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CHRCK LIS3T OF CURR PHTPﬂL OUFICE MEMORANDA
COBCERHIEG ﬂLHuJALLO SERVICEDS

“A1lY menoranda released prior. to Fcbruary 1, 1661, are to be destroyed
except the Jollowing:

Date B €Y <11 by ety

July 27, 1959 Area Directors atb Health Scrvices Coversz:
Aberdeen, nﬁ11inﬁs, —for Institutionsl Trairncss
Muskogee, ? 1nnedpolls,
and Portland - - - T S e
September 21, 1959 Field Pe100ﬁ110q 7 Designatlion of Beneficizry
Of'Ticers ’ ' of Insuroncze Policy

September 23, 1559 A1 Arcs Thirccteors Guidelines
o : A1) PHeld Pelocution ol Famil

Of7 leers when Destiy f

October 16, 1959

August 12, 1900 A1l Field nelocavion
Oriicers
September 12, 1900 A1l Field Relocsntion fdvice to
OfTicers cn Fuluro
Lunities
o - . . - " . - . oy . A= T es
Januory 19, 1901 A1 firea Dircetors On-tne-Job 7 oninin s Monuniz

Report, o 5B

In the future, a lict of current Cenlrul GIflice pesorands poriasinins o
Relocation Services will be published at ine bvesinning of cuch calendar

year, In this way only these memorands thai are considored currend
be mainleined. ‘
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1 AUTHORITY

Authorityp The Brevcn of Employment Assistence funcitions under the
authorities cited in the sections that follow.

Baployment Assisvance, Direct, The Act of November 2, 1921 (25 WS¢
gection 13) provides that the Bureau of Indien Affairs shall direct,
supervise and expend such moneys as (ongress may from time t6 time
eppropriete for the benefit, care end eselstance of Indiens.

Adult Vocetional Treining Services -- Law. Public Law 959, 8hth
Gongress, 2nd Session (JO Stat. 906; 25 USC sec. 309), is
reproduced herewith:

YAN ACT

Relative to emplovment for certain adult Indisns on or aear Indian
reservations.

Be it enacted by the Senete and House of Representatives of the
United Stetes of America in Congress assegbled, thet in order 'to
help sdult Indiens who reside on or near Indian reservations to
obtain ressonsble and satisfactory employment, the Secretary of
the Interior is authorized to undertake s program of vocational
training thet provides for vocational counseling or guidence,
fastitutional treining in eny recognized vocation or trade, 7
epprenticeship, and on-the-job training, for periods that do not
exceed twenty-four months, trensportation to the place of ¢rein-
ing end subsistence during the course of training. The progrem
shall be svailsble primerily to Indians. who are not less them -
elghteen and not more than thirty-five years of age snd who .
reside on or neer en Indien reservetion, and the program shall
be conducted under such rules and regulations as the Secretary
may prescribé. For the purposes of this progrem the Secretary
is authorized to enter into contracts or esgreements with auny
Fedsral, State or locsl governmental agency, or with eny private
school which has & recognized ‘reputetion in the field of vocé-

‘tional education and hes successfully obtained employment for

its graduetés in their respective field of training, or with any
corporation or associstion which hes an existing apprenticeship
or on~the~-Jjoh training progrem which is recognized by industry
and lgbor as leading to skilled employment.

Reléase §2-37 |, 2-15.€5
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AUTHORITY

"Sec. 2. There is authorized to be appropriated for the
purposes of this Act the sum of $3,500,000 for each fiscal
year, and not to exceed $500,000 of such sum shall be avail-
able for administrative purposes."

Amended by PL 87-273, 87th Congress, lst Session (75 Stat. 571)
ls reproduced herewith: '

"To amend the Act entitled 'An Act relative to employment for
certain adult Indians on or near Indian reservations,' approved
August 3, 1956.

"Be it enacted by the Senate and House of Representatives of the
United States of America in Congress assenbled, that Section 2
of the Act entitled 'An Act relative to employment for certain
adult Indians on or near Indian reservations,! approved August
3, 1956 (70 Stat. 986), is amended by striking out '$3,500,000!
and inserting in lieu thereof '$7,500,000' and by striking cut
'$500,000" and inserting in lieu thereof '$1,000,000.t"
{Approved Septembar 22, 196))

Amended by FL 88-230, 88th Congress, -lst Session {77 Stat. 471)
is reproduced herewith:

"To amend the Act of August 3, 1956 (70 Stat. 986), as amended,
relating to adult Indian vocational training.

"Be it enacted by the Senate and House of Representatives of the
United States of America in Congress assembled, That (a) the
first section of the Act entitled. 4n Act relating to employment
for certain adult Indians on or near Indian reservations,! -
approved August 3, 1956 (70 Stat. 986; 25 U.8:.C. 309), iz amended
(1) by inserting in the first sentence thereof immediately after

twenty-four months, +the following: and, for nurses' training,
for periods that do not exceed thirty-six months, and (2)-by
gtriking out the period at the end of the lagt sentence in such
section and inserting in lieu thereof a comma and the following:

or with any school of nursing offering a three-year courge of
study leading to a diploma in nursing which is ascecredited by a
recognized body or bodies approved for such purposes by the
Secretary.t

"(b) Section 2 of said Act of August 3, 1956, as amended is
further amended to read as follows:

Release 82-§7, 2-15-65
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AUTHORITY

"Sec., 2. There is authorized to be appropriated for the pur-
poses of this Act the sum of $12,000,000 for each fiscal year,
and not to exceed $1,500,000 of such sum shall be available
for administrative purposes.” (Approved December 23, 1963)

Amended by PL 89-14, 89th Congress, lst Sessiom (79 Stat., 74) is
reproduced herewith:

“To increase the amounts authorized for Indian adult vocational
education.

"Be it enacted by the Senate and House of Representatives of the United
States of America in Congress assembled, That section 2 of the Act
entitled "An Act relative to employment for certain adult Indians on or
near Indian reservations', approved August 3, 1956 (25 U.S.C. 309a),
d4g amended by striking out *$12,000,000' and inserting in lieu thereof
1$15,000,000'." (Approved April 22, 1965)

1.% Adult Vocaticnal Training Services -- Regulations. The following is
a reproduction of sectioms 3#,1 through 3%.10 of Part 34, Subchapter
E, Chapter I, Title 25 of the Code of Federal Regulations:

"34,1 Scope of the Vocational Training Program. The vocational
training program provides for vocational counseling or guidance,
institutional training in any vocational or trade school, as pro-
vided in sec, 34,5, apprenticeship and on-the-job training, for a
period net exceeding twenty~four menths, and for nurses' training,
for periods that do not exceed thirty-six months.

"34,2 Filing Application. Applications for adult vocaticnal
training services may be filed at agency or similar field offices of

the Bureau of Indian Affairs on and after July 1, 1957.

34,3 Selection of Applicants, The Vocational Training Pro-

_gram is available primarily to adult Indians of one-fourth or more
degree of Indian blood who are not less than 18 or not more than 35
years of age and who reside within the exterior boundaries of Indian
reservations under the jurisdiction of the Bursau of Indian Affairs
or on trust or restricted lands under the jurisdiction of the Bureau
of Indian Affairs. . The Program is also available t¢ additional
Indians who reside near reservations in the discretion of the Secre-
tary of the Interior when the failure to provide the services would
have a direct effect upon Bureau programs within the reservation
boundaries., An application for training services may be approved,
within the limitation of available funds, when it is determined
that the applicant is in need of such training in order to obtain
reasonable and satisfactory employment, and that it is feasible for
him to pursue such training. Reascnable and satisfactory employment
is employment that provides:

Release 82-39, 7=1u-65
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M(a) Sufficient income for the individual or family unit
to live at an economic level cocnsidered as adequate
in the community; and

“(b) Opportunity for advancement on the basis of skill and
experience acquired in the course of employment,

“3u,4 Satisfactory Proggﬁss Durlng Traznxng. An applxcant who
enters training pursuant to the provisions cf this part is required
to make satisfactory progress in his course of training and to con-
form to a reasonable standard of conduct. Failure to meet these

requirements due to reasons within his control may result in termin-
ation of training or loss of further training benefits.

w34,.5 Approval of Courses for Vocaticnal Training at Institu-
tions. A course of vocational tr'az.ning at any institution, pubiic
or private, offering vocational tra;ning, or with any school of
nur31ng offering a three-year ‘course of study leading to a diploma
in nursing which is accredited by a recognized body or bodies
approved for such purpose by the Secretary, except sectarian schools
restricted by the act of March 2, 1917 (25 U.S.C. 278), may be
approved; Provided:

#(a) The institution is accredited by a recognized national
or regional accrediting association; or,

"(b) The institution is approved for training by a State agency
authorized to make such approvals; and,

"(c) It is determined that there is reascnable certainty of
employment for graduates of the institution in their
respective fields of training.

"34.6 Aggroval of Apprenticeship Training. A program of appren-
ticeship training may be approved when such training:
“(a) Is offered by a corporation or association which has fur-
nished such training to bona fide apprentlces for at

least one year preceding participatiom in this program;
and,

#(b) Is under the supervision of a State Appremticeship
Agency, a State Apprenticeship Council, or the Federal
Apprenticeship Training Service; and,

"(c) Leads to an occupation which requires the use of
skllls thet nermally are learmed through training

Release 82-39, 7-14-65
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on the job and employment in which occupation is
-bhased upon training on the job rather than upon
such elements as length of Service, normal turn-
over, perscnality, and other personal characteristics;

and,
] r,*, ﬂ u ,"_‘..Av‘._m'{\-ﬁ‘f

' iﬁhﬁffﬁ §ﬁ1dent1f1ed‘EXpresSly Be' apprenflceShlpftrainlng .
D e+ s, . by the.establishment: offerlng it ; ; TR e v e

"3k, 7 Approval of On-the-Job Training. On-the-job training
may be approved when such training is offered by a corporation or
association which has an existing on-the-job training program
which is recognized by industry and labor as leading to skilled
employment.,

#34.,8 Financial Assistance for Trainees. Individuals or
. Family uvnits where the head of the family is entering training
under bthis part may be granted financial assistance to provide
for transportation to the place of tiraining, and subsistence
during the course of training. For purposes of this part, sub-
sistence may be construed to provide for all. or any- part of -the .

UrTolYoWihg items:” medical examipations; subsistedée e toubes . v LD

subsigtence during the course of training uantil the first full
pay check from employment has been received; personal appearance;
housewares; furniture; health care; payment for required books;
supplies and tools for training; and payment of tuition and
related cost and other required expenses, in accordance with the
schedule and amounts as established by the Secretary or his
auvthorized representative.

"3k.9 Contracts and Agreements. Training facilities and
services required for the program of vocalional training may be
arranged through contracts or agreements with agencies,
establishmente, or organizations. These may include:

"(a} Appropriate Federal, State or local government
agenciles; or,

"(b) Private schools other than sectarian, which have
a recognized reputation in vocational education
ag successfully obtaining employment for its
graduates in the fields of training approved by
the Secretary or his authorized representative,
for purposes of the program; or,

Release 82~37, 2-15=65
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"(c) Corporations and associations with apprenticeship
or on-the~job training programs recognized by
indugtry and labor as leading to skilled employment.

"34.10 Waiver or Exception. The rules set forth in this
jpart*axe preserlbed as. requirved: by?aectlon HAEE @f Lpe act To) PR
. hugust 3,. 1956, 70 Stat. 986. - Waiver of or. exceptlon to thése

-rules may.be made where such yaiver. or. exceptLon is not 1ncon--_,"

. sistent with any terms.of said statute, upon a finding by the
Secretary of the Inlerior that such waiver or exception is
Justified by circumstances not contemplated by these rules and

such action is desirable to carry out the purpose of the
statute.™

Ralease 82»3?9 2«15«65
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2 POLICIEG~OBJECTIVES-ACTIVITIES

2.1 Policdy. It is the policy of the Bureau of Indian Affairs to assist
Indian people to attain a status of economic independence. The
Division of Community Services and the Branch of Employmeni Assist-
ance implement the Buresu's policy by a581bt1ng Indian people who

"aﬁvoinntarljy apply andgqualify for«aaslﬁtaﬁCehtowmove~td‘urban--

'.1ndu strial communltles Lo become & pdrt of tthe cummunltleb

“sderred bLe¢dy, remunerative ‘eriployment ; - “and”to attain #élf-

sufficiency, thereby relieving the economic pressures on Lhe

reservation. '

It is the policy not Lo initiate continuing special services to
Indians in non-reservabion comnunities.

2.2 Objective. In carrying out the above poliecy, the Branch of
Euployment Assistance agsists those Indian people who voluntarily
apply and qualify for services by offering, if needed, financial
assistance Lo mové from reservation areas to authorized urban
dndustrial communitics’ of their choice, where there is offered a
Job market with stcady,. _gainful omp]oyment on-the~job training .

'“.Gpporbunlblus for bolh skilled and unskilled-.dabor, adult voca--
tional training, extensive educational opportunities for all age
groups, an environment for improved living standards, and an -
opportunity to participate in a broader social and economic
society, where they may become self-sustaining citizens.

2.3 Voluntary Participation. Participation by the Indian people in
the activities of the program of Haployment Assistance is solely
voluntary and Bureau stalf does nolt exercise coercion or influence
to induce Indians to leave reservalions.

2.4 Acfivjtieq. The program of Employment A sistance encompasses tLwo
major activities.

A. Employment Assistance, Direct *- ~~--% 7 o

B. Adult Vocationsl Training Services.

(1) Institutional Training
(2) Apprenticeship Training

(3) On-the-Job Training
\\ £t

Release §2-30, 2-6-63
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POLICIES-OBJECT IVES -ACTTVITIES

2.5 Employment Assistance, Direct. This activity consists of services
to Indian pecple who voluntarily apply and qualify for assistance
to leave reservation environments by moving to non-reservation
comrunities to obtain gainful employment and to become part of
-?f;mam\the "500,10*&8@'{101;1_};&»113?6 ofa»d,he,wur»ban eommunity,;,,e 3 ol SRy

2u6 Adult Vacat}onal Traan1ng Serv1ces. Thls act1v1ty con51sts of .
-services Lo Indian pecple whofvoluntarily.apply and quallfy for- « i
assistance to take full-time institutional, apprenticeship, or
on-the-job training to acquire a vocational skill to ensble them
to oblbain reasonable and saitisfactory employment.

A. Institutional 9raining. This activity consists of services
' to Indian people who voluntarily apply and qualify for
assistance to pursure a full-time course of vocational
o, " training at a private or public institution where courses
) have been established and have been approved by the
Bureau of Indian Affairs.

"to Indian people who voluntarily epply and. qualify for
asslstance to enter into an apprenticeable trade.

C. On-the-Job Training. This activity consists of services to
Indian people who voluntarily apply and qualify for assisl-
ance to cobtain training in wvork skills on the Jjob which will
enable them to obtain reasonable and satisfactory employment.

Release 82-30, 2-6-63
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3 ORGANIZATION AKND FUNCTIONRS

3.1 Orgenization. The .organization of the Branch of Fmployment
Aosistance is comprised of the Central Office, Branch of Fmployment
hssistence; Fleld Employment Assistance Offices; Eaployment Assist-
ance Qfficers in Area Offices; Arvea Training Units; Agency Offices;
K}ééff’éi&“ﬁffiéﬁgj?Sﬁﬁkﬁééﬁéyﬁﬁffiééé;?dnd9biéﬁri¢t?Ufﬁicesiaﬂ;théﬁﬁﬁ o e
“pedervation Tevelis T e uee . e -

.1 Central Office. The program of Fmployment Assistence 1is
represented in the Division of Community Services. A chart
showing the organization in the Centrel Office is included
as Yllustration 1.

.2 Field Employment Assistance Offices. TField Fuployment
Assistance Offices are cstablished in selected cities in
metropolitan areas. Additional tervitory may be assigned
to n parbticular Field Employment Assistance Office. A
chert showing the organization of & typlcal Field Employ-
ment Assistence Office is included as Illustration 2.

Cliegngires 'OFflces’ s Thére duestablished on the etaff of the . . .. .
Airea Director an Employment Assistence Officer. ' '

b pres Training Units. In selected areas there are established,
under the supervision and direction of the Ares Employment
Assistance Officer, Ares Training Units.

.5 Agency Offices, Area Field Offices, Sub-agency Offices and
District Offices., Activities of the Branch of BEmployment
Jesistance are established at selected field locations
serving the Indlen people at the reservation level.

3.2 Functions. Offices of the Prench, as described above, have
varying responsibllities for carrying out the activities of the
Branch as outlined in succeeding sectlons.

.1 Central Office. Within the Division, the Chief of the Branch
of Employment Assistance is responsible for developing, plan-
ning, coordinating activities, organizing and formulating
policies and procedures, except major policy decislons for
the Branch; providing technical assistance end guidance for
the progrem of Fmployment Assistence, involving direct employ-
ment assistence, Adult Vocational Training, and On-the-Job
mraining. The Chief, Branch of Buployment Assistance directs
and supervises the activities of Field BEmployment Assistence

Release 82-31, 3-12-63
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EMPLOYMENT ASSISTANCE T 82 IAM 3.2.2

ORGANTZATTION AND FUNCTIONS

Offices; establisbes and meintains lisison with national
headquarters of appropriate govermmental and non-goveromental
agencies; negotlates understapndings on behalf of the Commissioner
with other branches to promote coordinstion of Employment
Assistance activities with other Bureau programs;. consults_
SV TH AT DE ve orEHY formblatiie pledsendtproosiites Pori i

< oBs directeds R - ; R

.2 Field Employmsnt Assistance Offices Within the Branch
end reporting directly to the Chie¥, Branch of Employment
Assistance, the Fleld Employment Assistance Officer is
responsible for all service and administrstive operations
of the Program of Employment Assistence with the community
in which the Fleld Fmployment Assistance O0ffice is located,
snd within the adjacent metropolitan ares; or additional
territory es may be asslgned. This entalls planning,
developing, and directing a progrem which will provide
opportunities for and facllitete the direct employment
..agsistance and permenent. setilement of qualified. Indian..

'adult vocationsal training and guldance services to eligible,ﬂ |
qualified adult Indians.

The Field Employment Assistance Qfficer directs a contlinuous
flov of information to Agency Employment Assistance Officers
concerning opportunities in the community, and progress of
Indian individuasls participating in the program; accepls
suitable applicents for direct employment asslstance and
vocational trasining; is responsible for providing assistance
to participating Indian individuels and family units to
obtain appropriete housing; to adjust to & new way of copmu-
nity living; assists them to secure training, employment,
and continmues such assistance thereafter consistent with
their need and, as requlred, develops end maintains continu-
ous llaison with state and local offices of State Employment
Service, state and regional offices of Labor Units, state
and metropolitan Church Federstilons, Chasmbers of Commerce,
state and local social welfamre family relations agencles,
public and local housing agencles, educational and/or
vocationel training institutions and similer orgenizetions
for the purpose of interpreting to them objectives of the
program of Baployment Assistence and msrshaling their support
for training, employment, housing and general community
ncceptonce of relocasted Indlsns, and performs such other
functions as directed.

Release 82-31, 3-12-63
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EMPLOYMENT ASSISTANCE . 82 IAM 3.2.3

ORGANIZATION AND FUNCTIONS

.3 Area Offices. There is established on the staff of the
Area Director and headquartered in the Area Office, an
Employment Assistance Officer who works under the adminis—
trative supervision of the Assistant Area Director resnon51ble
{%for Communlty Servxges and.the technlcal¢gu1danca rof The: i
Cenfral mﬁflce? Thﬂ Area Employment A581stance Officer ls
responsible td the "Adsistant Area Dlrector for planHLWg,
coordinating and guiding all activities of the program of
Employm»nt Assistance within the Area; represents the Area
in relationships with private or public agencies, negotiates,
on behalf of the Area Director, agreements with appropriate
public or private agencies, consults with and advises otherp
Area branches, Area and Agency personnel, and formulates
Area Program regulations and procedures for the Area Director;
provides technical guidance and assistance to Vocational
Guidance Officers and Agency Employment Assistance Officers,
and other Jjurisdictions within the Area, regarding oppor-~
tunities for direct employment assistance, vocational train-
lng and within-Area .employment ; coordinates. the, MOXK: 0L ¢ s s e
. Agency Employment A351stance Offlces w11h that, of the Fleld '
e T T Y pipToyment Assistance Offices’ and with that of ‘other Area’
branches at the Agency and Area level; maintains direct
liaison with Field Employment Assistance Offices for
purposes of developing and maintaining effective working
relationships between these offices and Agency Employment
Assistance staffy; maintains contlnulng liaison with state
offices of other Federal agencies, with state governmental
and non-governmental organizations, and with local organiza~
tions for the purpose of interpreting the Bureau's program
of Employment Assistance, and obtaining their support and
cooperation and coordinating direct employment assistance
activities with those of other programs i reviews Agency and
Vocational Guidance 0fficer's vocational training operations;
develops long range and annual program of Employment Assistance
to fit the needs of the tribes under the Area jurisdiction;
and performs such other functions as directed.

n;?, o '\’g‘f,‘

4  Area Training Units. This unit, established in selected areas,
reports directly to the Area Employment Assistance Officery
and, in conformance with existing regulations, is responsible
for the development and implementation of a program designed

N .to offer vocational training services to qualified adult
Indian people; develops and submits to Area Employment Assis-
tance Officers, recommendations for selection or rejection of

Release 82-33, T-15-63
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ORGANTZATION AND FUNCTIONS

vocational training courses and/or schools; develops
vocational training material for Agency Fmployment
Asslstance Officers, snd prepares documentation of
approved courses and Bcbools for Agency Employment L. st
g ‘“ﬁgﬁAssist&nce-Officers‘ g6 In Yottt Tonal - training discuss S SR
.+ 8lons; maintains contact in person by -lettex- or telephone
4.7 *with-employers, personnel’ offices, labor union representa.
. tlves; and other employment 0pporbunities;'reVieWS‘applica-
tions of adult Indiens for vocationsl training services,
selects sulteble training courses and schools for approved
applicants, 18 responsible for obtainlng information cone
cerning, and computing and meintaining costs and duration
of training courses, cost of financial assistance to the
trainee and/or family for education and living expenses
for duration of the course,

Arranges for applicants' entrances in approved courses of
treining at a selected school, maintains proper working
S . v arelationship between school officiala and the Branch; con-. . .- e
a;¢§uwwq1{qjtaets public -end:privatesorganizations - in-gelected school hwwias vt
T 7 T-areas concerning housing and arranges for sultsble living '
accommodations for trainees and/or their fsmilies; provides
agsistance tothe selected applicants in sdjusting to
urban or city living; makea periodic visitetions to the
school and maintains current records on all costs and
progress of each trainee; adjuste the tralning courses and
plang with trainees to best meet the needs of the individual
and/or the program; follows up and reviewa the trainees’
progress; maintains current records of fund availability,
notifying Ares Employment Assistance Officer when funds are
in denger of depletion, and performs other functions as
assigned.

T 7T

3  Agency Offices, Area Field Offices, Sub-agency Offices and
District Offices. Origin services of the Brench are estab-
lished ut selected locations which may be designated by
anyone of these terms., The employee responsible for
Employment Assistance is known and referred to as an Agency
Euployment Asalstance Officer.

Agency Employment Assistance Officers work under the technical
supervision of the Area Imployment Assistance Officer and the
administrative supervision of the officer in charge of the
Juriediction, in accordence with Bureau policiles and proced-
ures, to provide information, assistance and guidance to

“n
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Indlen people regarding opportunities for direct employnent
agslstence, vocational tralning, within-Area employment and
the taking of spplicetions for these services.

Agency Employment Assistence Officers are located and hesd-
quuartered at sthe: jurisdiction Xo; which they BYE. prim&vilx,g
‘assigned, “They mav ‘be assigned to serve more than one
. . ) durisdicbion, in, vhich event an operating progrem is prepared
:-hggg@mg3}ewu¢fiand approved by the officers. in-cherge of the- jurisdlctions ..U ity

' " concerned and the Area Director. A copy of all such operating )
programs must he submitted to the Central O0fflce. -

The Agency Employment Assistance Officer determinee from
available informatlon the need for an employment sssistance
program snd plans oh & current and projected basis an
employment assistance program for reservation resldents,
provides information, szssistance, and guidance to Indien
people within the Jurisdiction assigned regarding opportunil-
tles for direct employment ssslstance, adult vocalional
training and yithin-Area employmenﬁ establishes currenl and . s
. : projected ‘eittmates for employment ‘ags{stence for unattachedfﬂff“ﬁ s '
s nee e pepgond and- famlly groups. - Records -informetion about the et
(h individual's personsl or family situation; interviews appll-

cants for employment assistance services, and visits thelr

homes Yo obtain flrst-hand informstlon regarding their current

living situation, tralning, work experience and other employ-

ment quelifications, previous off-reservetion livipg experience,

bhesis of interest in employment assistance, present resources

and obligations, and eny personal or family problems vhich must

be considered in connection with the proposed direct employment
agsistance, or entrance into a course of Adult Vocational Train-

ing., Corresponds sand conducts direct negotlations in belalf of
individual applicants with the Fleld Employment Assistance

Office serving the locetion the applicent chooses for direct
employment sssistance or vocatlonal training, and works out

plan of departure of applicant and assistance lncident to the

dlrect employment sssistance move; determines need for departe

ure financial assistance, and recommends the amount needed to

the Area Employment Assistance Officer; mekes necessary arrsnge-
ments for transportation of deperting applicents; shipment of
personal and/or household goods; provides final coumseling

concerning problems involved in traveling, such as use of

travel tickets, travel conduct, what to do with luggage, how

to get from plene, train or bus terminals to the Field Eaploy-

ment Assistance Offlce; and, when, where aud to whom Yo report

g e e e e e e il
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at the destination locatlon; develops end prosecutes a
contiouing progrem of informaetlon to reservation residents,
Indlan lesders, officials, and appropriste organizations
regarding employment and other opportunities for Improved
1iving stendards at non-reservation localities, from data .
athered. AoeEigys provided’ by ERe Cettral ofrice and  Fra1a-¥ie)
: 5 Eaployment Aﬁaistance Off:icesj other func%ions qre performed
CoPrTemese e *"fas directéd Tt - e !

3.3 Honareservat;cn Schools. The services of the verious activifiles
of the Brench of FmplLoyment Assistance are available to Indian
students, 18 years of age or over, who heve graduated from or
“dropped out of non-reservation schools, who desire assistance lu
the metropoliten ereas served by Field Employment Assistence
Offices. If otherwise qualified, services may be rendered with-
out neceasity of return of the epplicant to the reservation.

3.4  Employment Assistance Office Layout.

. : ;.1 Agency Pmployment Assistance Officc Arrangements.=i~
A, 'Location, The Agency Employment ‘Assistance Office 4
Bhould bz loeated, if feasible, within the same &
‘building end with essy access to the office of the
Agency Superintendent snd to offices of other program
representatives with whom cooperative planning is so
important.

B. Space. A minimum of two rooms is usually necessary,

- opne for the reception of applicants, including space
for the Employment Assistance Alde, and the other Tor
the Agency Pmployment Assistence Officer, plus such
additional space a8 the local employment assistance
staff needs. Spece-use plenning for the reception
room should bhe based upon the following operational
needs: adeguate, well-lighted, end easily saccessible
ppace for the reception of applicants, single and
full family units, who will avall themselves of a
reviev of visual aids, pamphlets, newspaper clippings,
bulletin board material and panel display pertaining
to destinetion services of the program; and adequate
gpace for the Fmployment Assistance Aide and for the
files, office equipment, etc., for the preservation
of the confidentiality of the records of the offlce.

Release 82-31, 3-12-63
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ORGANIZATTION AND FURCTTONS

sdjacent to the recepllon room, & private office of
sufficlent size to guersntee the quiet and privacy
neceggary for effective work is needed by the Agency
Eaployment Assistance Officer for family conferences
and staff/official meetings.

. shoula be well-supplied’ with furniture and. equi pment" .
ﬁb;ﬁ?n;m{@56$;*gﬁaqmjﬂ;Hnﬁcﬁasary 4o the  developuent.snd. .condnet, of. ther ... ot ey s
T " “Bmployment Assistance Program. Progrem material shomia

be displeyed sttractively. Effort should be mede %o
obtein an atmosphere of ease snd welcome which will

contribute to the epplicant's ettitude snd attention
to thoughtful consideration of employment assistence.

D. Office Tdentification. The name "Agency Employment
Assistance Office” should, if practical; be lettered
on the entrance door to the office or on an appropriste
sign sdjacent to it. A directory of the names and
tit]es of the Agency Employment Aﬁbistance staff should
appear “ithin easy view ﬁf anyone entering the recepuiOn
Joffices - . = .

AT T PSRN L A

.2 Fileld Employment Assilstance Office Arrengements .

A. location. The Fleld Employment Assistence Office should
be centrally located in the downtown srea of the indus-
trial center thet has been deslgnated by the Bureau of
Indian Affaire as a Field Employment Assistance Office.
The following points should be given careful congldera-~
tion before final selection of office space 1s made:
location in a reputable ares of the city, within easy
access to rail and bus centers as well as to major
crosstown transportebtlion lines, and accessible to clean,
moderately priced temporary housing for singles end
fomilies. '

B. Space. The totel office area should be plermed so that
the reception and processing of people in the different
service units may be sccomplished with dispatch and
without confusion. Through this proper space plemning,
the progrem participent can receive unifled and timely
service from the office steff. In order to have the
most effective counseling service for program partici-
pants, the space should provide privacy to all staff

Release 82-31, 3-12-63



EMPLOYMENT ASSISTANCE _ 82 1AM 3.h.2B

ORGANIZATION AND FUNCTIONS

wvho furnish counseling services. Such privacy may be
in the form of separate booths, partitioned areas, or
offices. In determining the mmount end division of
space for each Fleld Employment Assistance Office,
sithe .following guidelines shoyld be taken Into:cons...

Vgidkration. There should be ndequaté, Well=Tighted;” o
. ond easily accessible space for the reception of pro- . S T

" grem participants and their families end a nursery/chiya = 0 T
care srea for the children of parents heing provided - )
orientation and other program services. The nursery

area should be contiguous to the Houslng and Community
Living space. There should be private rooms of suffi«
cient size to eccommodate all the visual aids msterilal
used in orientetion, and to conduct budget mansagement
discussions, etc. A private office, adequate for con-
ferences of small groups, is needed for the Field
Employment Assistance Officer. Adequate space in a
ceptral locabion in the office shall be designated for
the use of the Cashier. Tails office shall be set up in
LT e anehy’ o manner, g8 £0. protect, sdequately adyanced U, S, o
SRR " fieagury funds and to provide the Gashier snd €he - "0
reciplent sufficlent privacy to carry out individusl
negotlations. A well-ventilated and well=lighted space
for the central files end file work space, end for work
space for the clerical snd administrative staff, should
be located away from the genersl office traffic. A
private office for staff and small group conferences is
needed for the Housing and Community Living Officer, and
should be located near the staff he supervises. The
Housing end Community Living staffs should be located in
suitable space sdjacent Lo each other in order to effect
smooth operastion of these related services. A private
office with space adequate for steff and other swmall
group conferences is needed for the Employment and
Vocatlonel Guidance Officer. This office should be
adjacent to the Bmployment Unit end the Adult Vocational
Training steffs. The Employment Unit reguires table-

. wvorking space for applicants who are completing applicaw
tions, ete., and sufficient space for employment inter-
vievers and their clients to conduct the complete
interview without samcrificing privacy. The Adult
Vocational Training steff should be located adjacent to
the Buployment Unit in space which allows room for the
displey of program materials and for the conduct of
individual interviews.

Eé{igk.:ﬁ"
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Regtroom fecilities, should be on the seme floor as the
Field Employment Assistence 0ffice to accommodste the
needs of the people belng gerved. If drinking fountains
ere not situated in a nearby hellway, & drinking foun-
R TR L e e Oy Ao A P L B
© @g.  Furnishings. The Field Employment hssidtange Office 1s- i
. ' The base, tor the Indien newcomer to the urban srea. The
office area should be appropriately'furnished for business
operations and for the comfort snd welcome of weary
trevelers. It should guarantee privacy for individual
interviews on all phases of femily living, and should
afford sdsptebility of ppace-use for different sge groups
of relocetees and for the orientetion of professional
representstives of public and private gervice groups.
The furnishings end the decor of the office should be
gimple but colorful, and designed to interest the program
participant in raising his home standerds.

o ‘“‘:M:.‘l'"-- ..,--'.(,,. e Tt L y . - . -
s 54 b TASREA P ca oM st e it e, < ot Ay R

&S e

L
[

. L i ST e L e I RSN “'-"-."-.-'i'.“',.'-' . o L
f : (1) Telephone Directory. The Field Employment Assistance =

(% ' Office shell be clearly and properly listed in two

places in the city telephone directory: (s) 4n the

U. 8. Govermeent section under listings for the
Depertment of the Interior; and (b) salphabetically
14sted as "Indien Affairs, (city) Field Employment
Assistence Office." :

(2) Building Lobby. The building directory shall carry
The informetion: Bureau of Indlan Affalrs, (city)
Field Employment Assistence Office, Room . In
1ieu of & building directory, & veat sign carryling
the above-listed informetion should be hung in the
lobby entrance near the elevators.

(3) office Entrence., The entrence door to the Field

' Euployment Assistance Office shall have the name
"puprean of Indian Affairs, (city) Field Employment
Assistance Office,™ and office hours, lettered on
the door.
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"3 Ares Training Unit Office Arrangements. The Area Fraining
Unit. offers to progrsm participents within the Ares the same
type of service provided adult vocationsl tralnees by the
Fileld Enployment Assistance Office.

ﬁ@ﬂLﬂcﬁﬁéﬂ&:z~Eh9 Aved; Training»goit ‘ehovldrbe orated By ﬁhqm s
. central point. within the avea where services cen best be I
o... .rendered to’ the institutional trainees. Serving the ;- . ... .30
Areipees. is- the pasresmount responsibility of the Area- : -
Training Unit, and the location of the unit should be

where the most agsistance can be rendered.

For various reassons it may be necessary to locate the
Area Training Unit Jn the same bullding as the Area
Office. However, it is preferable that the unit retain
its idemtity as a separate functlonal organlzation and
not be included es pert of the Area Euployment Assis-
tance gtaff. Where possible, it should he separate Lrom
the office of the Area Employment Assistance QOfficer.

.. The. foregoing, ds dasired beceuse. the Area. Training-Unit- .. .-
"is donsldered an operating unlt furnishing direct ser-
vices to the Indien people, whereas the Area Employment
Assistance Officer and his lmmediate steff furnish staff
assistance to the Area Director snd technicel pguldsnce
to the Agencies.

ey

R

B. Spsce. ©OSpace needs are to be determined by the size of
the Aree Training Steff snd the smount of community
ad justment and vocational guidance counseling required,
and the number of trainees belng served at the Area
Training Unit locebion. For counseling purposes, pri-
vacy should be provided for the counselors, and wherever
possible, additional space for visual aids, conference
discussions, and individual end group orlentatlion should
be provided. Space should also be available for files
and informational display alds and devices. Refer to
82 1AM 3.4.2B and be gulded by such space arrangements
as are pertinent to the local Area Treining Unit
operations.

C. Furnishings. Refer to 82 IAM 3.4.2C vhich statement
should be used as & guldeline in the selection of
Purnishings for the Area Training Unit of the
Ares Bmployment Assistance Office.
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D. Office Identification.

(1) Bullding Tobby. The building directory shall carry
information sbout the room location of the Employment
Asslstance Branch, including the Ares Txaining Unitw L

sidiey i Branchk ol Employment Assistance, cRoom' sy ikt i e

. LT q- . 1Are& Trainin& Unit." . This information shall be : P

: s oo . <, listed in conformity with other programs in the Area-~

caty Tttt heean s Offhce ' .

(2) Office Entrance. The entrsnce door to the office
should have the name:
"BRANCH OF EMFPLOYMENT ASSISTANCE"
Ares Training Unit
lettered on the door. A directory of the names
and tltles of the Area Fmployment Assistance
{including Area Training Unit) staff should appear
within easy view of asnyone entering the reception
office.

Release 82-31, 3-12-63
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4 ORIGIN SERVICES
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L ORIGIN SERVICES

4.1 Origin Services. In order that maximum effective assistance and
services mey be provided to eligible Indians who voluntarily ap-
ply fTor services, it is the policy of the Bureau of Indian Affairs
to require that all applications be made at an Agency or similar
Juriediction or reservation office. The services provided at these
offices are knowa and referred to as "Origin Services" and in gen-
eral include the Following:

1. The dissemination of informastion concerning the
services provided under the Relocatdon Services
DProOgrant.

-

« The taking, preparation, and processing of ap-
pilications for services,

3. The determination of eligibility of those who
voluntarily apply for services.

L. The determination of need for financial assist-
ance to accomplish relocation or to pursue a
course of adult vocaitional training.

5. The providing of individual advice, assistance,
and guidance to applicants concerning preparation
for living in and adjustment to communities away
from the reservation.

6. 'The administrative services incidental to Pro-
viding releeation services to eligible applicants.

The indivicdual responsible for these gervices at this level is
known and referred Lo as an Agency Relocatlon Ofticer (see

82 IAM 3.PE). This chapter establishes and outlines procedures
and techniques for origin services,.

As eircumstances warrant, origin services may be provided to
students at off-reservation boarding schools.

4,2 Eiligibility.

A. Relocation Services. All Indkans (including natives of Aaska)
eligible for community services {e.g., education and. welfare)
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of the Bureau of Indlan Affairs are eligible for consideration
for the services offered through this activity.

B. Aduit Vocational Training Services.

(1) Institutional Training. Eligibility for consideration for
services of this activity are as established in Section
34.3 of Part 34, Subchapter E, Chapter 1, Title 25 of the
Code of Federal Regulations (see 82 IAM 1.4).

(2} Apprenticeship Training. REliglbility for consideration for
services of this activity are as established in Sechbion
3%.3 of Part 34, Subchapter E, Chapter 1, Title 25 of the
Code of Federal Regulations (see 82 IAM 1.4).

(3) On-the-Job Training. Eligibility for consideration for
services of this activity are as established in Section
34.3 of Part 34, Subghapter B, Chapter 1, Title 25 of the
Code of Federal Regulations (see 82 IAM 1.4).

4.3 Dissemination of Information. It 1s the responsibility of the
 Agency Relocation Officer to be fully informed. He must see that
other menbers of the Agency staff, tribal govermwent officials, the
Indian population which he serves, and the local private and public
agencles which are working with the Indian people are kept con-
stantly and fully informed about all the services provided through
the Relocation Services program. This includes its objectives,
procedures, resocurces, and accomplishments. This is a continuing
program, and the primary sources of informatlon are tke Central
Office, Branch of Relocation Bervices, destination offices, and the
Indian pecople who have been served by the program.

A, Methods of Commmication. While there are many different means
and methods of communicating information about the program,
the following are consldered the most important. They have been
related to the Indian population who may desire relocation ser-
vices but can easily be adapted for other groups. With such
information, the Indian people should be in a much betier
position to weigh carefully the advantages, together with the
problems, of voluntarily participating in the program in relation-
ship to the present and possible future economic potential on
the reservation or in the adjacent area.
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(1)

(2)

(3)

Oral Communication. ¥First in importance is talking to in-
gividuals who, in turn, are in freguent communication with
Indian people, other staff people, especially those whose
Jjobs bring them in contact with the Indian people (teachers,
soclal workers, agricultural extension agents, home ex-
tension agents, soll conservationists, staffs of local pub-
lic agencies), public schools, State Employment Service
offices, Railrocad Retirement Board offices, Veterans Admin-
i1stration and County Veteran Service officers, vocational
rehabilitation offices, County Welfare Departments, tribal
govermment officers, and community leaders. In order %o
insure reaching all of these avenues of information dis-
semination, it 1s well to plan periodic and frequent visits
to them.

Written Communication. Ancther means of communication is
the printed page. If the Agency has a regularly issued
newsletter, arrangements should be made for a page or sec-
tion in each issue to furnish current information on em-
ployment and training opportunities, persons and familiea
currently being served, how persons previcusly served are
faring, and other accompliishments. Agency Relocation Of-
ficers may in scme instances issue their own regular news-
letters. This kind of undertaking frequently yields very
good results, though i1t also entails considerable staff
time and work. Attraciively designed informational leaf-
lets in good taste also produce good results if properly
distributed.

Communication Through Displays. Displays on bulletin
boards of pictures of Indians on the job, in their new
homes, of their chiidren in school and of Indians generally
in social and recreational activities at various points,

of listings of jobs in which Indians are being placed, of
illustrated informational leaflets, newspaper clippings
about relocatees and trainees, and graphic chart presenta-
tions of accomplishments can do much to stimulate interest
in what the program has to offer. Bulletin board displays
should be kept current and replenished with fresh materials
if they are to maintain thelr effectiveness, EBvery Agen-
cy Relocation Office should have its own bulletin board,
and should mske use also of any available space on other
builetin boards in the various facilities on the reserva-
tion.
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Panel display material deplcting the servieces provided in
the cities where Field Relocation Offices are established
can assist Indian applicants in vliswvalizing the urban area
and also in choosing the place where they desire to relocate.

(&) Communication Through Community Meetings. The most direct
approach, of course, 18 to present relocation informa-
tion in community meetings, glVlng thode present an op-
portunity to ask questions.

Pictures showing Indians on the job, in their homes, atw
tending church, participating in various kinds of social
and recreational activities are very effective, Pictures
should always be augmented by a careful discussion of what
relocation means and what is required in the way of changed
modes of living and work hablts. From time to time, mem-
bers of destination office staffs visit Agency Relocation
Office jurisdiciions. Whenever possible, arrangements
should be made to have them speak to one or more community
gatherings. Having the opportunity to hear someone who
lives and works at the location to which a person is
thinking of moving, and having the c¢hance to agk gquegtions
of such a vlsitor, mean a great deal to potential applicants.
Even this brief associatlion gives the individual something
to tie to; he feels he "knows" at least one person at the
new location. :

B. Use of Successful Accomplishments as Effective Informationsl
Material, One of the meet effective means of activating interaest
consists of using concrete examples of what other peopls have ac-
complished, The destination offices furnish basic data to the
Agency Relocation Officer on the kind of a job the applicant
gecureg and where he 1s living. As time permits, they furnish
more detailed reports on individunals and families who meet and
sclve unusual problems and who are making better than average
progress

Sometimes this information comes back in the form of a perscnal
letter from the Tndian to a friend or relative still on the reser-
vation or to the Agency Relocation Officer. Using this material
in talks before community groups, in the Agency newsletter, and
in talking with interested potential applicants is always most
productive. Every man takes encouragement from the success of
someone he knows who is in many ways like himself. Use of
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this kind of mwaterial must always be conditioned, of course,
by respect for the privacy of the individuals concerned.

Ce Tmportance of Follow-ups.

{1) To the Ageney. Another important aspect of informa-
tion dissemination is following-up on relocatees and
trainees. By meintaining community registers of" in~
dividuale and families who have moved from various’
communities on the reservation, the Agency’Relocatlon
Qfficer can make a gquick check on the progress of
these 1nﬁ1v1duals and families by reference to reports
received from the destination offices and carry this
information with him to relay to people in the same
community: * friends, neighbors, #@nd relatives. If
no recent report has been received, the Agency Reloca-
tion Officer can check with relatlves, friends, and
former neighbors to see whether they have heard from
them. This device provides a means for an early
follow~up on persons who may have returned. It ig im-
portant to interview returnees as socon as possible
after they return to find ocut from them (as far as
is possible to do-go), in a friendly manner, the
reasons for thelr return. Sometimes such interviews
point out ways.in which operations can be improved at
the origin or destination point. If the latter is in-
volved, the information should be forwarded to the
destination office concerned.

-

(2) To the Individual Who May Have Returned. Occasionally,
individuals may return and it is ilmportant to follow-
up with them from another standpoint. Returning in
some instances may be a contributing factor and a neces-
sary step towards a later successful relocation. Fre-
quently they may think they have "failed" or that
others consider them to be "failures." In the face of
this judgment, real or imagined, they may offer ex-
planations which reflect discredit on the program. The
Agency Relocation Officer seeks them out to discuss
their experience with them in order that any misunder-
standings about the program can be resolved, and their
reasons for, returning fully explored. A sincere.and
friendly interest displayed in any individual with whom
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we work always pays dividends, 1f not always immediately
with the individuwal returnee, at least with others who
watch the people he undertakes to serve. The Agency
Relocation Qfficer does not loock upon a returnee as a
"fallure," :

D. Problems of Information Disseminatilion.

(1) Types of Problems Presented, Some reservations present
unusual problems in getting meaningful information to
the reservation populaticon. Sometimes it 1s a language
problem: mnon-use of English, inability to use the Eng-
1lsh language, or, in its most difficult form, actual
illiteracy, the inability to read either in English or
in the native Tndian language.

(2) Various Solutions Available to the Agency Relocation
Officer. Any of these situations is recognized as
unusual and calls for imagination and resourcefulness on
the part of the Agenecy Relocaition Officer if he is to
work effectively with pecople. OSome of the devices re-
ferred to below can be ubtilized in these situations.

(a) To Physical Problems of Communication. If it is a
situation characterized by inadeguate communication .
facilities, widely dispersed populstion, and poor
roads, but with no language abllity problem, the
population can many times be reached through in-
dividuals who, in turn, are in falrly frequent
communicatlon with people in their respective com=
munities: Indian community leadeys, tribal council
officlals, school tsachers, social workers, em-—
ployment service officials, ete. Good results can
be obtained by having informaticnal leaflets dis-
tributed to the schools for children to take home
with them to their parents. Informational leaf -
lets should always be prepared in language pitched
at the level of' comprehension of the population
to be reached, and should be I1llustrated and made
up in attractive, eye-catching format and in good
tagte., They can also be distributed at community
gatherings and at points frequently visited by the
people.
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(b) To Problems of Language Communication. Those reser-
vations which have language ability problems, or even
actual illiteracy in a large part of the population,
present perhaps the greatest challenge. While any
greatly restricted ability in the use of English is
admittedly a severe handicap for a person who may
vant services, 1f there is a way to commumicate with
such person, he can, with the proper guldance and
agssistance, relocate successfully. But even before
this point 1s reached, the problem of how to tell him
about opportunities must be solved. Interpreters
can be used. An Indian language newspaper which
carries articles about services can accomplish im-
pressive results, and radio broadeasts in the language
of the people may also stimulate interest. AL reser-
vations where actual i1lliteracy exists among much of
the population, the staff should take an active interest
in and lend support to any program, such as an adult
education program or others, which are undertaken
for the development of literacy.

Concepte Underilylng Methods of Approach. The way in which
program services are presented to the people is extremely im-
portant. While the underlying reasons for reloecation and adult
voeational training are expressed within Bureau operations and
in budget justifications In terms of reservation populatlon:
and resources imbalance, and while it may be meaningful to dis-
cuss with tribal governing and planning officials the over-
taxing of reservation resources by a too large and growing pop-
ulation, this approach is seldom effective, and may even pro-
duce a negative efTect with individuals and Tndian community
gatherings. DPeople do not like to be told that scme of them
are "surplus" population. The program should be presented in
positive terms: what it has to offer the individual in the way
of greater economic security, greater educatlional advantages,
and greater soclal and cultural opportunities.

The foundation for all good informational work rests first
and finally with the Agency Relocation Officer, with his sym-
pathetic understanding of and interest in the people and
their situation, his openness and honesty in dealing with
them, his dependability, and the care he takes in counseling
them. There is no substitute for these basic ingredients of
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a sound informational program,-

bk Applications for Services. All applications for services shall be
instltuted and completed at the Agency or similar jurisdiction
or reservation office.

.1 Determining Eligiblility. All applicants nmust meet the eligl~
bility requlrements set forth in 82 IAM 4.2. Eligibility
for any service is determined at the Agency or similar juris~
diction or reservation office.

A. Any Indian individual 18 years of age or more, and In-
dian family units who voluntarily apply are e€ligible for
consideration for relocation services (see 82 IAM L.24).

B. Any adult Indian who ig not less than 18 and not more
than 35 years of age and who resldes on restricted or
trust lands or Federal lands under the Jjurisdiction of
the Department of the Interlor may be eligible for con-
sideration for adult vocational tralning sexrvices Z_see

82 IaM 1.5 (3k. 35:7

(l) A further expan51on to the age eligibility require-
ent has been masde under the following circumstances:

(a) An individual who is under 18 years of age and

is the head of a famlly may be considered for
adult vocational tralning services provided

that the individual is otherwise detexmined to
be eligible and is approved for serviees upon
administrative review by the Area Director
] %Z} ?)P
NN‘

or his designated representative. Included

are gingle persons having dependents; divor=-
cees; widows; and uwnmarried mothers. Applica-
tions for individuals under 18 years of age

who do not fall in the above-mentioned categories
may be approved, but their arrival date at

the destination polnt should be on or after their
18th birthday.

(b) The application of an applicant over 35 years of

age may be processed for adult vocational train-
ing services provided that Agency and Area Of.-
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. fices certify that they have fully evaluated
. the circumstances as to the feasibility of
training and the probability of successful
accomplishment. Such certification in letter
form is to be signed by the Agency Superin-
tendent and the Area Director, or their desig-
nated representatives, and must accompany the
application to the point of destination (Field
Relocation Offices or Area Training Units.)

; }/ L T T T T ew e oW TS T e e
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(3) Applications for adult vocational training ser-
vices from those persons who are recipients of Aid
ta Dependent-Children payments and who will receive
training outside the state of residence, must be sub-
mitted to the Cenitral Office, Branch of Relocation
Services, for review before the applications may be
approved. When appliications are trapsmitted, all
documents should be in good order and complete in
all detalls., The material submlitted must be sup-~
ported by a writlen statement to show conclusively
that local departments of public welfare in both
states have been consulied and that they are in
accord with the plan as proposed.

V€. An application for relocatlion or adult vocational train-
k}L/ ing services shall not be accepted or processed for non-
(}ka*h-%y. Indian heads of families. When a non-Indian marries an B
Indian, he assumes complete responsibility for the sup-
port and maintenance of the family unit.
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«2 Application Taking.

A. In order to initiate services, it becomes necessary to
develop certaln records. The proper development of
these records must not be underestimated under any cir-
cumstances. In fact, they are the essential tocls with
which to work.

It should be borne in mind that in the preparation of
these records a composite pleture of an individual or
family unit is developed for transmission to the des~
tination office, in order that work with respect to

hig eventual relocatlion or training can be started. It
is essential that destination points have for their use
ag complete a record plcture as is pessible, developed
through the medium of recorded accurate background in-
formation.

Certain forms have been developed for the recording of
necesgary data. However, no form is complete within
itself insofar as giving a good composlte picture of an
applicant and his family without a good comprehensive
sumiary (plan) which should spell out in minute detail
what 18 expected, what the problems are, what problems
might be expected to occur, and any.recommendations
that might be indicated. Extreme care should also he
taken to point out the relative abilitles and strengths
of the applicant.

Upon receipt of the applicdation and suppesting documents,
destination offices must &valuate the information very
carefully. They are currently apprised of local con-
ditions, and if furnished good hasic information in the
form of records, as well as a comprehensive plan for
the applicant, they can inform the otigin offlce as to
what they wlll be able to accomplish for“the applicant.
Without basic information of this type, the program
services process becomes a hit-or-miss operation that,
in the end, will orly reflect discredit on the program
and have the likely effect of diminishigig services to
the applicant.

B. Application For Relocation Services, Form 5-412 {Illus-
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tration 1, 82 TAM 4) shall be used by each applicant to
apply formally for relocation for employment and adult
vocational training services. This form, together with
Form 5-440 and supporting documents, shall be forwarded
through established channels to the destination office.
Space has been provided on the form for recommendatlions
at each level and for acceptance by the ﬁestlratﬂon
office.

C. All applications for services shall be accomplished by
completing Form 5-440, Relocation Services Information
Record (Illustration 2, 82 IAM L4). Some of the follow-
ing points will-serve as guidelines in the important
process of completing this form.

(1) Be thoroughly familiar with all Manual and related
Instructicns,. -

(2) Use special care in its preparation. VYerify all
statements made on this record. Make use of
police and law and order records, tribal loan -
records, former employers, creditors, responsible
acquaintances, and similar sources. Relate the un-
favorable as well as the favorable. The Agency Re-
location Officer is the eyes and ears of the des~
tination office. The Relocatlon Services Informa-

_ tion Record should present an exact picture of the

applicant and his family, his problems, and his
gbilities. Appraisals should be made in terms of
the applicant's individual abilities, chosen voca-
tion, family problems, physical fitness, school
problems, and other matters pertinent in each in-
dividual instance.

{3) Particular care should be exercised in developing
the plan for vocaticnal training., The training
rlan must be a logical and basic program establish-
ed for-the guidance of the trainee, as well as the
Vocaticnal Guidance Counselor. It shouid reflect
as .realistically as possible such factors as the
communlty where the ftrainee plans to live and how
the completed training will be used and information
about the type of employment the trainee desires
or plans to enter.
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In instances where the plan provides for training
to be taken at a destination office with subsequent
return to the Area or Agency Jurisdiction for em-
ployment, information should be ineluded indicating
that the prospects for employment on completion
have been investigated and are favorable,

D. Supporting Documents. The following documents, forms,

or papers are usually requlred and should elther be in
the possession of the applicant or should accompany the
application for services. It is only necessary that the
Bureau of Tndian Affairs have coples of the individuwal's
documents. The oxlginals should be retalned by the ap-
plicant.

(1)

(2)

(3)

(k)

(5)

Photocoples or certified coples of birth certificates
for each member of the family should be obtalined

and should accompany the application. Individuals
who have or are using a name different from that
recorded on their birth certificate or enrollment
certificate must bave a notarized statement showing
their correct name.

The applicant {worker) shall have a Soclal Security
Card in his possession. If not, one must be se~
cured prior to departure from origin point. It is
not necedgsary that an institutional trainee possess
a Soclal Security Card until such time as he intends
to enter employment.

If the applicant was an Armed Bervices veteran,

his discharge papers or release from service should
be in his possession, If not, they should be ob=
tained prior to departure.

A transcript of the school records for all children
of school age should be sgecured. For those dppli-
cants requesting institutional trsining, school
records are required. These documents are to ac-
company the application for service.

If the applicant is subject to Selective Service, he
must have a Selective Service Reglstration Card in
his possesgsion.
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(6) Since parental consent for physical examinations for
workers or potentlal workers under 21 years of age
is required, a statement to this effect must be ob-
tained and shall acccompany the application for ser-
vice.

(7) A photograph of the applicant and his family (if
maryried) or dependents and place of residence is
desirable and may be included with the application.
The name of the applicant and date photographs
were taken should be shown on the back of the prints.

(8) Bach applicent and his dependents are required to
have certain documents completed concerning their
physical condition. Form 5-4i]l, Statement of Medical
History, and Form 5-442, Statement of Medlcal Ex-
amination (Illustration 7, 82 IAM 4) are to be
used for supplying physical health information.

(9} Form 5-412A, Adult Vocational Training Agreement
(Illustration 3, 82 IAM 4) sets forth the respon-
5ibility of bhoth the trainee and the Bureau of In-
dlan Affairs, Tt is to be signed by each trainee
requesting ilnstitutional training and by the Bureau's
repregentative. The Agreement shall accompany the
applicatlion for services.

E. At Non-Reservation Schools. (To be released later)

.3 DRepeat Services. 82 IAM 2.2 cutlines the objectives of the
Relocation Services program. In order to accomplish these
objectlves it may be deslrable to provide services to an
Indian and his family more than once. This is known as
"Repeat Services" and is defined as follows: those services
offered by the Branch of Relocatlon Services which have been
previously received by an applicant. There are many reasons
why the Indian and his femlly may leave destination office
Jurigdictions and eventually return to the reservation. It
is difficult to ascertain whether or not further services
may be warranted without discussing with them their previous
relocation experiences and reviewing the information sup-
plied by the destination office. The success of the employable
person in obtaining adequate employment and the ability of
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the family to adjust to an urban commnity are primary con-
cerns. It 18 not expected that repeat services should be
provided to Indian people whose records show that they
have been previously assisted and who have demonstrated
ability and experience in obtaining and holding employment
adequate to maintain themselves on a self-sufficient basis.
On the other hand; assistance should be provided to those
Indians who want help, need help; and are willing to take
the necessary steps to acquire for themselves a self-guf-
ficient economic¢ status.

In working with Indians who request repeal services, the
procedures outiined below shall apply.

A, Relocatee for Relocatlon Bervices. Any applicant for

' relocation services who is otherwise eligihle and who
has previously been furnished service through reloca-
tion to a destination office shall be eligible for
consideration for further relocaticn service provided
that at the time of application for relocation services
he demcnstrates a sincere desire to accept employment
in order to become self'-sufficient. This can be as-
certained only through extengive interviews with the
applicant and his family, a rsview of the unit's file
compiled at the destination office where he was pre-
viously relocated, and other information that may be
available. If the Agency Relocation Officer is reason-
ably sure that the applicant pogsesses a need and is
willing to pursue a course that will lead to self-
sufficiency, he shall refer for approval the applica-
tion for relocation services.

B. Relopcatee for Imnstitutional Praining Services. The
following guidelines are established for those ap=
plicants seeking institutional training services who
have previcusly been furnished reloecation servicess

(1) Any applicant who has intentionally returned to
the reservation for the sole purpose of applying
for institutional twalning services, who is
otherwlzge eligible, and who has previcusly been
furnished services through relocation to a des-
tination office shall not be considered eligible
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Tor ingtituticonal training services unless his em-
ployment while on relocation was considered in-
adequate or insufficient to provide a satisfactory
and reasonable living standard, and provided

there is at the time of application for training
services & demonstrated sincere desire to pursue the
training to completion and assume employment upon
campletion of such training.

(2) Any applicant for institutional training services who
has previously been furnished service through reloca-
tion to a destination office shall be eligible for
consideration only when it has been determined that
the return to the reservation has been for a pro~
longed period of time and was not for the sole intent
to apply for institutional training. In addition,
the applicant must demonstrate a sincere desire to
pursue the training to completion and to assume em-
ployment upon completion of such training.

C. Institutional Trainee for Further Institutional Training
Services. Generally speaking, any applicant who has re-
ceived previous institutional training services shall not
be provided further institutional training services., Ex-
ceptions may be warranted in those instances where a hard-
ship prevails, but such exceptions must be thoroughly jus-
tified and recorded in the unit's file with the approval of
the appropriate Area Director. The following guidelines
shall prevail with regard to former trainees applying for
further institutional training:

(1) Former institutional trainees who have completed in-
stitutional training shall not under any circum-
stances be gilven the opportunity Lo pursue further
institutional training.

(2) Former trainees who have discontinued training may in
some instances be re-entered into training. TFor
trainees who have discontinued, the following guide-
lines shall prevail:

(a) Where discontinuance was involuntary, for in-
gtance where either the Bureau or the school
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discontinued the tralnee because of lack of
gcholastic ability, atbtltude, ete., the in-
dividual shall not be exbended any further
adult vocational training services.

{(b) Woere the discomtinuvance was voluntary for
personal reasons or to enter employment and
the individual finds it necessary to bave
Purther treining to obtain or retain reagon-
able and satisfactory empleoyment, further con=-
sideration may be given to re-entrance into
training. The re-entrance must be authorized
by the appropriate Area Director or Field Re-
location Officer as meeting the objectives of
the law, and shall be recorded in the trainee's
unit file foldexr. Under no elrcumstances shall
the ceombined training time involved for the
combination of the previcus training plus
periods of subsistence before and alfter train-
ing and the subsequent training exceed the
two~year maximum trainihg time allowed by
Public Law 959.

{3) Any applicant who was a former trainee and whose
training was interrupted and who was not reinstated
due to. circumstances beyond his centrol may be con-
sidered for furthey institubtional training services.
A determination is made by the appropriate Area
Director or Field Relocation Officer that such
training is nscessary in order to provide reason-
able and satisfactory employment. Ancther provision
is that there must be a demonstrated sincere deslre
on the part of the applicant to pursue the trainring
to completion and to accept employment upon C o=
pletion of such training.

D. Tnstitutional Trainee for Relocatlon Services. Any ap-
plicant for relocation services who has previously par-
ticipated in institutional training services, regardless
of whether the training was completed, discontinued, or
interrupted, may be considered, not more than conee, for
relocation services provided there is a demonstrated sin-
cere desire to assume employment at the destination.

Release 82.22, 3-24-61



—
.r .

RELOCATTION SERVICES Ee T M.k 2R

ORIGIN SERVICES

File Procedure. When an applicant who has previously been
furnished service requests repesat services, %he Agercy Re-
location Officer shall ascertain the previcus service and
the location of the destinazion office. The previcus des-
tination office shall be informed that the applicant is
seeking repeat service and shall be reguested to forvard
the applicant's destination office urit file to the Lgency
Relocation Officer. All fiscal documents shell be re-
tained by.the previous destination office and are not to
be forwarded with the unit file folder. However, the pre.
vious destination office shall brepare a surmary state-
ment indicating total disbursements by categories of finan-
clal assistance, which then shall be placed in the urnit
file folder on top of all other vapers, This summary
statement is used to determine the amount and categories
of financial assistance grants wnich may be furnished the
unit during repeat services, A "dummy file"” will replace
the original unit file. A notewill be placed in the &um-
my file indiceting when and where the unit file has been
sent, including copies of correspondence requesting the
file. The Tiscal documents will be placed In the cummy
file. The previous destination office modified unit file
will then becoms a rart of the new application for ser-
vice and will follow the applicant to the destination of-
Tice where repeat services are to be provided. If the
application for repeat services is disapproved at any
level, the applicant's previous destination office unit
File shall be returned to the cestiration office from
which it was received after the applicant has been noti-
filed that his request for repeal service was Asapproved.

On-the-Job Trainees for elther Dirvect Brploymont .
or_AdWt Vocational Trainirm fomicas . in applicant

for Relocation Sotvices (incluwainz Adult Voecat!onal,
Training Services) vhose only previous varticipation

In the program of the Branch of Relocation Services

vaz in an on~the-joh training Program, will be cone
sidered as an applicant for initial services; the only
additional consideration needed is the assurance

that the total time spent in training on~the- job

and in institutional trainlng mist not exceed the total
of 24 months permitted under Public Law 959. In these
instances, the destination office must be advised of the
tine spent in training on-the-job, so that there will be
no danger of exceeding the total of 2 months.

If the applicant heg developed an employeble skill while
enrolled ag an on~the~Job trainee, this mist, of course,
be considered in detormining his need for troining.
However, if he ig accepted for service, he will be con-
eldered ns an igi&j%i and not a repeat; applicant .
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. File Procedure. When an applicant who has prevliously been
furnished service requests repeat services, the Agency Re-
location Officer shall ascertain the previous service and
the location of the destination office. The previous des-
tination office shall be informed that the applicant is
seeking repeat service and shall be requested to forward
the applicant's destination office unit file to the Agency
Relocation Officer. All fiscal documents shall be re-
tained by the previous destination office and are not to
be forwarded with the unit file folder. However, the pre-
vious destination office shall prepare a summary state-
ment indicating total disbursements by categories of firan-
clal assistance, which then shall be placed in the unit
file folder on top of all other papers. This summary
gtatement ig used to determine the amount and categories
of financial assistance grants which may be furnished the
unit during repeat services. A "dummy file" will replace
the original unit file. A notewill be placed in the dum-
my file indicating when and where the unit file has been
sent, including copies of correspondence requesting the
file. The fiscal documents will be placed in the duminy
file. "The previous destination office modified unit file
will then become a part of the new application for ser-
vice and will follow the applicant to the destination of-
fice where repeat services are to be provided. If the
application for repeat services is disapproved at any
level, the applicant's previous destination office unit
f1le shall be returned to the destination office from
which it was received after the applicant bas been noti-
tfied that his request for repeat service was disapproved.

4 Routing and Acceptance of Applications. On completion of
Form 5-412, Application for Relocation Services, by the appli-
cant, the Agency Relocation Officer shall attach thereto
Form 5-440 and the supporting documents and present them to
the Agency Superintendent or Officer-in-Charge.

A. The Agency Superintendent shall review these documents in

' order to determine the following: completeness in pre-
paration, eligibility of applicant for service, whether
the applicant would have a reasonable possibility of suc-
ceeding in relocation, and whether the need for service
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is evident.

If, upon review, the Agency Superintendent determines that
the applicant is eligible and that the service should he
provided, he or his designated representative should com-
plete the appropriaste section of Form 5-412, Application
for Relocation Services. The Agency Superintendent shall
then forward Form 5-412 and all the supporting documents
to:

The Area Director, for those applicants requesting
institutional training or repeat services. -

I
The Destination Office selected by the applicant,
for those requesting initial relocation for employ-
ment. ’

The Agency Releeatlon Officer, for those applicants
requesting con~the-~job training, since these applica=
tions are retained by the Agency.

In instances of ineligibility or non-concurrence, the
Agency Buperintendent should record his reasons on the
form and return it Lo the Agency Relocatlon Qfficer. The
applicant shall be informed in writing of the actlion
taken.

(1) it is intended that upon receipt of an application
for repealt relocatlon in the office of 1the Area
Director, the Area Relocation Specialist should re- - -
view the applicaticen and supporting documents to
determine the following: completeness in preparation,
eligibility of applicant for service, whether the
applicant would have a reascnable pessibility of
gucceeding in relocation, and whether the need for
service is evident.

If upon review by the Area Relocation Specialist it
is determined that the applicant is eligible and
that service should be provided, the Area Director
or his designated representative should complete the
appropriate section of Form 5-412. The application
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(2)

(3)

and. supportlng documents shall then be forwarded as
follows- .

‘To the Destlnatlon Offlce selected by the. ap=
-plicant for repeat. services for relﬁéatl for

. employment, if it is the 5econd Tre ¥ %or ser—
vice.

‘To'the—Chlﬁi, Branch of RJ;QQ on Services,

"Central Office, Washdagfon, D. C., for repeat
. services 1f 3418 the third request
 for ces. L

Upon receipt of an application for institutional train-

ing in the office of the Avea Director, it should be
.referred to the Area Vocational Training Advisory

Seldction Committee (see 82 IAM 4.5.2.,7). The ap-
plication and supporting documents should be review-
ed in accordance with selection standards establish-

. ed by the committee and a recommendation made o the

Area Director. If the Area Director approves the
applicant for institutional training, he or his
designated representative should complete the appro-
priate section of Form 5-412 and should forward it
to the destination office (Field Relocation Office
or Area Training Unit) selected by the applicant.

e

In instances of ineligibility or non-concurrence of

an application Tor repeat relocation or imstlitutional
training the Area Director or his designated represen-
tative should record the reasons in the appropriate
gection of Form 5-412 and return it to the Agency of

_origin. 'The Agericy Superintendent shall then inform

ﬁhe appllcant in writlng of the action taken.

C. When the destinatlon offfice receives the appllcatlon for
services and the supporting documents they shall review
them and within 72 hours shall provide the office of
origin {copy to the Area Director) with a scheduled arrival
date or remarks which may be appropriate by completing the
pertinent section of Form 5-412. If a reply is not re-
ceived within 72 hours on an application submitted directly
to a destination office, the origin office should ascer-
tain the cause of the delay by initiating action through
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established channels. If a reply is not received within
s, reasonable time on an application,submitted to a des-
tination office via the Area Office, the origin office
should ascertain the cause of the delay by initiating
actlion through established channels.

Upon receipt of an application requiring Central Office
approval, accompanied by essential supporting documents,
the Chief, Branch of Relocation Services, chall re-

view them to determine if the applicant should be pro-
vided service. If the Central Office comecurs that the
applicant should be provicded service, a letter of ap-
proval shall be prepared and forwarded with the applica-
tion and supporting documents to the destination office
selected by the applicant. Coples of the letter shall be
forwarded to the Area Office and the office of origin.
The destination office shalli process the application

as oublined in 82 TAM h.4. LC, above.

In instances of non-conCurTence, the Central Office shall
prepare a letter stating the reasons and forward the
letter, together with the appiication and supporting
documents, to the Area Office from which it was received.
The Ares Office shail inform the Agency Superintendent,
who shall then notify the applicant.

Tn some instances Indian peotle arrive at a destination
office which does not pPosSsEss an approved application

for them and request assistance and services. The des-
tination office in these instances will immediately
interview them in order to determine the status of the
Tndian people asking for assistance and service. A
determination will a2 made as to whethrer or not the
individual or fawily unit has previously flled an applica-
+ion at an Agency or similer regervatbion office. I the
indlvidual cor family ualt states that no sueh application
hag been filed, then they shall be considered as having
sccepted responsibility for making their own way in life
and shall receive orly courtesy referral to an appropriate
commnity agency or employment facility to meet their
needs.

Tf it ie ascertained that the individual or family unit
has filed an application for peliocation services at an
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Agency or similar reservation office and that the travel
of' the applicant was directly from the point of origin

to the destination point, the dsstination office will im-
mediately send a teletype or telegram to the appropriate
office of origin {(copy 4o the appropriate Area M rector,
Attention: Relocation SpecialistL giving such informa-
tion as will enable the office of origin to identify the
unit. The office of origin will immedistely (within

72 hours) advise the destination office by teletype or
telegram with respect to the following matters:

(1) That a current application (filed within
the preceding six months) is of record.

(2) That the applicant meets the eligibility
and selection standards ard normally would
have been approved for relocation services.

(3) That the applicant is or is nob in need of
financial assistance.,

(4) Taking into consideration the arrival date
(furnished by the destination office) and
the date determined to be the actual date
of departure from the point of origin, that
no more than 15 days was used for itravel and,
therefore, the applicant is presumed to have
gone directly from the Agency to the point
cf destination.

(5) That all documents in relation to the individ-
ual's or famlly unit's appiication sre being
immediately forwarded by mail through es-
tablished channels.

When the destination office receives an answer to its
inquiry, if all of the above 5 elements outlined are
answered in the affirmative, the destination office
may proceed to furnish assistance and those services
otherwise authorized., If element (3) ig answered
negatively but all other elements are answered affirma-
tively, the appropriate services may be provided except
financial assistance. TIf there are negative answers
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in relation to any one of the other elemsuts, (1),

{2), or (i), then no assistance or services will be
availabie tc the applicant other than courtesy referral
te an appropriate community agency or empleoyment facility
as needs may indicate.

4.5 Counseling and Guidancse. When the prospective applicant and
his family come to the Agency Relocation Officer for informa-
tion apout the Relocation Services program it is extremely im-
portant that the Agency Relocatlon Officer present it iuo the
most positive terms., The applicant usually has been apprised
of the services offered through one or more of the mediums en-
numerated in 82 TAM 4.3, Now, however, the Agency Relocation
Officer must present the progrem and factually answer any
gquestions that may arise in a face-to-face interview with the
applicant and his family. Ta genewal, the Agency Relocation
Officer tells about the Releocation Services program and what
it has %o offer; eligibility requirements, when and where
services are provided, employment opportunities, how applicants
may apply, accephtance for relocation or inmstitutional train-
ing, and what is expected of the applicants on acceptance.
Disadvantages should. also be discussed, since for some people
there will be disadvantagecus aspecte that should be welghed
with the advaniageous.

The abiiity of the applicant and his family te adjust to the
pace and demands of urhan 1iving at destination point is an
important factor in a successful relocation. A successful
relocation is based primwarily upon an informed, discerning
and realistic discussion of +the advantages and probiems of
relocating as they relate specifically to the applicant and
his fawmily.

Counseling in the Branch of Relocation Bervices is divided into
four meln discussiorn areas: employment, community living,
housing, and adult voecational training. The subsections that
follow provide guidelines that should prove helpful to the
Agency Relocation Officer in discussing the Relocation Services
program with progpective applicants. '

.1 Employment. Oune of the objectives of each applicant and
his femily who leave the reservation axes 1s to secure
suitable employment in order to attain self-sufficiency.
Essantial to acqulring self-sufficiency is the obtaining
of steady, remunerative work. The primary objectlive of
each degtination office in this regard 1s to assist ap-
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plicants in securing such employment. This assistance is
rendered when the applicant is able and available for employ-
wment, which may be upon arrival, if relocating directly for
emplcynent, or upon completion, partial compietion, or dis-
continuance of instituticonal ftraining. The obtaining of em-
ployment depends upon the individual, as the destination office
is only responsible for assisting, not obtaining employment.

The Agency Relocation Officer should analyze and evaluate

the prospective applicant's past work experience, education,
and other factors in relationship to his potentials and the
type of work desired. Tn discussing the aspects of employment
with him the Agency Relocation Officer should describe the op-
portunities available at the destination offices, including
the probability of atiaining his work objective. In addition,
the Agency Relocation Officer shall discuss the basic elements
of getting and holding a job and what 1s expected of the ap-
plicant at the destination office.

A. TInformation pertaining to available employment op-
portunities at destination offices are furnished the
Agency periodically by the destination offices and by
the Central Office. Usmally this information is limited,
as sometimes the Feasibility of being advised of all the
opportunities at any one destination office 1s impractical
and unwerranted. However, the Agency shall be advised of
the jobs where Indians have worked, awe now working, those
Jobs for which they may be qualified, and other job Ho-
portunities.

B. The Agency Relocation Office is not to be regarded as
an employment service agency, but only an office where
employment counseling and guidance are given. If in-
dividuals desire work locally or within their state of
residence, the Agency Reloeation Office shouléd wrefer
them to the nearest local office of the State Emplov-
ment Service or the Railroad Retlrement Board.

The United States Employment Service and its affiliated
State agencies and the Railread Retirement Board have
statutory responsibility for providing placement ser-
vice for all persons seeking employment. It is the
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policy of the Branch of Relocation Services to utilize

these services to the fullest extent possible (see 82 IAM 8.L4).
While the Agency Relocation Officer may be aware of local

Job ocpportunities, people should not be referred directly

to the employer but should be channeled through the ap-
propriate agency. This policy does not apply to employers
where an On-the-Job Training Contract is in effect or to
employing establishments cwned or operated by a tribal
governing body. In these instances cooperative efforts

should be made to place the individual directly.

C. The Agency Relocation Officer should review with the
prospective applicant his past employment record, interestis;
hobbies and aptitudes, and his work preferences as record-
ed on the Information Record. In counseling with the ap-
plicant, the Agency Relocation Officer should relate the
feasibility of attaining his work preferences to his in-
terests, apltitudes, personal traits, physical capacities,
education and training, and work experiences, and to the
employment opportunities in that particular field of work
at destination points. The applicant must keep in mind
that in seeking employment he should be looking toward
the future, toward his chances for advancement and what
it may lead to in years to come. Applicants should be
advised that salary alone is not the most important factor
in employment but that doing the kind of work he likes
and enjoys and 1s qualified to perform is very pertinent
to a successful releocation.

D. The destination office is usually well-informed on jobs
and job opportunities. While the destination office
asgists the individual in many ways in choosing an occupa-
tion and in locating a job, job success is up to the in-
dividual himself. There are primarily two main phases to
the employment process: how to get a job, and, once ob-
tained, how to hold it. The applicant plays a major role
in each of these phases,

(1) Destination offices locate Jobs and refer applicants
to either the employer or to the employment agency,
which, in turn, refers the individual to the em-
ploying establishment. However, it is the empioyer
who selects the 1ndividual to work for him. The
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individual must sell himself and his ablilities to
the employer in order to be the one selected. The
Agency Relocation Officer should acquaint applicants
with the information outlined in 82 IAM 5.2.7 con-
cerning the preparailon for an employment interview
and the interview with an Pmployer. :

It should be 1mpressed upon applicants that usually
there is more than one individual seeking the same
Job. -Therefore, it behooves the applicant to
present himself to the employer in the best possible
way. .- For various reasons, the appllcant may not be
hired. It mdy be that the applicant does not specl-
fically meet the employer's requirvements, someone
wmay" have been selected for the job before the ap-
plicant reported to the employer for an interview,
or the employer had some other reasons for not ac-
cepting the applicant. On the other hand, after
learning -the detalls of the job, the applicant may
refuse to accept it. In any case, appllcants should+
not be digcouraged if they do not secure a job:.on
the first interview because the destination office
will assist them in obtalnlng other 1nterv1ews for
Jobs., :

_Occasidnaily, the labor market situation may be such

that employment may not be available immediately
upon arrival at the destination point. Also, the
qualifications of the relocatee may be so limited:
that employment will be difficult to locate upon
arrival, In either instance, a delay of from
three days to two weeks in locating su_table em-
ployment may be experienced.

Once 8 Job 1s secured, the individuwal must do his
best to perform the duties satisfactorily. If the
individual does not possess  the skill to do the job,
the employer‘in some instances will either discharge
hlm‘or transfer him to a job commensurate with his
abllities. This is understandable, but when an in-
dividual loses his job due to poor character quali-
ties, this 1s inexcusable. Some of the less ac-
ceptable characteristics are: laziness, unwilling-
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ness o follow the imales set Torith by the employer,
troublemaking, disloyzlty, carelessness, and absence
or tardiness without good . cause. To succesd on the
Joby the indivicdual mmst naburally possess the skill
to do the work, bubt along with this he must be punc-
tual, depandable, reliable, cooperative, honest,
loyal; acceptable as Lo personal appearance, and
should possess some initiative in order to get ahead.

Due to the typs of soclety that predominates in the
urban community, businesses are oparsted by the
clock. They open and cloge abt certain specific times,
and empioyees are expected 4o be al work on time and
work the fuil time the business is operating. It is
important that the applicant understand this accepted
way of life which may be in many instances foreign

to his own navure and present waywol life. BSuccessg-
ful relocatior may depand on his understanding and '
acceptance of the working-by-the~clock principle.

It is imperaidlve that this item be covered in detail
and repeated periocdically prior to departure. All
these points are esseniial to job BUCCESS, and the -
applicant iz the key to that success.

It 48 not uneommon in our society today for both the
husband and wife cor other dependents to be emgploy-

el in order to adsquately meet their fipancisl needs.
This employment in some Instances is a necessity.
Sometimes at desbination polnts the head of the famdly
and his spouse should both be employed in order to
meet thelr neads, provided the ages of uevendmnt
children pose no spacial probleas. The fawdly should
be counseled to the effect that gainful employment
for other family wmewbewrs may be afvisable when they
relocate. The destination office staff will explore
thoroughly the feasivility of such employment with a
family, end il it Is mutually egreed that additional
employment is pecessary, every posgible assistance
will be rondsred to locate sultable employment for
both the husband apd wife or other dependents. The
family will need encouragement at the point of

origin in this phase of undersianding the ways of
urban iiving.
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B. ERelocation plans Tor employment have been formulated
and the time for departure of the applicant and his
family is approaching. During this time, prior to
departure, the Ageney Relocsbtion Officer should at-
tempt to instill a spirit of confidence in the ap-
plicant. The closing of the gap between the reserva-
tion and the urban community must be accomplished by
the individual, and every assistance must be offered
to furnish assurance and to build self-confidence.

A great deal can be gained by the attitude with which
the applicant approaches relocation, especially since
he is relocating to improve himeself and is entering
what may be a new way of life.

Beveral guidelines which are set forth below ipould
prove helpful {gr thls purpose. '

(l) The effect this voluntary step towards obitaining
employment, and eventual self-sufficiency, will
have on the applicant's future should be emphasized
at this time. The individual should be assured
that assistance will be available at the destina-
tlon polnt to help him attain his goal. He should
be advised that he will be setting an exampie for
others of his tribe as welil as other Indians.

The individusl should understand that in order to
beeome successful and self-reliant it is his re-,
sponsibility to apply himself towards thaining"
and holding employment congistent with hie skills.
Extra effort should be made to improve his skills
on the job, and ocutside the Jjob during lelsure
time, in order to attain betier paying positions
and to assure Job security.

(2) The need for encourasgement is essential to suc-
cess. With such encouragement, and the confidence
to succeed, the chances of failure are diminished.
The Agency Relocation Officer should relate what
the future holds as compared to what has gone be-
Tore; and with the steps to be taken, Improvement
can be expected and accomplished.
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(3) The individual should be advised of what is ex-
pected of him at the desiiration polnt. OF ut-
most importance in working with the destinetion
cffice staff is the applicant's attitude, con-
duct, and cooperativecess. The applicant must
adhere to the destination office proc=dures,
particularly with respect to being available at
all times for Job referial. If the applicant is
not immediately available for job referwal, 1t
is most ddfficult to assist him in obtaining em-
ployment. The destination office staff is always
available to assist any individval at any reason-
able time and the appilcant should be urged +o
contact them before serious problems develop.

(4) For reasons beyond the control of the destination
office it may be necessary for the individual to
accept temporary work before accepting a permasnent
Jjob. The individual should be willing %o accept
the temporary work until such time as he can be
assisted in locating permanent employment. The
individual should not be discouraged if his first
Jjob does not work out, but should be advised that
there will be other employers who gre in need-of
workers and that further efforts will be mads to
help him.

The Agency Relocation Officer should always encourage
and help prospective applicants in every possible way
so that the relocation can sccomplish for the applicant
that which he planned for when the application was pre-
rared.

«2  Adult Voecatiornal Training.

.1 Objective, The Adult Vocaiional Training Services
activity of the Branch of Relcoeation Services consists
of institutional training, apprenticeship training, and
on-the-job training {see 82 IAM 2.4). oOne of the major
reasons Tor the enactment of Public Law 959 (70 Stat.
986), August 3, 1956, was to make available and to
furnish a service to the Indian people which wouid
result in alleviating the economic pressures on Indian
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reservations.

The primary objective of Advlt Vocational Training is to
assist those individuals who apply voluntarily, who are
elther unemployed or under-employed and need a skiil in
order to obtain reasonable and satisfactory employment,
to acquire such necessary skills. Individualis so equip-
ped with the regulred skills for reasonable and satis-
Tactory employment will be afforded opportunities to
move to those commmunities where such employment exists
and will be assisted to attaln eventual self-sufficiency.

Philosophy. 'The vocatlonal training of adults is a
specialized endeavor which has a material effect on
those individuals who participate in the training. Since
it is specialized in nature, extreme care and effort
ghould be made to furnish the best available counseling
and guidance., Some individuals are better prepared to
pursue vocational training than others. Institulions
conducting vocational training have certain standards
which must be met, This belng the case, it behooves
the Agency Relocation Services staff to appraise as
realistically as possible all appllcants who apply for
vocational training sgervices and to assist them in es-
tablighing sound, feasible vocatlional training plans

in keeping with the existing circumstances. Sacrifices
by those selected and participating in the training are

~expected in order to abitain thelr objective. Particl-

pants are expected to apply themselves diligently and
abide by the rules and regulations of conduct, attend-
ance, study, etc.

A considerable amount of money will be expended hefore
training is completed for all those individuals selected
for training. Befors authorizing the expenditures of
such large sums, the Relocation Services siaff should
be asgured of the applicant's sincere desire and in-
terest in pursuing training to its completion and as-
suming employment upon such completion. Applicants
should be advised that the Relocation Services staff
can only asgist them by making available those things
which will help them to improve themselves. These
things include: adviee and guldance on training, asg
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well as adjustmest to urban communities; tultion and
related costs; and limlited financiel assistance while
they are in training. The burden for successful com-
pletlon of the training objsctive snd the atitaliment
of satisfactory employment gosals is the sole responsi-
bpility of the appilicani.

3 BEligivdlity. The eligibhility requirements for particl-
pation in adnlt voeational treining are set down in
Part 34, Subchapter B, Chapter 1, Title 25 of the Code
of Federal Regulations. ¥or further clarification,
each gligibility factor is set forth below:

A, Age. Adult voeational %raining is primarily for
those individusls of Indlan descent who are nob
less than 18 ané not more than 35 years of age.
An exception to this requlrement may be made for
individuals under 18 years of age who are heads
of families and wao are otherwise eligible to ap-
ply for and receive such services. Another ex-
cepbion allows Indlviduals over 35 years of age
to apply for and reeceive vocational training (see
82 TAM L.4.1B).

B. BResidence. The residence regulrement 1s set forth
in Section 3%.3, Part 34, Subchapter ®, Chapter 1,
Title 25, of (PR and reads as follows: "...who
reside on restricted or umast lands, or Federal
lends under the jurisdiction of the Department of
the Interior.”

The residence requiremeni is tc be applied uniform-
1y throughout the Burszeu and only in exbtreme hard-
shin casges will asn exceotion be considered For

this requirement. (See "Hxcepticns," &2 1AM
h,5.2.3K, below).

Tne Relocation Serviees Information Record, Form
5-40, conteins a statement to be sigred hy the
Agencey Relocation Officer to the effect that the
applicant recommended ig eligible. This state-
ment provides specifically for a certification by
the Agency Relocation Officer Lo the effect that

Release 82-22, 3-2h-61



RELOCATION SERVICES , 82 1AM %.5.2,3C

ORIGIN SERVICES

the individual is eligible by reason of residence on
restricted or trust lands or Fedewral lands, and by
reason of other eligibility requiremernts.

Need. Section 34.3, Part 34, Subchapter %, Chapter
1, Title 25, of CFR states: "...when it is deter—
mined that the applicant is in need of such train-
ing in order to obtain reasonable and gsatisTactory
employment...” The term "need" has two distinct
parts. One part concerns the need for {raining as
the result of unemployment or a lack of skill; the
other part concerns the need for training by reason
of being under-employed in a position which does

not constitute reasonable and satisfactory employ-
ment. ¢ The first part is usually easily discernable.
The complications arise when making an interpreta-
tion or decision in the latiter group. Circumstances
will vary from location to location, but the local
economic situation where the employment is located
must be used as a base. Additionsl factors, such
as type of employment, tenure, pay, travel to and
from work; etc., should alsoc be considered. -How-
ever, the judgment of the Agency Superintendent
regarding this portion of need will suffice. Caution
mist be exercised to insure that individwals having
an. adequate employable skill are encouraged to
utilize this skill without further training, and
only those individuals lacking the required skills
are to be accepted for training.

Feasibility to Pursue Training. Section 3k. 3, Part
3%, Subchapter E, Chapter 1, Title 25, of CFR states
"...and that it is feasible for him to pursue such
training." There are no hard and fast rules or
guldelines in making a determination as +o Teasibility
to pursue training. However, since considerable

money will be spent for the training, only those ap-
Pplicants who have demonstrated a sincere desire +to
pursue training to completlion and accept employment
uponr completion of training should be recommended.

It must be kept in mind that individusls who have a
poor scholastic record normally have less possibility
than others of successfully completing a vocational
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training course. However,; thay snould not be ex-
cluded entirely but given fair and equitabls con-
gideration along with other spplicants.

Fe Use of Training. Section 34,3, Part 34, Subchapter
B, Chapter 1, Title 25, of C¥R states: "...wrzen it
is determined that the applicant is in need of such
training in order 4o obtain reasconable and satis-
faetory employment..." Reasonable and satisfactory
employment is defined in said section of the Code of
Federal Regulations {82 IAM 1.h4). Only individuals
wno Intend 4o make use of the training received
for eveniual employment should be considered. It is
preferable that employment be away from the reserva-
tion as the intent of the Act 1z to khelp alleviate
the economic pressures on the reservatlion. Appli-
cants who express an interest in pursuing training
for employment on the reservation or self-employ-
ment should be encouraged to pursue Training and
agsume employment at a destination away from the
reservation. There reasonable and satisfactory em-
rloyment may be cbtained, adjustment to the commuunity
accomplished during training, and eventual seif-
suflflciency attained.

F. Effeect of Draft Classification "1lA:" The policy of
the Bureau vith regard to working with applicauts in
1A Draft Classification is that vherever possible in-
dividuals should be glven the opportunity to pur-
sue Adult Veeaticnal Treining prior Lo enteriag
Miiitary Service. This would have the effect of an-
haneing their opportunities in the Mllitary Bervice,
Wnerever thils is not possible, the preference will be
given to them at their request immediately upon return
from Military Service., Where the spplicant for Aduit
Voecational Training Services possessges a 1A Draft
Classificaticn, the following procsdure is established:

f1) Verify the draft status with the local draft
bhoard and obtain from a responsible officlal
of the draft board a statement in writirg as
‘+to the probable reporting date of the applicant.
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(2) If the possible reporting date would be
during the period of training, one of the
following two (2) procedures should be
followed:

(a) Ar#ange with the draft board to delay the
reporting date unitil immediately after
completion of training in ordexr that the
applicarnt may complete the training. A
statement allowing this extension should
be obtdined from the draft board and in-
cluded in the unit file folder, or

(b) When it is not possible to make such an
arrangement, advise the applicant that
he camnot be accepted for training until
he returne from Military Service, at
which time his application will be given
preference for vocational training. A
record of all such applications should
be maintained by the Agency 0ffice.

Effect of Pregnancy on Participation. An applica-
tion will not be processed for a single woman or

a female head of a family who is in any stage of
pregnancy. Physical examination forms for all
single women or female heads of families should
definitely indicate whether the individual is or
is not pregnant pricr to acceptance of application
Tor vocational training.

Where the physical examination reveals that a
pregnancy exists, the applicant shall be notified
that she will not be accepited for entrance into
training until such time as the condition no longer
exists. This condition Inciudes the making of neces-
sary arrangements for the care of the newborn child
while the tralnee is participating in the training.

Appiicants will not be permitted to reopen requests

 for training until a period of ninety (90) days

has elapsed after delivery of the child. Trainees
who enter tralning and become pregnant during the
course of training may be authorized to interrupt
thelr training for child delivery purposes and
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return to the ressrvation. They may not be re-
entered into training until after delivery and
propar arrangemants have been mades for the care
of the newbora child during participation in

the training. Hxceptions may be made to the re-
turn of the individual to the resarvation when

it is determined that it will be to the mutual
benefit of the individual and the Bureasu for the
trainee to remain at the training destination
during delivery. BSuck exzepbicns will be fully
Jugtified and approved by the Ares Director for
treinees recelving training within their Ares, and
by the Chief, Branch of Relceation Services, for
those receiving training at locations serviced by
Field Relocation Officas.

All single women and Temele heads of Tamilies shall
be advised of the conditions set forth in +his
gsection prior to accepbance of the application.

E. Policy Regarding Training for Two Pamily Menbers.
Only the head of the family wiil receive vocasion-
al training. An unmarried adult over 18 years
of age who applies for Adult Vocational Training
Services will be considered as a single applicant
and accepted on the same basls as a family head.
Exceptlons to and interpretations of this nolicy
are warranted under the Foilowing circumstances:

(1) If the husbacd is permmansntly incapaciiated,
the wife 1s considered to be the head of
the family for fthis purnose, and may be con-
sldered Tor training within eligibility re-
quirements.

(2) When the husband is in the military service
end the term of the military service will
end in the forsseable future (18 months),
the wife shall not te considered for train-
ing.

(3) Where the husband is unemployesd, and is in-
eilgible Tor vocational tralning by reason
of kis failure to meet the necessary educa-
tional reguiremerts, the wife shall nobt be
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considered as the head of the family. Rather,
the approach in such cases should be for the
Agency Office to seek the assistance of the
Bureauts Adult Educatlon Training Program or
other resources to bring the husband?s educa-=
tional level up to the standard where i%
would meet the vocational training sducational
requlrements.

(4) Where the husband is in the custody of a penal
or other institution for a prolonged period
of time, the eligibllity of the wife ag a
family head shall be determined on an individ-
ual badis. As an example, if a divorce is im-
minent, or the intention, the wife may be con-
sldeved as the head of the family, and cir-
cumstances may warrant considering her for a
full training program. Where it is likely
that the wife would be reconciled upon dis-
_charge Trom the penal institution, then she
would not be eligibie for vocational training.

I. Policy Regarding Acceptance of Applications from
Students in Bureau Schools. (To be released later)

J. Repeat Services. For the policy regarding accepbhing
applications for repeat vocational training services,
see 82 1AM 4.L.3C.

K. Exceptions. Exceptions to Part 34, Subchapter E,
Chapter 1, Title 25, of the Code of Federal Regula-
tions are provided for in Section 34.10, Part 3k,
Subchapter E, Chapter 1, Title 25, of the CFR. (See
82 IAM 1.4).

In those instances where the applicant does not meet
one of the specific eligibllity requirements set
forth above but is otherwise eligible and justifica-
tion as a hardship case can be recommended, con=
sideration will be given %o requesting the Secretary
of the” Interior to meke an exception to these rules.
Such exceptions must be consistent with the Act; in
the best interest of the Bureau as well 'as the appll-~
cant; and show a hardship situation with plans for
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alleviating or correcting it. Such requests should
be fully deoeumented and forwarded to the Central
Office, Atlention: Chief, Branch of Relocation
Services, with a recommendation from the Area
Director for a reguest to be made for an exception.

.l Processing of Applications.

A.

Appliication for Relocation Services, Form 5-412.
Bectlon A of this form is completed by every appii-
cant for adult vocational training. Particular
attentlon is invited to Section B, "Recommendation,"
Bubsection 1, which provides for the Agency Superin-
tendent or his designated representative to certify
to the applicant's residence. This certification
applies only to vocational training applicants.
Subsection ? provides for the Area Director or his
degignated representatives to recommend voecational
training applicants for accepitance.

Belocatlon Services Information Record. The Re-
location Services Information Record, Form 5-440,
is to be used as the basic document for determining
an applicant's eligibility for vocational training.
The importance of completing each and every item
with a clear and concise statement of fact cannot
be overemphasized. .In order for the training des-
tination Voeational Guidance Counselors to assist
participants in completing their training and
reaching their ultimate objective 1t is necessary
for them to have available a full and complete
background of the traince and his family.

The informatlon contained in the Information Record
is used as a base for dlscussions with vocational
training institutions for the admittance of tralunees
into training. Its use as a counseling aid during
the period of training is invaluable, for it 1s
from this information that the Voecational Cuidance
Coungelors are able to discern behavior patterns
and personal characteristics and to determine
scholastic achievenent.
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(1) Training Plan. The training plan, which is %o
be completed for each vocational training ap-
plicant, is a part of Form 5-440,

It is essential that the items set forth in the
plan are thorcughly discussed with the appli-
cants and their honest reactions recorded. This
document provides for the designation of em-
ployment objectives as well as training objectives,
and it must be kept in mind that either or both

of these two types of objectives are strictly

on & tentative basis and are subject to change
when the individunal reaches the training destina-
tion.

Although the training cbjectives are subject to
change, the voluntary aspects of the Relocation
Services program wlll be maintained and the in-
dividual's wishes respected. Experience has
shown that some individuals, after learning

of other available courses for which they would
be better sulted, desire the change themselves.
On the other hand, after endering training some
individuwals have been found to be unsuited for
the vocation indicated and a change to a more
acceptable vocation has been recommended., Tt
ig imperative that the individual understand,
before departing for the training destination,
that these objectives as inltially set forth
are tentative.

A large portion of the training plan is design-
ed to fursish some Insight into the motives of
the applicant and to determine, if possible,
the goals established, and the motivabting
gqualities of the individual to attain such
goals. With this thought in mind, when complet-
1ng these items on the form, it would be help-
ful for the Agency Relocation Services staff
member to search out those things which the
training destination Vocatlonal Guidance Coun-
selor can use in making a thorough analysis of
the individual.
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The last portion of the training plan provides
that the plan be thoroughly discussed with the
applicant before any recommendation is wade
and also places a responsibility on the Agency
Relocation QOfficer to determine that the el-
ibibility requirements under Public Law 959
have been met.

C. Adult Vocational Training Agreement. The Adult

Vocational Training Agreement, Form 5-412PA (see

T1lus

tration 3, 82 IAM 4) sets forth the responsi-

bilities of both the trainee and the Buresu of In-

dian

Affairs. The Agreement is to be signed by the

trainee and the Bureau representative, for institu-
tional training only.

Before processing the application too far, the en-

tire
with

contentsa of the Agreement must be discussed
The applicant and an understanding reached on

all of the conditions set forth therein. Individ-

uals

who are not willing to abide by and sign the

Training Agreement shall not receive further voca-
tlonal training services until the document is

sgree

(1)

d to and signed.

Iistablishment of Rapport. The important thing
to keep in mind dwring the discussion of the
conditicns of the Training Agreement is that
although the Bureau of Indian Affairs will
furnish the necessary financial assistance,

if needed, to complete the vocational train-
ing course, there are certain responsibillities
and- rules of conduct which the individual

must follow. Appllcants should be emphatically
advised that the undertaking of vocational
training is not to be taken lightly, but that
a2 conslderable amount of their time, energy,

concentration, and some sacrifice will be
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(2)

(3)

with the necessary assistance, guldance, and
counseling, to equip them with adeguate finane-
clal assistance, and to make avallable the
necessary tools, books, and training facill-
ties where an acceptable and satisfactory em-
ployment skill can be acquired. Each trainee
pursuing training will he expected to make
most of his own decisions and will be expected
o consult with the training destination Voeca-
tional Guidance Counselors wherever and when-
ever assistance is needed.

The Training Agreement containg only those
items which experience has shown are of such a
nature that if trainees do not seek advice,
assistance, and guldance about them, they wiil
find them affecting thelir progress in train-
ing. These items are included only as a help
to the trainee in reaching a satisfactory and
successful conclusion to his training. Au in-
dividual who 1s sincere in his desire to ac-
guire a voeational skill and apply himself com-
pletely to his objective(s) need have no fear
or worry ccncerning these items.

Training Agreement As Counseling Aid. The
Training Agreement is to be used as & counsele
ing guide to insure that applicants are fully
aware of the responsibiiities which they are
undertaking. It shouid be brought to the ap-
plicant's attention that this Agreement will
also be used at the training destination as a
counseling guide and as a reminder to him of
the conditiong under which the Bureau of In-
dian Affalirs will continue to finance his
pursuit of vocational trairing.

Infractions of Conditions of Agreement. As
mentioned above, the Training Agreement will
be used at the training destination as a
counseling aid and a reminder to the trainee.
Wheye the trainse has initiated any action
which constitutes an infraction of the con-
ditions of this Agreement, it skall be brought
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to his attention in the following manner:

(a) The first time an infraction occurs the
trainee will be given a verbal warning
by the Vocational Guidance Counselor;

{b) When a second infraction of the Training
Agresement occurs the trainee shall be
glven a written statement of warning.
Included in this written document shall
be a statement to the effect that any
further occurence of the nature cited in
the document will result in his autcmatle
termination; and, T

(e¢) A third iafraction of the condltlons of
the Training Agreement will result in an’
autometic termination of training, as
set forth in the written document refer-
red to in Item (b) above.

The abhove procedures shall be applied as uni-
Tormly as possible to all trainees. However,
it is recognized that there may be circum-
stances beyond the control of the individual
which wiil warrant leniency and require &
delay in the several steps In the proceiurs or
final termination from training. It is ex-
pected that Vocational Guidance Counselors
will utilize their best Jjudgment by demon-
strating an understanding but firm attitude in
working with trainees. A1l instances of in-
fractions will be recorded in the trainee

unit file and signed by the Vocational Guidance
Counselor conducting the interview arranged for
the purpose of carrying out the provisions of
this section. '

Distribution. The Adult Vocational Training
Agreement, Form 5-412A, will be prepared in
quadruplicate. The original is to be placed
in the trainee's unit file at the trairing des-
tination. A copy is to be retained at the of~
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fice of origin. A copy is to be given to the
applicant, snd a copy is to be sent Lo the
Area Relocatlion Specialist.

Supporting Documents. The same supporting documents
are required for institutional training applicants
as are required for applicants for relocation. (See
82 IAM 4.L4.2)

Routing. All applications for institutional train-
ing are to be routed through the appropriake Area
Office. From the Area Office they will be forwarded
to the appropriate training destination (1.&6%, Field
Relocation Offices or Area Training Units) after a
review and recommendatlon have been obtained. (See
82 1AM b4.4.48.)

Modified Procedure. When notified by the training
destination that the number of institutional train-
ing applications has exceeded the number that can be
provided service during any one fiscal year, Areas
may initiate the following modified procedure:

Complete the Relocation Services Information Recowd,
Form 5-440, and the Application for Reiocation Ser-
;IEéS, Form 5-412, oniy. If this procedure is adopt-
ed it will not be necessary to compiete the training
plan at this time, nor will it be necessary to

gather and complete any supporting documents oz

test results. The Informeibion Record and the Ap-
plication may be forwarded in the same manner as
other institutional training applications 4o the
training destination for review and inserticn of the
applicant's name on the Register of Approved Applica-
tions for Vocational Training, Form 5-447. When the
applicant 1s reached on the reglster for entrance
into training the destinabion office shall inform the
Agency of origin. IT the applicant is still avail-
able and desires training, then the supporting docu-
ments, together with the training plan, shall be com-
pleted and forwarded directly to the destination of-
fice (i.e., Fleld Relceation OFfice or Ares Training

S Unit,;).

The use of this modified procedure is optional, Some
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Areas, consldering their work-licad, may wish to
contimue to obtain Tor all institutionsl training
applicants the complete documentation at tbe initial
meeting with the spplicant. If this is desired,

then it is not necessary to use this procedurs. The
primary purpese for this procedure is to save staff
time when entrance into training for %he applican®

is not foreseeable in the near future {6 %o 10 months).

.5 Determination of Objectives. The reaching of a decisicn
with regard to the. tentative training objective must be
voluntary. It should only be recorded after the entire
training plan and conditions of training have heen
thoroughly discussed with the applicant. All informa-
tion to assist the individual in reaching a ccrclusion
cwith regard to the training objective should be furnish-—
ed. Referral should be made to materials pertinent to
the vocation, as well as to individuals having some
knowledge of the vocation.

Counseling aids, devices, and tests should be used whers-
ever 1t is possible. However, under ne eircumstances
should these alds, devices, or tesis be censidered ths
only deciding factor in determining an objective. 'These
alds are intended for guldance and assistance only in
presenting the pertinent facte to the applicant. Use

of these test results beyend this type of assistance is
net acceptable.

Since the selection of a vocation ig a major step
the individual's fubture and will materially affect
the counseling with regard to the objective shouid ot

be taken lightly. 1In fact, if the appilcant 1s undecided,
even after a thorough discussion, 1t would be well Lo
leave the objective blank and allow for the eatablish.
ment of 1t at the training destination.

in
24
it

The course announcements received from the various
training destinations furnish only the bare sssenitials
of the curriculum of the course, the length of training,
employment opportunities, ete. Applicants should nobh
be coerced or influenced into accepting a training cb-
Jective by virtue of 1ts locatlon and employment op-
portunity. The decision must be that of the appiicani.
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Caxre should be exercised so that the applicant will
not be misled into believing that the training ob-
Jjective or the employment objective tentatively
selected will be the one finally pursued and con=-
sidered the best for him. The success of the in-
dividual in completing the training depends, many
times, on the choice of the vocation and the ability
to maintain a stable and high interest in it. Until
such time as the applicant has had every opportunity
to review pertinent material and discuss the voca-
tion with experienced persons an attempt to reach a
definite training and employment objective should be
deferred.

Authorized Vocational Training Courses.

A. Use. The authorized vocational training course
announcements received from the various training
destinations are to be used asg reference material
to assist the applicant in determining the type
of Institutional training desired.

The announcement conteins only the essential in-
formation compiled from the material available
from the training institution., It is not in-
tended that the announcement fCurnish all of the
information available about a particular course,
but, instead, provide those items which are for
the information and use of the Agency Relocation
Officer in helping the applicant.

The conditions regarding employment opportunities,
as stated in the announcement, are general in
nature and are subject to change. The employment,
as well as the anticipated earnings may change,
depending upon the demand for that type of skilil
at a given time in a given geographical area.
Therefore, care should be exercised in relating

the employment possibilities in the Ffield of train-

ing selected to the applicant.

B. Maintenance. A complete set of course announcew
ments for each training destination should be
meintained in booklet form. Each Agency Office
should be in possesgsion of a full set, maintained
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in numerical order. If there are robt courses for
all numbers between the first and last number re-
ceived, then & request should be made through es~
tablished channels te the appropriate Field Reloca-
tion Office or Area Wraining Unit for the anncunce-
mert that is missing. 'The course snncuncements
should be maintained on a current basis Lo insure
that all of the approved courses are avallable for
ready reference, Whers further information is
desired concerning a particular course, iunquiry
may be made through established channels to the
appropriate training destination office.

J{ Belection. Applicants for instituticonal training should
be advised that altheugh they may be eligible for vocas
tional training it dees not necessarily mesn that they
wlll be selected. Primary selectlon is mads by the
Agency Superintendent, who, in turn; recommends it to
the Area Birector for his final approval. In order to
assist the Area Pirector, to insure a high standard of
selection, and to improve the number of successag in
training, an Area Vocational Training Advisory Selec-
tion Commlittee should be sstablished., The details
for the organization and establishment of this com=
mittee are set forth below:

A. Composiftion of the Area Vocatienal Training Ad=
visory seleztlon Commithee. There spall be
three members of the Area Vocaticnsl Trairing
Advisory Belection Committee and thrse alternate
members. These members wlll consist of the Area
Relocation Bpecialist, who will act as execubive
secretary and a voting member; and two addliional
representatives designated by the Area Tirechor.
It is suggested that one of the representatives
be designated from the Branch of Iducation with-
in the Area. The two members, other than the
Area Relocation Specialist, may be rotated and
changed periodically. However, it is suggested
that each member be allowed to serve at ieast
one year. The names of the members of the Area
Vocational Training Advisory Committes should he
furnished to the Central Office, Attentions
Branch of Relocation Services, ag goon as pos-~
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tablished. The Central (ffice
s2d of the changes in members

gibie after it is
should be kept apor
of this committes.

B. Functions of the Commitiee. Tt sghall be the re-
spongivility of the Area Vocational Training Ad-
visory Belsciion fomnitisz to review all applica=-
tiong for institutional training and make recom-
mendations Lo the Arvea Director for the final
selection of participants. The commlbbes may es-
tablish any standards desmed@ necessary to mainbtain
8 high selection standard. ‘The same standard must
be used vniformly for alil applicants. The com-
mitiee may request any reasonable reports for in-
formation on present eppileants and on Ltrainees
previously selected and participsting in training,
provided such material is used %o establish, main-
tain, or develop & high standsrd selaction criteria.
The records for all workings of the commities shall
be maintained in the affice of the Area Reloecation
Speclalist. Clerical assistance for committee
funetions shall be furnished to the committee by
the Area Reloecatiorn Speeialist. #Final selection of
appilcants recommended by the Selection Committee
is to be made by the Area Director or his dssigna-
ted representative. Applicants not selected are to
be advised by the Area Relocaiion Sp=cialist,
through tbe Agency Relocation Officer, in writing,
the reasons for mon-selection.

.8 Policy Regarding Trainees Who Merry While In Traluning.
Circumstances may be such that. htrainees willi wish to
marry while pursuing training. Many times the plans
are Tormuilated at ths Agency level before depariure
for training and fiuslly consummated abt the training
destination., TFor reasons of simplicily, expediency,
and sound future plamiing it is preferred that if
plans for marriage are in the offiug +the completion of
them should be accompiished bsfore Qeparture. Appli-
cants with such plans should be encouraged to marry
and procsed together. Such applicants should again
be advised of the following policy guidelines on this
subject after entrance intc training, ths prineipal
objective of which is to encourage trainess that start
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as singles to complete the training as such, and family
heads to continue to assume their normal respensibilities:

A. Trainee Marries Trainee.
Tuition and related costs are to be conbinued for
both husband and wife as long as they are in tralin-
ing.

Subsistence is to be adjusted to famlily status and
continued until the husband receives his first

full week's pay check after completion or termina-
tion of training, but not to exceed one month there-
after.

Health Services coverage is to be adjusted to
family status and continued through the month
following the month in which the husband completes
or terminates training.

B. BSingle Male Traines Marries Relocatee.
Pultion and related costs are to be continued for
a8 long as training is continued.

SBubsistence of the tralnee is to be adjusted to
family status and continued until trainee receives
his first full week's pay check after completion
or termination of training, but not to exceed ons
month thereafter. The relocatee ceases to be enw
titled to benefite as a reloecatee.,

Health Services coverage of the trainee is to be
converted to family status effective the first of
the month following the month in which married and.
continued through the month following the month

in which the husband completes or terminates train-
ing. The relocateels coverage 1s to be eancelled
at the end of the month in which married.

Cs» BSingle Female Trainee MarriesgiRelocates.
Tultion and related costs are to be continued
for as long as training is continued.

Subgistence for trainee is to be discontinued on
the date of marriage but any grants to be made o
the relocatee (within established time limits) are
to be adjusted to family status.

Release 82-22, 3-2h-61



RELOCATION SERVICES _ 82 1AM 4.5.2.8D

ORIGIN BERVICES

Health Services coverage is to be converted to
famlly status if husband is eligible and con-
tinued as long as he is eligible. If the husband
is inellgible, continue her coverage as a single
through the month fellowing the date of marriage,
to give the family time to make arrangements for
thelr own insurance coverage.

D. Pingle Male Trainee Marries Other Than Trainee
or Relocatee.
Tuition and related costs are to be continued as
leng as training is contimied.
Subsistence and Health Bervices coverage grants
are to be converted to famllj status immediately
upon marriage.

E. Single Female Trainee Marries Other Than Trainee
or Relocatee.
Tuition and related cosgts are to be continued as
long as she remains in training.

Subsistence is to be discontinued on the date of
marriage or on the date information regarding the
marriage is known.

Health Services coverage is 4o be continued
through the month following the date of marriage
to provide the family time to meke other arrange-
ments for coverage of their choice.

.9 Trainee Tancome From Other Than Productive Phases of
Training. TFlnancial assistance grants are intended
only to provide the minimum neeessities to trainees
and their families. There are some whe are willing
to make sacrifices to devote thelr leisure time to
employment in order to purchase some of the more
desirable living items. This ambition and attitude
should be encouraged rather than discouraged. Howw.
ever, a policy with regard to its effect on the suc=-
cegsful pursuit of the training objective is es-
tablished. The policy regarding income of trainees
from other than the productive phases of training,
such ag hospital work for practical nurses, is as
follows:
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Trainees are not permitted to engage in full-time
employment during the training peried. Subsistence
grants are to be discontinued 1f trainee insists

on continuing full-time employment.

Tralnees are not permitted to be employed part=
time eutside of thelr training course when the
work situation in any way interferes with their
studies and progress during the training perioed.
This is the most important factor to be consider-
ed when determining whether a tyainee should be
allowed to work outside of the training class.
The successful pursult of the training is the
primary purpose for which the trainee is bhelng
furnished these services. Nothing should be
allowed to interfere with this objective. Some
sacrifices must be made by the trainee in order
to achieve his objective of gaining skills which
will enhance his employment possibilities.

Where the trainee 1s working part-time and it

does not interfere with his training as seit forth
in (B) above, the amount of money he receives for
this employment should net be considered in rela-

“tilon te financial assistance grants except as set

forth in (B) below. To prevent the trainee from
ueing his initiative to acquire additional work
experience and additional income te enable him

to have a betier way of life and a more whelesoume
home would be a disservice to him, but at the

same time, 1t must not interfere with his progzess
in training. .

Where an individuwal is working and the work is
interfering with the tralning, the trainee shewld
be counseled to the effect that 1% dis causing
deficiencies and interference in his training
progress and that it must be stopped. In the
event the tralnee refuses to discontinue em~
ployment, one of twe courses of action should be
taken. He should be advised in writing that the
total amount earned will be deducted from his
financial assistance grants; or he may elect to
continue in employment on & fuli-time basgisg, sup-
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porting himself (and his family, if married)
without any financial assistance from the
Bureau. If the second alternative is selected,
he should be separated from training and re-
ported as a "partial completion.”

E. Where a trainee is employed while in training
and his combined income from such employment
and maintenance grants exceeds the amount of
income which reasonably could be expected to
be earped upon completion of training, the
financial assistance grants furnished are %o
be adjusted so as not to exceed the antici-
pated income in the field of work for which he
ig8 being trained.

A1l applicants for institutional training should be
advised of the above provisions during the applica-
tion~teking process, Further interpretation of
them will be furnished to him at the training des-
tination.

Use of Counseling Techniques, Aids, and Materials.
Every Relocation Bervices staff member furnishing
counseling and guidance to institutional training
applicants should undertake a program of familiar-
izing himself with the many counseling techniques,
aids and materials that are availablie. It is the
responsibility of the staff to Turnish the best
technical advice and guidance available., In or-

der Yo accomplish this, efforte should be made to
keep abreast of the up~to-date changes in counsel-
ing materlals and techniques which are available
from many sources and easily acguired. Even in

the most remote locations,materials and periodicals
are avallable for self-development. When needed,
subscriptions to pericdieals contributing to im-
provement, as well as attendance in class and con-
ferences on the counseling subject, may be authorized.
Libraries should be consulted continually for liter-
ature and material dealing with the subject.

The materials, aids, tests, etc., that are used when
counseling with applicarnts must be retained in the
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proper frame of refervence. YWhey ars tools with which
the applicant can work te heip him decide the voecation
he wishes to pursue. Tests speeifically should be
maintainad in realistic pervspective. They are only in-
dicators to assist and guide the sppiicant and the
counselor, mneothing meore.

.1l Preparation for Devarture. The time belween the ap-
plicant's leaving for and wntil his arrival at the
treining destination is probably cne of the grealest
obstacles that must be met. It is during this period
that the individual wmust make an unassisted adjust-
ment from the reservation to the urban commuelty way
of life. The closing of the gap bhelween reservatico
and urban commmity must be accomplished by the ine-
dividual, and every assistance must be olfered at the
time of departure te furnish assurances sund te build
selfwconfidence. Procedural details showid bs well
understood and completed se that the individual's mingd
way be free to concentrate upon the adjushment to be
made. In order to be of assistance at this time,
several guidelines are set forth below:

A. FEmphssis should be given at this time to the ef-
fect that this voluntary step which is being
taken of purgwing vecational training, acquiring
a skill, cbtaining gainful employment, and ah-
taining eventual self-sufficiency will bhave on
the prospective traineetls future. The individval
should be agsured that assistance willi be avail-
able at the training destination to help bim
attain his goals. It would be helpful at ihis
time to advisge the applicant that he will he
salbiting an example for othewrs of his triba.

1l

B. The need for encouragemenst &t this time is para-
wmount to success. Efforts shouid be mads o dig-
pel arny fears of possible fallure al this stage.
The good things that the future holds in store
should be eompared with what has gome bhefore, and
advice should be furnished that through the steps
being btaken improvemeny can be expscheld and ace
complished.,
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At this time the Individual should be informed
that he can expect from training oriy what he
pute inte it. Most decisions to be made during
training will be those of the trainee, and it

is important at this *hime 4o inform the individ-
uval that good atiltude, conduct, and coopsra-
tion should be uppermost in his mind, and are
also expected of him. It should be impressed
upon the applicant that the embarking on this
training plan and objective is a serious under-
taking, and many times the best effort may some-
times fall short, but continval effort to im-
prove should result in success. Also, there
will be moments of failure and discouragement,
but regardiess, the interest, desire, enthusiasm,
and effort to achleve willl bring uwltimate suc-
cess.

At this stage a word of caution should be pagsed
on to the prospective trainee with regard to
having his mind set upon a specific type of
training or employmert objective. In fact, it
would be best that conmsiderable rlexibility pre-~
vail in his thinking and sssvrance furnished to
him that the technical staff st the training des-
tination will work oub what is best Ffor him.
Agsurance should be given that assistance, guid-
ance, counseling, use of pertinent materials,
techniques, tests, efe., will be available to
assist him in Geclding upon aud reaching an
achievable goal.

Trainees should be informed that the experience
of Vocationzl CGuidance (ouunselors has skown that
many of the failures of trainees have come about
by the reluctance of tralnees +o consult soon
encugh with them when problems have arisen.

The importance of trainees utilizing this voca-
tional guldance counseling sexvice cannct be overw
emphasized. Agency Relocation Services staff
can do much at this time to build up with the
prospective trainee the fact that invaluable
helpfulness and assistance can be given during
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the training peried by this technical staflff at
the training destination. A fesling should be
established with the trainee that these services
are available at his request and at aay reason-
able time; regardisss of the problem ey situva~
tion involved. Prospective trainees should un-
derstand that they are free to use suech services,
and they are urgently requested ho de so befors
serious provlems develop.

. Of importence at this time is the nsed for the
prospective trainee to understand that the pur-
pose of the training is for eveniuval employment
and self-sufficlency. Agency Relocation Ber~
vices staff should go te graat lengths teo advise
the applicant te keep the oblective of employ-
ment constantly in mind, interest in training
high, conduct above reproach, attitude helpful
and cooperative, his mind open to receive sug-
gestions for improvement, and his physical con=
dition fit, so that all his energy may be de~
voted towerd accemplishing the training obw
Jective. Applicants should undersitand thabt in
order to attain and maintain an adequate living
standard 1t mey be necessary to move from gplace
to place where employment of the type in whiceh
training was received is avallable,

On~the~Job Praining. Publie Law 959 provides: "For
the purposes of this program the Secretary is aunthor-
ized to enter into contracts or agreements with....
any corporation or association which has an existing
apprenticeship or on-the~job training program which
is recognized by infustry and labor as leadiag to
gkilled emplioyment." In carrying out his authoriza-
tion, instructions for the negotiation of centracts
have been incorporated in the Property and Supply
chapter of the Manual, 43 IAM 4.31, Negotiated (lon-
fractes = On-the-Jjob Trairing. This chapier of the
Manual was prapared. ln cooperation with the Branch
of Property and Supply. It sets forth the respon~
sibilities of the Branch of Relocatlion Services for
the negotiation and servicing of on~the=job tralning
contracts. A copy of this Manwal chapler sliould De
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gecured and retained for ready reference purposes in -
connection with the cn~the-job training. The Manual
chapter also seis forth the forms tlat are to be used
by the contractor, as well as by the Agency Reloca-
tion Services staff.

The following procedure has been established with
regard to carrying out the Branch's responsibility
Tor compliance with Public Law 959. Applicants must
follow the same procedure as established for other
applicants for inmstitutional training. It will be
necessary to complete the Reloecation Services Informa-
tion Record, Form 5-L40, together with the Apviication
for Relocation Services, Form 5-412. A unit fiile shall
be established for each participant selected for on-
the-job training, and numbered in the same manner as
other unit files, with the exception that each Agency
unit file number shall be followed with the letters
"OJT" (gee Illustration 4, 82 IAM 4). These unit
files should be malntained the same as the other
Relocation Services wnit files and intermingled with
them in consecutive numerical order. Only the ori-
ginal of pages 1 and 4 of the Relocation Services In-
formation Record, Form 5-440, need be completed, and
only the original and one copy of the Application

for Relocation Services, Form 5-412. The extra copy
of the Form 5412 is to be furnished to the appiicant.
Only the simplest routing procedure should be follow-
ed for obtaining avproval from the aypropriate Agency
Superintendent. For applicants desiring on-the-~job
training, the Superintendent's approval is the only
approval needed. Thisg is shown by the completion of
Bection B{1) of Form 5-412. These two forms, when
completed, should form the basic information for the
unit file.

Where the supply of applicants for-on-the-job train-
ing exceeds the mumber of jobs available with the con-
tractor, a formal register of applicants should be
established, using the date the apvlication was re-
celved ag the order of placement on the register. Tt
is suggested that Form 5-Mi7 be adapted for this pur-
pose. When jobs become available, the order on the
register should be followed to the greatest extent
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possible, giving early applicants the Tirst consider—
otion. It may nobt always be pessible to selact the
first applicants, as they may not have the LType of
quallfying experience nesdsd by the conbractor. The
important thing to remember is to glve eguitanhle
treatment and conslderation to the appllicants on
file,

Tt is the Agency Relocation Serviges staffts primary
responsibility to sewvice the on~the=job braining con-
tract when it has been approved. Ia order te lnsure
that adequate minimum records are waintained waen
furnishing this service, the ferms egtablished in

43 TAM L.31 are to be the only forms used. Ln-
structions for the preparation and use of these Torms
are included as part of that Manuval chaypter. Ancther
regponsibility of the Agency Relocation Services staff
18 to sssist the contracter in locating sufficlent
applicants for tralnlng and to help those selected
for training to become adjusted to the industrial
work environment as well as to the community whare

the plant is lecated.

In order for the contractor to be reimbursed for the
training furnished, reports are required which in-
dicate the amount of funds to be paid. The Agency
Relocation Services staff should act as & repressi-
tatlve of the Bureau to insure that these reporss
are accurate apnd ths amount claimed for training is
warranted. A separate monthly statistical report,
Torm 5-659 (On~the-~Job Training Monthly Report, see
43 1AM, Tllustration 17-4.31) from the Agency Re-
location Services staff is required from those
locations where on-tha-jcb training contyraats arse in
exigtence.

It is expeched that Agency Relocation Sewxvices staff
will be in constanit contact with the conbractor

having on-the~job training conbrachs. The desires

and. requirements of the contractor should be thorough-
1y understood, and. every effort should be mads Lo as<
sist in meeting them. An amiable relationship of
cooperation between the contrachor and the Dureau
should be the objective.
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«3 Housing.

.1 Objective. One of the principal objectives of the
Relocatlon Servieces program is to help Indian people
appreciate the value of living in standard housing
(living quarters which provide adequate space, which
are properly lighted, ventilated, meet safety and
residential reguirements, and are commensurate with
income received}. Standard housing should be in
reasonable proximity to social and economic rescurces.
It 1s the poiicy of the Branch of Relocation Services
1o assist Indian people in locating standard housing
in urban areas where they are relocating. The housing
obtained must be directly related to the income of the
family in order te furnish econcomic self-sufficiency;
it should be adequately provided with the aceepted
standard househeld items, utilities, and conveniences,
in good conditien and meeting community heyith stand-
ards; and the location should be within easy access
to work, school, shopplng and recreational facilities.
The selection of housing according to these criteria
should contribute immeasurably te improving the In-
dian's way of life.

.2 Background. The majority of Indians are presently
living on a reservation or in other isclated areas.
Many ¢f them have not had the opportunity to enjoy
guarters for family Jiving which meet the minimum
requirements for health and good social adjustment,
and which afford the indlvidual needed privacy.
Housing which meets these standards is not always
available 1n most of these areas.

Attendance in off-reservation schools and military
service; as well as visits te nelghboring commmities,
have acquainted some individuale with what ig termed
"adequate housing." Others who have held short~term
Jobs In cities or engaged in migratory labor have had
little or no cpporbtunity to observe or live in stand-
ard ghelter. Most of the people who apply for pregram
gservices to urban areas have had little if any ex~
perience in paying housing rent on a sustained basis.
If they have paid rent on quarters used, often such
payments may have been in kind instead of in cash.
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In the majority of instances the rental rate has nob
been comparable to the rental figure whieh is con-
gidered squitable in the mcdern community, from ong-
fourth to cne-third of the income (depending on in-
come in relation to family size).

Types of Housing Avallable. There are itwo types of
housing gererally available in every urban community:
temporary and permanszt. DBobth types of housing ars
available for rental purposes. Set forth below is
information relative to each typa.

A, Temporary Housing. Temporary housing 1s housing
established for: +{hs transient, perscns desird
only temporary quarters; or indlviduals unable
o locate switable permanent housing. Temporary
housing wsually consists of: motels, hotels,
boarding houses, furnished apartments, olubs,
YMCA and YWCA facilities, and most of them ars
availablie for single men, single womer, anc
family units. They are usually located near
the destination office in the downtown area of
the urban city, and are available te local, sub-
urban,; and long-distance transportabion. These
facilities usuwally have bed and bath accommoda-
tions; they may have elevators or wallk-up areas,
lounge and recyeational facilities, and irn many
instances, food service. ILeundyy facliities
are usually available within the housing
facility, ox are locabted within the neighber-
hood. Soms hobel-=type temporary quartersg, waich
have a central desk, sexve tenants by srranging
for the pick-up and delivery of iaundry and dry-
cleaning. Oxdinarily, these facilities requirs
registration procedures aund allow for individ-
uals to remein only for shorit pericds of time.
Rents are usually peld on a daily or weekly rate
basls.

B. Permaner® Heousing. Permanent housing is housing
other than temporary, available on a long-teim
basis. It iz usuelly available for single men,
single women,; and family units.
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Housing for Single Men and Women. This type
of housing consists of the foliowing: TMIA,
YWCA, hotels, furnished and unfurnished apart-
ments, room and board situations, and furnish-
ed and unfurnished rooms in private homes and
clubs. Generally this type of housing is
located near the individual's esmployment,
transportation, shopping areas end recreation-
al facijities. Depending upon the sirsum-
gtances, food serviee is usually immediately
availeble to the individual and may he avail-
able within the housing faeility. Telephone
and other ubilities are in clase proximity to
the residence, if not included in the renial,
Taundry facilities are wusualiy near at hand
or arrangements can be made tw have it sent
oulb or dons by the individual.

Housiang For Family Units. Housing for family
units uwswally consists of furnished and un-
furnished apartmenis, furnished and vnfurnish-
ed houses, public housing or homes purchased
by individusls. Generally they are located
in stable residential neighborhoods whers
work, school, lawndry, tracsporitation and rec-
reational facilitlies are within reasonsble
distances. Often the zost of wtilities dis in-
cluded in the reguwlar rental for apartments

ags well as for houses. However, ths cost of
utilities iz generally separate from the rent,
and the tenant is billed regularly by the re-
spective wtility companies. Publice vtility
companiss uwsually require a deposit pricr Lo
the extension of serviece. Telapghone gervice
is econsidered opticnal. Quarbters of this

type are either irn single or multiple units
with elevator or walk-up avrangements.

Standard permanent housing is equipped with the
modern conveniences avallable through public pay
telephone booths located in or near the zentral
area of the housing faciliiy. Private telephone
service in apartments may be arranged with the
telephone company after permigsion for the in-
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stallation of such service ig cbtained Trom the
housing mauagement. Effort is made by destina-
tion offTice staff to locate for prospective
tenants the best accommodations for the renter's
dollar. BSome landlords require a thirty-day
lease on better type living guarters. Signing
such a lease 1is a protection For beth landlord
and tenant.

.4 Counseling Apollcants Abeut Housing. Oume of the most
difficult adjustments that a relocatee muzst make is
the transition from reservation living, or living in
a small town or iscolated area; to modern living in
an urban community. Along with this bransition is
the need for him o beecome accustomed teo a different
type of houging than formerly used at the reserva-
tion. In mest instances, the housing available en
the reservation is not comparable to that available
in an urban commmity. In addition, the relocatee
must beeome accustomed to the paying of rent for
housing as well as utilitizs, a procedure gometimes
not involved in reservation living. Therefore, the
Agency Relocation Officer should apprise the re-
locatee of these diffewences, and assure the re-
locatee that he should find adjustment net insur-
mouniable, _

The applicant shall be informed that ths Gestina-
tion office will mssist him in cbiaining adeguate
housing. Such factors as locality, accessibility

to employment®, schools, transportatien, shopping

and recreaticmal facilities are taken inte consider-
ation in lecating housing. The destiration office
staff has had considerable experience in lervabing
heuging in the commmnlty.

The Agency Relocatlon Officer ghould alwaye use con-
siderable discretion in describing the housing svail-
able at the destination point or in relating to
prosgpective applicants information recelved from
other Indian pecple concerning their housing exe
periences., He should be extremely caubious in
giving specific and detalled counseling regarding
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housing in the new areas.

The Agency Relocabion (Officer csn not advlse e
locatees regarding the gpecific type of permanent
housing whiekh may be avallable to him at the des-
tination point. Many factors govern the szligction
of appreopriate housing; size of family, area of
city; place of empioymant, proximity to schools,
ehiurch, shopping, efc., plus availability of funis
to pay rentals. Care should be exercised that the
applicant and his family do not kave thelr hopes
built up beyond what can reascnably be expssted
It is prefcerable to allow considerabls latituie
in discussing the housing that will be furnished,
in order that the destinaticu office way exerciss
discretion regarding the housing of the unit.

Upor arrival at the destination office the xelocates
and his family are usually viaced in femporary
housing. The family will remain there wnhiil such
time as the relocates has beeun assisted to find
permanent employment or until ke has entsyed ia-
gtitutional training. The relocates should urder.
stand that he may be living in temporvary housing
for a period of from ene day to three weeks. Or-

L dinarily, peogie 1lwe¥idF Lemporary housing approxi.

i mately one week to ten days.

There is a difference between the policy fo
locateas and tralmees with regard to the sels
of permanent housing. Esseutially, t?ﬁ@@“’“ﬁ
housing is found for beth types, budb whan it is
necesgary to cobtaln permanent housing the apelicant
for reilocation has considerably more freefom in

the selection of the locatiorn and type of bousing.
The traines's housding greference, op the obler
hand, 1s subject o more scrubticy in its type and
location, sinee the Adult Voesbtional Training
Agreement which he signs indicates that he must
consult with the desbinabion office staff bafores
moving from one locaticn to amcother. Altkough the
housing enviromment is recognized as s conbribubing
factor towards suecedssful relocaticon for employment

T “ﬁ‘e._.
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and institutional training, the Bureau of Indlan Af-
fairs retains the right of setting a different peliicy

between furnishing service for the two.

The complete training period should be emne of improved
exposure to betber living for all members of the
family. The trainee and his family are conversant
with the terms of the tralning agreemsnt and thelw
consent to abide by its terms obiigates them to co-
operate with the staff in making this peried a profit-
able ene not only for the trainee but for every msm.
ber of the famlly.

It is incumbent upon the tralnee that any heusing
move made by him should have the concuwrence of fdes-
tination office staff. Faillure to observe this makes
the Grainee subject to termination of training. Re-
locatees do not nseessarily have to consult the des-
tination office staff when moving frem ene Lecation
to another. However, the destination office staff
will be available for consultation with the relscalbes
whenever a move is desired. The relocates should
consult with and use the housing services availsblie
at the destination office. '

Although the patitern for arreanging for the rental of
housing quarters and the payment of rent feor the use
of such quarters may be foreign to the relocates or
trainee, he must understand and acceet the fact that
he needs to conbract for living space and pay for it
on a regular schedule.

Usuelly,; the cost of the housing obtalned is compar-
able to the cost of other guarters available in *the
community that are occupled by wage earners of
gimilar economic levels as are Indian workers. IH
should be emphasized that at least one-fourth {(i/k}
of his income will he expended for rent for housing.
The important thing for the relocatesz to remember

is that in erder for his relocaticn to be successful
it is essential +hat he be prepared to assume this
regponsibility for payment of housing.
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The society of the urban commnity expscts residents
in the various communities to maintain their premises
in an acceptable fashion, the interior as well as the
exterior of the housing. The conduct of all the mem-~
bers of the household should also be directed toward
respecting the interests and privacy of cthers. This
means that it is essential to: keep the children un-
der control, avold having parties that msy disturb
the neighbors, refrain from having loud-playing radios
or television, ete. All fachors which contribuie
towards disturbing the privacy of neighbors may con-
tribute towards the landlord terminating the lease.
To have good neighbors, it is necessary to be one.
This point should be given emphasis by the Agency
Relocation Officer.

Because there are go many complicating factors when
considering the selection of housing, 1% behooves

the Agency Relocation Officer to urge the applicant
to consult with the staff of the destination office
concerning his housing problems. However, when

the relocatee is permanently employed and bhas found
his way in the community, he may wish to select his
own housing without consulting the destination office.
This is his prerogative and will be respected.

Information on Destination Office Housing Facilities.
The destination office shall furnish the Agency Re-
location Officer with information concerning tem-
porary and permanent housing, as outlined in 82 IAM
5.2.5. At times, information concerning housing may
also be furnished by the Central Office or an Area
Office.

4 Community TLiving.

A,

Definition and Objective. Community living is defined
as a process individuals experience in adjusting and
adapting themselves to the diffewrences iz the in-
ternal. and emxiernal condlitions of the new urban com-
munity which is geographically removed from their
present residence. One of the functions of the

Branch of Relocation Services is to furnish to re-
locatees (for employment and training alike) assist-
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ance, information, advice, guidance, and consultation
in order that they may more readily adjust to the com-
minities where they desire to relocate.

B, Background Infermation. Life on a reservation er any
smali, isolated community differs considerably from
living in any urban community. The size, pace, and

~pervices of the urban communifty neturally present a
variety of situations and reguirements of the individe
ual which demand understanding and acceptance. The
Federal Government has supplied to the Indiar on the
reservation many of the community services which are
normally performed by the local, county and stabe
governments in the urban community. The culbural
background of the Indian whose living has been re-
stricted to the reservation only differs in a cer-
taln sense in values from the pattern and mores in
the urbanized community.. The Agency Relocation Of-
ficer shall endeavor to -previde individvalized as-
sistance in preparing the relocatee to undersiand
these differences, to reconcile the values eof the
two cultures and to make such adjlustments as are
necessary with the least difficulty possible. Among the
more material items of difference in everyday living
are convenlence and regularity of modes of transpor-
tation, gtreets and highway systems, modern plumbing,
electricity, gas end running wabter, availability of

- modern communiecation devices, ebtc. The new relocatee
should be cautioned, and should accept assistance
given regarding the Importance of plamning for the
financing of basic human needs in the new 1ife. Regular
payment for shelter, utilities, food, bLransportation,
etc., demands his responsible attention,whick is 1n
sharp contrast to the cesuval demands for similar ser-
vices on the reservation. The relocates must bs
made to understand that he has the sole responsi-
bility for his welfare, and that the reservaticm
patterns of shared assistance and cooperation be-
tween family and tribsel members dc.neot chitaln izn
the urban community.

C. Responsibility of the Agency Relocation Officer, It
ig essential that the Agency Relecation Officer be
familiar with and understand the enviromrent (re-
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sources, economics, culture, etec.) of the reservation. The
things which must be learned specifically are set forth a-
bove in the section on "Background Tnformation.” To carry
out the Branch of Relocation Services' objective, it is
necessary that the Agency Relocation Officer have a thorough
understanding of those conditions which exist at the destina-
tion office, elther from first-hand experience or through
the information furnished by the destination offices and
the Central Office. It is important for the Agency Reloca-
tion Officer to learn and keep well-informed abuout the
Agency organization and the various programs which are in
operation, paying special attention to those programs which
may be affected by or related to the Reloeation Services'
actlvities. To be effective, the Ageney Relocatlon 0f=
ficer should alse seek through planmned reading to acquire
knowledge of the history and culture of the various tribal
groups with which he 1s working and to keep himself in-
formed about current political, soclial, and economic
situations through observation, discussion, and study of
current reading and reports in these fields. Alsc, he
should be aware of the future plans of the tribal govern-
ing bodies and the local, county, and state govermments

and the Federal Governmeni in regard to rehabilitation

and development of the reservation areas.

The Agency Relcocation Officer's responsibility includes a
thorough knowledge of all the information furnished,
together with some know-how of the technigues needed to
present, convey, interpret, and disseminate the informa-
tion to the Indian. However, the Agency Relocation Gf-
Ticer should profit from the experience of daily contact
with tribal groups, Indians, other organiszetional segments
of the Bureau and the local, county, state and FPederal
governmente. These conbacts can serve multi-purpose
benefits in broader interpretation of conditions, people's
needs, and program objectives.

One of the major tests for the Agency Relocation Officer
is relating those things which make up the appiicantls
environment to the enviromment prevalent in the urban come
munity. In other words, the Agency Relocation Officer
should try to convey to the applicant how the non-Indian
in an urban society lives, and the fact that the activities
engaged in on the reservation are not muech differvent from
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those at the destination. The difference occurs in the
way they are deone and the velues which are pla.ced upon
them.

The Agency Relocation Officer is immediately confronted
‘with the fact that customs, dress, housing, employment,

and values that might be acceptable at the reservation
must be re-evaluated by the Indian when he considers re-
location. The change contewmplated is fraught with emotlon-
al, soclal, and cconomic situations that are new. The
family's success depends on their self-diseipline and ef-
forts in employment, money menagement, assumption of
general living respensibilities, eltc. An example of this
is the desirability as well as the near necessity of the
individual relocatee to assume responsibility for the con-
tinuation of the health and hospital service contract at
the conclusion of the periocd when such service is no longer
provided by the Bureau of Tndian Affairs. The decision

to relocate should be recognized as sometimes a difficult
one to make; leaving known and familiar places, people;

and ways of living for a strange enviromment where there
are no ties, demands courage and real confldence in the op-
portunity offered through the Relocation plan.

The Agency Relocation Officer shall help the individual
think the whele situation through carefully, measure

his assets on the reservation (unearned income for agri-
cultural and mineral leases, income from timber, ste.),
possible bars from tribal membership and tribal dividends
to children beorn off the reservation, ctc. A realistic
and practlcal declslon must be made by the enbire family
vefore successful planning can he done.

However, if the individual can project this thinking in
terms of the benefits accruing from taking this step
towards a more secure fubture for himself and his family,
he will realize it will offer greater opwortunities for
learning to Lis children in urban schools and universl-
ties. The schools that the Indian children attend on

the reservation axe usually for Indians only, while the
gchools in the urban community are for any children withe-
in the immediate area of the school. Those Indian children
who attend schools in the urban community should benefit
from associating with the non-Indian studente and should
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acquire at an early age some of the understandings, habits,
and ways of living which must be accepted to attain the
abllity needed to succeed in a competbltive society. The
wife (homemaker) benefits from the added comforts and con-
veniences in the urban area where better housing with
modern utilities is available. The reduction of work, as
well as the asgurance of a healthier family, are the end
results of having: refrigeration for food, hot and cold
running water, use of automatic washing machines, ete. In
addition, the availability of better schools and broader
recreational opportunities for all members of the famlly
offers parents a feeling of security for the future of
their children.

Program Integration. The Agency relocation program should.
be integrated with the over-all Agency or reservetlon
program. BSince the relccation activity strives to bring
the resident population into a reasonable balance with the
reservation's resources and economy, the Agency Relocation
Officer, in planning his activity, should know the over-
all Agency or reservation program: what other branches

of the agency organization, what the tribe, and what non-
Bureau Governmental agencies in the community are planning
and doing. Relocation provides an outlet for that por-
tlon of the reservation population which wante to learn an
employable skill or which wishes to #ind steady employment
in an area with more general living advantages. In order
to take full advantage of this opportunity, individuals
relocate to areas where the job market is sufficient on a
year-round vasis to serve the traffic of skilled as well
as unskilled workers. Relocation is not the answer to the
problems of all persons. Relocation should not be con-
sidered by persons who by reason of temperament, age, and/or
handicaps cannot make the adjusiment in the new living
areas. The movement from the reservation of those persons
who are interested and qualified for the services of the
relocation program reduces the support demands on the
reservation resources and economy; other Bureau programs
are generally directed towards developing the reserva-
tion resources and economy to support the existing or a
larger population.

Planning the Relocation. Much emphasis must necessarily be
placed on this aspect of the wrelocation program. In order
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to commence intelligent planning, it first becomes neces-
gary to determine what the relocatee expects and prafers in
the way of geographic locatlon, employment, or the pursuit
of training at the destination point. Once this objective
has been decided uwpon, it becomes necessary to determiue
realistically whether these plans are feasible. I% is
necessary to plan tentatively in advance what the sexpected
earnings will be at the destination point in fterms of
minimums expected for work opportunities that might be
available to a prospective relocates. The family's living
standard should be taken into consideration, discussed with
the family, and used extensively in the planning stage of
the relocation. The family must be shown what they might
expect 1n the way of current day-to-day and month-to-month
living expenses., This plaunning should be dore, if at all
posslble, on a family basis. It should be coopexatively
planned, with the husband and wife always Jjolntly taking
part in the plan, and in the event there are older children
in the family, it is sometimes advisable they be present
when formulation of the reloecation plans is belng under-
taken.

In formulating the plans, it should be determined just

how they will be carried ocut. The mode of transportation
the family will use in relocatlon should be discussed, and
the problems that might be incurred in eonnection with
traveling should be covered realistically. A great many
Indiansg have never ridden on & train before, and therafore
may encounter many problems in their travel te the desilna-
tion point. The facilities and services offered by the
Traveler's Aid Boeciety should be owblined te the relocating
family. In the svent that emergencles arise, the family
should be in possession of information as to how to ap-
proach thelr problems when they are without friends ox
coungel upon which to rely. The transfer of children from
raservation schools to schools at destination polnt aisc
requires considerable planning. The transfer of records,
birth certificates, and other data must be well thought

out and planned in advance so that these imporbant docou-
ments will always be readily available and accesgible

upon arrival at the destination point.

A1 of the plans should become a part of the Reloeation Ser-
vices Information Record and made available toe the destina-
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tion office staff so that they will have full knowledge of
the entire process commenced at the Agency or comparable
Jurisdiction level.

It should always be remembered that planning at the Agency
level is the basis for continued planning after relocation
is actually pegun. To ask the destination offices to
start planning where there has been inadequate planning at
the office of origin is unfair to the destination office
gtaff and & disservice to the relocating unit.

It cannot be overemphasized that in order for the destina-
tion office staff to counsel successfully with the re-
locating unit, they should possess as much knowledge of
the relocating unit as the Agency Relocation Officer does.
To assist the destination office staff in this regard the
Agency Relocation Officer should exerclse care in record-
ing on the Relocation Services Information Reeord complete
information about the unit, as well as a perceptive evalu-
ation of it.

F. Counseling and Guidance Prior to Departure. After the
Application and the Information Record have been prepared,
transmitted, and approved, and all plans have been formu-
lated, the Agency Relocation Officer is in possession of
a composite picture of the relocatee and his family. He
has become acquainted with much information concerning
their background; and at this stage of the relocation
process has formulated definite opinions concerning the
relocatee. He should possess information that would help
him evaluate the individual. He undoubtedly is aware of
the relative sirengths and weaknesses of the individual
and his family, and should be able to give good counsel-
ing and guidance prior to departure.

The Indian feels very keenly his rights as a citizen and
5 human being. #He wants more than anything else to be
dealt with honestly, frankly, and informatively. He is
entitled to and should receive respect from the Agency
Relocation Officer for the step now being taken. In
leaving a reservation, the relocatee knows in general
terms what 18 left behind, but he is not aware of what
life and conditions will be like at the destination point.
He likely is not cognizant of the factors of soclal and
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economic adjustment and of all the changes (some of whilch
mey be unpleasant and undesirable to him) which must be
made. He must be helped to understand and realize what
lies ahead. The Agency Relocation Officer should consult
and counsel with him about all of these matters, and should
encourage the family to cooperate wherever pessible with
the destlination office staff, who provide continuity in

the relocation process. The Agency Relocatlion Officer
should therefore do everything possible to instill in the
famlly the utmost confldence in the varicus members of

+he destination offlce staff who will be asslsting them and
working closely with them in those matters connected with
community living and their adjustment %o the community.

One of the last things which an Agency Relecation Officer
can do when counseling with the reloeatee and his family
prior to departure ig to remind them tiat reloecation is
not necessarily easy, that obstacles may be encountered
which appear detrimental at the Hime to the success of the
relggation, However, 1% should be pointed out to the re-
locating unit that these obstacles should be considered
as a challenge, and that they should be willing to meet
the challenges as they occur. When problems occur it may
-be easler to use these as excuses for veturning to the
reservation. However, the relocating unit should be im-~
pressed with the desirability of discussing difficulties
with the members of the destination office staff; and
with their help work out mutually acceptable solutions.,

Another important factor contributing immeasurably toward
the success of the relocation is the management of funds;
this should be discussed thoroughly with the relocating
unit. Many people overestimate thelr ability to pay for
items which they have bought on credit. The destimation
staff can be of real assistance in advising the relocatee
about the establishment of credit and the value of
maintaining a good c¢redit rating. TFhe relocating unit

may have the cpportunity to have in their possesslion mere
money at destination point than they have heretofore possess-—
ed. It should be realized and understcood by the relocatee
that more money is needed at the destinatlion office in or-
der to attaln eventual self-sufficiency. It should be fur-
ther understood that only through the establishment of a
realistlic budget or money management program, a strict
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adherence to the expenditures established, as well as
sacrifices involving desired items, can eventual self-
satisfying, permanent relocation be achleved.

The relocatee should be warned against suecumblag to home-
sickness and loneliness. The Agency Relocation Officer
should point out that there is a variety of good, in-
teresting, and lnexpensive recreational opportunities
avallable to city residents and ‘that there are many other
people who are eager to make friends 1n the new community.

<5 Departure For Destination Point. The following section deals

solely with the procedures and preparation for the physical
departure of the applicant and his family, while guidellnes for
their mental preparation are contained in 82 IAM 4.5.1,

L.5.2, 4,5.3, and, b5k,

A.

Selection of Belocation 8ite. At this stage of the process-
ing the applicant should have been furnished extensive in-
formation about all destination office areas. From this
information he shonid have made a choice of a. relocabion
point. The following is some of the information supplied
which the applicant should have discussed with the Agency
Relocation Officer in determining the destination point:
geographical location of destination offices in relation
to applicant®s home; climatic conditions in destination
offiee areas; avallabiliity of community resources; general
cost of living and relative costs of services (which in-
clude housing, transportation, medical services, religious
services); Jjob market and prevailing employment opporiuni-
ties; institutional training possibllities; and any other
advantages and poltential problems that might be encounter-
ed in a particular destination office area.

Use of Financial Asgistance. Financial assistance may be
disbursed at the pcint of origin to eligible applicants

for subsistence en route and for transportation Lo the des-
tination point, as cutlined in 82 IAM 6.5. "Alse, under
certain exceptional circumstances, [financlial assistance
maey be granted for physical examinations by private
physiclans and for personal appearance. BEach aspplicant
shall be informed of each category of financial assistance
that may be granted at the point of origin and at the des-
tipation point; and under what condltions each category
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may be granted.

%4%- (1) ©Subgistence En Route. This tyve of financial assist-

' ance ig provided for subsistence Guring the course of
travel from the applicant's home to the place of des-
tination services. An adequate amcunt of money is
granted to defray the expenses of meals while travel-
ing and the first night's lodging and meals al des-
tination point hefore gubsistence funas,; if nesded,
are re%eased to thg appl%can fr?%a?%e Gastination
offjce(see 82 IAM 6.5.1C) ~ALEL Lo.r77C
G/ 10) 70 Secioiol 55 gt .5 10

(2) Transportaticon. TFinancial assistance is provided for

transportation costs from the applicant's home to the
degtination point. The mode of travel may be either
by common carrier or by privately owned aubtomobile
(see 82 T4M 6.5.1B).

-(3) Personal Apmearance. Sometimes the apslicant and his
family lack or have inadequate personal artiecles of
clothing for travel to the destinatlon point. The
procedures outlined in 82 IAM 6.5.1D should be follow-
ed 1if the Agency Relocation Officer ascertains that
the circumstances of need arc exceptional and the ap-
plicant or his dependents need clothing items. The
gpplicant should understand that if such a grant for
clothing is received, the grant for the unit’s main-
tenance ab the destination point will be reduced by
the smount recelved for the purchass of clothing.

(4) Physicel Examinatiens. Financial assistance is pro=
vided for physical examinations only when the Public
Health Service is not avallable or located at dis-
tances too far to make such arrangements practical
or ctherwise unable to perform the examination (see
82 IAM 6.5.14).

C. Travel Plans. Travel plans of the applicant shouid be
carefully wade and confirmed in advance.

The Agency BReloeation Cfficer and the applicant should
ascertain the modé of travel that will be used to ths
destination office; if by common carrier, the necessary
arrangements should be #ads with the railroad or bus lines
for adequate accommodations. Air transportation may be
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usged when the cost of thls mode of travel is ths same or
less than other common carrier transportation (see 82 IAM
6.5.1B), Tt is advisable for families with small children
to travel by train. If the applicant has an aubomobile
and desires to use it in traveling to the destination point,
he may be provided with funds to meet operating expenses,
provided the vehicle is in good mechanical condition and
able to withstand the rigors of the trip, and provided,
further, that it will not be a financial burden on the
mnit at the destination peint. The vehicle should be
properly licensed, have legal state Ilicense plates, and
the driver should have a valid state driver's license in
his possession. If finenced or mortgaged, & satisfactory
written agreement should be cbtained to take the vehicle
out of the resident state. Provisions must be made by the
applicant to pay the remaining mortgage, if there is any.
Confirmation of such agreement shall be provided to the
destination office for thelr use in assisting the re-
locatee in the development of a realistic money management
plan.

The appliecant should be cautioned against overexpenditure
of the funds received for subsistence en route, since
these funds are only adequate to meet the necessities
during the trip to the destination office. The Agency Re-
loeation Officer, on the other hand, should encourage the
applicant to reserve a small portion of these funds for
emergency use in the event that there is an unplanned for
delay en route.

The Agency Relocation Officer should work with the family
to insure that they have clean and adequate clothing for
the trip. If they do not have sufficient clothing, loecal
resources should be checked with the hope that adequate
clothing may be ebtained.

The applicant should be provided with specific written
travel instructions indieating the: +time of departure of
the common carrier, time of scheduled arrival of the

carrier at the destination point, time and place of any
changes of common carrier and/or layovers, with Instructions
about the use of time at intermediate points. The appli-
cant should also be provided with specific information
relative to the time the destination office will expect
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him to report, the address and telephone number of the des-
tination office, diréctions from the common carrier statlon
to the destinabion office, and address and location of tem-
perary housing accommodstions, if required. When travel is
by privately owned automobile, the instructiens shovlid
specifically state ihe time and day the applicant 1s %o
report to the destination office. These instructions should
be thoroughly understood by the applicant and his famlliy.

The Agency Relocation Officer, if abt all possible, should
be personally present to assist the applicant and his
family when they are leaving for the destination point.

An .appreciation for the Impertant step baing taken by the
relocating person, and the exbension of good wishes for his
success by the Agsncy Relocation Officer, is a desirable
way to promote his confidence in his ability to prove his
worth. A good departure is usually a good start towards

a successful relocation.

4.6 Relationships with Other Bureau Progrems.

.1 Coordination. The releocation and training of Indlans away
from the reservation represents to some extent the fruition
of other Bureau programs which contribute to preparing the
Indians physically, vocationally, and psychelogically to
become gelf-supporting. TRelocatlon Services operations sheuld,
therelore, be coprdinated with other Bureau programs te the
Tullest extent possible. The Agency Relocation Qfficer should
consult other branches in matters which involve areas of acw-
tivity for which they bave some responsibilifty or in which
they exercise some influence.

.2 Pamlliarity with Other Programs. Agency Releocation Officers
should familiarize themselves with the resvonsibilities and
functions of other branches operating within thelr respective
Jurisdictions and sheuld take appropriaie steps to assure that ,
other branches are aware of the objectives and eperations of
the Branch of Relocation Services. Every effort should be
made to secure the cooperation of ether branches in supperting
and attaining program objectives. On the other hand, the
Agency Relocation Offlcer should furnish suppert to the other
Bureau programs and appraise the applicantts need relative to
them. When other Bureau services are requlred, referral
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should be made to the appropriate branch.

4,7 Relationships with Tribal Organizations. It 1s the responsibility
of the Agency Relocation Officer to work with tribal governing
bodies and other appropriate Indlan organizations to promote an
undergtanding of and cooperation with the Branch of Relocatlon
Servieces. The Agency Relocation Officer should work with them
to the extent that they are willing or able to cooperate. When
these organizatlons heve a Relocetlon Services Committee as an
integral part of thelr organization, the Agency Relocation Of-
ficer should cooperate with them in keeping the organization
adviged as to the services of the Branch, particularly those
being provided thelyr members. When needed, the Agency Reloca-
tion Officer may request assistance from the tribe or committee.

4.8 Relationships with Destination Offices. The operations of a
degtination office and an office of origin 2re similar in that
each is assisiing Indian people. While the office of origin
prepares applicants for relocation or training, the destination
office assists them in fulfilling thelr ebjective. Both of-
fices have a job to do and each must respect and put trust in
what the other is doing. Good rapport between these offices is
essential in order to accemplish the appllcant's over-all ob-
Jjective,

.1 Communications with Field Relocatlon Offices. The Agency
Relocation Officer may telephone or communicate in writing
directly with the Field Relocation Officer only in con-
nection with the individual applicant from that particular
office. If it is a written communication, a copy should

. be forwarded to the Area Director, Attention: Area Reloca~
tion Specialigt, for his information. Requests for special
studies and/or reports shall be held to a minimum and shall
be forwarded through established channels.

«2 Communications with Apea Training Units. In general, the
same procedures should be followed by the Agency Reloca-~
tion Officer in communications with Area Training Units
as have been established for Field Relocation Offices (see
82 1AM 4.8.1, above). However, Area Offices may establish
such procedures as are considered necessary for efficlent
operations. '
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4.9 Relationships with Other Organizations. The Agency Relocation
Officer shall familiarize himself with the Federal and non-

" Federal pubiic and private agencies within his jurisdiction to
determine which agencies may possibly contribute towards the
objectives of the Relocation Services program. He should
establish and maintain appreopriate working relationships with
these agencies and make use of thelr services te the greatest
extent possible. If it 18 ascertained that an applicant may
benefit from or requests a service provided by one of these
agencies, referral should be made to the apprepriate agency.

4,10 Records and Flles,

.1 Confidential Nature of Records. Due to the nature of the

materials contained in unit file folders, the contents

- ghould be kept in confidence. The unit flle felders shall
be kept in lecked file cabinets, Folders shall not be left
on desks when the staff is out of the offilce, nor at night

- when the office is clesed, but placed in the cabinet.
Reports concerning relocatees or trainees from destination
offices, Area Offices, or eothers should not be dlscussed
with unanthorized individuals sginee they are confidential
in nature. Individvals found to be negligent in maintaine-
ing the confidential nature of the information will be sub-
Ject to administrative disclplinary action.

.2 Records. In order that records shall be unifoxm in all
Jurigdictlons, the Agency Relocation O0fficer shall main-~
tain the fellewing records:

A. Agency Applicant Control Register (see Illustration U,
82 TAM h).

B. Individual Relocation Services Unit File Folder (see
Tllustration 5, 82 IAM L),

C. Alphabetical Index Card (see Illustration 5, 82 IAM 4).
.3 TFiles. The records maintained in 4.10.2 above shall be
placed. in a repository of an appropriate size for the main-

tenance of the record(s) and shall be located in the of-
fices of the Agency Relocatlon Officer.
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Reports. This gection deals with those reporte, both narrative
and statistical, that are required and are considered necessary
for offices of origin to submit through administrative channels
to the Central Office of the Branch of Relocation Services, and
any other reports that offices of origin may be requested to
submit. The reports required by the Central Office will pro-
vide them with valuable information as to preogrsss and the
marmer in which the program is being carried out, any problems
of carrying out the program, and how they are or may be re-
golved, certain statistical data concerning operations of the
program, and recommendatlons or suggestions regarding improve-
ments in operations. In addition, these reports assist the
Central Office in programming for the future,

A. Reports of Departures for the Destination Point.

who are ac :
whe actually 0 £0r destination
points. Form 5~ T Departures or Ar-
rivals, will be . R =.  (See Illustration
6, 82 IaM 4). This rePsgt ig”%o be submlttedAWFekly, and,
is te include only those %N

-'uql arrivals of relocation and 1nut1tutjonal training
units at that point of service.

B. On-the-Job Training Reports. Where On-the-Job Training
Contracte are negobiated with industries which because of
their location are within the Jurisdiction of an Agency,
these Agencies should submit, through channels, a monthly
report pertaining to information about each individusl who
is entering into on-the-job training. Form 5-659, On~the-
Job Training Monthly Report, is to be used for this pur-
pose., (See Illustration 17-4.31, 43 IAM 4). This report
containg data regarding the individuals who entered train-
ing during the month; cempleted training during the month,
and discontinuved training during the month.
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C. Quarterly Reporlbs. A narvative report regaxding program cpara-
tions 1s to be prepared each quarter by offices of origin whers
relocatlon services programs are established. This report
presents a pleture of the major activities, preblems, and ac-
complishments of the program of Belocation Bexvices of fThat
office of origin for the gquarter. This report shall bs for-
warded through the Agency Superintendent or other Officer~in-
Charge to the Area Director, Attention: Awvrea Relecation
Specialist. The Area Relocation Spscialist will review thls
report along with reports from cther jurisdictions within the
Area, and will prepare a summarized report for the Area. The
sumparized report, btogether with the Indlvidual Agency reports,
will then be forwarded to the Central Office, Branch of Re-
iocation Services. The information desired and format to be
followed are outlined in 82 IAM 7.

D. Annual Reports. A nawrative and statistical report regarding
progran operations 1s to be prepared annually by offices of
origin where relocetion services ave established. This report
presents a summary plecture of the major activities, problems,
and accomplishments of the program of Relocatlon Services of
that office of origin for the entire year. This report shalli
be forwarded through the Agency Superlntendsnt or obher Of-
ficer~in-Charge to the Ares Director, Attention: Arsa Re-
location Specialist. The Area Relocation Specialist will re-
view this report along with reports from obther jurisdictions
within the Area, and will prepare a summarized report for the
Avea. The summarized report, together with the landividual
Ageney reporte, will then be forwarded to the Ceuniral Office,
Branch of Relocation Services. The information desirsd and
format to be followed are outlined in 82 IAM 7. Certaln
portiong of these reports shall be reproduced and forwarded
to the destination offieces for their informatcion and guid-
ance.,

E. 8pecial Reports. BSpeclal reports ars those reports other
than the above which are made ag a result of gpecial requasts.
Several exampies of the types of reporits made include: re-
turnae studies, cest studies, specific reports concerning
relocatees and bralnees. When reportz are requesited by om-
ganizations or agenclss outside of the Bureau of Indian Af-
Tairs, regarding information about specific relecatees or
trainees or about program opsraticns, the offices of origin
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shall respect the confidential nature of the information and
data which has been submitted to them about these uanits and
program operations. Requests of this nature should be cleared
with the Agency SBuperintendent or Officer-in-Charge, or the
Ares, QOffice, if deemed necessary, prior to complying with

the request.
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' Number
5-412 . Application for <Relgession-Semrices— 1 R@{@Ele';
Employment Assistance Lol
5440 Relocation Services Information Record 2
54124 Adult Vocational Training Agreement 3
5-640 Agency Application Control Register L
Individual Relocation Services Unit File
Folder, and Alphabetieal Index Card 5
5-h1h Weekly Report of Departures or Arrivals 6
5=l Statement of Medieal History 7
5-h42 Statement of Medical Examination T
5-632 Request for Physical Examination (origin
pervices) 7
- 5-632A Request for Physicel Examination
J (destination services) ' 7
SF 88 ' Report of Medical Exsmination T
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Illustration 1

Instructions for the Preparation and Use of Form 5-412,

Application for Employﬁéﬁ%'AéSistance Services

Form 5-412 is used by the applicant o apply formally for g service af
the Employment Assistance Branch. The form shall be completed after
the applicant has recelved guidance and counseling service from the
Agency Employment Assistance Officer. The form provides for recommend-
ing action by the Agency Superintendent or Officer-in-Charge and by the
Area, Director. Tt also provides for ascceptance action by the destina-
tion office. The form is prepared in accordance with the following
instructions.

Number OF Copies. Prepare an original and five copies. Information
concerning distribution of copies of the form is included
at appropriate points in the: instructions.

Agency File No. ZEnter the Agency unit file number established in ac-
cordance with instructions in Illustration 4, 82 IAM L.

Destination File No. BEnter the destination office unit file number
established 1n accecordance with instructions in Tllustra-
tion 1, 82 IAM 5.

Name of Applicant. BEnter the applicant's last name, firet name, and
middle name or initial.

Address. Enter the street address, city and state where the applicant
is sctually residing at the time he applies for service.

Initial Request or Repeat. Check either "Initial Request” or "Repeat"
to indicate whether or not this is the initial request for
services or a repeat request for services. If "Repeat" is
checked, indicate by circling the appropriate figure (i,

2, or ;) the number of +times repeat services have been pro-
vided, including this request.

Type of Bervice. Check "Direct Employment Assistance,” "Institutional
Training," or "On-the-job Training" to indicste the type of
service for vwhich the applicant is now applying. Direct
Bmployment Assistance includes applicants seeking employment
within the Ares of their residence. TIf the applicant desires
some other service, check "Obther" and indicate immediately
after it the service desired.
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Section A.

82 TAM 4
Tllustration 1

¥ormal Request. This section is the formal application for

I

Section B.

service made by the applicant after guidance and counseling,
and indicates the specific destination point where he desires
to receive services, his request for financial assistance,
and reflects his agreement to cooperate with the officials
designated to render the gservice. The applicant is given a
copy of the application after he signs it. Where family
units are involved and financial assistance is needed, the
signature of the spouse must also be obtained.

Recommendation. Item (l) provides space for the Agency Super-

intendent or Officer-in-Charge to indicate the applicant's
eligibility for Direct Employment Assistance or for Adult
Vocational Training, need for financial assistance, and
recommendation for selection for service. Comments relative
to the action, if needed, shall be recorded on the reverse
side of the form. )

Ttem (l) is to be used by the Buperintendent for all types of
employment assistance services. However, it is forwarded,
upon completion, to the Area Office for further recommendation
only in instances where the applicant desires institutional
training or repest direct employment sssistance services and
for sacceplance if it is for employment within the Ares. For
initial direct employment assistance it is forwarded directly
to the destinstion office for acceptance, with a copy heing
furnished to the Area Employment Assistance Officer for
suspense file purpcses. For on-the-job training services it
serves as the authorization for the services and is filed only
at the Agency of'fice level. A review of on-the-job training
files at the Agencies will be made on a periodic basis.

When Ttem (l) is noted in the negative, either as to eligi-
bility or reccommendation, the application is retained in the
files of the Agency Employment Assistance Office and the
gpplicant is informed in writing of the action taken, including
statements of condition or possiblie future developments, if
appropriate. A copy of the written notification is to be

filed in the unit file.

Ttem (2) provides space for the Area Director to indicate
applicant's eligibility for adult vocational training or
repeat employment assistance services and to recommend the
application for acceptance. Comments relative to the action,
if needed, shall be recorded on the reverse side of the lform.

i
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Tilustration 1

Ttem (2) is completed by the Ares Director or his designated
representative for those applicants desiring institutional
training. It is also completed by the Area Director or his
designated representative for those applicants seeking repealb
employment assistance services. Where the request for repeat
services is for the third or more relocation, it must be
completed and forwarded, together with the Area Director's
narrative recommendation in separate letter form, to the
Central Office for approval prior to being forwarded to the
destination office for acceptance.

Note: This section need not be completed for initial reloca-
tions as applications for this service are to be sent directly
to the destination office. In these instances of initial
direct employment assistance, the Ares Employment Assistance
Officer should receive a copy for suspense file purposes.

When Item (2) is noted in the negative, either as to eligi-
bility or recommendation for acceptaﬁge, the completed applica-
tion and essential documents are returned to the Agency of
origin with a written notifiestion of the action taken. One
copy of Form 5-412 is retained by the Area Employment Assistance
Officer. The Agency Employment Assistance Officer files the
returned application. and essential documents after the applicant
is given written notice of the action taken on his application,
including statements of condition or possible future develop-
ments, if appropriate. A copy of the written notification is

to be filed in the unit file.

Section €. Acceptance. This form provides space for the destination
office to take action on the application by indicating the
date the applicant is to arrive at the destination office.
Comments relative to the action shall be recorded on the
reverse side of the Torm. The destination office shall complete
their action and return a copy of Form 5-412 to the office of
origin within 72 hours. The original of Form 5-412 is retained
by the destination office along with the essential documents,
while a completed copy is returned to the Office of the Ares
Director, Attention: Employment Assistance.

The Ares Director or his designated representative acting as the
Destingtion Officer will indicate acceptance of the application
for employment within the Area by signing and dating the form
only. A copy of Form 5-412 shall be returned o the O0ffice of
Origin. . If the application is not approved the form will not

be signed and the completed application and essentisl documents
are to be returned to the Agency of origin with a written
natification.
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Form 5-412 UNITE STATES DEPARTMENT OF THE INTERI B2 TAM 4
May 1962 BUREAU OF INDIAN AFFAIRS Illustration .1
Branch of Employment Assistance

Agency Flle No.
APPLICATION FOR EMPLOYMENT ASSISTANCE

Destination File No.

INSTRUCTIONS:  Ppepare original and five vopies, The original is retained in Destination Ortioe
flle, one copy to the applicant, one completed copy returned to Agency of origin, one completed
copy returned to the appropriate Area Office, and one copy each to be retained by the Agency of
origlin and appropriate- Area Office as suspense file coples. A

NAME OF APPLICANT (Last, first, middle) INITTAL REPEAT 1 2 3
REQUEST (Circle)

TYPE OF §ERVICE
[] Direct Employment Assistance

) E] Institutional Training

ADDRESS (Street, city, State)
, [:] On-the~job Training

E] Other

SECTION A, FORMAL REQUEST

1 hereby apply for the type of service indicated above at

(Point of destination)
and agree to cooperate with those officials designated to render this service. Finan-
clal assistance for this purpose (is) (is not) needed.

Signature of Applicant (Spouse) Date Signature of Applicant (Head)

SECTICON B, RECOMMERDATION

(1) The above-named applicantsis: YES NO
(a) Eligible for Direct Employment Assistante | O
(b} 1In need of financial assistance ] 1
(¢) Eligible for Adult Vocational Training C O
(d) REGCOMMENDED O 0O
Comments8: (pjace on reverse side) _
) Date Signature of Apency Superintendent
(2) For Institutional Training and Repeat Services: YES NO
RECOMMENLUED N o
Comments: (FPlace on, reverse sidg)
Date Signature of Area Director

SECTION C. ACCEPTANCE

The above-named applicant is accepted for the type of service indicated, and arrival
date is scheduled for -

Comments: ({Place on reverse side)

Date Signature of Destination Officer
‘Release 82-28, 6-1-62
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Tllustration 2.

Instructions for Preparation and Use of Form 5-1ho

Relocation Services Informastion Record

Form 5-440 has been prepared for recording and transmlttlng pertinent
1nformat10n relating to applicants and their families who apply for
relocation or gdult vocationsl training serviees, including repest
services. This form covers the salient items of information needed by
destination offices in counseling with program participants in oxder

to assist them effectively. It is therefore essential that these instruc-
tions be followed carefully in order that the information desired shall
be both accurate and uniform.

Wo space on the form is 1eft blank without explsnation. If the informa-
tion eslled for is not relevant or applicable in the given instance,

"NR" (not relevant) is entered. If the information called for is
relevant or applicable but the answer is "NONE," such is entered. IT
the informstion ealled for i& not available, "INA" is entered. In .
instances when the information not a¥ailable is pertinent and may have
an effect on the applicant's relocation or training, it shall be secured
and recorded before Ttransmittal to the destination office.

The name of the applicant should be inserted in the space provided at
the top of each page, beginning on page 2.

Ares,. Inter the name of the Area Office.

Agency. Enter the name of the Agency, District or Area

o Field Office where the Agency Reloecgtion Office is
hesdguartered. Where the Agency Relocestion Officer
serves more than one Jurisdiction, and where the
Jurisdiction serves more than one reservation,
indicate the exact locstion of the applicant by .
entering the necessary informstion in parentheses
following the hesdquarters of the Agency Relocation
Office, @.g., Spokane District (Colville), Turtle
Mountain Agency {Fort Totten Reservation).

Agency File No. Enter the Agency unit file number established in
accordance with instructions in Illustration 4, 82 IaAM k.

Dest. File No. Enter the deglination office unit file number estsb-~
lished in atcordance with instruetions in Illustratlon
1, 82 IAM 5, and the date assigned.
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© . Illugtration 2

Tnitisl or Repeat. Check either "Initial Request" or "Repeat" to
indicate whether or not this is the Initial request
for serviee or a repsat request for serviee, If
"Repeat" is checked, indicate by cireling the appro-
priate figure (Ez 2, or 3) the number of times repeat
services have been provided, ineluding thils request.

Type of Service. Check "Relocation Services," "Institutlonal Train-
ing," or "On-the-Job Training" to indicate the type
of service for which the applicant is novw spplying.
If the applicant desires some other service, check
"Other" and indicate immedistely after 1t the service
desired.

Ttem L. Enter the full name (last, firet, and middie) of the
individual er family head making the applleation for
relocation services.

Item 2. : ~ In some instances people are also known by other
‘ names, and Iin such cases any other names by wailch
they are known should be enmtered in this ibem.

Ttem 3. Enter the full and exact reservatien er Agency
mailing address of the unit. '

Ttem 4. Enter the city, towmship, politiecal subdlvision or
village where the individual or family head making
the application is actually residing at the time he
applies for serviece.

Item 5. Enter an "X" in the appropriate box - "M" for male
' or "F" for female.

Ttem 6. Fnter an "X" in the appropriate box - "M" for married,
"S" for single, "W" for widowed, "D" for divoreed, or
"Sep." for separated.

Ttem 7. Tf "M", "W", "D", or "Sep." were noted in Item 6, ember
{the date that the Tamily head and spouse were married
and whether it was a ¢lvil or tribal ceremony, €.g.,
5.10-47 Civil, 12-24-149 Tribal. If both types of
ceremonies were performed, so indicate, but the date
shall be for the first ceremony with the type follow-
ing the date, e.ge 1-15-h6, Tribval, Civil,.
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Ttem 8.

Ttam 9.
Item 10,
Ttem 11.
Item 12.

Item 13.

Ttem 1k.

82 IAM A
Tllustration 2

This entry is based on informstion obtagined from

the applicant, recording it in fractions, e.g., 4/k,

3/%, 1/L, 5/8, ete. Where possible and without delaying
the application for service, wverify the applicant's
statement by checking with Agency oxr tribal records.

Enter the Socigl Security Number of the individual or
family head making the application.

Enter the height of the individual or family head
making the application.

Enter the weight of the individual or family hesd
making the application.

Inter thg religious affiliation of the individusl or
family head msking the application.

"Enter th# draft classification of the individual or

family head msking the application. If the draft
clagsification is 4F, explain, if' possible, the
regson for this classification.

An entry shall be made in each column except Remarks,
unless appropriate, for each person named in a and b.
Tribe refers to tribasi sffiliation, and if non- Indlan,
so indicate. Relationship refers to the relationship
to the applicant whose name is listed in Ttem 1 and in
Ttem 1ha(l). Indicate in Birth Date the month, day
and year of birth. For Birthplace, enter the city,
township, political subdivision, or village, and State
in which born. Under Grade Completed enter the number
of the grade which was last completed.

a. FEnter the name of the applicant on line (1) and
the other informetion desired. On the remsining
lines enter the names and other informastion for
all persons who are accompanying the applicant to
the degtination point.

b. Inter the names and other information for persons
who are now residing with the applicant who are
not sccompanying him to the destinstion point.
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Iﬁem 15,

Ttenm 16.

Ttem 17.

. Them 18.

Ttem 19.

82 1AM L
Tilustration 2

Inéicate in Remarks oppcsite the children listed in

Ttem lha those who will enter school at the destination
peoint. Also enter in Remsrks the reasons why the
persons listed in Ttem 14b are not sceonpanying the
appllcant; and give a brief description of the fubure
plans for them. ¥Family heads accepted for relocation
services gnd their dependents are expected to reside as
a family unit at the destinstion point. Any other '
information that is pertinent and not ineluded elsewhere
in this item may be entered under Remarke.

Enter the information obtained from bthe applicant regard-
ing relatives or close friends living st or near the
destination point.

Enter the information obtained from the applicant coneeran-
ing whom he desires to be nobtified in case of an emergency.

Enter tha knowledge and ability of the applicant or
family head {worker) and spouse, where gpplicable, to

"speak, read, and understand the Engligh language by check-~

ing one of the terms Good, Fair, Poor, or None.

Fnter in a and b the experiences of the applicant and
hig spouse in living away from or off of the reservation.
The specifie locgtion and the number of months away from

- the reservation shall be included. Fnter in c the infor-

mation as to the unit's regidence away from the reservation
only during the last 12 months.

The entrieg for this item ineclude specific informatilon
concerning the rescurees and obligations of the wmit at
the reservabtion. A brief descripbion is to be given of
the type; the estimated value in dollars; the debbs, if
any, in dollars; the amount and type of payment (35 a
month, $15 esch quarter, etc.); and the plans for the
future use of the resources or their disposition if an
obliggtion exists,

8. Inter the informetion obtained from the applicant -
about his land. TInclude the classificeation, such
“ a8 allotted, aspsigned, or owaned oubright in fee
- patent, :
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Item 20,

Item 21.

82 1AM L
Tllugstration 2

b. HEpter the information obtained from the spouse about
her land, Include the clagsification, such as allotted,
assigned, or owned outright in fee patent.

c. If applicant owns a house, describe it briefly and
complete the entries.

d. If the applicant owns furniture or household goods, the
disposition to be made of them if relocation services
are provided ig very important. Be specific in complet-
ing this item. In Item 3%, enter a list of the furniture
and household goods that the applicant plans to take with
him to the destination point and the approximate weight.

e. Enter any other resources or obligations that the appli-
cant possesses that were not recorded in Ttems a, b,
or ¢, above. Such resources or obligations may include
motor vehicles, livestock, groceries, medical bills,

etc.

The entries for thils item include specific information con-
cerning the continuing available income of the unit. Such
income may include that from land lease, vebteran's dis-
ability compensation, per capita payments, etc., a briefl
deseription of the type, the total amount of income in
dollars received during the calendar year (Total Per Year),
the amount per payment and type of payment (Payment)

(e.g+, $60 per month, $200 per year, etec.), and the plans
for the future use of the income received. If more space
is needed, enter the details in Item 33.

The entries for this item include income received during
the past twelve (12) months. Such income may include
that received from employment, State or Federal unemploy-
ment compengation, welfare, etc. The entries in Ttem 20
shall not be reeorded in this item. BEnter the source or
employer from which the inecome was received, the address
of the scurce or employer, the number of months the
income was recelyed, and the amount of income received.
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Ttem 22,

Item 23.

Ttem 2L,

Item 25.

Ttem 26,

Item 27.

Item 28,

82 1AM L
Iliugtration 2

Indicate vhether or not the spplicant (worker) has a

physiecal restriction that may affect employment. If

answered in the positive, explain the restrietien and
how it may affect employment.

Inter present interests, hebbies, or leisure time acti-
vities which may be informative respectling the appli-
eant's sbilities and voecational interests.

Indicate whether or not the applicant (worker) is a union
mewber or a former union member. If answered "YES" or
"FORMERLY," complete the remaining entries. Also give
the dates of the former union membership. ’

Indicate whether or not the applicant (worker) possesses
tools of his trade, licenses of any kind (metor vehicle,
barber, welding) or a car. If so, indieate their type,
and the condition or status.

Inter the formal educatien that the applicant has re-
ceived. Cirecle the grades attended in each type of
school (Publie, Indian, Mission, College), the name and
location of the last type of school attended, and any
certificates, diplomas, or degrees awarded, ineluding
the date recelved. If the applicant attended a school
other than those listed, inelude this information
opposite Other, Do net include any voeatienal, special,
oxr military training schools covered in Items 28 and 29.

Enter the name of the tests taken by the appliecant which
way prove helpful in assisting him with employment or
adult veeational training services and the results of
those tests, BSuch tests may include the General Aptitude
Test Battery, the General Educational Development test,
etece Test results and/or analysis should be attached, if
avallable.

Enter any voecatienal or special training received, except
during military service which is covered in Ttem 29, TIn-
dicate the course taken, the date began and completed,
the total time (in months) attended, and any certificates
or diplomas awarded. Indicate whether or not training
taken was under Public Law 959.
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Ttem 29.

Ttem 30.

Ttem 31.

Item 32.

82 IAM 4
Illustration 2

The entries in the item ineclude indormation regarding

the applicant's service in the armed forces. Enter the
branch of service (Army, Navy, Coast Guard, Air Force,
Marines), the service number, the date inducted or

enlisted in the service, the dabe discharged or separated
from the service, and the type of discharge received.
Indicate whether or not the applieant hag a service~connect-
ed disability. If so, enter the claim number, percent of
disability allowed, and amount of compensation received

per month. If during military service he attended a mili-
tary school, enter the nawme of the school and courses
pursued. Also, if sny skills were acquired that may prove
helpful in assisting him with employment or adult voesbional
trgining, so indicate.

Enter the appliecant's preference for work at destination
point. This may be a Jjob or occupation for which he has
already acquired a skill or one that he desires and in

which he has had no experience, or, in the case of adult
vocabional training, the occupstion he prefers upon com-
pletion of the training. The entry in (a) should be the
first preference, while (b) and (e) should be the second and
third choice, respectively. Indicate the type of work
desired (barber, auto mechanic, gonstruction worker, ebe. ),
the applicant's reason for desiring this particular type

of work, and the number of years experience he has had in this
type of work, if any. :

The entries in this item ineclude any special skilis that
the applicant has acquired. Tndiecste the type of skill
ascquired, the machinee or equipment or tools operated and
in which he is proficient, and where the skill was acquired
(at work or school), ineluding the number of years
experience.

The entries in this item include the applicant's work
history during the last ten (10) years or since he has
completed school.

In the top space describe the appliecant's present position,
but 1f he has never been employed, so iandieabte there. Use
the next space to describe the position held immediately
prior to his present poslition, and continue to work back-
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Ttem 33.

Ttem 3k,

82 TAM L
Illustration 2 -

wards in the other spaces. Inelude military experience in
a separste space in its proper sequence. Summarize in one
or more spaces similar positions that were held for the
same or different employers (seasonal farm work)e Periods
of unemployment should be grouped in one space if they are
between seasonal employment.

Enter the month and year employment started in From, the
month and year terminated in To, the total number of .
months employed in the jeb, and the smount of wages reecelved
(weekly, biweekly, monthly, yesrly, or other). If work was
seagonal for several empleyers, record the average wage
veceived. Indicate the employer's name, his address, the
Job title of the posifdon held, and a deseripblon of the
work performed. Stale the reason for leaving the Jjob,

1f more space is needed, use the Contlnuatlon.Sheet (Form

5 L”“'O )‘l'a-)-t

Enter any remarks or comments for other items which may be
appropriate or where -sufficient space in am item is not
avallable to record the Information. Additlonal space is
available in Ttem L3.

Enter in detall the relocation plan which has been formu-
lated with the individusl applicant or the famlly group

and the plens to implement it. This plan should be as
reakistic as possible and one thalt ecan be achieved. The
work preferences indicated in Ttem 30 may have to be ex-
plained further, particularly with respect te acquiring
training or experience to qualify for the type of work
desired. If a spouse Indicates a desire Lo sesk employment,
the type of work for which qualified or desired, and whether
full-time or part-time, should be included in the plan. '

This plan is for relocation only and shall be left blank
if the applieant is applying Ffor aduli vocational tralnlng
services. . . Lo

A statement shall be made at the end of this item'indicating
the extent to which the Agency Relocation Officer and his
staff assisted in the development of the plan.
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Item 35. Considerable difficulty has been experienced with appli-
cants Tailing to secures the documents listed under this
item, This check list is intended to be a guide in
making certain that needed documents are available. Tn-
dicate whether or not the applicant possesses the docu-
ment, and whether or not it is attached to this form,
or if the applicant will carry it with him to the destina-
tion point.

Briefly describe under Action Taken what has been done

in those instances where the applicant does not have

but needs the document. Photostatic coples of all docu-
ments, if applicable, shall be atitached to this form and
shall also be included in the applicant's unit file
maintained at the Agency. The original copy of all docu-
ments are the property of the applicant and shall not be
attached to this form.

Ttem 36. This space is for the applicant's signature and date.
Ttem 37. This item, on the appraisal of the appilicant and his

family, shall be completed by the Agency Relocation Of~
ficer or a member of his staff.

8. Jdlnce arrests and convietion records have a bearing
on relocation adjustment, it is important that the
information for this item be secured or verified,
if possible, from the source which handed down the
conviction or where the fine was imposed. Indicate
location where arrest occurred and whether or not
it was on or off the reservation, the spescific type
of offense for which arrested (also include whether
or not it was a violation of Federal law, State lawr,
county or municipal, regulation or ordinance, or
tribal), the disposition of the offense (convicted —
sentenced 30 days, diemisged, ete.), the date of
arrest, and any remarks which may be pertinent.

b. Enter any information relating to the behavior
patterns of the applicant and family covering such
items as: wuse of alcoholic beverages, the arvest re-
cord in & above, credit buying, marriage difficulties,
and other deviations from normally acceptable stand-
ards that may have a bearing on adjustment at the
destination point.
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Item 38.

Ttems 39, ko,
41, and 42,

Release 82-22,

82 IAM 4
Iliustration 2

cs Enter an appraisal of any aspects of the applicant's
educational and work experience background that may
cause problems. s

d. This entry is an appraisal of the information contain-
ed on Form 5-441, Statement of Medical History, and
any other pertinent data concerning the spplicant's
or his famlly's physical condition whleh may prove to
be a problem at the destination point.

e, On the basis of all the data evailable, evaluate the
applicant on each of the personal characteristics listed
by placing a check (/") in one of the three columns:
Qutstanding, Acceptable, or Poor. The Agency Reloca-
tion Officer should be conservative in his evaluation
and ag accurate as possible. These listings should
reflect not only his own personal evaluation, based on
the interviews he has had with the spplicant and know-
ledge of him, but include a reallstic interpretation of
the information cbtained as a result of Iinterviews with-
the tribal group, relatives, friends, etc.

. Enier in this item a general sppraisal of the appli-
cant, ineliuding any detailed information regarding
observations or impressions of the applicant that were
not covered in other items. Additlional space is avail-
able in Item 43.

This space 1s for the Agency Relocation Officer’'s signature
and date.

The Institutional Training Plan is to be completed only
vhen the applicant applies for institutional training. It
states the tentative training and employment objectives of
the applicant and the localtions where he wishes to attend
school and seek employment. Further, it provides an in-
sight into the applicantts reasgons for taking training and
how training can help him achieve self-gulfflciency. The
importance of the Ageney Relocatlion Officer discussing
eventual training and employment plans with the applicant
cannot be over-emphasized as they are the basis Tor many
future discussions and decisions.
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The Institutional Training Plan, Items 39 through 4i,
should be the final items completed on this form. When
this is done the Agency Relocation Officer will be in a
much better position to have an accurabe account of the
applicant's desires and fubure plans. Upon completion

of all items on this form, the Agency Relocation Officer
should have sufficient Information and knowledge in order
to make a specific recommendation concerning the eligi-
bility requirements of the applicant, and to know whether
the applicant should be recommended for training.

The Institutional Training Plan as set forth should be
thoroughly discussed with the applicant to insure that
it portrays effectively, and in narralive form his plans
for the future. Where the individual does not have
definite training or employment planz, the Ingtitubional
Training Plan should reflect that information. However,
in these inslances the gpplicant must understand that the
decision for specific training and employment objectives
will be reached st the destination office after he has
had the opportunity to discuss them with the destination
office's Vocationsl Guidance Counselor. The applicant's
desires shall be given full consideragtion in arriving at
gpecific training and employment objectives.

Even though tentative specific training or employment ob-
Jectives may not be selected, it is necessary that all
portions of Ttem 41 be completed. The information in -
this item should reflect s specific plan for the individual,
giving detailed information sbout the training location

and the residence location desired upon completion of
training. The information in Ttem 41 may be subject to
change at the destination office, provided such change is
for the individual to remain at the training destination

on completion of training rather than to return home.

A place for the signature of the Agency Relocation Officer,
together with his certification regarding eligibility as

a result of residence snd his recommendation, is provided
at the bottom of the form.

Tt 43, Space is provided here for any additional remsrks or comments

for other 1tems which may be appropriaste, or when sufficient
gpace in an item is not avallable to record the information.
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Form 5-HU0 BUREAY OF INDIAN AFFAIRS 82 1AM b
Jan 1961 Branch of Relocation Services T1lustration 2

RELOCATION SERVICES INFORMATION RECORD

AREA INTTTAL TYPE OF SERVICE
AGENCY | REQUEST [:] Relocation Services {1780)
AGENCY FILE NO. [[] meemar [] tostitutional rraining (1769)
DESTINATION FILE O, — ,

"AND DATE : 12 3 [[] on-the-job Training (1769)

' {Circle) .
[:] Other
1. NAME OF APPLICANT (Last, Flrst, Mlddle) 2. Also known as:
3. MALLING ADDRF.SS: ' B, LOGATION OF REJLDENCE:
5. u g 6. u s W D SEp, |7,DATE OF MARRIAGE [O. DEGREE OF INDIAN [9,S0CIAL SECURITY NO.
MARITAL BL,00D

SEDD STATUS ]___l DDD

10. Helght il, Weight |[12. Relig;ous Affiliation |13. Draft Status = ifVHF, explain

14, Members -of Household or Dependents: &. Those Aceompanying Applicant:

e
Name fribe Relation- |Birth Birthplace ggmqe Remarks
ship Date pleted

(1)} Applicant;
XYY X

(2}

(3}

()

(5)
(6)

{7)

(8}

b. Those Not Accompanying Applicant:
(1)

{2)

{3)

(%)

15. Give Name, Address, and Relationship of Relatives or (lose Friends Living at or near Destination:

16, Give Name, Address, and Relationship of Person Who Should be Nobificd in Gase of Emergency :



¥orm 5-ll0-2

Jan, 1961

AELOCATTON SERVICES INFORMATION RECOL.

ATPLICANT

i7.

KNOWLEDGE OF ENGLISH:

a. Applieant (Worker)

D, Spouse (Wife)

Good Falr Poor Kone

Speaking

Good
Speaking

Fair Poor None

Beading

Reading

Tnderstanding

Understanding

PREVIOUS EXPERIENCE LIVING OFF RESERVATION:

a, Applicant

h. Spouse

Locationr Months

TLocation

Months

¢. Residence Pagt 12 Months: (If more than one

1ist in Item 33)

(1} Address

{(3) Rent Paid Per Month ¢

{2) Date Moved In

(5) Landiord's Name & Address

{4) Gtilities Included Yes Yo

19.

RESOURCES AND OBLIGATIONS AT RESERVATION:

Type [Describe) Value Debts

Type Payments

Future TUse~Remarks

a, Land (fpplicant}

b. Tand (Spouse)

¢, House

d. Purniture and House-
hold Goods

e, Other

20,

CONTINUING AVAILABLE INCOME: (Deteil in Item 33

if Necessary)

Type (Describe) Total Per Year Payments

Fubure Use~Remarks

a, land Tease {Applicant)

b, Tand Lease {Spouse)

¢. Other

d, Per Capita {All Family)

2l.

INCOME PAST 12 MONTHS: (Include Unemployment Compensation, Welfare,

and Other Sources)

Scurce or Employer

Address

Neo. Months Amount

[=TH [=1 [~3

22,

PHYSICAL RESTRICTIONS AFFECTING EMPLOYMENT:

Yes No

If Yes, Explain:

25,

INTERESTS, HOBBIES, AND LEISURE TIME ACTIVITIES:



Form 5~440-3

RELOCATION SERVICES INFORMATION RECORD

Jan. 1961 APPLICANT
2L, UWION MEMBER: Group
Tes No Formerl Local No.
I:I D 7 D Address
25. DOES APPTICANT HAVE
Yes Ne Type Condition or Status

a. Tools

b. License

¢, Car

26, EDUCATION:

Schools Attended

Encircle Highest
Grade Completed

Name and Location of School

Degree or Date
Certificate|(Year)

1 2 3% 4 5 &
Public 7 8 9 10 11 12

1 2 3 4 5 §
Indian (Federal)|y 8 ¢ 10 11 12

1 2 3 U4 5 6
Mission 7 8 ¢ 10 11 1izZ
College I 2 b

Other (Not Men-
tioned in No.28

27. TEST SCORES (GED Level, GATB, Other)

28. VOCATIONAL TRAINING OR_SPECTIAT TRATINING:

Name of Coursgse Taken

Date
Began

Date
Completed

Time

Attended Certificate or Diploma

Under P, L., 950

Yes No

29, MILITARY KRECORD:

Branch of Service

Service Number

Date Bnlered -|{Date Discharged

Type of Digcharge

{ilaim Number | Service-Connected Digability Disability Allowed

D Yes

[:] No

Compensation

$

per Month

Special Military Courses and/or Skills Acquired While in Military Service:;

%0. WORK PREFERENCE:

Type

Reagon for Desiring This Work

Years Experience

o

31. SPECIAL SKILLS:
™Vpe

Machines or REquipment or Toolg Operated

Years Experience
Work School

o e




Form 5-M4i0-4
Jan. 1961

RELOCATION SERVICES INFORMATICN RECORD

APPLICANT

32, EMPLOYMENT RECORD: (Account for Last 10 Years or Since Completion of School)

Froms

Employer

Employer's Address

Tor

Job Tifle

No. of Months:

Reason for Leaving

Degoription of Work

Wage:

per
From: Employer Employer1s ACGUTERS
Tos Job Title Degerlption of Work

NB. of Months:

Reason for Leaving

Wage;

$ per

From: Employer Employert!s Address
To: Job Mitle Degeription of Work

No. of Months:

Reason for Leaving

Wage:

$ per

Froms Employer Employer!s Address
To: Job Title Description of Work

No. of Months:

Reascn for Leaving

Wage:

per
From; Employer Employer!s Address
To: Job Title Deseription of Work

No, of Months:

Wage:
$ per

Reason for ILeaving

{Form 5-4U40-Ya EMPLOYMENT RECORD (Continuatlon Sheet). is available for additional entries,)

33.

GENERAT, COMMENTS :



Form 5.d440-Ma
Jan. 1961

RELOCATION SERVICES INFORMATION RECORD

%2, EMPLOYMENT RECOED ({Continuation Sheet)

APPTICANT

From:

Employer

Employerls Address

Tos

Job Title

o, of Months:

Reason for Leaving

Description of Work

Wage:

§  per

From; Employer Employerts Address
To Job Title Description of Work

No., of Months:

Reason for Leaving

Wage:

% per

From: Emplcyer Employert!s Address
To s Job Title Description of Work

No. of Months:

Reason for Leaving

Wage:

$ per

Fromy Employer Employerts Address
o1 [ Job Title Description of Work

No. of Monthsa:

I3
Reason for Leaving

Wage:

$ per

From; Employer Employer!s Address
To: Job Title Description of Work

Ho. of Months:

Reason for Leaving

Wage:

$ per

From: Employer Employer!s Address
To: Job Title Description of Work

No. of Months:

Wage:
$ per

Reason for Leaving




Torm 5-440-5
Jan. 1961

RELOCATION SERVICES INFORMATION RECORD
APPLICANT

34, RELOCATION PLAN AND HOW FAMILY OR INDIVIDUAL PLANS TO IMPLEMENT IT:

35.

CHECK LIST OF IMPORTAWT DOCUMENTS:

Document

Yes

No

Attached

Will Carry

Action Taken

Birth Certificate(s)

. Discharge Papers

Scehool Records

Draft Registration Card

Social Security Card

Marriage Certificate

. Driver!s License

36.

Date

Signature of Appliecant




Form 5=4U0-6
Jan. 1961

niTLOCATION SERVICES INFORMATION RECORD

APPLICANT

AGENCY RETOCATTON OFFICER!'S EVALUATION OF APPLICANT AND FAMILY

37. APPRATISAL:
a. Arrest Record: {Chronological Qrder)

On or Off
Tocation Type of Offenge| Disposition Date Remarks
Reservatlon
b, Sociazal Problemé Bearing on Adjustment at Destination:
a. Appraisal of Education and Work Experlence:
d, Problems Tthat May be Encountered Peritaining tc Physical Condifions:
e, Personal Characteristlcs [Gheck One Adjective Rating for Rach Characteristic):
Characteristic putstanding | Acceptable [Poor Characteristic |Outstanding [ Acceptable Poor
Appearance and Resourcefulness

Manner

and Initiative

Voice and Speech Selfw~confidence
Responsiveness Friendliness
and Alertness and Tact
Purpose and Sus- Cooperation

tained Interest

and Teamwork

Analysis and Responsibllity
Judgment
Planning Attitude

f. General Appralsal wlth Detailed Information

on Items Not Elsewhere Covered:

38,

Date

Signature of Agency Relosatlion Officer




Form 5-L40 7 RETLOCATTON -SERVICES -TNFORMATION RELUsD
Jan, 1961
APPLICANT

© INSTITUTIONAL TRAINING PLAN ’
(To be Completed Only When Applicant Applies for Institutional Tralnlng)

39, TNSTITUTIONAL TRAINING OBJECTIVES (TENTATIVE):
Course GCourse

a. C.

b, _ d.

40, EMPLOYMENT OBJECTIVES (TENTATIVE):

&,

b.

41, DETAITED PLAN:; {SET FORTH AND EXPLAIN IN DETAILL)

a, Selected Training Location:

b, Employment and Residence Location Desired:

e. How Tralhing is Expected to Help:

42, 'THE ABOVE INSTTITUTIONAL TRAINING PLAN HAS DEEN DISCUSSED WITH THE APPLICANT WHC MEETS THE
ELIGIBILITY REQUIREMENTS, THE APPLICANT (IS} {IS NOT) RECOMMENDED FOR 'FRAINTING.

Date Agency Relocatlon Officer




Forn 5-440-8 RETOCATION SERVICES INFORMATION RECORL
Jan. 1961
APPLICANT

3. SPACE FOR ADDITIONAL INFORMATION:



82 IaM 4
T1lustration 3

Instructions for the Preparation of Form 5-4124

Adult Vocational Training Agreement

Form 5-41PA sets forth the responsibilities of both the trainee and
the Bureau of Indian Affairs. The Agreement shall be signed by the
trainee for institutional training and the Bureau representative.

The entire contents of Form 5-%124 shall be discussed with the ap-
plicant during the application process and an understanding reached
on all the conditions set forth therein. Applicants not willing to
abide by and sign the Form 5-4124 shall not receive further vocation-
al training services until the document is signed.

Number of Copies. Prepare an original and three copies. The origi-
nal shail be placed in the applicant's unit file
Tor the destination office, one copy to be re-
tained by the office of origin, one to be sent
to the Area office, Attention: Area Relocation
Specialist, and one copy shall be gliven to the
applicant.

Release 82-22, 3-24-61



Form 5-4124 82 1AM
Jan 1961 T1lustration

UNTTED STATES DEPARTMENT OF THE INTERTOR
BUREAU OF INDTAN AFFATRS
BRANCH COF RELOCATICN SERVICES

ADULT VOCATTONAL, TRAINING AGREEMENT

I, - having been
accepted for Adult Vocationmal Traluing, agree tos

1. De everything T can to receive all the training offered and
Tollow all the rules, regulations and attendance reguirements of the
school giving the training and the Bureau of Indian Affairs;

2. Talk with counselors of the Branch of Relocation Servicegs be-
fore T gel lovolved in: credit buying, purchase of an automobile or
luxury items, discontinuing training, leaving scheool for other than
emergency absence, moving of household from one location to another,
moving in with others; allowing others to move in with me, taking on
any additional family responsibilities, employment while in training,
and intent toc leave training destination;

3. Make myself available for and accept employment in the field
or in a related field for which I was treined upon completing or dis-
continuance of training, such employment to be at the place of train-
ing or at & prearranged employment location.

The Bureau of Indian Affairs, in accepting this application and upon
my satisfactory performance of the above obligations, agrees to:

1. Furnish me financial assistance as neceded for tuition, re-
lated coste and maintenance to accomplish the training objective and up
to one month maintenance after completion of training for the purpose
of seeking employment. The determiration of all amounts of financial
agsigtance shall be the responsibility of the Bureau of Indian Affairs
and will be on the basis of determined neced and within the limitations
established;

2. Make available advice and guidance for my best interest in ac-
complishing the objectives of training, housing and community living,
and furnish assistance in cobtaining employment if this is not adequate-
1y provided by the school.

W

This agreement entered into this day of s 19
at
by
Applicant ) Bureau. Representative
* ;‘; Title

©

PTEPATE 10 QUAQTUpIICAte — OTLPiNLY; TOF the Craliing FEETinaTIon TIiTE,
copy to the applicant, copy to offlce of origin, and a copy to Area
Relocation Speclalist.



82 1AM k4
Tllustration L

Ingtructions for the Preparation

and Use of Form 5-640

Agency Applicatioﬁ Control Register

Form 5-640 shall be used by the Agency Relocation Officer as a control
Tor Ageney relocation applications and at all times will provide per-
tinent information conecerning the status of the applications for ser-
vice. The form may be used effectively as a management tool.

Office.

Column A.

Fnter the office at which the Tform is maintained.

File Number. A unit file nunber is assigned as soon as the

Agency Relocation Officer determines that the individual or
family head 1s a bona fide applicant for reloeation services.
Thig number should, if appropriate, congist of four principsl
parts, as follows:

(1) The Agency unit number
(2) 'The fisecal year

(3) A serisl number assigned in the order in which appli-
cations are taken; and

(4) If appropriaste, the letter ™™ to indicate institution-
al training, or "OJT" to indicate on-the-job training.

Numbers are assigned in chronological order by fiscal year.
When a fiscal year closes, the serial numbers assigned for
the pext fiscal year commence with 1.

When sn applicant reapplies for service the unit file num-
ber which had been previcusly assigned to him shall be used
again, and the fiscal year in whiech he reapplies shall be
inserted between the former fiscal year and the serisl num-
ber. The reason for this procedure is that when a unit ap-
plies for repeat services the complete file for both the
present and previous servjigces shall be consolidated.

The examples that follow illustrate and provide an inter-
pretation of seversl unit file numbers:

Release 82-22, 3-24-61



82 IAM L
Tlustration 4

»

Example 1: 454-60-27, The number indicates that an ap=
plicant for relocation for employment flled his appllcation
at the Papago Agency (454) during fiscal year 1960 (60}, and
that 1t was the 27th application for relocation services re-
ceived at the Agency Office.

Example 23 U54-60-29T. The number indicates that an ap-
plicant filed his appllication at the Papago Agency (L54)
during fiscal year 1960 (60) for institutional training
(T) and that 1t was the 29th application for relocation
serv1ces recelved at the Agency Office.

Exampie 33 U54-58-60-2, - This mumber indicates that an appli-
cant has reapplied for services., In fiscal year 1960 {60) the
applicant applied at the Papago Agency (454) for relocation
for employment and it was the 2nd application:(2) received at
the Agency during that fiscal year. The figure "58" betwesn
"L54" and "60" revesls that the applicant had previously ap-
plied for relocation for employment in fiscal year 1958.

Example f:  U54«58-60-27F, This number indicates that an
applicant has reappiled for services. In fiscai'year 1960
(60) the applicant applied at the Papago Agency (454) for
institutional training (T) and it was the 27th application
{(27) received at the Agency during that flscal year. The
Figure "58" between "W5W" and "60" reveals that the ap-
plicant previously applled for relocation. for employment
in fiscal year 1958.

Example 5: L454-59T7-60-34. This number indicates that an
appiicant has reapplied for services. In fiscal year 1960
(60) the applicant applied at the Papago Agency (4sh) for
relocation for employment and it was the 34th-application
{34) received at the Agency during that fiscal year. The
figure "59T" between "USW" and "60" reveals that the ap-
plicant previcusly applied for institutional tralning in
fisecal year 1959,

The entry in this columﬁ-shall include the prevldug:fiscal
year, 1f appropriate, the current flscal year, serial aumber,’
and, if appropriate, the letter 'T" or letters "OJT". The

Release 82-22, 3-24-61



Column B,

82 TAM k4
Tllustration L

Agency unit number shall not be included on this form
but shall appear on all documents pertaining to the appli-
cant or his family initiated by the Agency Relocation

Date Assigned. ZEnter the current date on which the indi-

Column C,

vidual or family unit applied for and was recognlzed asz
a bona fide applicant for service.

Name of Applicent, Enter the name (last, first, and mid~

Column D,

dle) of the individual or the family head to whom the unit
file number is assigned.

Unit Tdentity. Enter the appropriate letters from those

Column E.

listed below for each applicant in subcolumn D-1%

BMessereseSingle man

SWsrsersraBingle woman

FHMs s osss-Family head, man (no dependents)

FHW...esssFamlly head, woman (no dependents)

FHMC...,..Famlly head, man (with dependents)

FHWC..... ,Famlly head, woman (with dependents)

FUMW......Family unit, man and wife {no dependents)

FUCssvowsFamily unit, man, wife, children and
other dependents

FMTeessss.Family member joining family head {not
to be counted as a unit; count as
persons only)

Enter the total number of persons comprising the unit,
elther single or famlly, in subcolumn D-2.

Type of Service. Enter the appropriate letter and/or num-

ber from those listed below.

R - Relocation for employment (initial applica-
tion for this type of service)

RZ2 - Relocation for employment and 2nd applica-
; tlion for relocation services.

R3, R4, etc, - Relocation for employment and 3rd,
Yth, or more applications for relocation ser-
vices.

T ~ Institutional training

0JT - On-the-job training

Release 82-22, 3-2L4-61



82 TAM 4
Tllustration 4

Column F. Date Application Forwarded. Enter.the date the Appli-
cation for Relocation Services, Form 5—&12,.Was.forwarded
to the Area Office in subcolumn F-l. The first two let-
ters of the Area (Office to which forwarded shall precede the
date, e.g., PH 8-1-60 (see 82 IAM 4.4.k, "Routing and Ac-
ceptance of Applications').

Enter the date the Application for Relocation Services, Form
5-412, was forwarded to a destination office in subcolumn
¥-2. The.first two letlters of the destination office to
which forwarded shall precede the date, e.g., CH 8-2-60 (see
82 IaM 4.h.k, "Routing and Acceptance of Applications™).

On-the-job training applications are approved.by the appro-
priate Agency Superintendent and the individual's unit file
retained at the Agency Relocation Offic€. The letters "OJT,"
together with the date of the Superintendent's approval, should
be shown under "Remarks.” Columns F through K inclusive shall
not be completed for on-the-job trainlng applicants.

Column G. Action on Application. Enter the date fhat the destination
, office has set for the unit relocating for employment to
arrive at thelr office (see Section C, Form 5-412) in sub-
column G-1. The first two letbers of the destination of-
fice which assigned the arrival date shall precede the date,
e.g., CH 8-25-60.

Sometimes it is not possible for various reasons for the des-
tination office to assign an arrival date, so the unit's name
is placed on the Register of Approved Applications for Voca-
tional Training, Form 5-447. When this occurs, the reglster
number assigned by the destination office (see Section C,
Form 5-412) shall be entered in subcolumn G-2a. The first
two letters of the destination office which assigned the
register number shall precede that number, e.g., CH 60-10,

AB 60-5.

Enter the date that the destination office has set for the
unit which is to pursue institutional training to arrive at
their office (see Section €, Form 5-412) in subcolumn G-2b.
The first two letters of the destination office which as-
signed the arrival date shall precede the date, e.g.,

CH 8-30-60, AB 8-24-60.

Releage 82-22, 3-24-61



82 TaM L
Iilustration U

Column H. Date of Actual Depsrture., Enter the date the unit actually
departed from the reservation Jjurisdiction for the destina-
tion office.

Column I. Date Departure Notice Sent. Enter the date that the tele-
type or telegram pertaining to the unit's departure was
forwarded to the destination office.

Column J. Destination Office Arrival. Enter the date the unit arri-
ved at the destination office as reported on Form 5-65h,
Advice of Arrivsl, in subcolumn J-1.

Enter the date that Form 5-654, Advice of Arrival, was
received by the Agency Office in subcolumn J-2,

Golumn K, Report of Unit by Destination Office. The destination office,

' ag outlined in &2 IAM 5.2.6, is required to prepare and for-
ward to the office of origin at certain intervsls two progress
reports pertaining to the unit's adjustment.

Enter in subcolumn K-1 the date of the first progress report
for the unit prepared by the destination office.

Enter in subcolumn K-2 the date of the second and any subse-
guent progregs reports for the unit prepared by the destina-
tion office.

Column L. Remarks. ZEnter here any pertinent comments relating to the
application or to the unit's progress that appear important.
If the application for service was disapproved at any point,
this information should be recorded in this column.

Note: Only one line shall he uged for each applicant for relocaticn
services. OSometimes an application is sent to more than one
destination office before it is finally scheduled for ser-
viece. If this occurs, corrections shall be made on the entry
line to reflect the actual destinetion office to which re-
locating and the scheduled arrival date.

Release 82-22, 3-24-61
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82 IAM kb
I1lwustration 5

Tnstructions Ffor Hetablishing and

Mainvaining Individual Relocation Services Unit Files

and Alphabetical Index Card

Individusl Reloecation Services Unit File Folder.

An Individusl Relocation Services Unit File Folder shall he estab-
lighed when an individual or family unit appliss for and is deter-
mined to be a bona fide applicant for relocgtion services and when
an Agency Relocation Unit File Number (see Illustration k4, 82 IAMIE)
has been assigned o the unit. '

A manila folder shall be prepared with the following information
on the tab:

(a) Agency Uait File Number on top line
(b) Neme of applicant on second line

All records and correspondence pertaining or relsting to the in-
dividual or family unit shall thereafter be filed in this folder.
When any document is filed in this folder it shall contain the
Agency Relocation Unit File Number for identificstion purposes.
A1l unit file folders shall be maintained in numerical order by
fiscal year and in chronological sequence.

Alphabetical Index Card.

An alphabetical index card shall be instituted at the same time
the Agency Relocation Unit File Number is assigned and the
Individual Relocation Services Unit File Folder is established.
The csrd shall contein the applicant’s name and unit file number,
for example:

Jones, Richard  L454-60-27
Smith, John H.  454-58-60-h2

The size of the card should be 3" by 5" and of the type with a hole
puached in the lower center of the card for filing in a cabinet or
cgge with a rod running through the hole go that the card cannot

be removed, lost, or destroyed. The cards shall be filed
alphabetically.

Release 82~22, 3-2h-61
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82 TaM L
Illustration 6

Instructions for the Preparation of Form 5-41k

Weekly Report of Departures or Arrivals

Form 5-41k is to be used by origin offices {Agencies or similar types

of Relocation OFffices) to make a weekly report of all departures for
services. It akso-is to be used by destination offices (Field Reloeation
Offices and Area Training Units) to make a weekly report of all arrivals
for reloeation services. Relocation services for the purposes of this
report include relocgtion and institutional training only.

" Number of Copies.

Reporting on Departures. Hach reporting office where there sre
departures shall prepare the form in triplicate, an original and two
copiles. The original is to be signed by the individual in charge of
the reporting office and sent Alr Mail at the close of business each
Friday afternoon to the Bureau of Indian Affairs, Branch of Reloea-
tion Bervices, Washington 25, D.C. A copy of the report is to be
forwarded to the office of the appropriate Ares Director, Attention:
Relocation Specislist, and a copy is to be retained by the reporting
offTice.

Reporting on Arrivals. Each reporting office (Field Relocation
Office and Ares, Training Unit) receiving arrivals shall prepare the
form in duplicate, an original and one copy. The original is to be
signed by the individual in charge of the reporting office and sent
Alr Mail at the close of business each Friday afternoon to the
Bureau of Indian Affairs, Branch of Relocation Services, Washington
25, D.C. A copy of the report is to be retained by the appropriste
destination office.

A separate report shall be masde for arrivals and a separate report
shall be made for departures.

Reporting Office. Inter the name of the office submitfiing the report,
e.g., Pine Ridge Agency, Aberdeen Ares Training Unit, or Denver
Field Relocation Office.

Week Ending. Enter the date on which the report is prepared. A report is
to be prepared as of the close of business, Fridsy of each week.
Arrivals on Saturday or Sunday are to be reported the following week.

Release 82-22, 3-24-f1



B2 IaM k4
I1lustration 6

Idne 1. Total This Fisgcal Year from Previous Week'fsg Reporb. Enter cumula~
tive tobalas of all departures for destination offices or of all
arrivals at destination offices for this fiscal year.

Iine 2. This Week. Enfter totals of arrivais or departures for the period

beginning with the previous Saturday and ending with the closs of
business on Friday. Ligt the name of each relocatbing unit on the
raverse side of the form.

Iine 3. Total This Figesl Year. Enter the sums of Idneg 1 and 2 for
each subeolumn.

Iine 4. Total Applieations in Process. This item is to be completed by
offices of origin only. Fater totals for singles and femilies whose
applications have been completed or are In process but have not been
gent to the appropriste Ares 0ffice or to a destination office. Appliw
cagtions that have been forwarded to destination offices for which s
reply bhas not been recelved and spplicants who are awaiting departure
for destination points should not be included in this item.

Relocstion

Columns Ay, B and C Entries. IEnter Ttotals in subcolumns according to the
following definitionS%é

Column A. BSingles are wmattached individuals having no dependents. IFnter
total for men in subcolumn A=31 and total for women in subcolumn A=-2.

Column B. A family ie a unilt consisting of s family head and his (her)
dependents. PEnter the total nuamber of family heads, men or women, in
subcolumn B=la and B-1b, respectively. Enter the total number of
family heads plus dependents in column B-2. '

Column C. A unit consists of elfher a single individual or family head
with dependents. Enter the total single units and family hesad units
from subcolumns A-1, A-2, B-la, and B-lb in subcolumn C-l. Enter the
total number of persons from subcolumn A~1, A-Z2, and B-2 in subcolumn
C-2, BSubcolumns 3-2 and C~2 shall also include dependents who are
Joining family unite previously relosated, and should be explained
under "Comments."

Release 82-22, 3-24-61



, 82 IaM k4
Illustration 6

Institutional Training

Columms D, E, and F Intries. Enter totals in subcolumns according toc the
following definitions:

Column D. Singles are unattached individuals having no dependents.
Enter total for men in subcolumn D-1 and tobtal for women in subcolimmm
D-2.

Column E. A family is a unit consisting of a family head and his (her)
dependents. Enter the total number of family heads, men or women, in
subcolumn F-la and I~1b, respectively. Enter the totsl number of
family heads plus dependents in column E-2,

Column F. A unit consists of either s single individual or a family head
with dependents. Inter the total single units and family head units
from subcolumnsg D1, D-2, E-la and E-1b in subcolumn F-1. Inter the
total number of persons from subecolumn D=1, D-2 gnd BE-2 in subcolumn
F-2. Subcolumms E-2 and F-2 shall also include dependents who are
Joining family units previously relocated, and shcould be explained
under "Comments,"

Grand Total

Fnter the tbtal wnits from subcolumns C-1 and F~1 in subcolumn G-1. Enter
the total number of persgons Trom subcolums C-2 and F-2 in subcolumn G-2.

Column H. Date of Departure or Arrival. Offices of origin should enter
the actual date of departure for a destinabion office for each indi-
vidusl whose name is shown in column I. Desgbinabion offices should
enter the actual date of srrival st the destination office for each
individual whose name ig shown in columm I.

Column I. Name. Enter the name of each single or family head who departed
for a destination office during the current week, or enter the name
of each single or family head who arrived at g destination office
during the current week, whichever is approprisbte. The number of
names listed shall correspond with the unit totals shown in Line 2 on
the face of the form except in instances of family members Joining
family units previously relocated, in which instances the name of
the fegmily hegd should be shown.

- Column d. Tribal Affiliation. Enter the name of the tribe in which the
individual or family head is & recognized member.

Releage 82-22, 3-2L-61



B2 IAM 4
T1llustration 6

Column K. Destination or Origin. Enter the name of the destination
office to which the individual 18 relocatling, or enter the name
of the Agency or gimilar office from which the individual relocated.

Column L. Unit File No. ZEnter the Agency Unit File Number assigned in
accordance with instructions outlined in 82 IAM 4, Illustration b,
. or enter the degbinatlon office Unit Pile Number in accordamce with
1nstruet10ns oublined in 82 IAM 5, Illustration 1.

Column M., Type of Service (Code). Enter the appropriate code from those
listed below for eaeh type of service.

Relocation (Reloc)
Tnstitutional Training (AVI)

Column N. Unit Identity. Under "Uait" enber bhe appropriabe letter
‘symbols from those listed below for each unit:

SMisssrsesaoingle man
OWeearwsss.Single woman
FPHM....»2.:..Family head, man (no dependents)
PHW...00.0.Pamily head, woman {(no dependents)
FHMC. s oo« .Family head, man (with dependents )
FHWC. . 4s . Family head, woman (with dependents )
FUMW..5....Family unit, man and wife (no dependents)
FUC. s vssseMan, wife, children, and other dependents
FMJeeeeassoFamily member joining family head (not to be
counted as & unit; count ag persons only)
Under "Perscng," enter the total number of persons comprlslng the
unit, either singles or families. If it is a single undit, it is
reported as one person.

Exsmple ===- SM 1

If it is a family - man, wife, and 3 children -~ the number 5 should
be entered.

Example —=~= FUC 5

Note: When the fiscal year ends (June 30) on a week day other than Friday,
two reports for that week ghall be submitted. One report shall be
made ag of the last day of the fiscal year to close the operations
for that fiscal year, while the other shall begin on the next day
(July l), which will commence operaticns for the new fiscal year.

Release 82-22, 3-24-61



FORM S—441 UNITED STATES DEPARUMENT OF THE INTERIOR 82 1AM 4
JAN, 1939 BUREAU OF INDIAN AFFA{RS Illustration 7
BRANCH OF RELOCATICM SERVICES

AGENCY FILE NO.

STATEMENT OF MEDICAL HISTORY

FIELD OFFICE FILE NOa

NAYE (LAST) {FIRST) {MIDOLE} DATE OF BIRTH TR BE
- oFaDa ATEJ| TYPE N L
HOME ADDRES® (NO., STREET OR R,F.D., TOWN, STATE) e cEs [:] RELOGAT 10N [:] ADULT VOCSTlomAL

TYPE UNIT (SM) RELATIONSHIP TO HEAD OF FAMILY UNIT
SW, FUC, ETC (8POUSE, DAUGHTER, SON, ETC.)

HAYE YOU FVER HAD, OR HAVE YOU NOW: (PLACE CHECK MARK AT LEFT OF EACH ITEM)

YEB| NG YES| NO
POOR VISION IN ONE OR BOTH EVES PARALYE | & Q
EYE DISEASE {DESCRIBE TYPE BELOW) ARTHRITIS, RHEUMATISM, SWOLLEN CR PAINFUL
POOR HEARING IN ONE OR BOTH EARS JOINTS

L0568 OF HAND, ARM, F0OT, OR LEA&

DIABETES AN OR SHORTNESS oF DEFORMITY OF HAND, ARM, FOOT, OR LET
PA;:EI;JI gipngﬁzA:T ;Eag) NERVOUE OR MENTAL TROUBLE OF ANY KIND

I DI ZZINESS OR FAINTING SPELLSE BLACKGUTS OR EPILEPSY {FITS OR SPASMS )
FREQUENT OR BEVERE HEADACHES SUBAR OR ALBUMIN [N URINE
MI&H OR LOW BLOOD PRESSURE DRINKING OF ALGOHOLS, OGCAS!CNAL, MODERATE,

FREQUENT

ORUGQ (R NARCOIIC HABIT HERMTA
VENEREAL DISEASE ULCERS

CHRONIC OR FREQUENT COLDS

DENIAL OF LIFE INSURANCE

SiNusiTIa REFUSAL OF, OR BEPARATICN FROM EMPLOYMENT
TUMOR, CY8T, CANCER BECAUSE OF YOUR HEALTH

LOSE OF MEMORY OR AMNEBIA REJECTION FOR MIL1TARY SERVICE FOR PHYS!CAL
TUBERCULOS 1% - MENTAL, OR OTHER REAGONS

GO1 TER DISCHARRE FROM MILITARY SERVICE FOR

3 A A
PILES OR RECTAL DISEASE PHYS1CAL, VMENTAL, OR OTHER REASONSG

HAVE YOU CORNSULTED OR BEEN TREATED BY HAVE YOU HAD OR BEEMN ADVISED TO HAVE ANY
CLINICS, PHYSICIANG; HEALERE, OR OTHER OPERATIONS?
PRACTITIONERS WITHIN THE PAST 3 YEARS? | DO YOU WEAR $LASSEE?

iF 50, WHERE? DO YOU VEAR A HEARING AlD?

WHERE ARE YOUR HOSPITAL RECORDS ANUD X—RAYE?
(1F YOUR ANSWER 15 ™YES™ TO ANY OF THE ABOVE QUESTIONS, EXPLAIN EACH IN SPAGE BELOW)

{1 F MORE SPACE IS NEEDED, USE REVERSE §DE)

FEMALES ONLY. HAVE YOU EVER BEEN PREGNANT? ARE YOU PREGNANT NOW?
GIVE DATE OF LAST MENSTRUAL PERIGCD!
i CERTIFY THAT MY ANSWERS ABOVE ARE FULL AND TRUE.

(s1GNATURE) (paTE)

REVIEWING
OFFICIAL

$1GNATURE TITLE DATE
{PREPARE IN TRIPLICATE. SEND ORI&INAL 70 FIELD RELOCATION OFFICE & 1 COPY TO MEDICAL OFFIGER.
RETAIN 1 COPY IN APPLICANT'S FILE.)




Form 5-442 BUREAU OF INDIAN AFFAIRS 82 IAM 4
March 1961 Branch of Relocation Services Illustration 7
Destination Date Scheduled
STATEMENT OF MEDICAL EXAMINATION
Agency File Number
Destination Office File Number
{(Name of Head of Household) (Age)
Name Age | Relationship Name Age| Relationship
1 b
2 7
3 8
4 9
5 10

-This is to certify that T have examined the above named head of household and cach of
the above named dependents and I find each of them free of contagious or serious
disease, and of physical and mental handicaps except for: -

Name

Condition (Use lay terms)
(State pregnant or not)

Required Treatment and/or
Approximate Delivery Date

(Use supplemental sheet, if necessary)

Vision of Head of Household:

Left:

Right:

Corrected:

Ceolor Vision:

Name of Facility

Date of Examination Signature of Examiner




Form 5-442
March 1961

STATEMENT OF MEDICAL EXAMINATION

“Ricuarp I<oe

BUREAU OF INDIAN AFFAIRS

Branch of Relocation Serwvices

82 1AM 4
Iliustration 7

Destination’ Date Scheduled
DallAS | Tuvly 27 /90
Age

File Number * ’
A /=1 O

Jo

Destipation Office File Number

{Name of Head of Houschold) - (Age)
Name Age Relationship Name , Age -kelationship
' Moy Tooe |31 WhFs - |°
2 Tosinr foE s0 | Soy 5
> Tawe Toe ? | Davenre | °
A 9
5 110

This Is to certify that 1 have examined the above named head of household and each of
the above named dependents and I find each of them free of contagious or serious
disease, and of physical and mental handicaps except for:

Name

Condition (Use lay terms)
{State pregnant or not)

Required Treatment and/or
| Approximate Delivery Date

)

A

NP

]
v h

AL

5

(Use supplemental sheet, if neceadury)

Vision of Head of Household:

left: Right:

Corrected:

Color Vision;

“Name of Facility

Date of Examination

Signature of Examiner




Form 5-442 (Supplemental Sheet) 82 TAM k
March 1961 Tliustration 7T

STATEMENT OF MEDICAL EXAMINATION

Name of Head of Housechold: Agency File Number:

Condition (Use lay terms) | Required Treatment and/o:r
Name (State pregnant or not) |Approximate Delivery Date




Form 5«-6532 82 1AM &
March 196L Illustration 7

UNITED STATES DEPARTMENT OF THE INTERTOR
BUREAU OF INDIAN AFFATRS
Branch of Relocation Services

Agency File Wo.

REQUEST FOR PHYSICAL EXAMINATION

“ear Dr.

Plesse make a physical examination of

and the following members of his family:

Enclosed 1s one copy of Form 5-4i41, Statement of Medical History,
for each member of the family and three copies of Form 5-442, Statement of
Medical Examinetion. Please complete Form 5-442 for the entire family and
return the original and one copy. Forms 5-4l1 as well as the duplicate copy
of Form 5-442 may be retained for your records.

Payment will be made at a rate not to exceed $ for the com-
Plete examination of the applicant, and not to exceed $ for each member
of his family.

In order that payment for your services may be expedited, pleage
prepare your bill on your blllhead or letterhesd in an original and two copies.
The following statement should be typed or written in ink on the bill and
signed by you:

"I certlfy that the above blll is correct and just, and that
payment therefor has not been received."

Please wail the original and two copies of your bill, together with
the completed examination report, to:

Sincerely yours,

Agency Relocation Officer



Form 5-632A 82 TAM 4
March 1961 Tllustration 7

UNITED STATES DEPARTMENT COF THE INTERICOR
BUREAU OF INDIAN AFFATRS
Branch of Relocation Services

Dest. O0ffice File No.

REQUEST FOR PHYSICAL EXAMINATION

Dear Dry.

Please make a physical examination of

Enclosed are two coples of a physicel examination form which should
be completed for the above-named individual and returned.

Payment for this examination will be made at a rate not Lo exceed

In order that payment for your services mey be expedlited, please
prepare your bill on your blillhead or letterhead in an original and two copies.
The following statement should be typed or written in ink on the bill ané
glgzned by you:

"I certify that the above bill is correct and just, and that
payment therefor has not been received."”

Please mail the coriginal and twe coples of your bill, together
with the completed examinatlion report, to

Sincerely yours,



82 TAM 4

Standard Form 88
-fRev, Aug. 1950) Illustration 7
B PROMULGATED NY -
UREAD ox Tz Buncxt REPORT OF MEDICAL EXAMINATION
1. LAST NAME—FIRST NAME—MIDDLE NAME Z, GRADE AND COMFONENT OR POSITION 3. IDENTIFICATION MO.
4. HOME ADDRESS (Number, streef or RED, city or town, zone and State) ) 5. PURPOSE OF EXAMINATION 6. DATE OF EXAMINATION
7. SEX 8. RACE 9. TOTAL YRS. GOVT, SERVICE | 0, DEPARTMENT, AGENCY, OR SERVICE 11. ORGANIZATION UNIT
] . MILITARY CEVILIAN
12. DATE OF BIRTH 13. PLACE OF BIRTH 14, NAME; RELATIONSHIP, AND ADDRESS OF NEXT OF KIN
15. EXAMINING FACILITY OR EXAMINER, AND ADDRESS . 16, OTHER INFORMATION
17. RATING OR SPECIALTY TIME 1IN ‘THIS CAPACITY: TOTAL LAST SIX MONTHS
CLINICAL EVALUATION NOTES,-—Dascribe every abnormality in detail. (Enter perfinent item number befora each

comment; continue in ffern ¥3 and use additional shesfs if necessary.)

ABNOR-| (Check sach item in appropriaie col-
MaL | umn: enter ‘"N. E.*’ if not evaluated)

18. HEAD, FACE, NECK, AND SCALP

NORMAL

19, NOSE
20. SINUSES

21, MOUTH AND THROAT

(Int. & ext.cancls) (Audilory
acxily under itema 70 and 71}

22. EARS—GENERAL

23. DRUMS (Perforation)

(Visual ncuily and refraciion
24. EYES—GENERAL 00 1cms 65, 60, and 611

25. OPHTHALMOSCOPIC

26. PUPILS {Equalily and reactio)
27. GCULAR MOTILITY (Asaocialed parallat move-

meuts. nystagmus)

2B. LUNGS AND CHEST (Include breasis)

29. HEART {Thrus, size, rhyfhm, sounds)

30. VASCULAR SYSTEM (Vuricosities, efc.)

31, ABDOMEN AND VISCERA {Inclwde hernia}

Ui emorrkaids, fistulac)
32, ANUS AND RECTUM (g o dioteds

33. ENDOCRINE SYSTEM

34. G-U SYSTEM

35, UPPER EXTREMITIES (Sfenath, range of

 thobia

35, FEET

{Except feet)
37. LOWER EXTREMITIES [Strength.range af mation)

38, SPINE, OTHER MUSCULOSKELETAL

39. IDENTIFYING BODY MARKS, SCARS, TATTOOS
4D, SKIN, LYMPHATICS |
4
42, PSYCHIATRIC (Specify any personality deviation)

. NEUROLOGIC (Equidibritm Llesia under item 78)

Females only {Check how done)
43. PELVIC D VAGINAL D RECTAL (Confinue in ftem 73)
44, DENTAL (Plect eppropricte symbols gbove or below number of upper and lower teeth, respectively) REMARKS AND ADDITIONAL DENTAL DEFECTS AND
O, —Restorable feeth X —Miasing teeth (6 X 8).—Fized bridge, brackets to DISEASES
[ —Nonrestorable testh XXX —Replaced by denturee include ebutmenta
R 2 3 3 5 6 7 s|9m m 12 13 14 w®\ 16 L
! E
G = =
How o 0 2 2 =z % 25|2423222120|9 w7 §
) LABORATCRY FINDII{GS
4%, URINALYS!IS: SP. GR. 46, CHEST X-RAY {Place, date, film numbsr, resull) 47. SEROLOGY {Specify test used and result)
ALBUMIN SUGAR MICROSCOPIC
Y. EKG 49, BLOOD TYPE AND RH 50, OTHER TESTS
. - FACTOR .

18—562288-1



MEASURERMENTS AMNN OTHER FINDINGS

51. HEIGHT 52. WEIGHT 53. COLOR HAIR Sd, COLOR EYFS 35, BUILD: 56. TEMP,
SLENDER MEDIIM HEAVY OBESE
57. BLGOD PRESSURE (7w at fear! level) 38. PULSE {.Irea uf hear! derct)
SITTING AFTER EXERCISE | 2 MIN. AFTER RECUMBENT AFTER STANDING
sirrinG Lo REcum- | S5 sTANDING | ST5- AFTER STANDING
DIAS. BENT [ nopg Emind s,
59. DISTANT VISION . 60, REFRACTION 61, NEAR VISION
RIGHT 20f CORR. TO 20f BY 5, cx CORR. TO BY
LEFT 20/ CORR. TG 20/ BY 5. cx CORR. TO BY
2. HETEROPHORIA: ;
(~pecify disfancg)  ES® EX® R. H. L. B PRISM DIV. PRISM CONY. PC PD
63. ACCOMMODATION 64. COLOR VISION {Test used and result) 65. DEPTH PERCEPTION | UNCORRECTED
(Zest used and score)
RIGHT LEFT CORRECTED
66. FIELD OF VISION 67. NIGHT VISION (Test wsed and score) 6B, RED LENS 69. INTRAOCULAR TENSION
70, HEARING 71, AUDIOMETER 72, PSYCHOLOGICAL AND PSYCHOMOTOR (Tests used and score)
550 5?g 1020 2900 glmﬂ 4gl)0 Bﬂgg
RIGHT WY 5 5V N5 LU T e B
RIGHT //
LEFT WY 115 5Y 15
LEFT //’Z

M "NTES (Continued) AND SIGNIFICANT OR ENTERVAL HISTORY

(Use adiditional sheeis of plain paper if ner

74, SUMMARY OF DEFECTS AND DIAGNOSES {Lis! diagnoses with ftem wumberst

75,

RECOMMENDATIONS—FURTHER SPECIALIST EXAMINATIONS INDICATED (Specify) 76. PHYSICAL PROFILE
P N H £ 1‘ 5
!
A
F7T EXAMINEE (Check)
s PHYSICAL CATEGORY
Q 1£0 FOR
[ 15 nor QUALIFIED FO

78, IF NOT QUAUIFIED, LIST DISQUALIFYING DEFECTS BY ITEM NUMBER

79. TYPED OR PEINTED NAME OF PHYSICIAN SIGNATURE
80, TYPED OR PRINTED NAME OF PHYSICIAN “SIGNATURE )
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Instructions for the Preparation and Use of

Phyeical Examination Forms

General. In order Lo expedite and moke uniform the procedures for secur-
ing physical exeminatiens for Relocation Sexrvices (including
relocation and institutional training) five forms are to be
utilized as follows:

Form 5-441, Jan. 1959 - Statement of Medical History

Statement of Medical Exasmination
(Includes Supplemental Sheet)

FormVS-hHB, March 1961

¥orm 5-632, March 1961 - Request for Physical Examination

(Origin)

Form 5-632A, Mareh 1961 Request for Physical Examination

(Destination)

3

Standard Form 88 Report of Medical Examination

Every applicant and his dependents shall have a physical exam-
ination recorded on Form 5-442 prior to departure for the
destination point. '

Form 5-#41, Jan. 1959 - Statement of Medlcal History.

This form shall be completed by each applicant who applies for
relocation serviees and the dependents who plan to accompany
him. Tt ie completed at the point of origin and shall be pre-
pared in triplicate for each Iindividual, The items to be
checked are self-explanatory. On completion of the form, the
Ageney Reloeation Officer shall review it and if completed
satisfactorily shall affix his signature as the "Reviewing
0fficial.” The original shall become & part of the individual's
Relocation Services unit file, which shall accompany the Appli-
cation for Relocation Services, Form 5-412, to the office pro-
viding destination services. The examining whysician shall be
Provided a copy and the other shall remain with the applicant's
unit file at the Agency Relocation Office.
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Form 5-442, March 1961 - Statement of Medical Examlnatlon.
(Ineludes Supplemental Sheet)

Thig form shall be used by the examining physician to record
the results of the exsmination of the applicant and his de-
pendentvs who are being provided Relocation Services., Tt shall
be prepared in triplieate, with the Agency Relocation Officer
completing the upper portion of the form (see sample Illustra-
tion) and the examining physician completing the remaining
portion. The original of the form shall be forwarded to the
office providing destination services and shsall become a

part of the individuml'e Relocation Services unit file. The
examining physician shall retain a duplicate copy, and the
other copy shall remain with the applicant's wunit file at

the Agency Relocation Office. Only one set of forms is
necessary for the entire unit.

The continuation sheet which is part of this form 15 used

for families of three persons or more, or when the Form 5-hLl
indlcates a physical condition or an illness which might
warrani considersble written explanation. The distribution
is the same as the basic form,

Form 5-632, March 1961 - Request for Physical Exsmination (Origin).

Ordinarily, physical examinations are performed at the origin
point by physicians in the Public Health Service. When such
services are not avallsble and the examination must be per-
formed by a private physician, Form 5-632 ghall be used. The
form shall be prepared in duplicate, with instructions at the
bottom of the form being completed to show the name and offi-
clal address of the Agency Relocation Officer. The original
shall be given to the private physician and the duplicate
shall be filed in the applicant's uvait file at the Agency
Relocation Office,

Form 5-632A, March 1961 - Request for Physical Examination (Destination).

This form is to be used by the destination office in requesting
a private physielan to perform a physical examination of the

- family head (Worker) The form 1s 10 be prepared in duplicate,
with Instructions at the bottom of the form being completed to
show the name and address of the Officer-in-Charge of the des-
tination office. The original shall be given to the private
physician and the duplicate shall be filed in the individual's
unit file at the destination office,
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Standard Form 88 - Report of Medical Examination.

As indicated in 82 IAM 6.7, it may be necessary for the family
head (worker) +to be physically examined zt the destination
point. This form is for the use of private physicians at
destination jurisdictions (Area Training Units or Field Reloca-
tion Offices) to record the resulits of the Physical examina-
tion when the employlng establishment or school does not pro-
vide or request the use of its own examination form, or for
other reasons. The destination office shall prepare the form
in duplicate and shall complete the upper portion, Ttems 1
through 17, while the examining private physician shall
complete only those remaining items thati the destination of-
fice or employing establishment or school has indicated are
required. The original shall become a part of the individual's
unit file at the destination point, and the duplicate may be
forwarded to the employing establishment or school, if desirable.

Procedure.

A, TFor Physical Exeminations Given by Public Health Serviece.

When an spplicant applies for Reloeation Services the
Agency Relocatlon Officer shall provide him with suffi-
clent copies of Form 5-L41, Statement of Medical History,
in order that the form can be completed by each member pof
the family being provided Reloecation Services. The Agency
Relocation Officer shall review the completed forms to
insure that an explanation is furnished for all "Yes"
answers, and shall sign the forms as the "Reviewing
Official."

The original of Forms 5-%41 shali become a part of the
individual's Relocation Services unit file, which, to-
gether with the Application for Relocation Services, Form
5-412, and the Relocation Services Information Record,
Form 5-440, shall be forwarded for acceptance through
established channels to the destination office. If accept-~
able the destination office should furnish the Agency of
origin with a scheduled arrival date for the wnit.

If after a review of the Forms 5-44i by the destination
office it is determined that the applicant (fauily head)
or his spouse may possess a physical defect that would
deter the unit from relocating, a physical examination may
be requested to be accomplished at the point of origin to
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ascertain vhether or not the physical defect is a -
limiting factor., The results of the reguested
physical examinetion shall be reviewed by the desti-
nation offiee for agceptance prior to furnishing the
Agency of origin with a scheduled arrivael date for
the unit., The requested physical examination will
be accomplished for the entlre unit. Under this
procedure 1t will not be necessary to require a
physical examination during the 30-day peried

prior to the scheduled departure date, as set forth
below.

Physical éxamlnatlons on Form 5-442 will be aceom-
plished any time within the thirty days (30) prior
to departure for the destination polnt. .

When the applicant and his dependents are referred to

the Public Health Service for physical examinations,

a copy of the completed Form 5-h4l for each persony
referred, and three copiés of Form 5-442, shall be
transmitted to them, On completion of the examina-
tion(s) ‘the Public Health Servlice exemlning physician
shall forward to the Agency Relocatbion Officer the-
original and one topy of Form 5-442, Forms 5-441 for

each individual exsmined and a duplicate copy of Form
5-kh2 are to be retained by the Public Health Service.

The orlginal of Form 5-442 shall be. forwarded to the
office providing destination services and the copy, -
retained in the Agency unit file folder. The unit shall
not depart for the destination point until the destination
office has been inflormed of the results of the examination
on Form 5-442,

This procedure has been established to accelerate the
processing of applications, and wlll provide the destina-
tion office with.the most current physical examination
data poseible.

B. For Physiéal Txaminations Given by Private Physicians.’

(1) At Point of Origin. When an applicant applies for
Reloecation Services the Agency Relocation Officer
shall provide him with suffiecient copies of Form -
5-4l1, Statement of Medical History, in order that
the form can be eompleted by each member of the
family being provided Relocation Services. The Agency -
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Relocation Officer shall review the completed forms
to insure that an explanation is furnished for all
"Yes" answers, and shall sign them as the "Reviewing
Official."”

The original of Forms 5-441 shall become a part of

the individual's Relocation Services unit file, which,
together with the Application for Reloecation Services,
Form 5-412, and the Relocation Services Information
Record, Form 5-440, shall be forwarded for accepiance
through established channels to the destination office.
If acceptable, the destination office should furnish the
Agency of origin with a scheduled arrival date for the
unit.

If after a review of the Forms 5-441 by the destination
office it is determined that the applicant (family head )
or his spouse may possess a physiecal defect that would
deter the unit from relocating, a physical exemination
may be inequested to be accomplished at the point of
origin to ascertain whether or not the physical defect
is a limiting factor. The results of the requested
physical examination shall be reviewed by the destina-
tion office for acceptance prior to furnishing the
Agency of origin with a scheduled arrival date for the
unit. The requested physical examination will be accom-
plished for the entire unit. Under this procedure it
will not be necessary to require a physical examination
during the 30-day period prior to the scheduled departure
date, as set forth below.

.

Physical examinations on Form 5-442 will be accomplished
any time within the thirty days (30) prior to departure
for the destiration point.

When it has been determined that the services of the
Publie Health Service are not available, arrangements
ghall be made with a private physician for the examina-
tion. The Agency Relocation Officer shall prepare Form
5-632 as indicated above. When the applicant and his
dependents are referred to a private physicianyg the
original of Form 5-632, z complsted copy of Form 5-4ul
for each person referred, and three copies of Form 5-4i42
shall be trensmitted to the examining physician. ©On
completion of the examination the private physician
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shall retain Forms 5-441 for each individual examined,
a duplicate copy of Form 5-442, and Form 5-632. The

. original and one copy of Form 5-442 shall be forwarded

to the Agency Relocation Officer, who will forward it
to the office providing destination services. The
unit shall not depart for the destination point until
the destination office Has been Informed of the results
of the examination on Form 5-442,

This procedure has been established to accelerate the
processing of applications, and will provide the desti-
nation offige with the most current physical examina-
tion data possible. Only one physical examinatlon for
the unit is awthorized.

At Point of Destination. When the destinatieon of'flice
determines that it 1s necessary to have a family head
(worker) physically examined (see 82 IAM 6.6.1A and
6.7.1A) the destination offlce shall make arrangements
with a private physician for the examination. The
destination office shall prepare Form 5-632A. If the -
employing establishment or school does not provide or
request the use of its own physical examlnation form,
the destination office shall prepare Standard Form 88

as indicated above, When the family head (Worker) is
referred to the private physilclan the original of Form
5-6324, and two copies each of Standard Form' 88 or the
employing establishment's or school's physical exami-
nation form shall be transmitted to the examlning
physician. On completion of the examination the private
physician shall retain Form 5-632A, All copiés of Stand--
ard Form 88 or the employing establishment's or school's
physical examination form shall be forwarded to the
destination office. The original of Standard Form 88
or the duplicate copy of the employing esteblishment's
or school's examination form shall become a part of the
individual's Relocation Services unit file. The dupii-
cate copy of Standard Form 88, if desired, or the ori-
ginal of the employing establishment's or school's phy-
sical examination form shall be forwarded to the employ-
ing establishment or school for its use. ’ :

Physical examinations at the point of origin are to be completed
within the 30-day period priér to the unit's departure for the
destination point. However, in order that these physical examina-
tions may be completed during this 30-day period, arrangements
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should be made with the Public Health Service or with a privaite physician
when the office of origin receives from the destination offiee the scheduled
arrival date of the unit.

The policy regarding the effect of pregnancy on single women or femsle
heads of families in respect to participation in adult voeational training
is set forth in 82 IAM 4.5.2.3G.

Single women and female heads of families spplying for Relocstion for
employment who are in any stage of pregnancy shall not depart for a desti-
nation point until such condition no longer exists. A relecating family
unit whose spouse is in any stage of pregnancy may depart for a destina-
tion point provided the necessary arrangements for the maternity costs

over and above the health services coverage, if in effect, have been made
and concurred in by the destination offiece. If arrangements have not been
made and concurred in by the destinstion office, the unlt's departure shall
be delayed until such condition no longer exisis.
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5.1 Destination Services. Destination offices agssigt Indian pecple who
are referred to them by offices of origin to attain a status of econo-
mic independence according to their relocation or training plan. These
offices where services are provided are divided into two groups: one,
known as a Field Relocation Office, where relocation for employment
and institutional training services are both provided (see 82 IAM 3.2B)
and, two, the Area Training Unit,, where only institutional training
services are provided (see 82'IAM;3kEEQ- Similar operations are per-
formed in each destination office for institutional training. Destina-
tion services are those services which are rendered at the Relocation
Services destination points for the;

(a) Development of community, Agency and public understand-
ing of the Bureau's program of assisting eligible
Indians who voluntarily applied for assistance to

- lmprove their economic and social status;

(b) Relocatees and trainees who need guidance in meking
an adjustment to the demands of thelr new environment;

(c) Provision of appropriate information to Areas and
Agencles concerning: full rescurces of the community
at destination point; progress and problems of
individual relocatees and. trainees; and, destination
offices’*experience in adequately serving the relocated
units. This analytical evaluation of the situation may
serve ag a guideline to program officers for the
improvement of procedures for rendering day to day
services to new applicants.

{(d) Administration of the program of Relocatlion Services.
The means of accomplishing the objectives of the
Relocation Services program at destination, on the
basis of the Bureau of Indian Affairs' policy and its
underlying philosophy of service to Indian people,
are covered in the following sections.

5.2 Tield Relocation Offices.

+1 Compilation and Dissemination of Information. The Relocation
Services staff at destination point must be sufficiently conversant
with the type, kind, and variety of information needed to satisfy
questions, and to develop and maintain an understanding interest
in the program. Information shall be compiled for and distributed
as needed to:
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(a) Point of origin, for use by the staff at the Agency
' or reservatlon; applicant-for-services, tribal
council, general public, etc.; and

(b) Point of destination, for the use of local pﬁblic and
private agencies, employers, representative commumity
leaders, and relocatees within the service area.

A. Distribution to Point of Origin. The Agency Relocation Qfficer
is greatly assisted in his work if he is being regularly supplied
with current information about the destination point. Helpful
information from the destination office includes such items as:

(1) Employment Opportunities.

(a) Kinds of industries
(b) Types of work available
{(¢) TRepresentative wages recelved

(2) Housing.
(a)' Availability fo place of employment
(b) Types and description available
(c) Typical rental costs

(3) Display Material and Visual Aids.

(a) Pictures are particularly useful in telling
the relocation story. Relocatees at work, at
home, and at play are interesting subjects to
the friends and relatives back home.

(b) Permanent Display Unit and Booklet. Agency,
Area, and destination offices have a permanent
display unit as well as a porteble binder con~
taining visuval information about opportunities
avallable and conditions in each of the Field
Relocaticn Office points. The use of this
dlsplay material provides & basis of informa-
tional and interpretational uniforwmity for all
persons interested in program services.

(¢) Colored 8lides Depicting Conditions at Relocation
Destination. Colored slides showing major cate-
gories of living at Field Relocation (Qffice
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points (business, shopping, and recreational

areas; publiic transportation; various types of
housing; schools; parks; churches; medical centers;
Indian people at work and at play) are avallable
Tor use through the Central Oflice.

(4) News Concerning Individual Successes and Difficulties.
A continual flow of information regarding the progress
of varlous relocatees provides the Agency Relocation
Officer with a very effectlive tool. It gives him the
information he needs to tell the story of the success
or problems of relocatees. WNews events, such as the
purchase of a home, or a car, or telling of a job
promotion, are of interest to people on the reserva-
tion.

Care should be taken that the information divulged

is not of a confidentlal nature, nor does it involve
an invasion of the privacy of the individual. Indivi-
dual relocatees should be encouraged to write their
own success stories to the folks back home. Where
difficulties have been encountered, they should be
related, together with the solutions to such problems.
Such letters help the people on the reservation
evaluate thelr own possibilities of relocation.

B. Point of Destination - Development of Relocation Opportunities.
The term "relocation opportunity” covers a multitude of categories.
Generally, relocation opportunities exist in a commnity which
iz regarded as favorable in all respects for the relocation of
Indian people.

(1) Criteria for the Selection of Relocation Communities. A
comunity selected for relocation should have (a) ample
housing opportunities, (b) institutional training opportuni-
ties, and (c) employment opportunities for workers with
limited work and educational backgrounds, at rates of pay
sufficient to enable an individual to support himself and
his family on a standard of living compatible with deceney
and health. Also, it should offer a possibility for job
promotion and self-improvement. For that reason, communi-
tles selected for relocation should have adeguate education-
al opportunities for persons who are interested in continu-
Ing their education durlng off-work hours. :
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(3)

Release 82-2.,

In day-to-day operations, the destination office personnel
are concerned with five basic factors which are work
opportunities, training, housing, family adjustment %o
urban lif'e, and community acceptance of the program. A
relocation opportunity rust include elemenits favorable to
the satisfactory development of these five factors.

Development of Relocation Opportunities. In order to deve-
lop relocation opportunities, it 1s necessary for personnel
assigned to destinatien office jurisdictions to have a good
working knowledge of all available community resources,

There is usually a public or private service agency operat-

dng within every community which deals with some related
phase of the relocation process., In order to make these

community resources useful to relocation applicants, it
becomes necessary to acquaint the local community agencies

with the basic concepts of the program. The success of

the Relocation Services program requlres the informed and
interested cooperation of all community resources.

The Relocation Services siaff shall solicit and encourage
their assistance and maintain thelr interest by providing
continuous information about pertinent phases of the pro-

. gram. Personal contacts and group meetings are effective

means of accomplishing these goals.

Employment Resources of the Community. The Bureau .of

Indian Affalrs and the Bureau of Employment Security have
entered into a national agreement which outlines the
functions of each organlzation in assisting Indlan applicants
to secure employment. (See 82 IAM 8).

The Relocation Services staff is responsible for keeping
the local offices of public employment service advised on
a contimiing basis of the basic concepts and progress of
the program, and of plans being developed on any local
level, in order that they may assist to the maximum extent

possible with employment opportunities for Indian people.

Adequate employment opportunities may not always be avail-
able through local offices of the public employment service,
since they may not be in possession of the quality, variety,
and diversity of opportunities that are necessary to meet
the needs of Indlan people. Therefore, it is necessary
that direct contacts be made by Relocation Services staff
with employers throughout the community. Potential
employers are to be carefully informed of the nature of the
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Relocatlion Services program and the type of applicant
gerved. The great majority of employers in the communities
serving destinatien offices are usually wllling ®c cooperate.
Following the initial contact with an employer, contimuing
contacts with him are necessary. It is important that a
record of empleyer conbacte and employment posgibilities be
malntained and kept current. The combtacting of employers on
a regular baglg must be a part of the plannad program of the
destination office. It is essentlial that new employers be
contacted in order to develop and expand the range of job
opportunities avallable for relocatees. Without adeguate
employment epportunities, relocation cannot be successful.

(4) Tralning Resources of the Communlity. The educational rescurces
of the community shall be canvassed to ascertain the type
and freguency of courses offered Tor: completing academic
training; tralning in special flelds; adult vocational train-
ing; refresher tralning; and, on-the~job training. Public
school training at little or noicost agtracts some people who
can devote a few hours per week Lo supervised self-improve-
ment. These courses are particularly acceptable to: young
beople who wish to complete thelr high school training;
men and women who wish to luwprove their abllity to speak
English; etc.} speclallty training in vocational fields
(1,65, welding, auto mechanices; drafting; beauty culture;
etc.) These facilities are available at all destination
offices and offer divided opportunity for the aggressive and
enthusiastic applicant. It should be remembered, however,
that for many indlviduals training through adult education
type courses 1s a slow process requiring diligent attention
over a2 long perlod of time. Acquisition of a new skill is
not accomplished in a few weeks or months.

Bestination offices have a real demand for training courses
which provide speclallzed vocational training for Indian
adulis who gualify for adult vocational training under
Public Law 959.

(5) A Planned Basis for Sound Housing Arrangements. Community
representatives who are properly lnformed about the Reloca-
tion Servieces program will be valuable Instruments of the
soclal conversion of new residents in the community.

(a) Private Housing - Temporary and Permanent. It 1s neces-
sary to develop a specific knowledge of the type, size,
location and cost of private housing for single men,
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(o)

single women, and family units. Landlords shall be
contacted on a planned and continuing basis. Satilisfac-
tory initial temporary shelter as well as permanent
housing must be worked ocut with hotel managers and
landlords. A file of all housing shall be maintained,
kept current, and added to regularly by a staff res-
ponsible for interpreting the Bureau's Reglgcation
Services program to realtors and landlords.

Public Housing. Initial personal contacts shall be
made with the officials of local and Federal agencies
connected with public housing. Basic information con-
cerning the purposes of the program should be cutlined
to these representatives so that the Bureau of Indian
Affalrs staff may obtain the maximum cooperation pos-
sible in securing adequate living accommodations for
progrsm participants. Employees of destination
offices must be thoroughly acquainted with the rulés and
regulations of these agencies in order that relocatees
may be properly informed of the services available to
them through public housing agenciles.

(6) Cooperating Agencies.

(a)

)

Welfare Agencies (Public and Private). An early con-
tact shall be established and maintained by personnel

of the destination office with the social agencies

of the community to inform them of the purposes of the
program. The Relocation Services staff, in turn, must
have a working knowledge of the functions of these
agencles. The various States in which the Relocation
Services program operates have local laws dealing with
welfare eligibility which vary considerably. Destina-
tion offilce personnel should be thoroughly acquainted
with their laws and regulaticns to be adequately egquipp-
ed to advise relocatees. Relocatees may elect to
contact a public soclal agency directly. The foundation
of understanding and service agreement laid by the
Relocation Services staff with the soclal agency
personnel is advantageous to relocatees who can enjoy
the same consideration and service as other service
reciplents,

Travelers Ald Societies. The Travelers Aid Soclety is
a national organization dedicated to the princlples of
alding the traveling public regarding any problems that
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they might encounter in connection with travel. This
agency is staffed by a group of trained, competent
people, including trained soclal workers who can be of
valuable assistance to Indian people who have recently
moved to a new community and are in the process of
establishing a new home.

Basic information concerning the Relocation Services
program has been made avallable on a national s basis

to members of this organization. They, in turn, have
publicized the Relocation Services program through
releagses distributed to their offices throughout the
United States. It is highly desirable that Relocabion
Services personnel maintain freguent and professional
contact with local cofficials of this agency in order to
establish a close working relationship. Iocal offices
of the Travelers Aid Socil&by shall be advised regarding
the destination off'ice location, telephone numbers, etc.
It is suggested that emergency telephone numberg during
non-office hours, Saturdays, Sundays, or holidays,, Be
provided in case they are needed. Destinabion offices
may went to utilize the services of one of this agency's
social workers to cope with a relocatee's problem when
such Is indicated.

(c) Socisl Agencies Connected with Religious Dencminations.
The majority of the religiocus denomingtions help support
social agencies which are willing to assist members of
their faith, primarily, or persons not connected with
the denomination, and persons professing no religion if
their need justifies the extension of service.

The services of these organizations vary considerably.
The nature of thelr various programs and what they offer
shall be ascertained by the Relocation Services staff.

A contact shall he made with these organizations and s
working relationship established and maintained with
them. Through this medium, relocatees will have the
fullest advantage of the resources offered by the relig-
ious agencies. Tn most instances, these agencies hgve
trained social workers on their staff who ares usually
willing ©o render valuable services baged on need to
relocatees.
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(d) Community Chest Supported Agencies, Health Groups ,
Govermment (local, State and Federal) organizations.
These, as well as other socisl service groups, should,
10 a practical degree, be kept informed of the progress
of the Relocation Services program. The role of the
Bureau of Indian Affairs shall be made clear in policy
statements. The Relocation Services staff serves in a
lisison capacity between the relocatee and the repre-
sentatives of community resources to insure that the
newcomer Indian has a correct understanding and appre-
ciation of the privileges to which his citizenship
entitles him and that the Agencies understand the
status of the relocated Indian and facts about his
background which may be useful in dealing effectively
with him,

(7) Value of Professional Rapport with Service Agencies in the
- Community and State. It is imperative that local Relocation

Services staff exchange professional program informetion
with representatives of major community service groups on
the local and state operational level. Participation in
general program conferences, attendance at committee meet-
ings on matters pertaining to community planning, and member- .
ship in the Social Service Exchange will do much to clarify
the role of the destination office in the communtity and
contribute to its professional acceptance by other community
organizations.

.2 Review and Scheduling of Applications.

A. Basic Responsibility of the Bureau of Indian Affairs to Appli-
cants for Relocation Services. The Bureau of Indian Affairs is
responsible at all levels of operation to help the individual
applicant for program services to (l) realistically analyze
his own need, capabilities, and interests; and (2) to make
practical plans, in the light of his limitations, for the accom-
plishment of his cbjectives. '

Every effort shall be made by all staff involved to give thought-
ful consideration and professional advice to Indian peocple who
contact the Bureau for assistance,

B. Initistion of Applications for Relocation Services. All persons
' who are interested in the scope, aims and benefits of the Re-
location Services program are referred Lo the responsible Bureau
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representative at the point of origin, the Agency Relocation Of -
ficer, for specific information. The Agency Relocation Officer
satisfles the questions regarding the Why, When, What and Wlkere
of program operation, including pertivent details about sctusl
experiences of people from all areas who have avail:.d themselves
of this opportunity for self-lmprovement. The advantages as well
as the possible disadvantages are covered in this factual recital
of cage histories.

After the general expression of interest has been satisfied, the
inquirer is free to pursue the subject Turther. If he wishes
counsel and advice concerning his individual chances to succeed
through program assistance, the Agency Relocation Officer will
attempt to help him reallstically measure his own strengths

and weesknesses, If, after a thorough discussion of all angles
ot the matier, he wishes to place his formal application for
services, (See 82 IAM h.4), he does so of his own volition, with
full knowledge of his responsibilities.

Complete factual information is secured by the Agency Ralocaiion
Officer about the applicant so that the question of his eligi-
bility may be adequately determined. Some of the major points
covered are physical fitness, educaiion, work experience, record
of stebility, motivation, etc. The Agency Relocation Officer .
screens thig information and if feasible checks it with responsi -
ble agencies or persons in the community to establish the valid-
ity of the record given and to gauge the applicant's sincerity.
The applicatlion is referred to the Superintendent of the Agency
or to the officer-in-charge, who indicates the individuvsl's
eliglbility, his need for financisl assistance and recommendation
for selection for service. If the application is recommended for
service, 1t is forwarded to the appropriate destination office of
his choice, along with the supporting documents for review and
scheduling (See 82 IAM 4.k, L),

C. Application Received at Destination Office. Upon receipt of
the application for progrsm services, designated staff members
of the destination office shall perform the following routine
functions:

(1) Stamp the date of receipt of the application and
supporting documents.

(2) Assign a Destination Office unit file number
following the procedure outlined in 82 IAM 5,
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Tliustraticon 1, and record this file number on
the application and supporting documents. Ap-
propriate entries are then made on the Destina-
tion Office Application Control Register, Form

5-649,

(3) Check to ascertain if all the prescribed and
pertinent papers are included. If any import-
ant papers have been omitted, they should be
requested immediately from the offilice of origin
requesting an eariy submission of necessary data.

D. Profess®onal Staff Review of Application and the Supporting Docu-~
ments. The Destination Officer is responsible for formulating
a practical and feasible plan for insuring uniform, objective,
and careful review of each application received, followed by
appropriate scheduling action. The Destination Officer accepts
the Agency Relocation Officer's Jjudgment about the applicant and
the office of origin's determination as to his eligibility and
adaptability for relocation services.

A method which has proven successful is through the Gesignation
of an Application Review Committee which is representative of

the major fields of interest in relocation adjustment. The
membership of the committee should include the head of the desti-
nation office and perscns who have a knowledge of community
living, housing, employment, and adult vocational training. An
objective appraisal is made to determine, insofar as possible,
whether relocation would be a service or & disservice to the
applicant and his family. The work programmed for the staff is
analyzed, giving egquitable recognition to the handicaps presented
by extra large families or +to physical as well as economic dis-
abilities, with committee authority to adjust schedules so

that the staff can work as a unit in facilitating needed service
to the relocatees. The committee may meet daily or as needed,
to. discuss applications.

E. Betting Arrival Schedulea. The destination office shall submit
to the office of origin within 72 hours after receipt of the
application a reporting date for the applicant to arrive at
destination point.

Factors entering into the actual scheduling can reagonrably in-
clude the following; '

(1) Consideration to a preferred date stipulated
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(2)

()

(5)

(6)

(8)

(9)

(10)

Release 82-24, 10-16-61

by the applicant;

Arrival time at destination point which will not
necessitate weekend work by Agency staff in help-
ing the departing unit to board the train or bus;

Recognition of the fact that the completely un-
sophisticated applicant should arrive early in
the week so that he may be oriented before a
long weekend in the metropolitan area;

Friday afternoon ar¥ivals at destination pre-
clude the possibility of providing service other
than securing living quarters before the office
closes. The expense of a weekend in the city
poses a real Tinancial problem with regard to a
restricted budget;

Pfoper schedule distribution for persons who
have a handicap which may demand mors time for
adequate service;

Large families with smell children may have to

be met at the transportation terminal., housed

a8 early as possible to avolid the prohibitive
expense of using commercial food service, and
employment for the worker in a r2asonable commit-
ing area of a housing Tacility that mests the
needs of most of the family members;

Setting a reporting date which allows sufficient
time for ordering necessary funds and for fuil
staff services to be given each relocating unit;

Making any necessary prearrival plans for the
unit regarding temporary housing;

[Consideration given to the immediate availability
~of the proper vocational training courses if the

applicant is a potential trainee;

Doing a preliminary check with possible employers
if the applicant has an interest in a particular
field to learn if an early appointment for an
interview may be possible.
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The destination office gtaff shall be mindful that each person
as an individual and/or Tamily group is deserving of encourage-
ment and assistance in learning to assume responslbility and in
building toward social and economic independence. Each person
shall be accepted and assisgted on the basis of his individual
background, his interests, and his capabilities. To perform
this service in a professional manner, employing professional
tactics and using bona fide community resocurces, the staff

must be interested, well-trained, and possess a high degree of
sensitivity to the needs of each situation.

F. Record of Schedule of Arrivals. Esch deatination office ghall
malntain a record of the scheduling of applications. TForm
5-666, Application Scheduling Record, shall be used for this
purpose. {See Illustration 16, 82 IAM 5).

Some planning at the destination office must be accompiished
prior to the arrival of the unit. It may prove helpful to dup-
licate Form 5-666 on Friday (or earlier) prior to the week in
questiorn and distribute it to the destination office staff.
Another method may be Lo prepare a brief summary of pertinent
information about the newcomer unit and distribute to the
destination office staff. KEither of these methods alerts the
gtaff as to the new arrivals for the week and gives them an
opportunity to plan accordiangly.

G. Unscheduled Arriveis. Unscheduled arrivals shall be processed
in accordance with 82 TAM k.4 LE.

H. Belf-Financed Applicants for Relocation Services. Applications
received from single or family uniis who desire to relocate for
employment or training and who are gelf-financed or financed by
tribal Ffunds (not financed by Buresu of Indian Affairs) may be
furnished any reguired services performed by the Branch of
Relocation Services other than firancial assistance.

.3 Prearrival Procedures.

A. Tmportance of Planning. Prearrival plenning for the comport of
and assistance to applicants for program services is an import-
ant step in expediting the ovderly orientation of newcomers to
the destination offices. Procedures for effecting this facili-
tated service shall be established and become a routine prepara-
tory part of staff planning and work. The Following subsections
outline the major points to be considered in general prearrival
planning. Designated staff members will initiate the action
planned by the Application Review Committee, as oubtlined in 82
IAM 5.2.8D.
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B. Making Arrangements for Immediate Temporary Housing. Upon
receipt of the schedule for reporting at destination office,
the Agency Relocation Officer shall confirm the arrival of the
reweomey unit, dncluding inforwatlon regarding the kind of trans-
portation to be used and time of arrival on the specified GAY »
In instances where the relocatee is scheduled to arrive at the
destination point after business hours, temporary housing must
be available. Destination offices should inform the Agency
Relocation Officer of the temporary housing arrangements at
the destination polnt (See 82 IAM 5.2.5.6). Temporary quarters
ghouid be at a location within reasonable proximity of destina-
tlon office, The relocatee is usually advised to report to the
office at a stlpulated time on the following day. The destina-
tlon staff must be sure that sdequate accommodatlions are avail-
able for the new relocatee,

€. Preparation for Orientation. The destination office shall add
to the unit file folder of the scheduled relocates all pertinent
papers needed in the early conferences of orlentatlion of the
newcomer unit. These shall be placed in use order:

Advice of Arrival, Form 5-654

Orientation and Counseling Check List, Form 5-662

Health Bervice, Inc. papers

Home Visit Schedule Card

Permanent file reference of the unit

Any other papers pertinent to the needs of the
undlt, as indicated by the application record.

T T
RPN D e )

1
2
3
I
7
6

The forxms with local. handout material which is supplied the
applicant are filed Tor easy reference. The handout material
usually includes such ltems as: @ City Transit Guide; small
pocket-size map of the city, showlng parks, schools, and churches;
pamphlet of general information prepared by the destination
office, which includes office hours, office telephone number,

city servlce emergency information for medical care, fire and
police protection; etc. '

Duriag the latter part of each week, the community living, hous-
- ing, employment, and vocational training units, where applicable,
. should review the unlt file folders of the scheduled intake

units for the coming week. Any last minute attention needed for

the early comfort and service to these units should be given
immediately so that there will be a very minimum of confusion
and delay when the people arrive.
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D. Weekly Bulletin Work Load. In order for a destination office,
at any time, to ascertain the services being provided & unit
which recently arrived, it may prove helpful to maintain fon-
trol. A bulletin board which is prominently displayed in s
central lccation may be used. The bulletin beard should con-
tain such identifying information as the date of arrival,
name and family composition of the unit, and agency of origin.
Also, appropriate space should be provided for completing
guch items of individual service as, "placed in temporary hous-
ing, orientation completed, referred and placed in employment,
entered institutional training," etc. The names should remain
on the bulletin board until the full renge of services have
been provided.

E. Btaff Analysis of Major Needs of Relocatee. Each scheduled
gpplicant shall be gerved in relation to his individual needs.
The gpplication and the Information Record containing pertinent
and influencing informstion, including the Relocation Plan
developed by the applicant and the Agency Relocation Officer,
shall be studied, evsluated, and destination services planned
accordingly.

Any Tactors which appear to need primary attention shall be
weighed, and a plan of action made on g reslistic basis. If
the family is of unusual size, the selection of adequate
housing at moderately priced rental, and in g central locaition
in relationship to community Tacilities, should take precedence
over all other factors of consideration in the family's adjust-
ment to urban living. If there are several family members who
will have regular commuting costs to the job, school, or hos-
pital, careful consilderation of centrally located housing to
meet the complete family's need should enter into living and
working arrangements made Tor and with them.

F. TImportance of Timing Effective Assistance in Job Placement,
Securing Permmnent Housing and/or Enrollment in Vocational
School. Tt must be recognized that asctual Job placement and
contracting for permsnent housing cannct be done for the
relocatee until he arrives, participstes in the negotiations,
and concurs in the arrangements, however well-lsgid his
prerelocation plans have been. Few, 1f any, employers will
hire s person without an interview unless such agpplicant has
specialized tralining and a record of successful accomplishment
on the job. The majority of relocatees have not had . the
advantage of this combination of =ales factors; and, therefore,
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must necessarily "sell" themselves through evidence of interest
in an appointment and sincerity of purpose. In addition, the
destination office can be absolutely sure that the scheduled
relocatee will be able to meet his sgchedule since his relocation
plans might be cancelled or postponed. Therefore, it is advis-
able only to ascertain possible job openings until the actual
arrival of the applicant.

The relocatee bases his actual desire for change in environment
on eilther employment or enrclling in institutional training
preparatory to employment. He must realize that steady employ-
ment with adequate wages must be obtained to maintain himself
and his family. To achieve this it will be necessary that he

(1) go to an area where the Job market provides year round
opportunity for workers like himself, (2) equip himself through
training (institutional or on-the~job) and experience %o qualify
for employment which provides increasing opportunities for growth
and remunerative advancement, and (3) should further realize that
changes in work force resulting in lay-off8 are a common part

of the economic structure. He should continucisly plan his
personal affairs so that he will immediately be in a position

to actively seek other employment opportunities in the city

of his residence when lay-off, etc. occurs.

The destination office shall plan to seriously discuss with

the relocatee his hopes and preferences for training and/or
employment so that an early decision can be made, arrangements
effected, and stability in the new community initiated by
affiliation in a vocational endeavor. 8Staff services shall be
planned so that when enroliment in an adult vocational school
or placement on the Jjob is to be effected, the staff shall be
avallable with information and assistance in gulding the
relocated unit to find satisfactory and standard living quarters
which he/they can afford, based on his/their budget, and within
easy proximity to school or work. Tt is highly importent that
the newcomer unit settle into a routine pattern of living as
soon as poseible. Uncertainty and delay in finding local ties
will add to the individual's frustration, possibly leading to
his decision to terminate his plan of relocation.

G. Arrangements for Staff Service. To adequately accommodate
the service needs of newcomer units along with the usual demands
of office work, staff time must be allocated so that the
orientation and initial services for relocatées has effective
continulty. The decision regarding the organization of staff
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efforts to best meet the job demands rests with the Destination
Officer. His decision in the matter is tempered by the size of
his staff. Some officers-in-charge find that certain member(s)
of the gtaff should be designated to render "across the board"
service to the relocating unit. "Across the board" means that
ail services are rendered to the unit by the same staff repre-
sentation: orientation, housing, job development and placement,
vocatlonal counseling and school enrollment, etc. In offices
with larger staff, a full complement of service may be given
by individual units respomsible for such service, i.e.,
general orientation by the Orientation Unit, Housing by the
Housing Unit, etc., with the relocatee escorted from one unit
to another. When this pattern is followed’u_ﬁiis customary
for a single staff member to be designated as the responsible
counselor for the incoming unit. The counselor will serve as
the initial contact and continue as a referral agent to other
stalf unlts who will supply helpful assistance in turn, and

as indicated. The counselor serves as an interpreter of
policy and custome, a buffer and/or middle-man for the newcom-
er unit with all representatives within the Bureau as well as
cutslde the Bureau. The determination for office organization
to perform the best gervice possible at the least expense of
time, people, and money is determined by the Destination
Officer. The Destination Officer must make every effort to

use his staff resources to the greatest extent possible,
diversifying their assignments at intervals frequent enough to
keep the staff interested in their production and service, The
responsible professional officer-in-charge plans with his staff
contacts with representative community groups so that Relocation
Services staff are conversant with new methods, new points of
view, and practices available to citizens in the community
through public and privately supported organizations.

.l General Orientation.

Ji

Arrival at Destination. Relocatees arriving at destination
polnt will have been supplied with detalled instructlons
regarding (1) how to reach the destination office, which
addvess they have; or (2) where to go if arrival 1s after busi-
ness hours. A temporary lodging reservatlion shall have been
made to allow for overnight rest hefore reporting to the office.

With few exceptions, all reporting relocatees can manage for
themselves at the transportation terminal, and in locating
and checking into temporary housing. However, if needed the
Agency Relocation Officer may, in rare cases, request the
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destination office to meet the arriving relocatee.

The relocagtee should be greeted warmly and made to feel welcome.
He may be tired, hungry, or mentally unresponsive to counseling.
In some cages counseling might begin after a meal, or alher g
meorning or night of rest. The orientation officer must use his
Judgment as to when orientation begins and the psce at which it
continues.

(l) Temporary Housing Accommodations. Economically priced
and clean facilities within the vieinity of the destination
office offer suitable accommodations for temporary lodging.
Relocatees shall be inforwmed of the location of nearby
regtaurants having reasonable food prices. They shall be
provided with careful instructions about how to reach the
office at an appointed time the following day, and told
that further sgteps concerning their relocation will be
acecomplished gt that time. When deemed necessary the re-
locatees shall bé provided with emergency telephone numbers
g0 that they will be able to contact a staff member in the
event that it is necessary to do so.

(2) Tmportance of Initial Interview. After a rest, the reloca-
tee should report to the office where he will meet appro-
priate members of the staff. He may be assigned to s
single stalf counselor who will accept the primary respon-
sibility of seeing that the individual or family is comfort-
able, understands the extent and purposes of the services
of the program, understands the role of the staff at
destination point, and accepts his own responsibility to
promote his chances of success.

The initial counseling interview is of prime importance,
since his first impressions may well have & decisive bear-
ing uwpon his acceptance and adjustment in the urban center.
The differences in the social and culbural backgrounds of
Indians coming from reservations over the country require

a fine degree of sensitivity in the counseling process.
Ivery effort shall be made hy the counseling and orientstion
gtalf to recognize the importance of individualizing the
initiel counseling to meet the needs of persons of widely
disgimilar backgrounds. The staff member must establish
rapport with the relocatee as a basis for fruitful future
contacts. Sufficient and uninterrupted time shall bhe given
in these interviews to Insure a sound foundation of friendly
understanding.
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Often, a strange city crestes s feeling of bewilderment
and frustretion in the new resident. It is well, there-
fore, to set the newly arrived person at ease by starting
the converssgtion with familiar topics such as the trip

to the city and casual converssgtion regarding familiaxr
experiences gt home. After rapport has been established,
it is easy to peoint out some of the new and strange
patterns of living which the newcomer faces and to give
some tips on how to meet them. The noise, the speed, and
the congestion of the city, the free and impersonal rela-
tionships between people of all races, with emphasis on
the need for self-relisnce, can be discussed in order thatb
the individual will have reference points to guide him in
his initial experiences.

From the first interview and throughout all future contacthts,
every effort must be made by destingtion services staff

to instill confidence in the mind of the relocates s0

that he will feel welcome and will not remain a stranger

in the community.

B. Relocatee's Respongibility for Implementing the Relocation Plan.
In the course of the first few interviews the relocatee is
made to realize that he has the primary responsibility for the
success of his relocation plans. However, a general almosphers
should be developed in which the relocatee is disposed, a% his
election to request the destination office assistance with his
immediate and long-term problems of adjustment. Repetition of
the following may be advisable:

(1) That the city is not a reservetion, nor is the
destination office an agency headguarters. The
newcomer 1s assuming life as a completely indepen-
dent citizen of the community with all the respon-
sibilities and the privileges shared by everyone.

(2) That with origin office assistance, applicants have
developed s relocation plan, the details of which
are familisr to them. On occasion it may be of
value to review the plan with the applicant.

(3) That msking & living normally will not be easy,
and the earnings, at first, will barely stretch
for the wvarious necessities and provides for nc
Tuxuries., While 1life mey be hard, opportunities
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Tor improving one's standard of living by earnings,
education, recreation, and broad social contacts
are within the praciical reach of all who make

the effort to progress and succead.

(4) That the financial assistance and professional
services available through the office are a part
of the relocation plan for the individual and will
be made available in good spirit as long as the
relocated persons or families meet their share of
the responsibility.

. Importance of Strict Observance of Time. HEmployment conditions

in industry place rigid emphasis on promptness and regularity.
The reasons for this emphasis, and how industrial work differs
from farm work, seasonal labor, lumber camp and similar rural

occupations, must be explained in simple language so that the

individual will not feel he is being regimented into a routine
which has 1little or no meaning.

The institutional trainee must respect the schedule of cliasses
set by school authorities. Learning to conform to sand parti-
cipate 1n group programs is an elementary and important step
in an individual's adjustment Lo society.

Children who have not regularly atbttended reservation schools may
need parental assistance in establishing a pattern of adherence
to the compulscry educatlon attendance reguirement in urban
areas.

Commuters by common carrier must learn to use the local transit
gulde to properly determine routes and estimate timing nesded
for transportation between points. Persons who commubte by
privately owned antomobiles and who are accustomed to driving
in less populous areas are oftentimes surprised at and unpre-
pared to estimate the time needed to travel through the heavy
traffic in a city. It is incumbent upon the counselor to
provide the relocatee with thorough trsiuning on all factors
involved in crosstown transportation, pointing up the importance
of giving sufficient time to use the least expensive mcode of
travel. Repeated warnings should be given concerning the proe
hibitive expense involved in the use of taxicabs except on rare
and unusual occasions. Relocatees shall be exposed to the ides
and impressed with the fact that community-city dwellers are
careful observers of time, appointments, and schedules for all
personal, social, and business matters. TInterruptions or delays
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caused by the fallure of irresponsible and forgetful persons
penalize ali concerned, and generally, result in strained
relationships. Unexplained delays are definite examples of
thoughtlessness and rudeness,

D. TImportance of Presenting Good Personal Appearance. The import-
ance of first impressions as to one’s personal appearance
should be discussed thoroughly with all adult members of the
family. Conformity to local customs regarding dress and
attention to careful selection of dress appropriate to the
occasion, are factors pertinent to the acceptance of the relo-
catee and his family by the community. This discussion should
be followed by a more personalized discussion of ways and msans
to improve thelr individual grooming, dress, and general appear-
ance.

E. Adequate Living Quarters and Their Upkeep. The types and kinds
of living gquarters available within the city shall be carefully
discussed by the counselor with the relocatee. He shall stress
the necessity as well as the desirability of the relocates’s
observance of and adherence to: general community sanitation
and safety requirements; adeguate maintenance of the interior
and exterior of individual living guarters; house srules; good
neighbor policy; and, occupying housing, the cost of which is
within his financial means. The relationship between income
and rent should be thoroughly and carefully explained. The
importance of settling in adequate quarters in a veputable
neighborhood should always be emphasized.

The values of being a good housekeeper as a part of being a good
neighbor should be appreciated by all responsible family members.
This will assure all family members of increased opportunities
for desired participation in community affairs.

F. Adequate Employment - Basis of Beonomic Security. The techniques
of sound employment counseling for relocatees is one of the
most important functions in the entire relocation process. A
Job record carefully drawn at the Agency level equips the destin-
ation counselor with material to deal reslistically with the
relocatee regarding his vocational interests, experience, capa-
bilities, and family responsibilities in regsrd to income needed
to maintain a reasenable standard of living. Many accepted
practices may be new to the relocatee (Social Security coverage,
health and sccident insurance programs, paid vacations, etc.).
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Major Fields in Personal and Pamily Adjustment, Orientation

interviews should reflect warmth of welcome, show confidence

in the wisdom of the person's choice to relocate, and should
gain specific information about basic family needs without
going into unnecessary detail. The skilled counselor should
be able to build up the relocatee's faith in the guidance he

is being given. The counselor should also use his owa judgment
ag to the amount of orientation necessary for the relocatee to
make the adjustment from reservation living to city life as
eagy as posslible.

(1)

(2)

(3)

()

Money Management. To become economically independent, the
relocatee must learn the value of money: how it must be
spent for essentials before luxury items can be bought;
realize the penalty if budget planning 1s lgnored; ap-
preciate the worth of a good credit rating; and gauge ex-
penses 1n relation to income. General guidance shall be
given relocatees and trainees alike by the staff at des-
tination. The local staff may use to advantage the pro-
fessional services avallable within the community to
increase interest and participation in money management
planning.

Medical Care Coverage. The destination.counselor is res-
ponsible for informing the relocatee and his family concern-
ing the advantage of and necessity for having some Form

of continuous medical and hospital coverage. At the
expiration of the Heaith Service coverage provided by the
Bureau the relocatee should be encouraged to provide him-
self with similar protection through his employment and/or
purchase of individual membership with a reputable medical
and hospitalization plan.

Schools and School Community Groups - Opportunity for
Family Integration. It is important that definite asgsist-
ance be provided to enroll the children in school. Informa-
tion should bhe furnished to the school officials about the
relocatee family and the relocatee Tamily should be supplied
with informetion concerning schools. The PTA can be help-
ful in many ways. This community organization may provide
one point of approach to community integration. This
resource should not be undervalued.

Recreation - An Important Phase of Community Living.
Counseling the family about recreation opportunities should
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not be overlooked. In the early part of the relocation,
everything is new and exciting. This is the time when
inexpensive recreational facilities can be best explained
and utilized by the family. Use clty maps and tell the
family about the zoos, the museums, scenic and interesting
places, and nearby picnic or weekend holiday camp areas,
Even bus rides can be exciting and pleasurable. Perhaps
a word of warning and explanation about undesirable arcas
may also be in order. Affiliation with neighborhood
groups such as Boy Scouts, Camp Fire Girls, church groups,
PTA, and participation in plant group activities should
bve encouraged and facilitated at every opporbunity.

(5) Encourage Church Affiliation. Arrange for the family to
get in touch with the church of their choice. Tell the
pastor or the clurch visitation commitiee about the family.
Encourage attendsnce at church and participatiorn in church
and Bunday School activities.

(6} Destinatlon Office Staff - Friendly Guide. After all these
matters have beer pointed out in initial counseling Tollow-
ing arrival, it is important to stress that the advantages
and benefits outweigh difficulties in urban living, so
that the individual will feel he has something worthwhile
to strive for, despite the hardships that may be entailed.
The ecarly weeks are critical ones. Help the relocatese
get through them.

H. Use of Oriemtation and Counseling Check Iist. Orientation and
Counseling Check Tist, Form 5-662, shall be used by destination
office stall members with each relocating unit to assure complete
coverage of major categories of the Relocation Services program.
(See Tllustration 11, 82 1aM 5).

.5 Housing.

<1 Housing Service Responsibility. Knowledge of the availability of
adequate temporary snd permanent housing for tha timely use by
relocatees 1s one of the major responsibilities of the staff at
destination point. The staff must be prepared to assist the
newcomer unit as needed:

(a) With temporary shelter immediately upon arrival.

(b) Offer for his selection a choice of permanent
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housing quarters after he has suitable employ-
mept or is satlisfactorily enrolled in a vocation-
al school.

Development and Maintenance of Satisfactory Landlord Relations.
To insure having comprehensive and current housing information
which Tacilitates the actual service to the relocatee, the

staff must search the housing market through careful geographi-
cal and source coverage. Management personnel of selected types
of housing shall be informed regarding the aims, objectives,

and scope of the Relocation Services Program and given some
background information about the Indian participants of program
services. A mutually understood working agreement shall be

made between the landlord, manager, and/or his designated repre-
sentative and the Bureau of Indian Affairs staff regarding the
individual responsibility of the housing personnel, Bureau of

. Indian Affairs staff, and the relocatee-recipient of housing

accomuodations. The housing service management must urlerstand
that the relocatee is solely responsible for the rental payment
and the care of the premises. Bureau of Indian Affairs staff
agrees to guide the relocatee into an acceptance of his respon-
gibility in this business transaction.

Temporary Housing. Upon srrival at destination point, relocatees
need. temporary housing which provides a satisfactory living
standard of space near the office at reasonable rental, and
which is located on or near crosstown transportation. BRasy
accessibllity to the office for initial orientation, specific
coungeling, initial and repeat job referral, etc., saves time
and. confusion for relocatees as well as staff.

Temporary Housing Information Record. Temporary housing informs-
tion about available standard shelter within the metropolitan
area shall be set up in an easy reference file for the use of
all concerned. The Housing Resource File, Form 5-449, (See
Ii1lvustration 6, 82 IAM 5, includes essentlal information needed
by the destination staff and will serve as a nucleus for compil-
ing information which is to be sent to the Agency office at
regular intervals.

Permanent Housing. The location of adequate living quarters
within the relocatee's financial means and in reasonable proximity
to employment and other community resources, is of primary and
basic importance to the relecated unit's welfare and success,

Tze destination staff shall eguip themselves to serve the new-
comers in meeting this early need on the basis of their
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requirements. To effect this, it is necessary that the staff
develop and maintain a current file of information about the
types, kinde, adequacy, location and cost of a variety of per-
manent housing for single men, single women, and families within
the destination service area. {(See Illustration 6, 82 TAM 5).

A. Basic Factors for Bousing Consideration.

(1) Permanent living accommodations cannot always be proper-
ly selected until such time as permanent employment
has beensobtained. It is desirable thalt relocatees
move to the section of the area within reasonable
proximity to their employment in order to reduce
commuting time and costs.

{2) Barnings from permanent employment is the major factor
in determining the funds allowable for housing costs
in relationship to income. The standards of living
and conditions on many reservations mey have a tendency
to influence soue relocatees to seek housing that is
below the standards that are acceptable Tor wage earners
in the relocatee's position in the community. There-
fore, a realistic budget discussion must be given
priority in planning with the relocatee and his family
to acquire housing, the cost of which is commensurate
with their earnings. Some individuals may be inclined.
to rent accommodations that are in excess of their
budget limitations. Realistic counseling shou#d be
given and the family encouraged to accept living accom-
modations which they can afford. If at all possible,
conglderation should be given to moving an Indian family
into a neighborhood where at least one other Indian family
resides. Companionship with another Tndian family will
contribute materially to a guicker adjustment.

(3) Location of the Housing in Relationship to Personal
Weeds is highly important. Proximity to schocols, church,
shopping, c¢linics, employment, will save time and expense.
If the location of the residence is such that walking to
and from the major points of community interests is
possible, thereby curtailing the expense of transportation
more money is available for shkélter rental. Although it
is desirable to live near the worker's place of employ-
ment, it is often-times more desirable from the stand-
point of the unit to serve more family members by
gsettling near a school, shopping, etc. The location of
shelter for permanent living shall be in a reputable
neighborhood. which will contribute te the safety asg well
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as the status of the individual/family in the community.

() Space and convenience standards for permanent housing
for relocatees shall be taken into individual account.
- Shelter selected shall provide space which 1s well
lighted, well ventilated, free of accident hazards,
has adequate plumbing, accessibility to transportation
~lines, ete. '

- B. Major Categories of Permanent Housing for Single Men and
' Single Women. The major catégoriles for permanent housing
for single men and single women are YM/YWCAS, clubs
(Evangeline Residence, etec.) room accommodations in
private residences or small hotels and room and hoard
situations in private residences or small hotels,
apartmente (single or shared cccupancy).

C. Chief Characteristics of Permanent Housing for Single Men
and Bingle Women., The chief characteristics of suitable
housing for ummarried men: and women shall be:

(1) Stendard, well-kept space at reasonable rental
in a reputsble ares of the city.

(2) Within reasonable proximity to the job/school.
(3) TLocated on or near crosstown transportation lines.
(4) With satisfactory bathing arrangements.

(5)- With elevator service for buildings having more
than three stories.

(6) TEquipped with lounges and other recreational
facilities which allow social group participation.

(7) With laundry facilities in the building or
neighborhood.

(8) With nearby food service at reasonable cost.

D. The relOéatee/tfainee tenant shall be cognizant of his
" “responsibility to: '

(L) Maintain club "Y" membership if membership is
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required.

(2) Be & good tenant (adequate maintenance of quar-
ters; care of furniture and equipment; observance
of house rules; prompt payment of rent; respect
for privacy and privileges of other tenants;
limited use of public telephones; etc.).

(3) Maintain good relationships with housing manage-
ment; hotel manager; house mother; landiord; etc.

E. Major Categories of Permanent Housing for Families. The
major categories for permanent housing for families are
apartments, housee, public housing and owned homes.

F. Chief Characteristics of Permanent Housing for Families.
’ The chief characteristics of suitable housing for families
shall be: ' '

(1) Standard, well-kept space at reasonable rental
in a reputable area of the clty.

(2) Within reascnable proximity to the job; school;
church and shopping areas.

(3) Located on or near crosstown transportation
lines.

(4) With elevator service for buildings having more
than three stories.

(5) Eguipped with or near laundry facilities.

(6) With play yard or near park recreational facil-
ities for children.

('t} With or without furniture, at rental rates in
proportion to the service given.

(8) On lower floors of multiple story housing for
families with small children.

(9) Selected with careful consideration of areas

having dwellings of mixed occupancy; i.e., white,
negro, oriental, etc.
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{10) For homes purchased, adequate construction
appropriate to the area and its climate, and
priced within the use and financial means of
the buyer.

G. Public Housing Qccupancy. In the majority of cities where
Field Relocation Offices are located, the loecal Public
Housing Authorities have agreed to waive local residence
requirements for relocatees and trainees. Therefore, when
and 1 space 18 avallable, participants of the Relocation
Services progrem who meet the qualifications of the Local
Housing Aunthority may be admitted. This type of accommoda-
tion guarantees the following: stendard space, central
location in relationship to shopping, recreational, medical,
educational and transportation facllities; and, is priced
in direct proportion to income based on family size.

Public Housing offers an opportunity for destination
offices to guarter large and/or economically handicapped
families in standard facilities at low cost. If such
housing is used as an interim expediency, the determination
for this service may he wlse. However, the drawbacks of
settling people in public housing.should be measured care-
fully.

(1) TLow rent public housing is provided in a city on the
basis of determined need for dwellings of various
sizes to accommodate femilies who have established
residence in the area and who are unable to earn
sufficient income to sustain them on an acceptable
standard of living. Over-use of the privilege of
housing Bureau of Indian AfTairs' program-gponsored
people who are newcomers in the community coulkd invite
criticism of both Public Housing and the Bureau of
Indian Affairs. TIn addition, extended use of public
housing facilities may foster a feeling of dependency
on the part of the relocatees. One of the principal
objectives of the Bureau of Indian Affairs is to help
people adopt a realistic attitude to regular living
demands and responsibilities, and to establish them-
selves in a self-gufficient status. This is parti-
cularly true in the housing of institutional trainees
who should experience living in standard private
housing at a price range which they can expect to
pay upon completion of training.
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(2) New Indian residents to the destination area need to
assimilate and become workers, neighbors, and citizens
in the community. They need to participate in commun-
ity affairs without reference to their background
¢ifferences. In the same proportinm, the relocated
Indian needs to accept peoples of backgrounds dissimi-
lar to his own without prejudice or discriminatory
ideas. The fact that public housing is open for all
family units who qualify on the basis of need and
income may result in an overwhelming majority of
persons of one racial group occupying the shelter in
a given project. A situation of this kind can lead
to dissatisfactions when people live in close quarters
in such numbers. The adaptability and attitudes of
famillies must be analyzed and wise counsel given to
help them become good tenants and good neighbors.

(3) Selection of private quarters in an area of the city
which meets the Jjob and family requirements is a sound
basis of establishing the Tamily as a unit which mus<t
accept responsibility for itself. In such an area,
all members of the family can make new friends and
establish themselves on the basis of new interests.

(4) In housing developments, Tndian pecple may form a

clique and not exert themselves in becoming acquainted

~with other people. Their problems, real and/or
imaginary, are shared beyong the bounds of scund judg-
ment. The Indian group may become an "Indian Village"
in the thinking of the greater community, and the
difiiculties of a few may be credited to the entire
Indian popuiace.

Home Ownership. If the relocatee is happily situated insofar
as employment and personal and family interests are concerned,
he may profit by purchasing a home. All factors in the
individual case should be carefully veviewed and a realistic
measurement made concerning an investment of this size. The
destination office, if invited %o advise, should refer the
prospective homeowner to several avalilable bona fide sources
of Information. Counselors can with impunity act only as a
"listening post." The determination regarding such an
investment should be made by the individual/s concerned.
Monthly payments for the purchase of a home, which includes
payments on the mortgage, interest on the mortgage, taxes,
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and insurance, and general upkeep, are .often no more than
the amount of .reasonable rental.

.6 Required Housing Information for the Field. The Relocation

: Services staff gt destination shall be respensible for keeping
Agency and Area staffs currently informed of the availability,
type, general costs, and other pertinent facts about temporary
and permsnent housing accommodations in destination jurisdic-
tions. This informstion shall include general facts about
housing management; brochures; pictures and .other data and all
material which will be helpful to interested relocating person/s
in assisting him visualize the type and kind of living cuarters
available in a given area. »

.{ Housing Procedures. In order to adequately accommodste single
men, single women, -and families in temporsry quarters to Tit
their individual needs at destination, it is necessary that (1)
housing sources be contacted, (2) working agreements be made

© with responsible housing management personnel, and (3) that
mutusl understanding with representative sources be consistently
maintained. The landlords and/or the manager of temporary

-housing must be given a clear explangtion by destination

office stalf members about the type of personnel relocating
through the Bureau's program pointing out their need for tem-
porary housing, and the Bureau. of Indian Affairs' role in this
transaction. When quarters are inspected by the staff and are
found to meet the genersl requirements, Form 5-449, Housing
Resources File, should be completed (See Tllustration 6, 862
IAM 5). The -value of having a resource file cannobt be over-
stressed. This procedure will gusrantee a definite control of
the kind, cost, and avallability of temporary housing. Also,
it provides a record of the types of housing in most demand and
program. information given to and agreements reached with

- -specific landlords, masnagers, and regltors.

~Only major permanent housing resources are to be recorded, i.e.,
reglty firms carrying listings of apartments, flats, and private
dwellings; ownérs/managers of apartments; Apartment Owners
Association, etc. Bvery effort should be made to develop housing
opportunities in different sections of the eity which can
accommodate families of wvarying composition and income. As
employment opportunities are opened, the staff responsible for
housing relocatees should locate suitable gquarters for them
near the employing establishment.
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A, Organizational Work Sheets to Facilitate Housing Service to
Relocatlees. The staff members who provide the orientation
to the relocatee are responsible for initiating the temporary
housing service to the unit. Locating the single or family
willl in nearby temporary shelter 1s essential to peace of
mind and relaxed feeling of security baslc to favorable
receptilon of employment, training, and commnity living
guidance. The use of a form similar to the following should
facilitate the housing of a newly arrived unit.

WEW ARRTVAL - HOUSING

NAMF, DATE ) _ FILE NO.

Baggage to be picked up: Yes ; No
Railway Depot Bus Terminal : Other

Temporary Housing B

3 2
Room " Room & Board

2 ?
Apartment  Motel Club

Address
Telephone Number
Manager

Rental Rate: Day Week Month

Deposits Made: Key _ Cleaning

Necessary Shopping: (Refer to check list)

Personal Appearance

Housewares

Grocery shopping .
Shipment of HHG Lbs. - Pick-Up
Other shopping '

-

o

oA o

List Here Anything Incomplete Regaxrding Move:

Staff Member
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@Se of this form or a similar record precludes staff con-
Tfusion regarding the need for immediate service to the
newcomer unit, and it provides space for confirmation of
such service having been given, by whom, and at what time.
It serves as a staff work record of service accomplishment
and should be filed in the individual's file fcolder.

Asgigted Move from Temporary toc Permanent Housing. The
preliminary interview on housing will enable the staff to
obtain such pertinent information as space needed by
family based on number, age, and sex of children; whether
private or public housing is preferred or availablé; type
of schools needed; church preference; ownership of Hets;
veteran's status; any specific prejudices; etc. This
Lnterview glves housing personnel an opportunity to learn
what the relocatee needs and wants in living quarters.
This information should be filed in the unit file folider
and used as a gulde when obtaining permanent housing.

The employment or training staff shall notify the housing
setaff when permanent employment is secured or enrollment
in school has been affected in order that permanent housing
may be obtained Tor the unit.

The staff member assigred to securing permanent housing
for the unit should review the preliminary interview

report concerning housing needs and desires; and review
the resource file and -such other information as is avail-
able through newspapers, factory bulletin boards, etec.

When prospective housing is located, the landlord should
be contacted and an appointment made to inspect the quarters.
At least one responsible adult member of the family shall
accampany ‘the staff member to see the guarters and deter-
mine its acceptability. The staff mwember and the relocatee
should check on transportation to employment, distance to
school, shops, and churches, etc.

The relocatee's ability to pay the amount of rent should

be considered. The relocatee should be advised to consider
only housing which costs not more than approximately 25
percent of the monthly take-home wage or grant.

When a rental agreement is made, the purchase of furniture
may be the next step. A move slip should be prepared,
showing the relocatee's new permansnt housing address,
landlord's name, number in family to be moved, date and
time of the move, and the type of vehicle to be used for
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the move. This move must be coordinated with the movement
of the furniture from the store, turning on of the gas,
electricity, and water, as deposits have to be made in
some areas on utilities. The following is a gugpested
form for use in moving the unit: ‘

MOVING INSTRUCTIONS

NAME

ADDRESS

DATE  TIME

REMARKS :

To persons handling move: IList here anything incomplete
regarding move and return to:

Staff Member

Move Completed - Date

MOVED IFROM

UTILITTIES

TRUCK NEEDED

Staff Member

The staff member in charge of the move should consider all
of the following points with the relocatee, giving appro-
priate attention to each item so that settlement in
permanent quarters may be effected with dispatch and satis-
faction:

(1)} Has transportation to the job been verified?
(2) Do the guarters provide adeguate space?
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Have the landlord and the tenant reached an

agreement?

Dees the tenant have funds for a month's rent?

Has a date been set for occupation of premises?

Does the tenant have furniture?

Who pays the utilities?

Has a deposit been made on gas and electricity?

Has connection been made on gas stove and has
relocatee been instructed on the operstion
of gas stove and heater?

(9) Has temporary housing management bheen notified

in advance of movef

(10) Has furniture move been arranged?

(11) Ts there a day deposit?

(12) Are shopping and school facilities available?

o~

e e W W N
=1 v = W
et M e e B

Public Housing. The Public Housing Program administered by
the Local Housing Authority in destination cities varies
somewhat in its occupancy requirements. However, in all
instances the regquirement of one year's residence before
admission has bheen waived for relocatees. The Local Hous-
ing Authority requires a "verification of employment and
income" or a certification by the Bureau of Indian Affairs
of the grant status of the family. This financial state-
ment plus information regarding veteran's status and

number of dependents are the bases of congideration for
eligibility. Generally, the Local Housing Authority
requires a deposit for possible damages and a charge for
garvage pails, garden hose, and a key deposit in addition
to the initial rent. The rental rate is determined by
income in relstion to the number of dependents. The

damage deposit is returned when the family leaves the
premise 1if no damages are apparent. The financial status
of each family is reviewed at regular intervals to deter-
mine their eligibility for continued occupancy. One

Local Housing Authority has distributed the following
information to its tenants. This 1s outlined for the bene-
Fit of staff members who may want to review with each
relocatee applicant for public housing occupancy this check
1list of Public Housing Policy regarding major items.

"REMEMBER THE TERMS OF YOUR LEASE
Lease - SBigned for one month
Renewed by the payment of the rent each month
15-day notice to cancel lease
For living purposes only - no business
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Rent - Pay in advance. .
Pay on 1lst business day of month. o
Pay extra charges, if any, with rent (such as
extra electricity, cr damages, such as broken
“windows) .

Tnceme - All income of family is considered in computing
rent.
Total net income determines eligibility.
Any change of income must be reported immediately.
Change of income may mean adjusted rent the lst
of the next month.
Failure to report change cancels lease.

Family - All. members must be stated in lease.
No boarders/roomers .
Beport expected family change.

House -grounds ~equipment, -
' Alvways keep house and equipment clean. .

Keep yard mowed, trimmed, weeded, watered as
neeaded.

Pick up all trash.

Take care of equipment.

Report any repair needed.

Make no repairs, alterations or additions.

Pay for repalr or service caused by neglect or
abuse.

Furnish own standard garbage can.
(This may be purchased at management office).

Ask management office Tor any information needed
at any time about equipment, such as how to clean
range, defrost refrigerator, light bot water
heater, etec., Note: Certain types of washing
machines or coolers may be installed with the
marager's approval.

Pets - None allowed.
Other - Observe city ordinances and health regulations.
Be a good citizen and neighbor.

Teach children to respect property of others.

Local Housing Authority"
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D. Home Purchase. After a period of residence in the city
where the relocatee has had Job stability and enjoyed with
his family the social and economic advantages the new
community offers, he may consider the advisability of pur-
chasing his own home. If the counselor is approached for
advice on this matter, he should encourage the relocatee
to inform himself thoroughly concerning different types of
financing available for this purpose, the desirability of
the area of the city in which to locate (commercial versus
residential, accessibility to schools, shopping, reasonably
free of heavy traffic, etc.); the most economical type of
structure in regard to materials, size, type of construc-
tion; the closing costs; and the continuing cost (monthly
payments, taxes, insurance, repair and maintenance) in
relationship to income.

The Veterans Administration, Federal Housing Administration,
Bavings and Loan Associations and banks are well known
sources of possible assistance in residential financing.

The potential buyer should use every safeguard available

to assure himself that any investment of this kind is an
equitable one and within his own financial means.

. Housing Record. The person responsible for housing may
want to keep his own record book for reporting on workload,
accomplishments, ebtc. A simple form record as illustrated
below may be kept in a notebook and serve a useful purpose.

HOUSING RECORD

Persons Employed and Ready for Permanent Housing, Week of

Arrival Name and In training or ile
No. Date Temporary Address Employed at: Children No.

and for the record of persons of longer tenure in the city but who
need housing assistance;

Other Persons Desiring Housing Change, Week of
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Re-housing Service. Relocatees are assisted by the staff
to move into temporary housing on arrival at destination
peint, and from temporary to permanent housing after
regular employment is located or entry into training is
completed. Aay moves made after this are the actual res-
ponsibility of the relocatee. However, the staff may
suggest landlords to contact, areas of the city to check
for available housing, or mske an appointment with housing
menagement for the relocatee to see guarters known to be

~available. Physical assistance with the actual move may

be authorized with the approval of the Destination

Officer. Assistance may be gilven in moves from rented
guarters to purchased homes as a token of. appreciation for
the family's progress. The destination office staff should
not be overburdened with re-housing of people who move for
no good reason or who have been evicted several times.

However, there will be instances when a little timely
assistance from the staff to a troubled relocatee may
result in his continuing to mske an effort to remain at
the destination and not return to the reservation.

Permanent Housing Revort for the Record. At the time
permanent housing has been occupied by the relocatee unit
(single or family) a permanent report shall be placed in

‘the individual file. TForm 5-408, Pefmanent Housing Report,

shall be used for this purpose. (See Tliustration 5, 82
IAM 5.).

- Report to Agency Regarding Housing of Relocstees. BRach

Agency Relocation Officer shall be supplied pertinent
facts about the housing accommodations for the relocatee
who has been placed in permesnent employment or who has
enrolled in a voecational training school.. This shsll be

a part of the first report furnished the Agency concerning
employment or school enrollment, community adjustment, ete.,
which is in every instance sent to the Agency as directed
in 82-TAM 5.2.6.16, Home Visits. The Agency Relocation
Officer is particularly interested in the following polnts
regarding permanent housing: type of housing; assurance
that rental is in reasonable proportion to income; '
proximity. to work, shopping, school, transportation, etc.,
and meets with the approval of the relocatee. The address
of the relocatee should be given to the Agency Relocatlon
Cfficer.
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I. Current Housing Record. A suggested cﬁrrent housing
record form follows which may be kepb in the individual
file folder. The use of such a record will help the
covnselors to know at all times the current address of the
relocatee, If this record is used it should be filed on
top of all material in the individual flle folder so that
it i1s convenient for easy reference. S

CURRENT BOUSING EECORD

Dest. File No.

Name ] Size of Unit
Phone REMARKS
Date Address No. Type, Costs, Facilities

.6 Community Living.

.1 Froper Perspective of Community Living. Pergonnel assigned to
the Community Living phase of the Relocation Services program
should maintain a proper perspective of (a) fundamentals of
broad community living; and (b} the Bureau of Indian Affairs’
aim to help the IThdian resident become a well adjusted citizen
within the whole community. To do this effectively, the
Community Living personnel should consistently recognize the
gimple basic essentials which develop community spirit and
organization and which comprise the difference betweén an indivi-
dual's status as a "citizen" versus a "resident" in the community.
The following are basic points of consideration and acceptance.

A, Definition of Community and Citizen. Webster has defined’

- "community" as a "body of people having common organization
or interest or living in the same place under the same
laws." A citizen is an inhabitant of an area who enjoys its
freedom and privileges as f{ree men owing allegiance to a
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government and entitled to protection by it. Congequently,

' the term Community Living becomes a comprehensive expression

covering life in an area, state, town or proscribed rural
Jurisdiction, with its opportunities through available
resources, with its limitations through the shortcomings of
adequate planning and a reflection of the day-to-day living
habits of people who reside in a designated geographical
area.

Basic Reguirements of Good Citizenship. To be a good
citizen one must:

(l) Recognize the fundamentals of law with ite pro-
tective services for fire protection, law en-
forcement, public health, sanitation, legal =aid,
property rights, intelligent use of the franchise,
etc.

(2) Be a good neighbor.

(3) Know the commini ty.

(4) Appreciate that with perllege there is obliga-

tion.

(5) Be a thoughtful and responsible member of the
community society, remembering that the welfare
of the whole is dependent upon the sound support
of each individual unit.

Resources of the Commnity. Many of the publicly and private-
1y supported commnity services are available to persons who
live in largér cities. Fewer services are normally avail-
able for people who:live in smail towns and rural areas,

The amount of service rendered and the administration of
such service may vary radically by jurisdiction. Federal
and State financed, programs generally operate on the basis
of justified need.” The availability of privately financed
programs is dependent largely uvpon the demand for such pro-
grams by each independent jurisdiction. The destination
office representatives shall know the types and kinds of
gervice available within thelr greater operational area and
acquaint representatives of such services with the aims and
operations of the Bureau of Indian Affairs program. It is
necessary that the destination staff keep currently conver-
sant with the operation of community services and know the
personnel who are responsible for the administration of

such services.
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~.:D.  Good.Neighbor. . The happy community resident is one who
- féels ‘comfortable and secure in his: iiving'arrangements

and neighborhood. To. achieve this. feellng of comfort and
security the-newcomer relocatee must learn<to conform,
within reason, .to the customs of the area; adapt himself to
the pace of the residents of the area; and accept the
idﬁ@ith&trto-havésafggbdiheighbor, it is necessary to be
cne. o

-The value of, belng a good houSekeeper cannot be over-stress-
ed. Persons.who: have had little or no experience in living
in an.urban area will need to know many, things about re-
quirements of apartment and clty dwellers. It is important
that- the: destlnatlon staff shall explain these differences
in detall andnrelate in simple terms not only the “how"
but the by *of dolng tthings.

Newcomers to?théﬁcdmmupity,feel.a timidity and reserve

about meeting new:people and admititing their unfamiliarity
with -possible inew.'ways-of living; therefore, much assistance
can be given.the women. of relocated units through individual
and. group mgeting; contacts. Suggested toplics for these
discussions -may #ell ineclude: care of apartment or home;

- apartment or home:decoration; attendance.at health clinics;
clothing and.pexrsonal grooming; how to entertain; how to
welcome neighboféj:hotho greet a person; visiting rules;
and, food preparation hints.

Individual and group meetings with the men of the family can
be ag beneficial zs the meeting with the women. Suggested
discussion topics for these meetings are: discussion of
family responsibilities; personalized talks about budget-
ing; the goals of home ownership; how to plan and Tinance
family recreation; union membership and its value to the
individual; the necessity of continuous health insurance
coverage; and, planned. or other group activities. All of
these topics may be discussed in a friendly atmosphere and
the "presentation of information on an individual or a
group basis should be geared to the undersianding and
acceptability of the-person/s being counseled.

.2 Introduction Statefient:of Philosophy and Practice. It is
intended that  the*following statement set the tone and estab-
lish the general objectives and method of operation of the
Community Living phase of Relocation Services. No manual can
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be sufficiently detailed to provide the answers to. every situa-
tion the staff will encounter.- Therefore, this philosophy
statement oqutlines the Bureau's basic approach to its responsi-
bility so that activity and decisions in individual situatlions
will be in accordance with these principles.

A,

Release 82-24,

The primary purpose of Community Living assistance is to
provide eligible relocatee units (single and family) with
sufficient information, timely help on specific problems,
and self-confidence to supplement their own resources to
enable them to secure the necessities of life on a level
of decency and health, consistent with their ability to
maintain such levels.

It 1s also the purpose of ommunity Living through recog-
nized social services and cooperation with other agencies
to assist in strengthening family life and to assist in

the development of people in order for them to attain self-
sufficiency and independence.

Assistance shall be given thoughtfully and impartially to
all persons who are eligible for program services. No
provocation with regard to problem behavior and question-
able attitude shall 1limit the attempt of the destination
counselors to give objective and helpful aid.

Community Living assistance is given with dve regard to the
needs and welfare of the individual relocatee in relation-

ship to the whole community.

All prograem participants are made welcome, ang friendly

‘rapport established. Advice and counsel is given with

reasonable promptness in recognition of the time saved by
the proper provision of preventive services.

The destination staff is responsible for informing each
relocatee regarding the Bureau's operational policy.

Pertinent information concerning the Relocation SBervices
program, including auvthority for operation, regulations,
and statistics about program participation may and should
be disclosed to the public.

A1l official actions in regard to each individual relocating
vnit shall be recorded in the Individual File Folder.
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I. The Destination Officer shall assure himself through
constant watchfulness and in clearly defined staff respon-
8ibility and operational controls that the Job of each
staff counsellor in Community Living is satisfactorily

discharged.

(1)
(2)
(3)

()

(5)

Specifically, each staff member shall:

So conduct himself at all times as to merit con-
fidence and respect;

Carry on his work in a professicnal, objective
manner;

Be sympathetic and business-like in providing
assistance to those in need of help to meet the
demands of life in the new communiity. Be
equally cauticus to ensure that the relocatges!
initiative is not stymied by an over-protective
attitude and actions of the counsellor.

Bring tec the attention of the officer in charge
and/or other staff members suggestions for
operational changes or proposed courses of
action in relation to a single individual which
seem to be the best for the relocatee, and con-
sistent with Bureaun pelicy, or the community as
a wvhole.

Consistently, both publicly and privately, sup-
port and atitempt to interpret the aim, peolicies
and regulations of the program both to the
relocatee and the public.

4. The Bureauw of Indian Affairs maintains high standards of
performance, and support and strengthen staff morale by:

(1)

(2)
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Providing new staff with systematic orientation
and with carefully planned induction into its
duties and responsibilities.

Strengthening staff competence on the job through
a planned program of staff development, includ-
ing effective supervision; periodic staff meet-
ings; opportunities for attendance at meetings of
local and national professional organizations;
and, for additional professional educaticn and
training.

’E_Arranging for staff participation in policy form-

ulation and in decisions affecting the program,
through membership on staff committees specifi-
cally appointed to deal with questions arising

in genéral areas.
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.3 Reception Service in the Destination Office. It is important
that each destination office plan for space, time, and personnel
to receive relocatees and visitors. The kind of service given
people by a staff member who acte as a receptionist sets the tone
and. attitude for fuiure contacts.

The Destination Officer shall exercise special care to see that
the front desk of the office is covered at all times by a staff
member who has an outgoing personality, meets and deals
pleasantly and confidently with the visitor (relocatee, represen-
tabive from any public or private organization, ete.); and, who
promphs staff members, however busy they may be, to receive the
caller for a time sufficient for him to know that his problems
are known to and being worked on by the counsellor.

‘The atmosphere of the reception room should be cordial and
friendly; people should be greeted by name; inquiries should be
made aboul family members, not only to gratify the relocatee
but to forestall small problems which couwld grow into major
handicaps.

It is offten necessary for relocatees to be available for imme-
diate referral to a service appointment, which reguires them to
be in the office for several hours a day over a period of time.
The relocatee should be reassured by the receptionist throughout
the day of the progress being made on his situation.

The receptionist shall:

(a) Be responsible for seeing that the front desk is
covered at all times,

(b) Greet all visitors in a pleasant, courteous manner.
Determine the purpose of their visit and call a
staff member who can serve them.

(c) See that each caller at the office signs the Daily
Visitor Register, Form 5-663 (See Tllustration 13,
82 IAM 5) giving reguested identifying information.

(d) Have the Individual File Folder removed from file,
charged to the appropriate selected staff member,
and forward it to that individual as the relccatee
reports for the discussion.

(e) Question carefully and tactfully all visitors who
ask to see certain staff members to ascertain if
the person requested actually handles that phase
of the program.
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(f} Be prepared to supply the caller/relocatee with
routine program and service information. The
receptionist can handie these Inguiries with dis-
patch, relieving other stalT of unnhecessary work-
load and rendering prompter service to the inquirer.

{g) Watch for emergencies and notify the Housing and
Community Living Chief immediately of any unusual
situation.

Public Transportation in the City. The responsible staff member
shall explain to the newcomer unit about the types and kinds of
public transportation available in the area. Information about
the city is ordinarily avallable through illustrated maps which
should be given to each relocating unit. This should include a
map of the city, showing public transportation lines, and have
Information about the city such as points of interest, churches,
cilty services, emergency medical care information, ete.

He shall instruct the relocatees in the use of fransportation
maps, explaining the layout of the city and surrounding areas.

The relocatee shall be thoroughly advised regarding transportation
fares, the use of transfers, ete.

A. Observance of Transportation Schedules. In most urban areas
public transportation is readily available from residence
area to places of employment and community services {schools,
churches, shopping, health, clinics, libraries, parks,
and recreation spots, etc.). The majority of relocatees will
be deperdent upon public transportation for one or several
members of the family. People who are unfamiliar with the
use of public transportation must learn to judge time needed
to commute during peak rush hours. They must know about
transportation schedules so that they can plan their time
accordingly to reach work and school on time.

B. Car Ownership. BSome relocatees report to the destination
polnt in their own car, while many others acquire a car
after relocation. It must be impressed upon the car owner
that regulations regarding car ownershlip differ by state and/
or locality. Therefore, it is necessary for each driver and
car owner to know ané abide by the prevailing laws regarding
such items as car license, driver's license, safety checks,
insurance coverage, local traffic regulaticns, parking, and
other safe-driving "musts." Failure to follow the regulations
exacts a strict penalty. The ataff member shall discuss with
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the Telocatee the necessity of each individual (single or
family) planning for transportation expense in their weekly
budget.

.5 Planning Use of Leisure Time. The destination office staff can
and should be of real help to all relocatees in planning the use
of their leisure time (for all age groups). Everyone needs
diversion for a good balance of mental and physical health. The
relocateeneeds and wants friends in the new surroundings. It is
important that he receive from the counselors the proper and
timely introduction to desirable recreational opportunities in
the area; galn access to recreational organizations of his
interest; and, thereby help him pave the way to making new friends
in the commnity.

In the early part of the relocation everything is new and excit-
ing. This is the time when inexpensive recreational facilities
can be explained best. Use city maps and tell the family about
the "fun" resources of the area: zoos, museums, ballparks, beaches,
plcnic areas, parks, scenic and interesting places, etc., in-
cluding the pleasure of an inexpensive bus ride throughout the
area. FHEarly affiliation with ngighborhood. groups such as Boy
Scouts, Camp Fire Girls, church groups, PT4, and participation

in plant/employment group activities should be encouraged and
Tacilitated at every opportunity.

A word of warning about undesirable areas and expensive (time,
money and bad companionship) pastimes should also be discussed.

A. Pamlly Recreation. The counsellor should encourage the family
to learn the area together and to plan family outings. Too
often the mother of the household remains at home, becomes
lonely, and her resultant unhappiness sometimes becomes
the bagis of the family's return to the reservation without
giving their relocation plan a real chance.

Many relocatees, single and family, purchase a television
set shortly after settling in the new area. Television is
new to some Indian families who have lived in isclated areas.
Television serves ag a means of family recreation, introduces
the family to some of the rescurces of the locality, assists
in the improvement of English, and becomes a wholesome
addition to the family's belongings. The counselor can
assist in planning for this expense by practical advice on
budgeting, dealing with a reliable company, etc.

Release 82-24, 10-16-61



RELOCATTION SERVICES 82 IAM 5.2.6.5B
DESTINATION SERVICES

B. Indian Center. In many of the ciiies which are destination
points, Indian Centers have been established. The new relo-
catee should be given complete information about the Indian
Center. It is appropriate for the staff counselor to discuss
with the relocatee the advantages and disadvantages of Indian
Center affiliation. The use of the Center as one of many
resources in the community available to the Indian citlzen
can be healthy and a source of pleasure and satisfacticn. The
counselor must emphasize the value of the relocatee identify-
ing himself with his neighborhocd, his church, his job, and
becoming "Mr. Cltizen" in his own right without dependence
on tribal affiliation, reservation ties, and some of the ex-
ploitation given Indian people in metropolitan areas. The
newcomer Tndian needs to meet and make friends with non-Indians
35 well as other Indians. Wholesome recreation offers him a
fine outlet and opportunity to "belong" in the new environment.

.6 Schools

A. Basic Information for Bach Degtination Office Staff. The
destination staff shall obtain for easy staff reference and
“use information regarding the public and private school
operation within the area. Such information should include
the following:

(1) A city directory of public and private schools.

(2) City map showing public school districts.

{3) Transit map in relation to the provision of
public transportation for school children.
Statement of clty policy regarding charges
(if any) for transporting school children
via common carrier to the school.

(4} Checklist of local regquirements for individual
registration. This generally includes birth
certificate, immunization certificates, report
cards, and appropriate transfer papers from
schools previously attended, etc.

(5) Statement of local policy regarding school atten-
dance and plan for upholding such policy; auth-
ority of a truant officer, etec.

(6) Organizational pattern of the Parent-Teacher
Association with specific information concerning
meeting dates, etc.

(7) Availability and location of public night school
classes for adults with a checklist of courses
offered and at what cost.
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(8) A limited checklist for essential contact pur-
poses of responsible key members of the school
administration.

B. Essential Counseling Points.  An important phase of initial
as well as all subsequent counseling is stressing the follow-
ing points with adults and children alike:

(l) The Compulsory Schocl Attendance Law in all
-urhan areas is enfiorced. Therefore, all child-
ren between the ages of 7 and 16 must attend
school except when they have a legitimate excuse
approved by the school.

(2) The value of learning the fundamentals as well as
improving individually from social and job com-
petitive standpoints should be made a real
challenge to adults and children. Their atten-
tion should be repeatedly directed to the employ-
ment and monetary advantages given to the
educated man.. ‘

(3) Night school classes are conducted in some of the
city's public schools for working men and women.
Vocational as well as avocational training is
-available at little or no cost. Young pecple who
have not completed high school can do so without
undue hardship. Classes in basic and conversation-
al English have helped many who are handicapped by
lack of knowledge of the English langvage. Many
of the Indian adults have found might school
attendance a social outlet also.

7 Church. The destination staff shall have current and pertinent
information regarding the number, kind, and location of churches
throughout the city. As relocating units, single and family,
arrive and are housed, they should be given information regarding
the church of their cholce, including its location within reason-
able preoximity to their home. A wise counsellor emphasizes the
religious and scclal aspects of church affiliation for all members
of the family.

The relocatee can elect to éign the form "Religious Information”

developed and distributed by the National Council of Churches,
which permits the destination staff to advise the neighborhood
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church of his preference of the new unit's arrival in fthe area.
This may expedite a personalized welcome by the pastor and the
visiting committee. Encouragement shall be given by all staff
counselors in all contacts regarding their attendance at church
and regular participation in church and Sunday School activities.

.8 Wise Use of Credit. The destination staff shall attempt in
repeated contacts with the relocatee unit to emphasize the value
of the, establishment of good credit in the community. Most
Indians are familiar with credit privileges in their own comnun-
ity. Urban credit practices are generally more Tormalized and
demanding, therefore a general review of the basic prineciples of
money menagement should be given occasionally, and the discussion
should be specifically related to the 1ndividual income of the
unit with regard to a minimum of standard demands for the size
of the unit.

An attempt must be made to impress the relocatees with the fact
that one of the chief problems facing all relocatees has been
their failure to resist over-buying on credit. The attractive-
ness of the variety of personal and other goods on display and
the smocth talk of a salesman confuse the unsophisticated re-
locatee who contracts for paymenis over and beyond his ability
to meet them. The regularity of payment due plus the high
interest on these purchases places him in an unterable bosition
-whiech may contribute to his return to the reservation. Repested
encouragement must be given for planning the use of the Tamily
funds available so that essential needs can be.met and purchasing
or contracting for purchase of items only after a representative
down payment can be made. ILiving costs at destination usually
require most of a relocatee's income. This tends to restrict
making continued payments on unpzid accounts 1ncurred at the
reservation. i

Value of Good Credit Rating. Counselors shall make every attempt
to instill in the relocatee full realization that a good credit
rating is a most important asset. : S

.9 Relocation of Bingle Heads of Pamilies. When a member.of a
separated couple applies for relocation without the legal involve-
ment of children, the applicant may be considered & single person.
If the separation from the spouse is recognized as one of
sufficient . duration to warrant actceptance of the single status,
when children are involved the Destination Officer must make
sure that he has the complete information from the Agency Relocation
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Officer about the following:

(a) TIs the separation formal and has it been of suffi-
cient length to consider it as a definite
separation rather than an esirangement of temporary
nature:; Whenever possible separations should be

.. legally formalized. Agency Relocation Officers
-enlist the cooperation of Agency social workers
in supplying information regarding the circum-
stances of separation and this should be made a
part of the Information Record.

(b} Is there a legal settlement for the upkeep of the
children? If so, does such settlement necessitate
the family remaining at their current address?

(c) If the responsible family head wishes to relocate,
is there sufficient evidence of this person's
ability and stability to warrant serious consider-
atlon of the removal of miner children to an area
where their upkeep may be more costly?

The hazards of accepting for service and attempting to serve men
who leave children at home with a stated plan to bring them to
the point of relocation after a job has been cbtained are to be
carefully measured. The expense of child care, renting suitable
housing for a large family, the problem of placing and keeping
children in school, etc., seem to seriously perplex the single
-male who is responsible for their welfare. Unless the'famlly'
head is able to command an extraocrdinarily good salary, and has
a reputation for stability and good judgment in dealing with
representative service groups (pub11c schools, welfare officials,
employer/s, etc.), his relocation with dependen’ children may be
a disservice to him and members of the family. .

. Women who have minor children and who must act as the chief finan-
cial support, are seldom able to command sufficient salary to
meet the dual obligation of child care and the operation of the
home.- Often the mother neglects work to stay at home with child-

"ren when they suffer from colds or other health problems, thereby
Jeopardizing their economic independence. The actual coslt of
adequate child care through responsible channels is a matter
which must be considered on the basis of specific family composi-
tion. This whole matter should be discussed thoroughly by
informed and practical counselors with the family before and after
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arrival at destination point.

The Destination Officer shall be explicit in giving uniform advice
to such units as are received with regard to the individual res-
ponsibility to take upon themselves the complete obligation of
maintaining a home, steady employment, the role of the parent, ete.

When and if problems arise, immediate and emergent referral of
the relocatee by the counselor shall be made to a professional
service organization which will try to help complement the type
of assigtance which previously was glven.

If children are neglected, public and/or private service groups
should be called in to assist or take the problem to another
professional group for advice and handling. The Bureau of Indian
Affairs staff can serve only as a "sounding board" and an informed
and friendiy referral agent.

Child Care.

A. DBackground Differences in Care of Children. To be effective
in understanding and dealing with the child care problems
of Indian people who wish to be and are relocated, the staff
of' the destinetion office must appreciate family traits,
tribal mores, and reservation background differences of the
Indian pecople to be served. Examples in point are: grand-
parents or elderly aunts and uncles assume the parental res-
ponsibilities for young children, leaving the parents free
to come and go at will; in small isolated villages, children
roam without restriction and are cared for by neighbors and
Triends as well as by their parents. There is no criticism
of possible infringement on the privacy and rights of others
where the philosophy is "all for one and one for all."
Removal of pecople to an urban center which moves at a fast
pace in a mechanized progress and on a completely impersonal
basis necessitates wise prerelocation and post-relocation
counseling on the simple essentials of daily living. The
counselors mugt deal simply, directly, slowly, and through
homely illustration to adequately impress upon the people
their actual responsibility for their own children in the
new community and new way of life.

B. Home Care of Children. The difference in the responsible
care of children by parents in a pueblo as compared with a
housing development in a city is marked. Indian families have
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become unwelcome neighbors because of thelr failure to ob-
serve the expected care of their children in relationship
to the privacy of others in the community. This is true for
toddlers to teenage children whose mothers feel that they are

safe as long as they are within blocks of their residence.

The pattern of the commnity's expectation of adult and child
behavior must be explained to and accepted by the newcomer
residents if they are to become a2 happy part of an urban
soclety. '

Chiﬁﬁren of Working Mothers. Many young Indian women have
the responsibility of a child or children without recourse
to a family or husband for financial assistance. The mothers
need training and work opportunity to support their children.

" It is contrary to the principles of Relocation Services to

separate families except in rare cases; therefore, the prob-
lem of the case of young dependent children of mothers of
limlted means becomes a real problem.

The Community Living staff shall learn of all commmity re-
sources [dr child care available in the areza, i.e., nurseries,
day care centers, settlement houses, nursery schools, licensed
foster homes, etc., Individual counseling and assistance shall
be given in arranging for the care of children and the orien-
tation of the mother to the new arrangements and her own
responsible role.

The cost of adeguate chiid care is high but its dependability
is worth the cost.  Dependence on strangers who baby-sit or
who take "one more" child in with their own at less cost may
prove more eXpensive in time than the care center endorsed
by a recognized Family Service ageuncy.

Danger in Relocating Child Care Attendant. Often young mothers
wish to bring a young adult relative on relocation to care for
her children. TIn the majority of instances when this plan is
followad the young person soon tires of the routine responsi-
bility for the howe and children and takes employment in
industry. Only older relatives should usually be considered
for child caré responsibilities.

Breakup of Family May Leave Children Dependent. When a family
breaks up because of marital troubles involving children who
may be endangered by being left without supervision and a
home, the problem should be referred immediately to a family
or child welfare agency.
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Care of Child Delinguents. Situations involving delinguents,
either adult or child, are usually handled through the courts.
In large cities there is a staff of probation officers who
asgist in all cases which have been referred to them. Some
states have special programs for children, as in California
there is a Youth Authority. Destination office staff should
be conversant with the amount and kind of assistance avail-
able through these channels.

.11 Health Protection.

A.

Bureau Financed Health Protection. Relocatees should report
to the destination office with & full understanding that
health protection coverage through Health Services, Inc.,

is provided all persons relocating for employment and relo-
cating for aduvlt vocational training within regulatory limi-
tations set forth in 82 IAM 6, Financial Assistance.

Average Prerelocation Health Service Experience, The desti-
nation office staff recognizes that the reservation experience
of the majority of relocatees with regard to health has been
almost complete dependence on the United States Public Health
Service facilities operated on or near reservations. The
Indians' ability to avail themselves of medical and surgical
pervices at any time at no cost has curtailed the possibility
of their knowledge about arranging and paying for health

-services, Failure to measure realistically the value of the

services available and received has left the individual or
family unit unprepared to cope with the standard American
acceptance of the medical service pattern of responsibility
between patient and doctor. .

The Agency Relocation Officer has advised the accepted appli-
cant for program services of the responsibility he must
assume to.obtain a continuation of health protection for him-
self and/or his family. Continuous counseling in this regard
rust be done with the relocatee by the staff of the destina-
tion office for the sericusness of the situation to be mean-
ingful. The relocatee must understand that he will have to
exercise responsibility for determining when and if he needs
mediecal assistance, and that when such assistance is received,
payment therefor must be made through contracted insurasnce
protection or actuzl cash disbursement.

What does Health Services Coverage Mean? The destination
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office staff should exert every effort to be sure that the
relocatee and his wile understand the basic terms of the
contra