttis. In the FleU of 
h r e & I o ~  and b t o r m d  E-OD. 

A. Public reoreation department*; publio school recreation 
centera; settlement houses; libraries; wmmunity centers; 
local units of national eenciaa euch as Boy Scouts, Girl 
Scout*, Campfire Girl., Y. M. C. A., Y. W. C. A., ohm& proupa, 
eto. In suchagendes, thevolunteer job. related to thevar im types 
of activities are relatively the same. The principal ones are: 

1. On playgmunda. 
Lead active games+lead quiet games, tellstori~rnach~thlctics. 
Act as life savers in swimming poola. 

2. In clubs and clasma. 
Ad as leaders for all sorts of interest groups, such as mwing, 

cooking, art, music, drama, 4, etc. 
Act as leaders for adult diseusdon groups on n u n n t  topics. 
Teach a variety of subjects, such as m t  events, citizenship, 
art and musk appreciation, be. 

Arrange slxdal setivitia* 

Act & cu~imdian-of books in areas without adequate library 
facilities. 

Give radio talks, book talks, and arrange forums to encourage 
reading of books related to the nationel-defense pmgram and 
the Arne- way of life. 

*an~pmt boob to outlying districts. welfare organizations, 
and to indnstrial olants. 

A& lib&&, giv; clerical assistance, arrange exhibits, had 
discussion gmup on boob read by children. 

4. In administration. 
Give clerical k t a n e e ,  apsist with publicity, keep dipping file, 
make statistical reports. 

8. Special recreation programs for children in defense area.  
1. Rovide children of defense workers who live in trailas or in 

housing projects with opportuDitks for play, stmy telling, 
and dramatization nnda suitable mditi-. 

a. Pmvide supervised baoaprtntion to and fmrm playgrounds 
and 0th- m a t i o n  activities. 

22 



ZX. V r h m l e e r  Opp.rfuuk,s  Ir Us IrbII of F d u  
SscuU. ,  Clilll C u e ,  rul S 8 e  fr Mn@Ie 
Pemou. 

A. Protective Sodsthe, induding sodat protection pmgranu in 
defense areas. (Same gmeralscrvirm as Private Femily and Children's 
Agencies, ~e below.) 

1. In Service Centeta in defense areas whue girk end women 
red= temporary w e  and sodPl k t n n c e  while working 
out their individual ~~. 

or ncar defense-am industrial plant.. 
S u m  play; lead dubs., teach dancing, mulie, er&, etc. 
Help with pbysicn1 urr. 
Tell starris or read to children, 

(Same g-al scrviees as Day Nurseries.) 
D. Privets Fami& llnd Children's Case-work Agencies. 

Make friendly visits to aged, blind. .hut-ina, refugees, ete. 
Give motor scnriee. 



y u c k  point to padble opportunitiw for "01- rnios 
in a public department. Such aervi~c would -t the paid 
staff and make the &at% mntacta with the ~ m e y  of a 
mom helpful and bmefidal nnhue. 

(Volunteer opporhlnitiw under these sgendes are the same in 
general as Ulosc listed a h  unda Prrvpte F-1y and 
CMdrm's Agenfies.) 

F. Traveler'# Aid Sooistiw. 
(Sara wad serviecs as private family and chifdrm'a 

agencies). Ae&t in infmm~tion services in terminals and 
railway s t a h .  Rwide reorcation for children between 
train conned-. 

G. Lepal Aid Societies. 
Give legal advice and help to dtnt. unable to pay for such 

COulleeL (Laaryers only qualify.) 
Give dcrical assistance. 

H. Probation and PaoIe .  
A& probation offica, pemlc advirn, dc. 
M as F, frimdy adviser as "big bmtba" or "big 

&tm. 
Give &rid-. 
Take children to Jinie. 

I. Inetitutione for ChiJdrw. 
Give Jaical p.siskame. 
M I. rcecptiamkt. 



XI. Vohrleer OppmrtmmUlu Ir b e d  Clupde" 01 Lb 
h e r k u  P e l  Crou. 

There are opportunities for voluntar work in all the services of a 
Red Cross Chapter and particularly in the eight corps woup under 
Volunteer Svedal Services, briefly daaibcd ss follopn: 

1. staff  Asaistence ~ o r A  es an organidng end record- 
heping staff wh- help is available to all other mica. 
Its m c m h  61% type, keep bmh. prepare rrports, work on 
id-tion end reception d&, tramlate, and mgmize 
dagea for other service. 

2. Produotion Corps--pmvidw dothing for rcfugas, hoopitpl 
comfort articles, and nugieal d&. Its members m, 
knit, mend, and operate d d c  maebincs and -. 
ing machina* 

3. Braille CorpanaLea books for the blind. Its manben 
transmihe, duplicate, and hid baoka in B&, read to the 
blind, and teach them to read the Braille syatem. 

4. Canteen Corpa-provides me& for project8 sponsored by the 
Red Cmss, is prepared to furnish mass feeding in dksters, 
and supplies assistance for gardm and fwd mnamvation 
p m j d .  Its m c m h  amnd food and nutrition d w  
ona p a  practical e&ce in feeding large group.. 

5. Motor Corps--fumi.ha bansportation needed in m*eetion 
with all Chapter service. Its mrmben collect garment. 
and mahriala, provide transportation for outings of men in 
Governmmt hospitals, take patients to clinics, and drive 
ambulances. Training in fvst aid, safe driving, rmd motor 
repair is requid. 

6. Nurse'a Aide Corpa -aMists the pmfeadonal nwing staff of 
howitals, Jinics, public healthnwingorganizations, -1s. 
end indvshial hygiene m i c e .  Its memhm wmk under 
the supervis(on of - t ed  n-. The requirements for 
membaahip in this Corp8 are stringent and the training 
e o m  appmved by the Office of Civilian Defense is manda- 
tow. 

7. Home Service Corp-asskb the Chapter to d i m e  its 
obligation to active m i c e  end e x m i c e  mm and thdr 
familie. Its mcmben visit and interview families and indi- 
viduals vnda superrrision. Training in sodsl work 
practice ia required of all applicants. 

8. Hmpitaland Rscrwtion Cor-is mn-d with the main- - of the morale of t h ~  active and ex-mice men in 
hapitals. UDda the dinetton of the medical 05m, its 
members provide nqeational work for the patients. T k y  
may a h  ect as receptionists in clinics. The .aeisfactay 
mmpletion of a prescribed murse and of a pmbti- 
M o d  is required of all who W to join the Corps. 



Take stock of fruit and vegetable surpluaea and arrange for 
mllection and distribution in freah or v-ed forms thmugh 
Mhool lunrha, mmmunity Etehms, etc. 

XZZZ. Valuteer  OpporhnUtea ir Wrr Relbf 
or#anIsat&.u. 

A. Production. 
Knit. 

C .  Publicity, Speaking, stc. 
D. Msaasnger Sswia,. 



Trainimg Conrses &s Ciullian Defense 
It 18 im-ble a t  thm atage of the development to give e complete 

M of tra-g. The f o l l m g  are typlfal oftr- whchrs under 
way or contemplated 

1. Health-Hmpital work, aeupabonal therapy, home nursmg, 
physlcal fitnm. 

2. Fam~ly and Chrld WelfsrcCelie-work side scrmce, chdd wel- 
fare s e m e .  

3. R e c r e a a d r o u p  leed&p, mass mreabon 
4. Omeral-First ard, publtaty, pubbc speakmg, mmmmty needs 

and faellraes 
Some standarbahon of h & m g  for volmtsera has bcm done 

The followmg are Instances 

Training rcsponsibilitiea for e iv i lk  protection in the Office of 
Civilim Defense are limited to the iss-e of instructional data to 
be applied by the State and l d  defense organizations d to what- - guidance in setting up imtmctional &ls may be necessary. 

In many subdivisions of the civilian def- set-up, e large portion 
of the instruction can be applied only after emollment. sim the type 
of instruction is earntially practical in character, and not d l y  
uniform in scow as between l d i t i e a .  For instance: 

Air-raid ward-. 
Fire watchers. 
Rncue quads. 
Auxiliary polin. 
Auxiliary firemen. 
Demolition and clearance squads. 
Road-repais squads. 
Staff corps. 
Decontamination quads. 
Bomb quads. 

The thoroughness of theinsbuetion required inlarge cities, to -tend 
with the intricate probluns i n m i d  in m-ted areas and skyecrapa 
buildings, will not be nsnt ia l  in the thou-ds of smaller mmmuni- 
tier The test of efficiency must be applied by I d  mnditions. 

Courses now worked out and of use in equipping worker8 for civilian 
proteetion-duties are: 

Nurse's aide. 
First aid, 

Typu of instmaion now being dcvdopd and of use in civilian 
pmtection are: 

Fire fighting. 
Gas ddenss. 

z7 



Voknteer Enrollment Cmrd 
%Volunhcr&nrollmmtCsrdwhLhf~is,wfar~isImown, 

the bat card for both lPrge-s.de Md dd o p r n h .  
In in M e w i n g  a volunteer, the repjltr82 rura not only thia Volun- 

tm EnroIlmmt Card but a h  a mimeagnphed list of "Wmk Clrusi. 
6cptions." She dismvera which of the t ype  of w a k  dss&tied, the 
v o l u n h c r i s n b l e t o d o a n d o n t h e ~ o f t h * ~ t h e v o 1 u n t e e r  
in the column of the Volunteer EmUmmt Card headed. W o r k  
CLusificption." Sbe does thu, howeva, only pfta mmpletely inter- 
viewing the volunteer and f J h g  out both side8 of the Voluntea 
Enrollmat Card. 

An easy way t o  file the Volunteer Enrollmmt Csrd 3s to a white 
card for the i n M e w  and for lrsting the volunteer'e nuious w a k  
Jaasihcati-. Thi. d is then filed according to the fyst d a s d h -  
tion, i. e., the main ski11 of tbe volunteer. Blue eards should be ukd 
for hting ~ n y  other work dasd6catimu of the volunteer, a separate 
card king ukd for e d  and t h e  should be filed according t o  the 
secondary ski& of the volunteer. Tbe primary am, Claasihcption 
1. should be listed a. Cksaificption 2 on the blue card or cards. so that 
quick reference can be made fmm the blue card to the white card 
Blue cards need contain nothing else uapt the volunteer's -. 
Tbe Volunteer Enrollment enrdr should be f&d in alphabetical order 
aowdhg to work chsScations. e. I.. typist. would be 6 M  under the 
letter "T" and nume's Pi& unda the I m a  "N:' 

when dl that is known about him or ha is the n&&. 

Work Opportrnlt~ Card 
Tbe W a k  oppmtunity Cmd which follows is dad.& for remrding 

idormation a b u t  the types of jobs wbieh voluntnrr, can do. One 
eard should be 6Ued out on each type of job. Tbe card. should be 
filed in alphabetical order by the name of the egcncy. 



VOLUNTEER ENROLLMENT CARD 

1 orn 

LH~OLL~ND OFIISE 

MILa -mLe 









Volunteer Was need a large number of forma, aanc printed, some 
mimeographed. W h t  f o U m  is m d y  the minimum. 
1. Form for m r d m g  information nbout jobs. This should a 

minted 4 . 5  bv 8 incbcs. See DWC 31 'Work Omwmumbr . - 
Card". 

1. Form for rrmrdins information about txainhw muraea. This 
cen be a letter size, mimeagr~phed ah&, 8% by 11 inches. 

3. Form for -0- informstion about orgmimtiona: Setup, 
pemnnel, statldnrds of work, adequacy of wlunteer pmgmm. 
Dn this form can also be listed the tvoes of iobs in which th" - 

organization vsea volunteers and th;hrpsGf -es 
which i t  offers. This can be a mim-phed sheet. 8% bv . . 
11 inches. 

4. Form for mrding information about the wlunteer. This 
should be a printed envelope card, 5 by 8 in&. See page 29 
' 'Vol~~~teer  Enmllment Card". 

5. Form for receding rdmala and plarrmurts of the mluntea in 
jobs a training comes. This should be a printed sheet, &e 
7%" x 9%' M) that i t  can be folded and slipped into the 
Volunteu Enrollment Card which ia an envelope card. 

6. Form for recording names, addrrssea, telephone numbers and 
primary work clasrifiu~tion of volunha.  ' h s  is the master 
file which makes pasuble the I-& of Volunteer EnrotImmt 
Car& whcn only the name of the volunteer k known. This 
can be a mimcogr~pbed card 3 x 5 mehes. 

7. Form for introduction of mlunteer and notin of d t  of agency 
interview. This should be mimeographed on a United States 
postal card. I t  can be p-ted by the volunteer to the or- . 
pani.ation. 6Ued out by tbe olganiwtion to indicate accept- 
ance or rqcction of the volunteer and d e d  to the Volunteer 
Service offiiec. 

8.FormforkeepingdaUy~mdmontt&rrmrdofrefaplsand 
ph~emmts. This should be a printed sbctt, &e 11" r 17", 
on whicb the main headings r d a  to wak  and training dass- 
Sentians end the aubbcadines. to "dd." "aecmted." , -, 
"mjeaea." 

Tbe 0% of Civilian Def- will not f m  printed form. The 
two form displayed h d n  may be reproduced I o d y .  



Regional Directors 
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Mrs. Gifford Pinehot. 
Mrs. Dwight Davis. 
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Dr. John Stewart Bryan. 

Repiw N. Alabama, Florida, Gmgia, Louisiana, w p p i ,  North 
C ~ r ~ l i o a ,  South Cmlina, and Tennessee. 
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Mrs. Ellen S. Woodward 
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Birhop M y  C. Ranson. 
Mr. Lawrence Hager. 

Region VI. Illinois, Michigan, and W~~ 
Mr8. Dmthy McAUister. 
Mr. Van A. Bitmer. 
Mr. William T. Evjue. 
Mrs. Rosa Gregg. 

Region VII. Arkanss., Iowa. b a s ,  Miiesota, Missouri. Nebrask- 
North Dakota. South Dakota, and Wyoming. 

Mr. A1 Schindler. 
Mrs. Raymond Sayre. 
Tudse lohn P. Dev-. 

Mr. R. T: Wmd. - 
Region VIII. Arkma. Colorado, New Mudm. Oklahoma, and T-. 

Mr. Homer P. Rainey. 
Mr. James P a w .  
Mr. John W. Herbert. 
Mrs. Thomas Owee 
Mr. A. S. MeBride. 
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