
document ns 5 6
T H E  A M ERICAN  RED  CROSS

V O L U N T E E R  SP E C IA L  SERVICES
DUTIES AND TRAINING

Prepared for  T h e  X V I  I n t e r n a t i o n a l  R ed C ross  C o n f e r e n c e

LONDON - 1938



Contents
P A G E

Introduction ............................................................................  3

Illustration— Administration uniform.......................  opposite 5

Administration ......................................................................... 5

Illustration— Staff Assistance Corps uniform ........ opposite 7

Staff Assistance Corps..................................'..............................  7

Illustration— Production Corps uniform .................. opposite 9

Production Corps.........................................................................  9

Illustration— Braille Corps uniform .......................... opposite 11

Braille Corps................................................................................. 11

Illustration— Canteen Corps uniform........................  opposite 13

Canteen Corps ...........................................................................  13

Illustration— Motor Corps uniform............................ opposite 15

Illustration— Motor Corps uniform (indoor)............  opposite 15

Motor Corps..................................................................................  15

Illustration— Health Aid Corps uniform ................ opposite 17

Health Aid Corps.........................................................................  17

Illustration— Home Service Corps uniform............... opposite 21

Home Service Corps.....................................................................  21

Illustration— Hospital and Recreation Corps uniform opposite 23

Hospital and Recreation Corps (“ Gray Ladies” ) ....................  23

Chart I— War-Time Service........................................................ 27

Chart II— Disaster Relief Service..............................................  28

Addenda......................................................................................... 29

Report— Monthly (Form 1 9 ) .....................................................  35

ARC 426—April, 1938

[ I ]





Volunteer Special Service

INTRODUCTION

T he Congress of the United States under the Charter incorpo
rating the American Red Cross places upon it the obligations of 
furnishing volunteer aid to the sick and wounded of war under 
the Treaty of Geneva; “ to continue and carry on a system of 
national and international relief in time of peace and to apply 
the same to mitigating the sufferings caused by great calamities, 
and to devise and carry on measures for preventing the same.”

Therefore, because of the emergency nature of its relief services, 
its obligations must necessarily be fulfilled largely by volunteers, 
only a small professional staff being maintained at all times to 
provide expert leadership in time of war or disaster.

Objections to the use of volunteers lie in their lack of training 
and of practical experience. The best will in the world cannot 
take the place of training and experience. Therefore, to provide 
constant study of both theory and practice for our volunteers, 
a National Advisory Committee on Volunteer Special Services 
was appointed in February, 1922, by the Chairman of the Central 
Committee. For a year the Committee studied the types of 
relief services volunteers, especially women, render in war and 
disaster. The services were classified into eight groups, to which 
later Braille Transcribing was added as a ninth. These services 
are as follows: Administration; Staff Assistance; Production 
(including sewing, knitting, surgical dressings); Braille; Canteen; 
Motor; Health Aids; Home Service, and Hospital and Recreation 
Service.

After the classification of these Volunteer Services, plans were 
made for lessons, lectures and manuals for these different services. 
These are outlined in this pamphlet. Also plans were formulated
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for providing practical experience in the different services, to 
complete the desirable training.

A simple uniform with insignia was designed for each service 
and rules and regulations for the use of the uniforms formulated.

The wearing of the uniform, though considered desirable, is 
not compulsory except in such services as are carried on in hos
pitals, clinics or similar organizations, and for the Motor Corps 
on ambulance duty.

The uniformed groups are expected to conform to the rules and 
regulations issued from Headquarters.

A general pamphlet on Volunteer Special Services and one on 
uniforms are utilized, also publications containing information 
as to duties and regulations for each service.

The uniform and insignia, with illustrations, are given in this 
present pamphlet under the chapter devoted to each respective 
service.

In an addenda will be found general regulations and sugges
tions.
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Administration
T he Administrative officers are limited to those who are in 
a position to command the trained volunteers of a Chapter. 
Though they include the Chapter Chairman and Vice Chairmen, 
those more specially considered are the Chairman and Vice 
Chairmen of Volunteer Services. These officers who are selected 
by the Chapter Executive Committee, or appointed by its 
Chairman because of their fitness for these responsible positions, 
form the keystone in the structure of Chapter Volunteer Service.

Important as these officers are, no training course has as yet 
been specifically outlined or prepared for them. They are ex
pected to be familiar with the National and Chapter organ
izations, particularly its Volunteer Service; to have read or 
studied the Staff Assistance course of lectures, and they are 
usually selected from among those who have already given 
service.

The Chairman of Volunteer Service is responsible to the 
Executive Committee of the Chapter and to the Chairman 
to whom she reports. She is appointed annually and should 
be ex officio a member of the Chapter Executive Committee.

A general manual on the Volunteer Special Services has been 
prepared for the Chairman’s use and is therefore her guide in 
the Chapter’s volunteer program.

To the Chairman of Volunteer Service belong the duties of 
organizing, training, developing and maintaining the high and 
correct standards of these services. She has also the responsi
bility for the careful and accurate keeping of records of the 
Volunteer Services and the hours given to each.

Another important duty of the Chairman of Volunteer Service 
is the cultivating and developing of capable leadership among 
her officers.

There are certain qualifications that are highly desirable in 
considering a Chairman of Volunteer Service. She should have 
good executive ability, a pleasant personality, tact, initiative, 
capacity for hard and regular work, sufficient time to give to 
such work, a good sense of humor, and an understanding of how
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and when to delegate responsibility to others. She must realize 
that volunteers come through their own volition and without 
other reward than the inspiration of service. They should 
always be treated with courtesy and consideration. If friction 
arises, it should be dealt with in the kindliest spirit. Commenda
tion should be expressed for good work accomplished, and in
spiration given to carry on.

If a new Volunteer Service is to be undertaken by a Chapter, 
the Chairman of Volunteer Service should take the initial step, 
assist in the selection of a chairman for the specific service and 
cooperate with her in recruiting members, arranging for the re
quired training, and the use of the enrolled members. Once 
organized, the Chairman of Volunteer Service is expected to 
delegate the duties of the service to its respective chairman 
who should report to the Chairman of Volunteer Service, seek 
her advice and counsel in connection with the work.

The Chairmen of the respective branches of Volunteer Special 
Services constitute the staff of the Chairman of Volunteer 
Service. They meet with her from time to time for general 
discussion on the services, their coordination, interrelation and 
kindred subjects.

Uniform for the Administrative officers consists of a plain 
white dress, or wrap-around apron, with red collar and cuffs, 
and a red veil with a high, white binding upon which is placed, 
in the center, a red cross. A larger red cross is also worn on the 
front of the uniform, two inches below where the collar meets.

Insignia pin, which is worn where the collar meets in the 
front, consists of a simple red cross on a white field, and a red 
border on which, at the top, are the words “ American Red Cross,” 
and below, “ Volunteer.”

For all functions, white shoes and stockings are required. 
At other times, these are not necessary. When gloves are used, 
they should be plain white, preferably chamois or fabric material.
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Staff Assistance Corps
T he American Red Cross, recognizing the importance of in
forming the younger generation of its origin, purposes, organiza
tion and services, has instituted a course of lectures and lessons, 
entitled Staff Assistance. This course, though frequently studied 
by older members of the Society, is especially designed for the 
purpose of arousing and maintaining the interest of young women, 
and for preparing and instructing an intelligent personnel to be 
ready in volunteer service to take the place of their elders, so 
as “ to continue and carry on a system of national and inter
national relief” for war or disaster. The subjects covered by 
these lectures are as follows: Red Cross Origin, History and Na
tional Organization; Chapter Organization; Red Cross Service 
in Time of War; Post-War Service; National Disaster Relief; 
International Disaster Relief; the Nine Volunteer Services 
(Administration, Staff Assistance, Production (including sewing, 
knitting and surgical dressings), Braille Transcribing, Canteen, 
Motor, Health Aids, Home Service, and Hospital and Recreation 
Service— “ Gray Ladies” ); Red Cross Nursing Service; Home 
Hygiene and Care of the Sick; Public Health Nursing Service; 
First Aid and Life Saving; Junior Red Cross, and Public In
formation. Additional lectures on such subjects as public speak
ing, simple parliamentary law, and similar topics, may also be 
given. In connection with these lectures, a course of reading 
is prescribed. The Chapters provide the lecturers and arrange 
for the demonstrations.

After the first class has completed the course, and its members 
have passed a written examination, a Staff Assistance Corps is 
created; its chairman and vice chairman are appointed. Under 
them belong the duties of placing the Corps members and super
vising their services. As the name indicates, the members of 
the Corps assist the staff of their Chapter in various services, 
especially in office work.

Courtesy and tact in manning the information desk, and in 
acting as guide, should be inculcated.

The keeping of records requires accuracy, and certain instruc
tions in filing systems are valuable.
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There are many other duties that may be assumed, such as 
sorting and delivering mail; answering simple letters; sending 
receipts and notes of thanks; taking charge of the telephone 
switchboard in emergencies, and the registering of applicants 
who desire to help, as well as directing them to the proper officers. 
These services would require some additional training.

Another service rendered, which requires special instructions, 
is the Hospital Library Service where no librarian is employed, 
or where such service is not carried on by another volunteer group. 
Information as to the proper arrangement of books, according to 
subjects, as to the psychology of the sick, and suggestions concern
ing the selections of books, are helpful aids for this library service.

Staff assistants may be trained how to prepare press items, 
give radio talks, plan demonstrations and pageants, to keep the 
public informed of Red Cross activities.

Staff Assistants may learn typing or methods of simple book
keeping, so as to increase their usefulness.

If possible, a small frame should be placed on the information 
desk, in which appears the name of the Staff Assistant on duty. 
In this desk should be kept card catalogues of Chapter officials, 
charts of the hours of different Chapter classes, and addresses and 
telephone numbers of city charities.

If the Chapter cannot provide sufficient work to occupy this 
Corps, their services may be given to other organizations. How
ever, care must be exercised that these organizations report on 
each Staff Assistant’s work, so that the Chapter may guard 
against any lowering of the standard of the service.

Uniform for the Staff Assistance Corps consists of a plain, bright 
canary-colored dress, or wrap-around apron, with white collar and 
cuffs, and a yellow veil with a high white binding upon which is 
placed, in the center, a red cross. A larger red cross is also worn on 
the front of the uniform, two inches below where the collar meets.

Insignia pin which is worn where the collar meets in the front, 
consists of a red cross on a white field, back of which are two 
crossed quill pens, and a yellow border on which, at the top, 
are the words “ American Red Cross,” and below, “ Volunteer.”

For all functions white shoes and stockings are required. At 
other times, these are not necessary. When gloves are used, 
they should be plain white, preferably chamois or fabric material.

[ 8 ]



PRODUCTION CORPS



VOLUNTEER SERVICE
PRODUCTION CORPS



Production Corps
T he greatest number of volunteers in the American Red Cross 
belong to this Corps, which includes the making of garments, 
knitted articles, and surgical dressings.

No arrangements for instruction of classes in the making of 
garments are made by the American Red Cross, as the women 
who enter this Corps are generally experts in sewing or knitting. 
However, in a few cases, needy women have been taught to sew 
by local Chapters, and given the articles they have made or 
reconstructed.

As several large pattern companies have issued excellent books 
of instruction on the cutting and making of garments, the Amer
ican Red Cross recommends these if such instruction is desired.

There is a manual of the Society on garments for war needs and 
for disaster victims. There is also a leaflet of instruction for the 
knitting of sweaters, socks and other garments. Additional 
leaflets describe methods for preparing, equipping and main
taining “ emergency closets” for small Chapters, or stores of 
supplies for larger Chapters.

So that the members of the Production Corps may be kept 
active and have practical experience, a number of Chapters 
carry on work for local hospitals or similar institutions which 
provide materials for the garments or articles desired. Maternity 
hospitals and city health departments that assist the poor may 
be given layettes, or the Chapters may make such layettes, 
when the city health departments provide the material.

A  Manual on Surgical Dressings is used by the American Red 
Cross. This from time to time is checked up by the Bureaus 
of the Surgeons General of the Army and Navy. The percentage 
desired of the different types of dressings has also been secured 
from these Bureaus.

The same method of maintaining experienced workers in this 
group as in that of the garment makers is carried on.

Surgical dressings are made for hospitals, sanitariums and 
public health nurses, the gauze for which is supplied by those 
requesting the dressings. When hospitals require special types
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of surgical dressings, nurses are sent from these hospitals to in
struct the volunteer workers of the Red Cross in their produc
tion.

One or more perhaps of these volunteers are taught how to use 
cutting machines, though occasionally hospitals prefer to cut 
their own dressings and then send them to the Chapter to be 
made up. Pneumonia jackets and obstetrical packages are also 
prepared by this Corps.

At times of sudden local disasters, such as a train wreck or 
cyclone, when the community hospital or hospitals are filled 
with the injured and the staff are overwhelmed with emergency 
work, the surgical dressings volunteers of the Chapter are im
mediately mobilized to supply the large, extra amount of dressings 
required. In their Surgical Dressings Manual, instructions are 
given for wrapping and packing dressings. Also the list of the 
contents of an “ Emergency Surgical Dressings Parcel” is given.

Uniform for the Production Corps consists of a plain white 
dress, or wrap-around apron, with dark blue collar and cuffs, 
and a dark blue veil with a high white binding upon which is 
placed, in the center, a red cross. A larger red cross is also worn 
on the front of the uniform, two inches below where the collar 
meets.

Insignia pin, which is worn where the collar meets in the front, 
consists of a red cross on a white field, back of which are the gilt 
rays of the sun, and a dark blue border on which, at the top, 
are the words “ American Red Cross,” and below, “ Volunteer.”

For all functions white shoes and stockings are required. At 
other times, these are not necessary. When gloves are used, 
they should be plain white, preferably chamois or fabric material.
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Braille Corps
D u r i n g  the World War volunteers of the American Red Cross 
became interested in transcribing books into Braille for the benefit 
of soldiers blinded in action. These books, transcribed and bound, 
were placed in public libraries, notably the Library of Congress 
at Washington, and so became of use to the civilian blind as well 
as to the soldier group. This enlargement of the sphere of use
fulness in Braille Transcribing greatly increased the interest in 
the service, so that at present, in some 200 Chapters, many hun
dreds of volunteers have taken the training course in Braille 
Transcribing and, later, in methods of duplicating the hand
made pages for larger issues of the books.

The work is carried on by the Red Cross in cooperation with 
the Service for the Blind at the Library of Congress. The Chap
ters in which these Braillists work pay for the cost of proof 
reading the Braille manuscripts, which is done by blind persons 
trained by the Red Cross for this purpose.

Braille is a system, invented by Louis Braille over a hundred 
years ago. It consists of raised dots, representing letters, groups 
of letters, figures and punctuation marks. The “ dots” are em
bossed on paper in sufficient relief to be read by touch. Braille 
may be done by hand, with a simple apparatus composed of a 
slate with a metal guide, and a stylus, or it may be done by using 
the Braille typewriter. Press Braille is done on thin metal sheets 
and printed by special presses.

Because of the cost of printing Braille books, the production 
by volunteers of single copies and the duplicated books have 
added largely to libraries for the blind.

Specially prepared textbooks have proved of invaluable aid 
to blind students.

Training courses in Braille Transcribing are carried on by 
the American Red Cross through local instruction, or taught by 
correspondence through Headquarters. Two textbooks have 
been prepared by the Red Cross for the Braille volunteers— one in 
Grade One and One-Half, the other in Grade Two. The last 
named takes up the study where the first leaves offi, and pro-
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vides for a more condensed system. Grade Number One is given 
in the textbook Grade One and One-Half, and is used in books for 
young children.

By an adaptation of the Garin Process, Braille, embossed on 
heavy, oil paper, is transformed into a matrix by filling the de
pressions of the “ dots” on the reverse side of the sheet with a 
preparation of cement. From these matrices a number of copies 
are reproduced, on a simple press.

In several Chapters, the books are bound by volunteers who 
have had training in this type of work. The titles of the volumes 
are also lettered by hand by the volunteers. Last year over
352.000 single, hand-made pages were produced, and over
367.000 pages of duplicated Braille were processed and printed 
by volunteers.

A leaflet entitled Writing for the Blind, which explains what 
Braille is, the course of training, the equipment needed, the selec
tion of material to be copied and the methods of duplicating, as 
used by the American Red Cross, is available to those making 
inquiries about this service. If they then desire to undertake 
Braille Transcribing, they purchase the textbook and the neces
sary equipment, and information is sent as to how to proceed with 
the lessons.

Uniform for the Braille Corps consists of a plain, dark blue 
colored dress, or wrap-around apron, with white collar and cuffs, 
and a dark blue veil with a high white binding upon which is 
placed, in the center, a red cross. A larger red cross is also worn 
on the front of the uniform, two inches below where the collar 
meets.

Insignia pin, which is worn where the collar meets in the front, 
consists of a red cross on a white field, with six Braille “ dots” 
on either side of the lower arm of the cross, and the word “ Braille” 
over the upper arm of the cross, and a dark blue border on which, 
at the top, are the words “American Red Cross,” and below, 
“ Volunteer.”

For all functions white shoes· and stockings are required. 
At other times, these are not necessary. When gloves are used, 
they should be plain white, preferably chamois or fabric material.
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Canteen Corps
T he Canteen Corps assist in the preparation and serving of 
food for war and disaster relief, and for other Chapter activities.

In time of war, refreshments for moving troops and for hospital 
trains are provided.

As a post-war activity, this work has been carried on by pre
paring and serving special delicacies, when permitted by the 
medical authorities, for disabled men in military and veterans’ 
hospitals.

At times of disaster, the Canteen Corps is called into action 
for the feeding of refugees, rescue and relief workers. It has like
wise prepared school luncheons for undernourished children; 
preserved fruits and vegetables for winter use among the poor, 
and provided special diets for poor patients in hospitals and 
invalids in homes. At times of wide-spread epidemics, such as 
the influenza epidemic of 1918, it prepared broths and other 
nourishing food for the nurses to distribute among the needy 
patients, and served meals for doctors and nurses on duty.

To train the Canteen workers for their duties, certain pamphlets 
have been provided. These contain information as to the 
amounts of food required for mass feeding at a minimum expense. 
Lessons have also been given in the purchasing of such supplies, 
as well as information provided for proper and well-balanced 
meals for adults and children. Recipes are included for sick diets.

Another manual is used for the cultivation of kitchen gardens, 
the preserving and utilization of their products. This is entitled: 
Home Gardening and Food Preservation. One of the purposes 
of this training is to instruct young men and young women 
how to teach more ignorant groups of people methods of utilizing 
land around their homes for kitchen gardens; and also to give 
instruction to the women in the cooking and preserving of the 
products of such gardens.



In connection with this Corps, classes in emergency mass 
feeding may be organized and carried on.

Uniform for the Canteen Corps consists of a plain, medium 
blue colored dress, or wrap-around apron, with white collar and 
cuffs, and a medium blue short veil or coif with a high white 
binding upon which is placed, in the center, a red cross. A larger 
red cross is also worn on the front of the uniform, two inches 
below where the collar meets.

Insignia pin, which is worn where the collar meets in the front, 
consists of a red cross on a white field, back of which are heads 
of wheat, and a medium blue border on which, at the top, are the 
words “ American Red Cross,” and below, “ Volunteer.”

For all functions white shoes and stockings are required. 
At other times, these are not necessary. When gloves are used, 
they should be plain white, preferably chamois or fabric material.
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Motor Corps
T he Motor Corps is organized for the purpose of furnishing 
economical and efficient transportation whenever and wherever 
needed in Red Cross work. The various types of service rendered 
are: transportation of Chapter personnel; of disabled ex-service 
men to and from hospitals, homes and railway stations, to 
theaters and other entertainments; outings for these patients; 
ambulance and motor transportation for victims of disasters, 
for rescue squads and relief workers; and Red Cross Chapter 
service in the collection and distribution of supplies and donations. 
In addition, motor service may be given to outside charitable 
organizations for transportation of patients to and from clinics, 
hospitals and similar institutions, provided the service and charity 
are approved by the Executive Committee of a Red Cross Chap
ter. At times of parades and other public functions, ambulance 
service and other transportation may be provided for First Aid 
stations.

The Motor Corps pamphlet contains instructions as to organ
ization, officers, qualifications for enrollment, recruiting of mem
bers, duties, uniform, desk personnel, records and reports.

Each member is given a small leaflet, containing simple First 
Aid instructions, with the words on the front cover: “ Remember 
that First Aid is not a substitute for medical service.”

The members of this Corps are required, if possible, to take a 
course in First Aid, and also one in simple motor repairs is recom
mended.

Uniform for the Motor Corps, as illustrated, consists of oxford 
gray whip cord (or similar material), double breasted coat, with 
breeches and overseas cap of matching material. The red cross 
emblem is centered, front, of the cap. Black leather boots, 
or black, plain shoes with black puttees, are worn with the 
uniform. A black leather belt, with matching buckle, a white 
shirt with soft collar, a plain black silk, four-in-hand tie, and 
black leather or gray suede gloves complete the uniform.

Insignia for this uniform consists of the Volunteer Service pin 
which is the red cross centered on a white field, with spokes, as[ i f ]



of a wheel back of the cross, and a green border on which, at the 
top, are the words “American Red Cross,” and below, “ Volun
teer.” The pin is worn on the left lapel of the coat. Bronze 
“A.R.C.” pins are worn at the top of both lapels, parallel with the 
notch. A green felt, circular shield, three inches in diameter, 
with the red cross outlined in white, centered, and the words 
“American Red Cross Motor Service,” embroidered in red, at the 
edge of the circumference of the shield, is worn on the left arm, 
one and one-half inches below the shoulder seam. Diamond 
shaped metal pins, silver finish, may be worn on the shoulder to 
designate rank in the Corps— two for “ captain,” one for “ lieu
tenant.”

Certain modifications for the out-door Motor Corps uniform 
are permitted for use in warm climates. In such instances a 
plain, dark, long coat and an overseas cap of oxford gray, of thin 
wool or cotton material, with red cross emblem, centered, front, 
dark shoes and gloves may be substituted for the regulation 
uniform.

Uniform for indoor or desk work consists of a plain, soft 
green colored dress, or wrap-around apron, with white collar and 
cuffs, and a green veil with a high white binding upon which is 
placed, in the center, a red cross. A larger red cross is also worn 
on the front of the uniform, two inches below where the collar 
meets.

Insignia pin for the indoor uniform is the same as described 
for the regulation uniform. The pin, when worn with the indoor 
uniform, is worn where the collar meets in the front.

White shoes and stockings are required for this indoor uniform 
for formal functions, though for routine duty others may be worn. 
When gloves are used, they should be plain white, preferably 
chamois or fabric material.
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Health Aid Corps
I n the United States, until lately, not much attention has 
been paid to the development of volunteer service to assist nurses 
in case of great emergencies, such as war or disaster of magnitude. 
This is a service which has been much more fully developed by 
a majority of the other National Red Cross Societies.

At present, however, this service is developing in the American 
Red Cross, under careful instruction and supervision.

A Chapter is required, before undertaking this service, to have 
a Committee on Nursing Activities and be prepared to give the 
required course in Home Hygiene and Care of the Sick. If, 
however, a Chapter has not been able to organize a Nursing 
Committee, with the approval of Headquarters, a Health Aid 
Corps may be organized under the direction and supervision of a 
Red Cross nurse. The objectives of this service are:

i. To train a corps of women to assist nurses in time of 
disaster, inclusive of war, floods, epidemics or other emer
gencies for which the services of nurses are required;

i. To render service to hospitals, clinics and dispensaries, 
where the Aids may be of great assistance to a busy nursing 
staff, especially in organizations which are financially unable 
to provide an adequate number of nurses;

3. To help in baby welfare clinics and stations, where the 
Aid may give assistance to mothers by preparing their babies 
for examination, also in teaching mothers infant care and 
helping them with the preparation of milk formulas, and 
performing minor duties which would otherwise fall to a busy 
nurse in these clinics.

When an Aid enters a hospital, clinic or dispensary in line of 
duty, she is subject to the direct supervision of the nurse in 
charge.

A member of this Corps is required to have completed the 
course in Home Hygiene and Care of the Sick, to have taken 
additional lectures on hospital ethics, and to have satisfactorily 
passed an examination, prepared by the proper Chapter author
ities, on the training she has received. She must merit selection



for appointment as a Health Aid, because of excellence in class 
work, high standards of living and personal characteristics which 
qualify one for such work. She must be over 20 years of age, 
physically fit for the duties to be undertaken; be recommended 
by the Chapter nurse instructor, and endorsed by the Chairman 
of the Health Aid Corps.

A Health Aid is appointed by the Chairman of Volunteer 
Service of the Chapter. She must agree to a 24-hour probation
ary service at the assigned hospital or institution, to determine 
if such service is satisfactory to the hospital or institution, as 
well as to herself. She must give 75 hours of efficient service per 
year for a period of four years, in order to retain membership in 
the Corps, remembering always that the work is such that con
tinuity of service is desirable.

A Health Aid must not accept remuneration of any kind for 
service rendered. Should she do so, she is immediately dis
qualified.

Upon appointment, a Health Aid must organize her weekly 
calendar and decide upon the days she can give to this service. 
She reports to the director or superintendent of nurses, and she 
must recognize that she is always under the direct supervision 
of a graduate, registered nurse, and must not consent to give her 
services unless this supervision is provided. She reports for duty 
to the nurse in charge of the ward or dispensary, and must be 
punctual, regular in attendance and dependable. She is also 
required to report time “ on” and “ off” duty, so that her hours 
of service may be recorded and sent to the Chapter monthly.

A Health Aid is expected to conduct herself in a dignified 
manner at all times; abstain from smoking or taking alcoholic 
drinks while on duty. She must agree to receive or send no 
personal telephone calls during the performance of her duties; 
to hold in confidence all reports on records of patients, and on 
hospital routine and technique.

A Health Aid shall agree to report any constructive criticisms 
to the director or superintendent of nurses. These must be given in 
a pleasant and helpful manner. Any adverse criticism made 
outside is considered disloyal and unethical.

A Health Aid must conform to the regulations of the organ-
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ization with which she works; she must act promptly and will
ingly under orders; be patient with invalids, remembering they 
are not their normal selves. She should manifest a friendly 
interest in a patient, but never be familiar. She must not extend 
or accept invitations from patients.

A Health Aid’s duties vary according to the needs of the 
organization with which she works. These duties are assigned 
by the supervising nurse, but must include only those a Health 
Aid is qualified to perform and should embrace only such nursing 
procedures as she has been taught in the Home Hygiene and Care 
of the Sick classroom. The following are suggested duties:

Hospital Wards. Admit new patients; take temperatures, 
pulse, respiration; feed sick; help make unoccupied beds; 
assemble material for baths; help with baths, or give baths 
when necessary in minor cases of illness; get patients ready 
for lunch or dinner; carry trays; serve water to patients; 
assist in keeping such notes and records as the nurse desig
nates; prepare examining tables and beds; help with inven
tories; label laboratory specimens; count linen; answer tele
phone; assist in keeping ward or room neat.

Hospital Nursery (when allowed). General care of well 
infants; wash nursing bottles; assist with clean and soiled 
linen.

Dispensaries. Assist in registration of patients; assist 
in care and filing of charts; assist in taking histories or doc
tors’ notes; help weigh and measure infants; dress and un
dress children, encouraging and restraining, when necessary; 
help remove casts in orthopedic clinic; measure patients for 
crutches; help apply slings; undress and drape patients for 
examinations; take patients to and from X-ray room; 
answer telephone.

Additional duties. Assist the Motor Corps in transporting 
patients to and from hospitals and clinics; act as interpreter 
in foreign languages, if competent.

Uniform for the Health Aid Corps consists of a plain, deep 
pink colored dress, or wrap-around apron, short sleeves, with 
white collar and cuffs, and a deep pink coif, with a white binding
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upon which is placed, in the center, a red cross. A larger red cross 
is also worn on the front of the uniform, two inches below where 
the collar meets. A bag of the same material as the uniform, 
about 17 by 14 inches, forms part of the uniform. In it the 
uniform may be carried to and from duty, or a purse or other 
articles, when on duty.

White shoes with low rubber heels, and white stockings must 
be worn.

The wearing of the uniform is compulsory when the member is 
engaged in the performance of her duties.

For formal functions, when member may desire to wear gloves, 
these should be plain white, preferably chamois or fabric material.

Insignia pin, which is worn where the collar meets in the front, 
consists of a red cross superimposed on a Maltese cross, white, 
on a gilt background, and at the top are the words “ American 
Red Cross,” below, “ Volunteer.”
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HOME SERVICE CORPS



VOLUNTEER SERVICE 
HOME SERVICE



Home Service Corps
F or efficient service for the families of soldiers in time of war 
and for the rehabilitation of victims of serious disasters, a certain, 
special training for volunteers has been considered desirable 
by the American Red Cross, and a textbook entitled Introductory 
Course in Case Work has been prepared.

In some of the small, rural communities, where there is no 
organized family welfare service, the Chapters have undertaken 
to carry on this case work service, and in many other Chapters 
unable to support a professional worker through the help of this 
course, volunteers have carried on work for ex-service and service 
men and their families.

The publication is intended primarily as a textbook and guide 
for class work and group study, and is especially designed for the 
training of volunteer case workers. The lessons are devoted to 
the inquiry or study of the family, and include sources of informa
tion; how, properly, to carry on an interview; the case work 
treatment which under administration of relief involves budgets, 
food, clothing, rent and similar items. This is followed with 
instructions on case records, forms used, correspondence, history, 
recording, case analysis, observations; special types of case work—  
transient and non-resident are discussed. Other special types of 
case work, such as non-relief families, the aged, unmarried 
mothers, and separated families are dealt with. The latter part 
of the course is devoted to social case history materials, dealing 
with specific cases and how they may be handled.

The American Red Cross considers this the best work prepared 
for the instruction of volunteers in case work, and both the Gov
ernment and social agencies have requested many copies of this 
publication for the instruction of their workers who have not 
had regular training in schools of philanthropy. The manual 
gives charts, to be used in the keeping of records for the different 
types of families, ex-service men cases and non-service cases.

Many of the Chapters have availed themselves of this course 
of training, and it has been taken by persons interested in relief 
work in their communities, including frequently the clergymen 
of the locality.
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The Red Cross finds that the volunteers trained by means of 
this course are of special value in assisting in the rehabilitation 
work of their communities after serious disasters.

Uniform. It is not customary for the members of this Corps 
to wear uniforms. However, under certain circumstances— such 
as Chapter pageants or tableaux, when it is desired to represent 
all the Volunteer Services— the Home Service group may wear 
a white uniform, with purple collar and cuffs, and a purple veil 
with a high white binding upon which is placed, in the center, 
a red cross. A larger red cross is also worn on the front of the 
uniform, two inches below where the collar meets. White shoes 
and stockings complete the uniform. When gloves are used, 
they should be plain white, preferably chamois or fabric material.

Insignia pin, which is worn where the collar meets in the front, 
consists of a red cross on a white field with the letters “ HS” 
above and below the right and left arms of the cross. The pin 
has a purple border on which, at the top, are the words “ American 
Red Cross,” and below, “ Volunteer.”
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HOSPITAL AND 
RECREATION CORPS

“ GRAY LADIES”





Hospital and Recreation Corps
(Including “ Gray Ladies” )

T he services of the Hospital and Recreation Corps are con
cerned with the maintenance of the patients’ morale. These 
members serve under the superintendent of a hospital or other 
designated staff official. Chapters desiring to organize a Hos
pital and Recreation Corps must have a committee on this 
service. Application for the organization of the Corps, stating 
the type of hospital to be served (government or civilian), must 
be made to the Director of Volunteer Service at Headquarters. 
On receipt of the necessary permission, further instructions are 
issued, those for government hospitals from War Service and those 
for civilian hospitals from the office of the Director of Volunteer 
Service.

The Chairman of the Hospital and Recreation Corps, before 
organizing a group for this service, must contact the authorities 
of the hospital in which the group propose to work, to offer and 
explain their services and ascertain if these are desired. At regu
lar intervals she must obtain confidential reports from the hos
pital authorities on the services of the group, which must be 
carried on under the direction of the superintendent of the 
hospital, the director of medical social service, or other designated 
staff official.

A short course of four lectures, satisfactorily completed, and 
a probationary period of 24 hours’ service, entitle the members 
to wear the uniform and pin of the Corps, but not the veil.

Satisfactory completion of the full course of lectures (12 for 
civilian hospitals and not less than 15 or more than 20 for govern
ment hospitals), and a probationary period of not less than 24 
hours of service, entitle the members to the use of the full uni
form, which includes the veil. Those who have completed the 
full course have been given the name of “ Gray Ladies.” This
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name originated with the men in the military hospitals, because 
of the color of the uniform.

A suggested outline of lectures is obtained from Headquarters, 
and these are given by members of the hospital staff and other 
suitable persons. Supplementary courses in recreational therapy 
and family case work are recommended as being of assistance 
in the service of this Corps.

For the civilian hospitals, the suggested lecture topics include, 
besides the preliminary lectures on the Red Cross, a history of 
the hospital movement; the organization of the hospital in which 
the service is to be given; hospital ethics, psychology of the sick; 
nursing service, social service, cooperating agencies; psychiatry, 
occupational therapy; inspection of hospital, and aims and assign
ments. The lectures entitled Red Cross Origin, History and Na
tional Organization, and History of the Hospital Movement are 
obtainable from Headquarters. The other suggested lecture 
topics must be adapted to the type of hospital to be served, 
the local Chapter activities and other cooperating agencies.

For the government hospitals, the suggested lecture topics 
include, besides the preliminary lectures on the Red Cross, its 
origin, history and National and Chapter organizations, ward 
administration; hospital ethics; psychology of the sick; medical 
conditions; surgical conditions; tuberculosis; communicable dis
eases; neuro-psychiatry; dietetics; medical social service; occu
pational therapy; library service; recreation, and aims and assign
ments.

Examinations, prepared by the hospital staffs, are held for the 
groups taking the course of lectures in the civilian and govern
ment hospitals, and these must be passed creditably.

The services in hospital wards may consist of the following, 
always provided these meet with the approval of the commanding 
officer or medical head of the hospital:
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Visit sick patients; read to them; write letters for them, 
refraining from reference to the patient’s social and eco
nomic situation or to his physical condition, unless by the 
physician’s permission; teach simple games of solitaire, 
providing light boards and cards; simple puzzles may be 
worked out with a patient; cross-word puzzles from news
papers provided; stories told to children and small objects 
of nature shown and explained to them; flowers may be 
obtained from friends and florists, and nurses aided in 
arranging them. At Christmas and other holidays, suitable 
entertainments planned and simple gifts provided; conva
lescent patients aided in the pursuit of special studies, and 
young students may be assisted in keeping up their studies, 
but only with the physician’s approval. Members of the 
group who speak foreign languages may act as interpreters. 
Errands may be done for patients (receipts must be given 
for money or articles entrusted to the worker); information 
may be obtained for patients; and a library service carried 
on, if this is not otherwise provided. Patients may be taught 
simple hand-work, but again this must be done with the 
physician’s approval. Members of the Corps may aid the 
director of medical social service, if one is employed; or, if 
not, they may be helpful in contacting the proper outside 
agencies to assist a patient’s family. In clinics, particularly 
those for children, they may entertain the children before 
operations, such as tonsilectomy, by reading to them, show
ing them pictures, or otherwise diverting them, as children 
are frequently frightened at the prospect of an operation. 
They may care for distressed families, one of whose members 
is undergoing an operation, or is critically ill; act as hostesses 
at “ entrance desk” ; receive patients and their families, 
callers for patients, and care for the children of mothers 
attending clinics.

Leaflets giving detailed information as to the work of the 
Hospital and Recreation Corps in both civilian and government 
hospitals are obtainable from Headquarters.

Uniform for the Hospital and Recreation Corps consists of
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a plain, light-gray colored dress, or wrap-around apron, with 
white collar and cuffs, and a light-gray veil with a high white 
binding upon which is placed, in the center, a red cross. A larger 
red cross is also worn on the front of the uniform, two inches 
below where the collar meets. White shoes and stockings com
plete the uniform. The wearing of the uniform is compulsory 
when the member is engaged in the performance of her duties. 
When gloves are used, they should be plain white, preferably 
chamois or fabric material.

Insignia pin, which is worn where the collar meets in the 
front, consists of a red cross on a white background with the 
letters “ HR” above and below the right and left arms of the 
cross. The pin has a light-gray border on which, at the top, 
are the words “American Red Cross,” and below, “ Volunteer.”
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CHART I

War-Time Service
Administration. Direct Volunteer Special Services of Chapter.

Staff Assistance. Man information desk; assist in office work: 
filing, simple bookkeeping, acknowledging donations; take 
charge of telephone switchboard; aid Public Information Service 
through press and radio.

Production. Make hospital, knitted and refugee garments, 
hospital linen, surgical dressings and other needed articles.

Braille. Provide books and games in Braille and otherwise 
help to maintain morale of blind. Assist blind to receive instruc
tion in reading Braille.

Canteen. Provide delicacies for sick and wounded in hos
pitals, refreshments for troop and hospital trains, and also for 
outings for convalescents if approved by medical authorities.

Motor. Assist in ambulance transportation of sick and 
wounded from hospital trains and ships, or military camps to 
hospital. Transport Red Cross workers and supplies, and take 
convalescents for motor outings.

Health Aids. Supplement the nursing force in hospitals when 
war demands deplete the staff and, in case of necessity, assist in 
military hospitals.

Home Service. Assist the Home Service Secretary in work 
for the men in service and in service to the sick and wounded and 
their families.

Hospital and Recreation. Assist in maintaining morale of 
patients by providing entertainments for military and veterans’ 
hospitals and for recreation rooms; secure gifts of flowers and 
comforts; write letters for patients; read to them; and organize 
clubs for service men.
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CH A RT II

Disaster Relief Service
Administration. Direct Volunteer Special Services of Chapter.

Staff Assistance. Man information desks at Headquarters 
and emergency stations; keep records, card catalogues and files; 
take charge of telephone calls and inquiries; assist with registra
tion of families; write letters of thanks for contributions and 
donations.

Production. Take charge of supplies required for refugees 
and hospital needs; provide supplies from emergency closet for 
immediate needs; make additional surgical dressings, hospital 
supplies, linen and layettes.

Note. Chapters not at scene of disaster should carefully 
sort, condition and label donated supplies, before shipping.

Braille. Take special charge of any blind who may be among 
the refugees.

Canteen. Provide food for sufferers and workers; manage 
kitchens in refugee camps or stations, and supervise cooking for 
temporary hospitals. Advise and assist in planting home gardens 
after disaster.

Motor. Provide ambulance service and transportation for 
sufferers and workers. Collect and distribute clothing and sup
plies.

Health Aids. Assist doctors and nurses in regular and tem
porary hospitals.

Home Service. Assist social service workers in surveying 
disaster area, in interviewing applicants for relief, in keeping 
records, and in conducting temporary employment agency.

Hospital and Recreation. Maintain playgrounds for children 
and recreation facilities for refugee camps and hospitals.
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Addenda
REGULATIONS FOR ENROLLMENT

Membership. Enrollment in any of the Corps of the Volunteer 
Special Services presupposes loyalty to the Government of the 
United States and membership in the American Red Cross.

Annual Service. An enrolled volunteer shall agree to give a 
minimum of 18 hours of service, or the equivalent in piece work, 
to some branch of Volunteer Service. (A table for piece work in 
Production and Braille may be had on application to Head
quarters.)

The 18-hour minimum is provided because in small communi
ties there would not be opportunities for a great amount of volun
teer service. However, larger Chapters, where the communities 
require more volunteer service, may make special minimum 
hour requirements so as to maintain as high standards of service 
as possible. A Health Aid would probably be of little value to 
a clinic or hospital, or a “ Gray Lady” to the medical social 
service work, unless she gave 50 or more hours of service, prefer
ably within a 6 months’ period.

Years of Service. After four years of service, consisting in 
each year of the required period of active service, a member 
may retain the pin and be registered in the reserve group for 
emergency service.

Reserve members may, however, at any time, give such service 
to Chapter duties as they may desire; but it shall not be neces
sary for them to render the definite period of service required of 
active members.

Cancelling of Enrollment. Should a member by the end of the 
year have failed to fulfill the agreement to give the required 
amount of time to the service, the pin shall be recalled and the 
enrollment cancelled. A member may re-enroll provided ade
quate reasons are given for non-fulfillment of the agreement, such 
as prolonged illness or absence.

Change of Residence. Should a member leave permanently the 
jurisdiction of one Chapter and desire to continue the same 
service with another, the Chapter in which this member is en
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rolled shall notify Headquarters of this change, giving the number 
of the member’s pin. The Chapter shall also notify the Chapter 
to which the member is transferred, reporting the number of 
hours already given by the member.

Enrollment in One Branch. A member of the Volunteer Special 
Services shall enroll in one branch of service only, but is at 
liberty to give additional service to any other branch. This 
additional service, however, shall not be accepted as part of the 
regular period of service required for the branch in which the 
member is enrolled.

Note. A record may be made upon the enrollment card 
stating what other services the member is capable of render
ing, and in case of special emergency requiring such assist
ance, such services may be utilized, provided, however, 
that the regular branch of service does not require aid.

Record of Enrollment. A  card catalogue or other record shall 
be kept by the Chapter of members enrolled in Volunteer Special 
Services. This card catalogue or other form of record shall 
provide for the registration of the member’s name, address, office 
address, telephone numbers of each, the branch of service, the 
number of the service pin and a place for remarks as to the 
type of service the member can best render, the hours of service 
given, and for other information.

Note. Cards for a catalogue registration may be obtained 
by the Chapters from Headquarters. These cards are of 
different colors according to the services. The front of each 
card contains space for the registration, as given above, 
and on the reverse of the card a form for a record of time is 
provided.

SERVICE PINS

A specially designed pin has been provided for each Corps, 
for the use of members who are properly qualified and who give 
a minimum of 18 hours a year. The wearing of the pins is not 
compulsory but is recommended, as they have been found helpful 
in developing the work, and in identifying the types of workers.

Position of Pin. When worker is in ordinary dress, the pin 
shall be worn on the left breast; when in uniform, to close the



collar in front; and when in outdoor Motor Corps uniform, on 
left lapel.

Chairman and Vice Chairman Bar Pins. Plain, gilt bar pins 
bearing the word “ Chairman” or “ Vice Chairman” may be 
obtained by Chapters from Headquarters. These shall remain 
the property of the Chapter, which shall confer them upon the 
chairman and vice chairman of the branches of service while 
these persons occupy such positions.

UNIFORMS

Description. For each Volunteer Corps an appropriate uniform 
is provided of the service color, or with the collar and cuffs of 
the service color. Description of the uniforms, information as 
to how to obtain them, and regulations regarding the wearing 
of them, may be obtained from Headquarters.

Value of Uniforms. The wearing of Volunteer Corps uniforms 
is not compulsory except for those engaged in certain special 
services. The value of uniforms in war-time is obvious. The 
reason why they are stressed in peace-time is that they emphasize 
to the volunteers their responsibility to the Red Cross, and they 
keep the public aware of the continuing activities of the Red 
Cross. It is hoped that Chapters will encourage the wearing 
of uniforms, not only for the above reasons, but also so that 
in time of war or disaster a uniformed, trained group may be 
more readily recognized.

RECRUITING WORKERS

Volunteers may be obtained through associations such as 
churches, clubs, professional organizations, et cetera. People 
work best and get the most enjoyment from such work when 
associated with their own friends in a common cause. It is of 
the utmost importance to hold the interest and enthusiasm of the 
various volunteer groups functioning in a Chapter, so that they 
in turn may bring to the attention of others of the community 
the possibilities for service which the Chapter affords. To 
this end also, a Chapter should request permission for its repre
sentatives to address clubs, church societies and other organ
izations, when the Red Cross work should be outlined and the



opportunity presented to individuals or groups to enroll for a 
definite service. Headquarters will provide the requested ma
terial for the speaker’s use. The talks will, of course, be selected 
so that the work described will be that which it is believed the 
particular group would find most interesting. Active volunteers 
may secure recruits for service among their friends. All workers 
should be encouraged to spread a genuine understanding of the 
Red Cross.

CERTIFICATES

Certificates with the name of the recipient and bearing the 
signatures of the President of the United States, the Chairman 
of the Red Cross, the Director of Volunteer Service, and the 
Chapter Chairman, are given to those who satisfactorily complete 
cettain Volunteer Special Service courses. These courses and 
the requirements for them are as follows:

Staff Assistance. To receive a certificate a class member 
may miss only two sessions, or four of the twenty-two lessons in 
the prescribed course. She must, however, read the lessons missed 
and satisfactorily pass the examination at the conclusion of the 
course.

Production. Where groups have taken a special course in 
sewing, certificates may be issued to those who have successfully 
completed the course.

Braille. Certificates are given to those who successfully 
complete the courses in transcribing either Braille Grade One 
and a Half, or Braille Grade Two.

Canteen. Certificates are provided for those who successfully 
complete the prescribed lecture courses.

Motor. No special course is provided for the Motor Corps, 
but it is strongly recommended that the members take the First 
Aid course. Certificates are issued to those who successfully 
pass the examination. Members are also urged to take a course 
in simple motor repairs, for which however no certificates are 
awarded.

Health Aids. All Health Aids are required to take the Home 
Hygiene and Care of the Sick course. Upon the successful com
pletion of it and the passing of an examination, a certificate is
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issued to them. On completing the additional lectures on hos
pital ethics, a member may receive her Health Aid certificate.

Home Service. Those who pass the examination and have not 
missed more than four of the twenty lessons of the Introductory 
Course in Case Work, may receive certificates.

Hospital and Recreation {“ Gray Ladies” ). Those who have 
completed four-fifths of the lectures of the full “ Gray Lady” 
prescribed course for federal hospitals and satisfactorily passed 
the examination required, may receive a certificate in the Hos
pital and Recreation Corps. To receive a certificate for the 
course in civilian hospitals, a member must have successfully 
completed the examination at the end of the full course and should 
not have missed more than two of the twelve lectures of this 
intensive course. No certificate is given for the shorter course.

Ordering Certificates. The names of those eligible to receive 
certificates should be sent to the Director of Volunteer Service 
well in advance of the date when it is desired to present these 
certificates, in order that the names may be filled in.

PRESENTATION OF CERTIFICATES

It is suggested that a ceremony be made of the presentation 
of certificates. A Chapter officer or some outside speaker should 
be procured to address the class.

Annual Presentation. It is an excellent idea to have all 
certificates earned in the Chapter during the year presented at 
one time. This would include not only the Volunteer Service 
certificates but those given in First Aid, Life Saving and Home 
Hygiene. Boy Scouts, policemen, firemen and nurses are apt to 
be included in these groups and if they and the volunteers appear 
in their respective uniforms, the effect is colorful and attractive. 
Furthermore, such an occasion makes for good publicity for the 
volunteer activities of the Chapter.

Note. In all courses of instruction or training of what
ever nature given to volunteers, the following topics must 
be included: Red Cross origin, history, National and Chapter 
organizations, and the purpose of the particular service 
Corps in which the volunteer is interested explained.



DEFINITE PLANS FOR WORKERS

It is necessary to follow up the interest volunteer workers man
ifest at the time they are recruited, enrolled and trained, with 
definite plans for service.

Remuneration. As the name indicates— Volunteer Special 
Services— members enrolling in this branch of Red Cross work 
give their services gratis. To accept a remuneration of any 
nature, immediately disqualifies a member.

FINANCING

Budgeting. The Chapter Executive Committee should pro
vide in its budget for certain legitimate expenses for organized 
Volunteer Special Services.

Special Benefits. If money is not provided in the budget and 
materials cannot be obtained through donations, the Volunteer 
Special Services may, with the approval of the Chapter Execu
tive Committee, put on special entertainments, such as bazaars, 
luncheons, bridge parties, etc., to raise small sums for specific 
purposes. This money, however, must be raised independently 
of any other organization (that is, not sharing the proceeds with 
another organization), and must be raised in the name of the 
Red Cross. Such entertainments should not be given shortly 
before or after a Red Cross Roll Call.

REPORTS

A form for reports (Form 19), is furnished free of charge from 
Headquarters upon request. This report should be sent in 
monthly, or at least quarterly. The data, necessary for compiling 
these reports, is easily procured if the records are kept regularly 
on each worker’s enrollment card, previously described.

On the reverse of Form 19, definite instructions are given for 
its preparation. It is requested that more complete information 
be given under “ Narrative.”  For instance, at least once a year 
the Director of Volunteer Service would like to know how many 
of the volunteers recorded have taken regular Red Cross courses, 
or other training; whether they are uniformed, or have rendered 
unusual services.
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A M E R IC A N  N A T IO N A L RED  C R O SS **■ »■ »
Rev. 10-28-37

VOLUNTEER SERVICE REPORT —  FOR M O N TH  OF 1 9 3

.............................Chapter ...................................................................... StateChapter ...................................................................... State

Service N o. of 
W orkers

N o. of 
H ours Record o f Accomplishments

Administration

Staff Assistance

Production Garments made
N o. of

Garments repaired

Surgical dressings made

Emergency Closet articles (other than garments)

Layettes made

Christmas bags made

Miscellaneous articles made

Donated Supplies received

Braille Pages transcribed

Pages printed

Volumes bound

Canteen Persons served
Fruit, vegetables & preserves canned:

quarts or pints

Kitchen gardens (include under "Narrative report” )

Motor Corps Calls made

Health Aids
H ospitals served
Public Health Nurses served

Hosp. & Rec. Serv. H ospitals served ifederal 
(c iv ilian

Home Service Visits made

Other (Specify)

Roll CaU

I-Ias Chapter an Emergency Closet? .................. Signed)............................................
Chairman Volunteer Service.
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INSTRU CTIO NS FO R  M AKIN G  O U T REPO RT

1. The purpose of this report is threefold:
(a) To show the number of individual volunteers who have served the chapter classified by the types 

of service to which they are regularly assigned.

(b) To show the total number of hours given by volunteers to each type of service.

(c) To show the volume of accomplishments with respect to such items as can be counted.

2. In order to get a correct count of individual volunteer workers, each person should be counted only in 
the classification to which she is assigned for the year. For instance if Mrs. A is a production worker 
and so reported in July she should not be reported as a canteen worker in August even though she 
assisted the canteen group. The number of hours she devoted to canteen work should be entered 
under “Canteen h o u rs” , while Mrs. A. as an individual should be counted under “Production”.

3. The correct number of hours given to each service should be kept on the proper time card (Forms 1233 
to 1240) by the person assigned to keep records. This record should be kept for volunteers regularly 
assigned to each service and should include additional time given by others who assisted during the 
month. For instance during roll call many volunteers assigned to various services will help with the 
roll call campaign. In this case they should be counted as individuals in their own service but the 
number of hours given to roll call work should be reported in “ R o ll C a ll h o u rs” .

4. The measurement of “Accomplishments” presents no difficulties as it is only necessary to count the 
number of garments, surgical dressings, pages, pints, etc., that have been produced during the period 
covered by the report.

5. Detailed instructions in regard to the conduct of volunteer special services will be found in ARC 415.

Narrative Report
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