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GUIDE T0 PROCEDURE
FOR
LOCAL SELECTING AGENTS
C.C.Ce

This bulletin is lssued for the purpose of clarifying the pur-
pose and procedure to be folldéwed in the process of selecting
eligible candidates for C,C,C, enrollment,

Emergency Conservation Work through the Civilian Conservation
Corps provides "opportunity for wholesome employment for young
men in the National and State forests and parks, on the public
domain and on privato lands whore approved conservation pro-
jects are available," In addition it provides 4 substantial
income for familices otherwisc in nccd of relief,

The success of this great undertaking depcnds upon the compo-
toence with which the Local Sclecting Agent administers the rules
and rcgulations 1laid down by the United States Department of
Labor and the discrimination with which hc ‘approves the soloct-
ion of the receruits who prescent themselvos,

Tho typo of young man who is wanted to fill the ranks 1n tho
C.C.C, camps is thc man of charactor, purposc and stability,
with a scnsec of obligation to his family, He should be wllling
to work, to lecarn and to abidc by the civil discipline of the
camp.

In additlon, hc must bc a citizen of the United States; 17 to
28 ycars old; uncmployed; ummarricd; in good hcalth, mental and
physical; and willing to makec an allotment &f $25,00 per month
to dependents cither of blood or obligation, (For full details
scc Bulletin No., 3 Handbook for Agoncics solocting men for tho
Civilian Conscrvation Corps,) It is important that the candi-
datc be secon in his own homo, and also that he and his family
should undorstand that he is cenlisting for a =ix months pcriod
if h¢ and they arc to rcap a maximum bonefit.

To you, Local Sclceting Agonts, is ontrusted the honor of tho +
State of New Jersey in its offort to cooporate intelligently
in tho rceruiting of €,C,C, pecrsonncl, in coopcration with the
Stato Departmont of Institutions and Agencics and the Foderal
Govermmoent,

William J, Ellis, Commissioncr
Dept. Institutlons and Agoncios
Statc Dircctor of Scloction
C«C.C,

Scptember 15, 1936,
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ROUTINES FOR SELECTION COF MEN FOR THE
CIVILIAY CONSERVATION CORPS

The Department of Institutions and Agencles is the State Solw-
cction Agency for the Civilian Conscrvation Corps, appolnted
by the Unitod States Deparimént of Labor, A quota of cnroll-
cos is assigned to the statc, usually woighted 50% on total
population and 50% on rclicf population, The marked rcduction
in the rclicf rolls in New Jerscy since May lst may rcquirc 2
rcvision of this formula,

Poriodically, usually at thrco month intervals, requisition is
madc on the state to supply the number of mon nccessary to ro-
place thosc who havo loft camp during the interval, and to '
bring the number of men in camp up to the state's basic quota,
This rcquisition will be cdivided among thoe counties and distri-
buted among tho municipalitios on the basis of actuwal family
rclicef casc load, or when this rocord camnot be sccured, on the
best cstimatc avallable, Only boys who rcproscnt familicd on
rclicf or cligible for rclicf arc pormitted to go to camp,
Mombers of familics who have work on a work program, such as
Works Progross Administration, arc 'cligiblce for camp 1f the
family income 1is inadeoquate., Also, famllios in which grants
under 0ld Age Assistance, Aid to Dopoéndont Children and the
Blind may bo considored as on relicf,

1. Valuc of maintaining accuratc and currcnt CCC rccords

Sincce CCC cnrollment is usually limited to onc or two
days within a threc month period, it is noccossary that
county and municipal relicf authority make plans for
onrollment well in advanco, so that they may losc nono
of the placcs assigned to them, and so that they may
not have an unduc rush of work in this short vcriod,
Malntenance of a filc of pcnding applications will bo
ol rcal assistance,

Every boy scent to CCC camp rceprescnts a docroaso of the
county or municipal rclicf burden, For this rcason the
rclicf authority should be able to give to intercsted 4
citlzons at any time, thc number of boys sent to camp,

and thc number now in camp,

Active File

An active filec would give the numbor now in camp.

Inactive File

For information concorning provious mcembers of CCC, and
persons who applicd but for somec rcason did not go to
camp, an inactive fllc will be of sorvicc,

Monthly Statlstical Roport

\

A monthly statistical rocord should bo maintaincd and a
soparato rocord should also be kept of tho numbor scnt
at cach cnrolling period,



You Are Viewing an ArchiveeCdgy fsem the New Jersey State Library

SELLCTION OF JUNIORS

TJunior. cnrollee™ 1s the title given to young men to be recruit-
cd by the rclicef authoritios ovorscor, director of welfarc, otc,

for C

eCaCes sorvice,

II, Taking of application:

A,

Determination of ¢ligiblllty

Application for cnrollment should be made out by

tho caso workecr, by the intake sccrotary designated
by the roelicf authority, or by the rolicf authority
in porson, who will be hcld rosponsible for dctore
mining tho cligibility of applicants, according to
the provisions specifiecd in the Handbook for Agoen—
cics Scleceting Men for Emcrgoncy Conscrvation Work,
Bullectin No, & published by U. S, Dopartment of Labor,
and changes or additions thorcto transmitted from
timo to timo by the Department of Institutions and

_ Agoncics to the Local Scloctling Agent,

Filling out of proliminary (yollow) application form,

This proliminary application form should be filled
out at any Timoc, olthcr boforc or during an cnroll-
ment period, Whonover an applicant comes into the
office or when the workor discovers that a CCC cane
didato is a mombor of a rcliof family the form should
be made out irmodiately. This may be done in long
hand. Caro should be taken that tho form is cone
plctely, accurately and logibly filled out., Tho only
lincs To bc 1elt blank by %Ho worker arc the lines
for signaturc and tho spacc at top of sheet provided
for recording data to bo roccivod from the army after
the boy has been sent to tho rocruiting station,

When further investigation rogarding rclicf status

is roguirod, a notc to this offoct should be attached
to faco of form, This investigation may be made soon
aftor application is taken or at a later daté, if the
onrolinent will not take place for some timec, N

Central file of pending applications

All proliminary (yellow) copics of application form
should Be TIIcd alphabotieally In a ¢ontral filo,
which will show at any tlimc tho number of applica-
tions ponding, Beforo flling, they should bo ¢hecked
to sce that 2ll nccessary infermation is given. They
should also be checked against the inactive file of
CCC applicants to determince whether the applicant was
a formor member, If so, information concerning his
provious scrvicd should check with that shown on the

. how application,

, Typing of applications and of "Rocruiting Officor's

Roport Torm on Accoptanco of CCC SoloGteo™
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(1) Typing of application forms

From the preliminary (yellow) copies, the regular ap-
plication forms may be typed at any time, and filed
in the pending file, This will avoid the last minute

rush of typing. All agglications must be typed in
triplicate.,

(2) Recruiting Officer's Report on Acceptance of CCC Sel-
ectees:

To the original Army copy should be attached the "Re=-
cruiting Officer's Report form on Acceptance of CCC
Selectee", properly filled out., This form has been
devised so that we may receive immediate information
concerning the boy's acceptance, It will be sent by

the army to the Department of Institutions and Agencles
where the information will be entered on the duplicate
applicatigén form (which should have been sent in prompt-
ly by the county or municipal selecting agent to the
Department of Institutions and Agencies). The form will
then be sent without delay to the local selecting agent,

111, Certification of men regquisitioned

After the county or municipality has been informed of the
number of men assigned to it, post cards or le tters should
be sent to the spplicants, requesting them to come to the
office on or before a certain date, if they are still in-
terested in Joining the CCC, When the applicant reports to
the office, the information on the application should be
checked by intake or by the worker to see that it still ap-
plies. The age should be noted and changed if a birthday

has intorvened., Any other necessary changes should also be
made on the forms, If new requirements have gone into ef-
fect since the ipplication was taken, these should be cleared
at this timse, f eligible, t he boy should then be requested
to sign the throe typed coples, after which he should be
givon a memorandum showing the datse, hour, and place, to re-
port for enrollment. The applications may be signed by the
executive whilo the boy waits, and the original copy, with
the Recruiting Officer's rcport form securely attached there-
to, given to him for prosentation to the recruiting station;
or it may be mailed to him; or given to him at a later date.

1V, Enrollment

A. Enrollment routine

On the date of enrollment, the boy should take the orig-
inal application blank, with "Recruiting Officer's Re-
port form" securcly attached, to the Recruit{pg Station.

B, llotification of lew Jersey Department of Institutions
and Agencics - IMPORTALT

The same day the County or municipal selecting agent
should forward to the Department of Institutions and
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Agencies the duplicate (blue) application forms of the
boys sent to the Kecruiting Station. Accompanying the
duplicatec applications, thorc should be scnt to t?e
Decpartment of Institutions and Agencies a typed list,
giving the name of County and Municipality, date, and
an alphabetical list of namecs and addresses of persons
form whom applications arc cnclosed, This will scrve as
a check list, a nd will be the only rccord of enrollces
by county, kept by the Depa rtment of Institutions and
Agencics.

Unless the duplicate application forms and check lists
arc sent in promptly, as rcquested, there can be no ac-
curatc check on the progress of the enrollment, which
may mean that we will fail to £1ill a quota which other-
wise might be filled. This material is also nccessary
in order that certain rcaquircd rcports may be prepared
and scnt to Washington on t ime.

C. Maintenance of Active CCC Filc

The triplicate (pink) coples of CCC application should
be kept in the county or municipal offices and filed
alphabetically in an active CCC file, which will at any
time show thce number of beys currently in camp. The
namc of the conditioning camp to which the boy has becn
sent and the date of sclection should be entored on this
form, from the "Reccruiting Officer's Report". liotation
of CCC enrollment should also be made in the family casc
rcecord.

V. Rcjcction or Discharge

Maintenance of Inactive CCC File

When notification is rcceived from the army concerning
rc¢ jection or discharge, this should be noted at top of
form, which should now bec transferred to an alphabetical
inactive file., The notification may be attached to ap-

plication and filed, or it may be filed scparately.

4

Applications of boys rcjectecd at the rccruiting station,
of boys who failecd to aponcar for cnrbllment, and of boys
who, upon investigation failed to gqualify for certifica-
tion should also be filed in the inactive file, with ex-
planatory comment bricfly noted at top of form.

CERTIFICATION OF COOKS

A small number of cooks is usually assigned to the State
at cach cnrollment period, hese men arc seclceccted and certified
by the County or municipal scloctinz a gent when such instruction
1s given them by the State Dircctor of Scleection.  Sclection
shall be madc onthe same basis as juniors, with tho cxeception
that rcquiroments as to age, marital status, and allotment are
walved, They must be on relief or c¢ligible for rclief, but nccd
not have an allottecc. Regulations governing the re-sclection of
Junior onrollevs also apply to the individuals selccted as cooks,
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These men should be qualificd cooks., The attention of
cach prospective cook should Le dirccted to the following "lo
promisc can bce made to thesc men that they will actually be so
employed (as cooks), Thoy will bc so cmployed with a corrcs-
ponding advancement in pay if they qualify according to the stand-
ards of thc jobs after they havo been cnrolled’ .

Applications for qualificd cooks should be taken on the
regular "Application for Entollment" forms. Each of the three
copics, howcver, should be plain®¥y markcd in rcd pcncil "Prosg-
pective Cook',

CERTIFICATICI OF VETERAIS

Each state 1s assigned a quota of veterans, who arc not
restricted as to age or marital status. They arc sclccted by the
Veteran's Burcau, subjecct to ccrtification of rclicf status by
the County or Municipal reclicf cgency., & veteran to be cligible
for cnrollment in the CCC must himsclf be the rccipioent of relicef
or cligible for rclicf; or hc must have onc or morc depcndcnts on
relicf or ecligible for rcliof, to whom hc asrces to allot threc-
fourths of his pay. Tho County or HMunicipal rcliof agency must
pass on his rolief qualifications and, if he is found cligible,
i1l out the "Certification of Public Rolicf ..gecney Furnishing Ro-
licf", which appcars on tho application form the vecteran will pro-
sent at the officc. Rclicef agencles which cortify vcterans whose
allotments will go to familics on thelr relicef rolls, will rcceive
notification from thc¢ Vetcran's Burcau of the veterans' cnrollment,
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INSTRUCTIONS FOR FILLIUG OUT "APPLICATION FOR INROLLMINTY '
IN THE CIVILIAN CONSZRVATION CORPS (EMIRG.INCY CONSZIRVATION WORK)"

Date- Enter the date on which the man signs the anplication.

Applicant!s name - Jnter applicant!s full name, last name first,
Tollowed Dy first name and middle name,

Address - On this line, enter street and number or rural route

number .

Post Qffice - Iinter the name of town or city here mail 1s re-
cerived Dy applicant,

State - The 3tate of thoe applicant's residence. (If the applicant
15 a "Transient', this will be outside of New Jersey.)

County - The County of the applicant's residence.

Local agency - Name of County or Municipal 3clecting Agency.

Address - Strect and number where County or Municipal Soclecting
Kgency ic located,

City or Town - In which County or Municipal Sclecting Agency is
located,

= e -

Age - Inter age in years at last birthday,

Place and datc of birth - Enter city and State; month, day and
year ol Dilrtn as 1ndicated,

If mot born in the Unitoéd States, have you beon naturalized -
EnsWor by "yes" or 'mon", only it piace of Dirth (above] is mnot

in the United States. Answer of "yes" must be made only if
clearly indicated that final citizenship papers have been granted,

First papers - Give date when first citizenship papers werc grant-
ed .

Final papors - Give place and date when final citigenship papers
were grantod.,

Fducation - Draw a circlc around the highest grade of school or
collc gc wnich thc applicant has completod.

Other cducation - For cxample: Business school, part-time educa-
tion, correspondoncc coursos completed, etc,

State exp.rionce in elub or community activities - Indicate mem-
oership In organizations, numbor of ycars a membery distinctivoe
leadership exporicnce, etc,

#Adopted from pages 31 and 32 of Handbook for Sclecting Men for
the Civilian Conservation Corps, July I, 1965 Ldition, Unitod
States Departmont of LoaBor,
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How long uncrmployed - Indicatc nunber of months out of work since
last rcgular job in private cmployuent.

- . f 1 1
Arc you rcgistercd for vork, ctc. - inswor "yes" or'no'.

Lact job held - Give name of job, length of time employed, and
identifying information concerning naturc of the work,

Work best gialificd for- State type or types of work bascd upon
prcvious cxpericncc, training, or prcparation.

NP 4

What kind of a job do you hopc to find aftcr complction of C.C.C.
cnrollment - Indicatc prospcctive vocation, or ficld of cmploymont,

Proviously cnrolled in Civilian Conscrvation Corps - Must be ans-
wered by 'yes"™ or "no",

Forrmcr company location - Be gspecific as to address or former
carip if application has bocn previously cnrollced,

Forricr corppany numbcer- To be supplicd by applicant or sccurcd
from sclecting agency rccords, .

Fornor scrial numbor - To be supplicd by applicant or sccurcd fron
sclecting agency rccords,

Typc of discharge - Indicate clecarly by check mark in proper spacc
after an inopcction of certificatc of discharge prescented by the
applicant (only honorablc discharges with a previous rccord of sa-
tisfactory scrvice arc cligiblec for rc-sclcction).

Length of previous gservice - Indicate total number of nmonths from
datc of cnrollment to date of discharge.

Datec cenrolled - Give date previously cnrolled ac indicated on cor-
tificate of discharge prcscnted by applicant,

Date discharged - Give datce proviously discharged as indicatced on
certifiicate of discharge prcescnted by applicant,

o

Allotment of pay, ctec. - Indicate full name, complete mail addreuss,
rclationship to man of cach dependent, and amount to be allotted
per rmonth. Amount should be cntered as o monthly surm in dollars,
.i.c, "$25,00 per ronth."

Applicant's sipgnaturc - Should be an ink signaturc corresponding
with applicant's namc as given abovoe.,

Certificate - Thig is to be filled in by the County or Municipal

Sclecting gent. Cive applicant's full name and pogst office ad-

gr ss)(stroot and number or rural routc numbcr, post office, and
t'&.tO . \

Dirccted to report to United States Army authoritics at - Indicate
Location of acceptance ctation wnorc applicant will bc cxamined.,
Datc of oxanination may also be indicated,




s

-8
Name of selectingyodgeWbwingan Abtvaitodylaem ddNew Skgnadaanof the Execu-
tive Secretary or Worker in Charge, or Dircctor rcsponsible for
selection.

Official designation - CGive titlo of soclecting agent and name of
T unty or Municipal Selecting Agency, for 8xample "Oversecr, Dopt.
of Welfarec, City of N.J. "

ADDITIONAL IKSTRUCTIONWS

PEMILY HISTORY (note this will be centdred on preliminary, dupli-
cate and triplicate application forms in Dox at lower loft corncr,
It will not appear on the original application form which is to
bec sent to thoe Army). '

vhitec: Colored - Chock as applicable,

Number in famlly - Give number in the dependent family group.

Recelving relief - Chock as applicable, Dircct, includes gencral
public assIistance, old age ponplon, aid to dopondent children and
aid to the blind; Work Program, includos W.P.A., C.C,C, and any
other government worle nrogram.

If family has roccived rclicf{ when was it given - Glve dates as:
"April '34 until December '35" or “"Intermittently - Wintcrs of
'34 and ‘35",

Total numbcr cof months on relief - Give number of months assist-
ancc was gilvcen during total time family was on relief,

NOTE: The preliminary form has been provided so that the worker
may i1l in all the necessary data in long hand, from which typed
coplcs may be made, The typcd copics should be routed as marked:

Original (Whitc) Copy attached to which you will affix the "Re-
cruiting OfTicer's Roport Form" sccurely attached, is to be sont
with tiwc boy to the rccruiting station,

Duplicato(bluc) Copy is seant on the day of onrollmont to the Dept.
of Institutfons and Agenciss, Trontorn, togothor with the cheeck,list
of men so sont,

Triplicatce (pink) Copy is to be filed in the county's C,.C.C. filc,

Information to be c¢nterod on application form in your files after
ArmyVs reports have bcon rccoived.

Datc sclocted by Aruy and Name of Conditioning Camp sont to should
be conter'cd on the triplicats (pink) Copy in thc active Tilc, vhen
tho"Reeruiting Officer's Report! is reccived,

s\

Chock: Dischargc (honorablc, administrative or dishonorable) or
Rejection, as applicable, -

Datc - Glvo datc of rcjoction or discharge.

cason - Give rcason for discharge or rejection, as shown on noti-
?icafion from Army,
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FELIGIBILITY RUEQTIRINEITS

Value of Carsful Sclection of CCC Candidatoes

— ——

he Imercency Cons rvation program is being carricd on
in Now Jorscy through 36 camps distributed widoly over the State.
Therc werc on May 1lst, anproximately 5,500 rion in our 5State coamps
with a total of 9000 cnrolled from tw Stato,

From the boginning of the CCC progrom, ‘pril &, 1833,
until April 1, 1936, iicw Jerscy has cnrolled 43,043 men in the
Civilian Conscorvation Corps, from whom the relicf families of the
State recoived allotments of almost 35,060,000,00) C€CC men who
werc scleccted with care by the FIRA County Units as a rule rcmain-
ed in camp f~r a maxinum tcecrm of sorvice and profited to the full-
cst cxtent from parcicivation in the camp progron., Their familics
also bencfited throush rcceiving allotment rioney for a full term,
Boys less stable and rcliable arc lcss apt to stay a complete per-
iod and fail to profit fully from the camp oxoerience, Vhen thoy
lecave before the end of the period, their dissatisfaction with
camp creates an unfavorable roaction in the community, and their
familices losc the anticipated incoime from allotment mency and may
be forced to re-anply for reliof., Utmost carc should therceforc be
excrciscd in thoe sclection ¢f boys for CCC and in the interpreta-
tion of the program to thoem,

Menoy which has been cxpended in New Jersey durlng tho
throc years cf CCC operation, is cstimated by tho War Departwment
at 18,543,000 and has becn of assistance to business and indus-
try in the State.

Familiarity with "Hondbook for figencies 3Sclccting Men for the
Civilian Consorvation Corps" i1s Lsscntial s

This handbeok, issued by the United Statcs Department

of Labor, outlines general policics and standards gbverning the
sclection of men for CCC. ILvery workcer should be thoroughly
cmiliar with Scetion IV, "Staondards of dlibigility" and Scction
VI, "Mothods «f Selection’, and should be generally familiar with
the other contonts of the harmdbook, The pamphlet "What is Emor-
gency Conscrvation dJork" should olso b fomiliar to the worker,
and should be given to all aplicants to rcad before they are fin-
ally sclccted,

Summary of 1ligibility Rcquirocmcnts

e

Surmarizcd bricefly, an applicant for carcllment as a
Junior nmust be: between 17 and 28 yours of age; wwmarricéd, un-
employed, physiceally fitp a citizon c¢f the United States, with
needy dependents of ©blood or obligation, to one of vhom he is
willing to 2llot a substantial pertion (usually $25) of the $30
riininum monthly cash allowance., He must rapresent a family on
the public relicef rolls or eligible for public rcelief, (Whon in
doubt consult this departrnent as to e¢ligibility.) .

We cmphasizc the, importance of being sure that the can-
didate has no physical defoct which would make it impossible to do
heavy work in thc open; that he has ordinary mcntal capacity and
18 nct emotionally unstable and a trcuble makor. The Army connot
accept such men,
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Eligibility for Re-sclection

An honorably discharged Junior is ineligible for rc-
sclection for a period of onc yecar following the datc of his
discharge., Hc thon becomes cligible for rce-sclcction provided
he has had not lcss than 4 months of consccutive provious scr-
vice. A member dishonorably or administrotively discharged
from the Civilian Conscrvation Corps is not ciligiblc for rc-
sclcction. T

Enrollment is for a tcrm of six months, and cach sc-
loctce should fully vrddorstand that he is cxpccted to stay for
at lcast that lcngth of timc. The fact should be impresscd upon
him that if he lcaves camp for any rcason beforc the cnd of four-

months, hc will not bc permittcd to rc-cnktoll,

Importancc of llaming Propcr Allottccs.

The importance of naming proper allotecs cannot be
strcssed too cmphatically. As pointed out in the "Handbook", as
a minimum, thc following points should bc checked in cach casc:

1. That the allottec is an actunl dencendent by blood
or obligation, and 1is not a trustcc or a pcrson unknown to the
applicant. (Undecr oxceptional circumstances the State Director
of Sclcction will consider unusual problems on a casc work basis
in this ficld,)

2.That the allottce is on the public reclicf rolls or
¢cligible for public reclief, and has an actual nced for the finan-
cial assistance., ( A person working on '7.I.A. or othcer similar
worl. program is herc construced to be a rccipient of public rclicf.

5, Thgt . the allottec hags been named voluntarily.

4, That thec allottcc does not reside in a forcign
country.

5., That the allottcc understands the purposc for which
allotments arc provided arnd is willing to assumce this responsi-
bility. , .

"TReturn of allotment moncy to the cnrollcc in camp is
prohibited and subjects the cnrollec to discharge. The saving
of all or substantial part of the allotment for payment to the
cnrollce upon his rcturn home s cqrally contrary to thc spirit
of the CCC c¢nterprisc, and is an indication that the nced of the
allottec has not beoen made a matter of wverified knowledge by
the sclecting agent."

An applicant who cannot malic a propcr allotment is
not ¢ligible for sclection,

Sclectlion of Transicents .

Transicnts, who have proper allottces in this or
othqr Statcs, and who arc otherwise qualificd, may be sclected
Sub jecet to all other regulations as to cligibility,
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In Conclusion

The Devartrnient of Institutions and Arencices will be
glad to be of any assistance in answering questions that may
arisc, or in sccuring nccessary interprctations from Jashington.
Any suggestions regarding the sclection procoss will alco be
gladly rccecived and transmitted.

llotc: The lcaflcts "Handbook for ifgencics Sclceting Men for the
Civilian Conscrvation Corps" and "What is Encrgency Conscrvation
Work" have not beoen rccently revised. The lower age linit is 17
yecars, not 18, The "thirtccn months rulce" governkng ro-sclcction
has been rcscinded,





