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VOLUNTEER SERVICE INFORMATION LETTiER 80. II.

april <9, 1948
All Chapters

Mr.e Tadatsugu Ehimadzu, President, Japanese Red Cross

PROCEDUKE FOR INITIATING THE VOLUNTEER SEKVICE PROGRAM
14 ALL PREFUCTURES,

I. PREFECTURAL CHAPTER VOLUNTEER SERVICE COMMITTE

— gl

At the earlliest possible time after the first Volunteer cervice
Iraining Conference held on May 4 or 5 at National Headquarters, the
vaapter Director in each prefecture, the paid Volunteer Sorvice work-
er and the Prefectural Volunteer Service Chairman will prun for a
tralning course at the Chapter Headguarters. The course will be for

members of the prefectural Chapter Volunteer Service Committee and

pranch Heads. The folloving instructions are to guide the chapter
officials in their pl.nning.

A. Appointment of Committce Members.
Ifhe Chapter President must inrorm Vit : the new
plan for the Volunteer Service progsr.om «ne reqguest each Branch
Head to appoint a Voluntcer Service Cohzirman to represent the
Branch on the Chapter Committce. It is rcecommendced that the
Brunch Head be reguested to appoiant a woman, and some cxplana-
tion be given to the Branch Head regarding the nature of volun-
teer projects which will be sponsored by the Jupanese Red Cross.
The date for the training course should be set far enough in ad-
vance to allow adequate time for 2ll committee members to makc
plans to attend.

b« Preparation for the Course.

The preparation for the actual course will include preparation
of informational material - Information Letters, or excerpts
from same, snould be mimeographed or copied in an adequate num-
per to provide each branch Chuirman to have the necessary sup-
ply in similar training courses in the Branch areas and Sub-
Branch and Sub-Cho areas. It must be remembered that each
Chapter Headquarters will assume the responsibility of providing
materials, such as charts, paper, postage and other items neces-
sary to the operation of the program within the Branch areas.
The Branch Volunteer Service Chairien, who make up the member-
ship of the prefectural Chapter Coumittee, cannot be expected

to provide these items. Careful budget plunning by each Chap-
ter will be necessary.

It will also be the responsibility of each chapter to pay the
transportation expense and provide lnousing for the comuittee
newbers attending the training course.
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C Program of the Training Course for Prefectural Chapter Volun-
- tecer Service Comaittce.

The program will be planned by the Chapter President, the Chap-
ter Director, paid Volunteer Service staff member and tne pre-
fectural Volunteer Service Chairman. It is essential that these
four people thoroughly familiarize themselves with the entire
plan of the Volunteer Service program. The source fov all of
this information will be the Handbook composed of Volunteer ocer-
vice Information L etters and the irastructlions given at the
National Headquarters Training Conference. The four chapter per-
sons mentioned above will be responsible for studylng the Hand-
book and Organization Charts and in joint discussions clarify

any points about which there may be misunderstandling. IL{ more
information {rom National Headquarters is needed, this should

be requested before the training course date is annouaced,

The Chapter Volunteer Service Training Course should be conauc-
ted in an informal nanner for thne purpose of study and free
discussion on the part of the committee members and Branch
Heads. All persons attending the couvrsc wust recelive suffi-
cient information to enable them to cenduct the same course in
their respective Branch areas .or tic Uranch Committee. 1he
course must include the presentotioun ona discussion of the fo

- —————— S . e

lowing:

The National organization of the Japanese Red Cross.

The basic obligation of the Japanese Red Cross - "Serving
For the Common Good of All."™ (It should be emphasized that
the Japanese Red Cross is devcloping prograws for the
benef'it of all people.)

The new Red Cross Service programs rccently developed,

namely, new plan of J unior Hed Lross, Disaster Hellef,
Home Nursing, First Aid end Water Safety end Volunteer

Services.

The plan for extending these services to all people - those
in the smallest communities, towns and villages, as well

as those in large citlics,

Detailed explanation of the plan as applied to the Volun-
teer Service program. (Copies of Volinteer Service Lhart
- #1 and Volunteer Service Information lLetter NO. 1 should
be given to all prefecturul Volunteer Service Committee
members. )

Responsibilities of Volunteer Chauirmen and Committee members.
Responsibilities of Japanesc Red Cross pald stafl.

The valuce of Volunteer workers.,
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Instructions regarding the curvey of C.()mm*mity needs 1n
pranch areas. %Use S a gulde the duestionnaire curvey al-
ready complcted by eacin Chapter ubad4uu‘tur5. Even though
tnls survey hacs been completed at the Chaptcer level, it will
bc nccessary f{or each locol commnity to determine their
specit'ic l1ocal nced: in t‘*‘-* :::qmc mo:mer. The pref'ectural
Juapter Commitice wembers ¢t understand the umetloa of sur-
vey and usc 1t to assist L Branch, Sub-pBranch and Sub-Cho
comaittees in waking local )urvcys.j
opeclf'lc flelds in which thie Voluntecer Service prcuzram will
initislly sponsol pro 'i.';*Ct_:_ are as LO.LlOW 34

Clericul assisi: _1ct- for Red Cross offices.
Children's institutionse.

flospltals.

ParkLs ana I‘lu  rounds.

Cantcteen.,

i)l l!l({t .i- .'.]. : ke & ‘L{ L} J \)4. -..-; L)
i, / | ~ . "9 * v ¥ ’ | . A e o=y Y 3 s 7% &~ 2 -
seasonal Nurseriloc NG COMMaI1loy w0 Cnens.,

(Special manuals coveriny Volunteor Services in each of these
fflelds arc puluf prepared by colrictees al, National Head-
quarters., 250 committees wre conpocsed ol experts from
cach of the ficelds conceried, 7Tio mauuals will be sent to
all chuapters in an adeguate nuaber Jor uistribution to Vol-
untcer Service Comamittee Chairuen in the prefecture. The
monual s wjll pe used as guides in establisning projcecects and
will s¢t standards vhich must be met in 2ll projects spon-
sorea by th@ Jupanese Red Crosse. he manuals will also in-
cludc¢ an outlince for itraining ccurscees which way bLe aneces-
sary for coertain typus of projuects.)

Lhe procedure for setting up a vroject, inclualng importaice
of agreecment between Keda Cross aa. officiagls ol the co0
erating agency. (Example: when a project i1s sponsored by
Japanese Red Cross Voluuteer Service in a hogpital, there
must be a clear undur tangxnf vetween hospltal OfflCl&lS and
the Volunteer Service lLepresentative and Unit Lﬁader rcgard-
ing the responsipili tics assumca by Volunteer workers.)

Necessity of training Voluntcer workers for specific dutlces.
Mcans of rccruiting Voluntecrs for projcctc.
Publiclity programs at all levels,

Use of special committees at all levels,

System O reccord Keeping =2nd reporting - number of projects,
number of Volunteer workers, numper of hours, etc. (See
Volunteer Service Information Letter No. V.)
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System of awards - required aumber of hours for (Voluntee
service pin,) (wearing oi' pin), (arm band), ctc. (See
Volunteer service Information Letter NO. Vi).

18. Necessitv of prefectural Chapter committee members TO
maintain a close relutionosnlp with Chapter Headguarters.

The above l1list is given to gulae the Chnapter Heads 1n planning
their first training course. 1n adaition to conducting tnc
training coursc, the paid Chapter staff must make field visits
to branch areas and, when possible, assist the Branch Voluntceer
Chairman in training the Branch Coamittee members. 1Lhe paid
Chupter Volunteer Service Stafi wember, in the i'irst phase of
the developments, will need tO assist volunteer Service Repre-
sentatives anda Unit Leaacrs working with Branch and oubs~Pranch
Chairmen to initiate projects. el

IT. ERANICI VOLUNTEER SERVICE, COMMITTEL
when the Prefectural Cnaptcy Committce members and the Branch Heads
return to each of their Eranca areas, tliey will begin €O plan a
training course for tiae Branch ComuLtted.

AP P bl i - D »

r

A. Appointment of branch committiee.
1. Local Office Branches. ranch hieaas in Local Offices will

e R B BT Y - . . : -
request all Sub-bBranch lleaas TO appolnt < cub-Branch vVolun-
teer Service Chalrialll. (in expleonation Of TNC type of Vol-

untecer Service projects should be made ana rocommendations
. given that a woman should be namead sub-oranch Volunteer

Service Chiuirman.

City DBranches. branch Heads in City Branch Headguarters
“nd the pBranch Voluntcor gervice Chairmen should appolint a
Voluntecer Service Chalrmall from each Cho in the Clty.
) Kyoto, Osaka,
ma_and fobe. Tne bronch Headguarters Head
. . Leacuuarters Voluntcer service Chairman)
will appoint a Volunuveer gervice Chairman in cach Ward. It

Branch ' in the Five barge Cities

will be necessary in these large cities to requcst the as-
sistance of the Ward Heads in locating the propcr person to
serve., Agaln recomiendatioas should be sade regarding the

types of Volunteer pr ojects which indicate Lthat & woman
should be decsignated as Chalrmeil.

~nehes). The Branch Heads will be re-
quested by tiwc Chapter Director to appoint Volunteer oer-
vice Branch Chairmen for the Volunteer Service Branch Con-
nittees. The Branch Voluntecer qervice Cholrman will then
appoint Sub-Chio Cheirwen irom every Cho in tne Branch area.
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By following the above pluns, every DBranch committce will Dbe
composed of members from all sections of the prancn territory.
It will then be the responsibility ot the Volunteer Service
Branch Chalirman, with the assistance of the branch Heads, to
arrange for the Branch Lommittce Training cCcourse. 1he course
wlll cover the same matericl which is listed previously for the
Chapter Voluntc¢er Service Comnittcee.

III. SUB-BRANCH AND SUB-CHO COMMITTEES

rhe umembers of the Branch Committees will return to their localities
‘here they will be cnairmen of the oSub-Brinch ana sSub-Cho Committees.

Appolntment of Comnlttee.

l. Sub-Branch Coumittece. The Sub-IEranch Head and the Sub-Branch
Voluntecr Service Chailrman will uppolnt persone from various
sections of the Suen-Praencn arce in the very small towns and
villages - perhaps only a few percons who will be kKnown as
Red Cross Voluntecer Service Representuatives. 1f the Sub-
Branch area, on the other nanu, covers a large farming ter-
ritory, wore Hed Cross Voluantcer oorvice Representatives
woula be necessary. The nuuber of aemboers on e ouv-pranch
Committee must be determnined by thne oub-pranch Voiunteer Ser-
vice Chairman ana the oub-dranch Head.

Sub-Cho Committee. The Sub-Cho Volunteer Scervice Chairman
will appolint persons Irom v.rious sections of tne Cho area.
These persons will be known as Red Cross Volunteer oervice
Representatives. The number of the Voluntecer Service Rep-
resentatives in the Cho areca will be determinea by the size
of the Cho ond also the density of population. ror examnple,
a Cho in a Wara of a suburban area uignht require morce Volun-
tecer ‘Service hepresentatives than a Cho in an urban area.
The nuuwber on the Sub-Cho Committee will be deteruincd by
the Sub-Cho Volunteer vervice Chairman and advice from the
Branch Volunteer Service lhairman,

The Volunteer Service Chairman of the Sub-Branch “Yommittee
and the Volunteer Service Chuirman of the Sub-Cho Comnittee
will conduct training courses for their comaiittee weubers
covering all of the information given at the Brench Commit-
tee training course. Every c¢rifort should be made by these
chairmen to begin to iaake application of tne potentiality
of specific projccts in the local coumaunitics. The comnun-
ity survey uat this level will be in direct preparation of
projccts. The choirmen of thcse two types of cowalitteces
will delegate to their committee wucwmbers (Red Cross Volun-
teer Service Representatives) thie responsibility for con-
tacting heads of agencies in which Voluntcer projeccts wmay
bc operated. The Sub-Branch .na Sub-Chio chairwen wmust as-
sist the Voluntecer Service Representatives by naking specil-
fic suggestione as to contacts and plans for locating the
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institutions and agencies wnlchn may be in greatest need o1
Ked Cross Volunteer Services. They would be guided at this
point by results ol their local commulty Surveyse

IV. LOCAL COMMUNITY OPERATIONAL PROJECLL
he Volunteer Service Representative 1s the person designated as
the Red Cross contact in all local communities. The total purpose
£ all planning at every previous level, National Headquarters,
hapter, Branch, sub-Branch and Sub-Cho, has been ffor the purpose
of giving to the Red Cross Representative 1n every local communliy
.nd necighborhood, informatlion -nd instructions which will help the
‘olunteer Service Representative get 1nto operation Volunteer DeI -
vice projects which are needed at community levelse 1In addition
to establishing a specific projecu, this Volunteer Service Repre-
sentative also has the responsibillity 10T cclecting a person wio
#ill be called the Unit Leader und %11l have charge of a spccific
project. Thc Voluntcer service Representaotive'!s responsibility 1or
the operation of tiae project continues and 1t 1S the Representative's
responsibility to advise unu ~ssist, 1n every way possible, the Unit
Leader directing tnec project.
[hese two persons, the ” ys3 hepreseatative and the Unit Leader
are the Kkeoy persons 1n - entire Voluntcer oervice organization.
The National leadquarters a+aff can make ezcellent piuns and the
Chairmen of all committces and chaptcr paia staff can gilve excellent
training courses to all comulitce members, but all of this 1S the
zround work ana the foundation for actual Volunteer Service and these
.nn be successful only il the Voluntcer Gervice Representative and
the Unit Leader are capable, alert -md setive in promoting and Sus-

taining Volunteer Service projects within thelr communities.

In order to give specific detalls regarding procedure 10T establish-
ing a Volunteer project, this w ill Le covered in detall 1n Volun-
reer Service Information Letter No. 3 f 4
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