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PREFACE 

t1ve pu-t...., 

t· . di tr:tbuti: pl"(}gram in a hi{#l chool. 1s o. difi"ioul t. 

task for th beg;bming eoc~rcti.na a: · probl wh.ieh 

hours of' st.reritUOt;w labor, c.oope ti 

orkers, pit1emee lmdemta.nding of peor,la• higft m.oD1.l strmda.rds, a 
. . 

pla.nn1Dg, 

ed'tll"$-S, tecbni · e and . it.hods, It i easy to visualize~ mistakes 

inevitable for 

obstael to- overc 

the beginning ooord!M 

there · so many 

s to aohi • It this study is hatpfal to 

.,J;,.Ui,J~ting fJJ'I¥ en-or. ~ may have · de 

and in bling th to do a tter Job, then the time aJld of.fort which 

it req justiti • 

If it ;re not or th , pl . d eooperati n d a.ss!sta.nce of 

Ro rt A. • Aas , te Pro~ ssor ot lmsiness Eduoo.ti , Mah 

I~cal College, :r. DoBem:dng, State Supervisor 

tor Cklab , <ldah 

, C002'di.nators of Distribu.ti 

· tribu.ti Se • · ot Ta , it would not have beeD. 

possibl · to have compl . this study. For thi.s o poration and a.ssista:nee, 

the ter is truly gra-tei'ul . 
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INTRODUCTION 

ta tement gt_ 

There i a vi.de divergence of opinions among distributive education 

ina tors . n ~ s regarding the . , and s of organizing and 

, pe ting a beg1nning distributive edu tion gram.. Out of necessity 

t:.here have developed certain pl"Ocedures and techniques for coordinators to 

rollov but f or the · ost pi.rt it i still neoussary for the beginning 

::oord rotors to experieno: disappoin ents and encounter undesi ble 

tituation because th do not have the opportunity to profit f'rom the 

•'llcvledge and ri.ence or ceesstul coordinators. 

It i the ~e or thi study collect, assimilate ,. and present 

~he 1'1 and ried id a, ocedures, and techniques of distributive 

)d tic.:n co inators in ~ s so that their know.ledge and e rience 

my serve as a guid to ahow hOW' courses and programs tor part-time 

Ii t »ibuti educaticn tra.ining •Y be p oted, initiated, organizoo,. 

L "linistor-d<l, su · sed, coordinat d , and taught. 

d.mi~ti, 2f ~ tu_gz 

It ould oo obse_rvod that no att . pt has been made in t his study 

~o apprais or un.t the procedures , techniques, and methods wich 

.re sentcd, except by ecmpirison tables , arrangement of subject matter. 

,nd qu , tic f'rom rof'erenee s:0urcea . 

Neith r does any pa.rt of thi study include in.f'omation :-tinent 

;o t . ndult tro.ining pro .... in diatrlbutive education; the s-tudy 

iert.a.ins on y to , .... ,.1-~tim.a distributive education classes as conducted 

n 'I' .1 high .ools .. 

V 
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It shou.1d also be obse d that no attempt has been r.nde t o present 

or pecify th requirement for distribntive education classes as outlined 

b;y the Tel:ls Fducation ay, Division for Vocational Education, Di.,trib-

ut1ve Fdueation Service., 

Sources of Ihta ------
A questionnaire s s nt to one-htmdred and seven distributive 

edu tion eoordinator of cooperative part-time programs in Texas hlgh 

schools. is questionnaire requested the eool'di.Jla.tors to check t.he 

procedures, techniques, and thods they have found be sueccssf\u 

1n the o~!5a.L-""""tion and ope tion of' a distributive eduea.t i cn p:rog.mm. 

Sixty-nine or these stionnair shave been led out and returned , 
. 

and thes c plated questionnaires have served as s urce of 

1:n:fo tion f or thi study. 

In addition, a l etter was sent to twenty- throe eta s Jhich wei"C 

kncwn to ha. di trlbu.ti Ve edu tion pro operating in their high 

schools. Thie letter requested certain publ icat-ions d other pertinent 

tion hich ould be helpful in to ating "! Handbook for Becinning 

Di tributiw Educati<:'n Coo 1nator 1n Texas 11 ., 

other ta in thi study vare obtained 

bull etins d manuals relating to the field ot distributive education, 

vhich were available from the libraries of the 00..ab Agricultural o.nd 
. 

chard Co ege. 

Wh the completed questionnaires were received :t":rom the different 

coordinators, t he,y ere oareMly examin d and th9 repli es were tabulated 



on data sheets .. A data sheet was prepared for each qu :-1sti0n 01" t opic 

discussed in the study.. Supplementary ma.terlal from other sOU1·ces 

pertaining to the topic s a tt---:iched to each data sheet,., The data sheets, 

\ii.th allied info tion attached~ ere then arranged in a logical 

s quence according to the wrlc neeeaso. tor a boginning coordiootor to 

pel"form in organizing and ope ting a distributive education program. 

Conclusions ere drawn and outlines uere. preparo.d to serve as the oosis 

~or the ting of this study. 
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CHAPrEl'l I 

HI STORY OF DIST!WlJTIVE EDUCA.TIOlf .IN THE UNITED S'RATES 
' 

Dltttrl$t1?;,(! !'4latiop Def'!a5 

Wba. t 1a d!striblittYG education t ftd.a is, one question all coe:rditm.tors 

in the f'ield ot dist!'ilutive· education wll.l be requireci to axia,er ~ 

times.. It has been defined ill a var!e.fu of ·~ .• Sate· of these aret 

DistJ!'ihlt!w &mca..tion may be de!ined as a t,,pe ,t4 tra!ning~ 
apalt1ficall7 voca'tional 1n nature. 1"$'l'Olving uoutad .a group of 
s'killa, abilities, knowledges, tmderstandings. app1"eo1a~,, 
and j udgments that an· integrated with such subjects as . 
selling, pl'1l:lo!ples or retailing, ate.re operatioa and ~gmerrt, 
ad'9'9?'tia1ng, mere?umd!se. knowledge, am allied stibjeets . ., 

A training program in the fiald of distributioll, - the re.tall• 
llholesale and sarv!ce selling ocoupationa..,2 

Dlstribatl.w Bduee.Uon 1.a tra1ning ~or those ocmpatlona followed 
b',;' vork:em engaged in ~sing aeti.S.ties,, indluding direct. 
contact wl't,11 bqyers 81'11 sellers. when d1atrlbtrt4.ng to COJlSOlllSrs:, 
retailers,. jobber.11 .and wholesalers , or when --.g1ng, operating 
or ~ a ~ or personal s«ftd.e.e bwliness.,. or sellmg 
the oem.ces or such a msinea&.:, 

It is untortuna.te 1n .sc:ae reapeets that at the ~gat1on and 

organization ~ d!str1'bu.t1w education training, a name easiff to ~ 

and pflmOUDCe aad more. self'-expl.ana~ to the ~ of bum.nee& cool.d 

no't ha,. beeJ:1 selected.. Dutribttti~ education has n:O'.t gt;t:lned lid.de 

ace ptance 1n the areu: wbaN prc>gl'fUI.IS a.Pe. 1n operattan and it 1a1 ve'1!3' 

1 ~th B Hus . §stribgtiJ! Education p· . 0 
' • ' ' ' ' ' ' ,. • 7• 

2 bm ~or Vooattoaal ~tion,. Stata ot Alatam&~ 9J&]jpe Sit Sl1l 
Tachni9V! and P.roced£H · tst 2Jl!mt!M A W.etl"9t11! &1uca:4'9a '1:9ma. 

3. ' 



unl:1kaly t.hat. a.not.her r.wae v:ll1 e'fer 'be adopted. nu,; beginning ~tor 

who !a orgam.dng a na d!.,trtbu.tive educats.011 pog:rma in a C<lrll1Un1V 

,m:tam! l ia,r, with this ~ .of tra1ning 1-a sun presented with the: problfD 

of del'hdtig d.!.atrl.ba.t1• e&loat;!.cn_ !he~~ llJitSt be able· to «r;pldn 

1md~, aJl4. that eoo tb1;. rel tlondhip b$tw.ean the type 14 ~ 

t.tudats ~1• a.t14 the name- o~ the ~ prvo,ua. h tGllord.Jlg 

defbd.tlQJl ,imd, a:pl.aa\1011 of' dlstr:lbt(tlq education hatJ been used 

~:r by~ ~tors 1n !Gas. 

D1stl"iluUw Dle$tioa la a ~t!ve ~tua tm!Jdq· pt"Ogl"Sll 
r-or bop and glr1s OZt a . jllld.or arm ~ ltmd. in high tlOhOGl 1rdlo 
a.re· int$~ in oareen. a the ftelds or· :retaSl :Ina. vhal-.11.ngJ; 
4Dd ~- 18.lltiig. It a a ooope,aUw progl"aa beoauM· ta,. som:,dJ., 
8.l'1ti business: orga.nlzaUam. wOJt to~ ~ tndJ:d.ng the- studmtt._. 
It b a part..t:lle trabd:ag ·proP'O,ll l»ea;11$'t ~ta a~terd sahool 
s. halt.· a. da," am work a. half'. a. aar, . It ta a ~ wbich al.l.J.· .. . • .-

only \he tudents ~ed as jmdors am seniors to em,:an~4 

•Mel !tr•!!oml !!aeHm Am. 
t'b·· na:tional vo t10Jal educo.t1 . · act.s pro'tide<i for· the eooperatie 

'i'OCatianal :education bi the ~ or agrtcult\11'!8, trades .and iridustr;r. 

... ........ and ~t!onal. ·-#.on.au- .... -.t -•.dance n...,.1,.,,..._ ~~ . . ,. ~ . -~ ~· .... ~~ ~ . . ~ 
the actd~ the! l'edeml. ·~ . t. dou. not ~ga.ntse 01- apeniae mrr 

sohoole or· classes ~or Ybeatloml education, lxtt it does . • · amn:,al 

Nmn!a1 gra11ts to states and tarr!.todes tf:11- ~on. of' wcaUonal 



........ ta .... ·· :4w.ebe:z Asl. 
The ftnt of· t.he pa~iona.1 "Vt>CatiOilfJl. edUicattcn a.eta was the Smith-

Rughes A.et., approved Febn.lal'1 23, 1917 ~ .rllioh created m:ad empowered a 

rep,li!e tau a Federal J3oel'd .tor Vocational .ltiucation to coopemte. with 

State boall'ds tor waatioml education 1D carrying ot1-t the prov.laiomf ot 

the Aot. It prcrr.tdes eont1mdl1g a.ppropr:lat,1cma tor the salar.tes ot 

teaehers, auperdnrs, and directors ot agrlcul.tural atibjoots~ teachers 

or trade, ·econond.ca and 1nduatrta1 -~jeats . and •'- - . ..1..J.-~ ... 4.-.. .e-. ' °""' . . ' 1iH6 ~W.~"-"'-

o~ the V.ocational. Jtiucat-1on Progrwa. It is l"Elqtdrad in thia Act that, 

eaeb dollar of the Federal money· expended by a state be matched by an. 

f,qual amomit or state tunds.. 1'lle· aaounts ·~ tho grants· to the ata\es 

al"& detemined on the baais of' the, popw.atioll ot each :at.ate. 6, 

Geer . 

OO.siS fO'J!' <>Ur pl"&SCd; eJttanded stem of J'e.dera.ll,y subsidlz.ed 

roca.tional education programs bas its f'oundaUons in e above mentioned 

Blrd.th-Bughea Act, and during the earl.y thirties_,. ~dllowing the botn years 

r,t the. twentte , business b&gan to renognize the neea. tor la01"Q extecsiw. 

~ratn111g tor vocat:io-1 education.,. As these needs wee atwlied., it 

5 C. a. Bakestrav,. Tmrnfng !Iim~99l 'Ygu'9 ta:; l,plop.g. p. 2. 

6 ~. p. ,. 

4 



t JI- f,J.,.el,,. ·"·' ....... ... · - . ,U,I~-, 
D. a. in 19JJ during th most erl\ical days or the economic depression. 

The . of the .. · Ung was to eval.uate the posttl:on of bwinass m 

Nlat1op to the 11a.t1.ont:a ·conaQ" and, to p plans for the restoration. 

o~ bwl!Deas to no . ., It, was at tb1e ttme that, th& ne$Cl r~ a tra1n!ng 

program on a naUcn.al eoal.,e, for empleyeu of' the distribnt.ive fields 

be • so api:e.nmt to the natlon's lead.en. '1'bis ting also~ to 

direct attent10D to the tut. that. distribt.tti.ft education had too long beetn 

neglected in the -yooational. ~mining ·prognims eS the high aebools of the 

nation .• t 

Thia taelbg Gt' insecurity and inadequacy ~ bwltnesStnf:m 1n the 

nation resw.ted in ·thtt pis ge cm .Tune S, 1936 ot Pub11c La; No. 673 hs 

th 74th ,(kmgreas,. ·'l"bis l be more ~ Jmown as the Gaorge. 

De9Jl Act., 1be Act provlded a.dd1t1onal tuz:ds. ~or the deYEilopsent of 

d1strlbut1 w education pr-ogrGJII& in the hi~ achocts of' the naUm:i.9 10 

§po~Jhrd9 Ac'\ 

Th lat.est -~ the Batton.al Vocational Bduca'tion Acts i:s the ~ 

Bl.rd Act whiob is o.0A1D10Jity re.f'ered to a.a the Vocat.i<mal Eduaatiom.1 

Ac't ot l.9'6. 1\11# act. amend-1 the 03or~ Aet and cont.aiu, sewn(l 

8 J. Marshall Hanna and Rethwri M. • ms:frilst,\J:e. Jliru!\;tion, 
p •. ,. 

9 Rakestraw, £2• o! t., p .• 8 . 

10 74th Goagresa, United States of America, Jsted States Statutes 
!S Lal"Q, p.,. ~ • . 



new prari&iona,. Section 3, paragraph (a). states that the porpose d 

the act is to assist th& aeveral at.ates and territories in the furthe:r

d~ el()Jllt8ltt of vocational education. It authorizes the appropnation 

et ,,oo,oo tor vocational education in distnbo.Uw ocoup.tt!ons. tor 

the fiscal year begfmr!ng July l, 194' ad to be continued amn1al Jy 

thereatta. Qtber imponant pro,iaiOJUt ot tbe a~ are that toe matchf ng 

tads by the ate.tea ts to be increased ~ fifty ~ -cent U> one hubdred 

peF cent and tba t after July 1, 19511 not C1Ve'I! ten per cent of' the 

appropriation can be used t'or the p!lft"base of equipa.ent.ll 

11 ?9th. Congress, United States ot Allerica, United States Statukl 
~ Jerft!, p .• 196. 



CHAPTER :tI 

THE DEVELOPMENT OF DIS'rRIBU'rIVE EOOGATION IN TEXAS 

Bes&wing P£9Eam! 

'Die ooope~t1'f'e po.rt-time distr1l:Gt1ve eduoation program bad its 

orlgln 1n the Tema high schools in 1936, the )'ear the Urd:ted States 

::ongresa authorized the establialJJIKmt of' distr1but.1ve education training 

by the pissage e~ the George..Jleen Ao\. 'l'he .tirst dtatdbutiva education 

r,rogram vas begun 1n th &mi.er Rig!} School at Amar:Ulo, Toms, and 

7 

!. '• (Ml.) Browning became th• first teache~tor of a eooparat1ve 

part-time program 1n Texas. A short thle later in the same year, a second 

,rogram was organized 1D t he Thomas Jefferson High School in San Antonio, 

~ems., By 1939, tbe number ot programs. had increased: to ten, with a total 

tr 169 JJtl&<ienta enrolled in distributive educa~oa tra1ntng.l. 

'?he JlUlllbel' o~ eooperat1Te part,,.t.iae programs and the mmber ot 

istrtbu.t1Te education traiaees contb.sued to incl'ease alowl.7 .bun 1939 

o 1947. By the end ot 1947~ there ·ore tbirtq distrfbutiv.e programs 

n operaUm throughout the state., 

rld iBOJ"eased to a total or 1,21s. 

ttecv st !bl. ~E iml i!l !IIFJJ5tiD· fdMa\191 
During the year ot 19'8, the Tuas Legislature enacted the QU.mer-

lken School Law,.. 1'h1a act bt.td a ta.r-reaoh!Dg ettect upon the operation 

r the Teas J;nblic: schools by completely reorganizing the. lava regulating 

1 State Vocational. Eduoatioml DiVision, -State ~ Tems. Anw11J 
11r.rlpt;!:,a lapoJ$8, p. 2. . 



8 

their operation. 1b provisions ot this lav prov.I.dad for g;reater t1nan~al 

dd to the schools, free text-books tor Te:x:as sehool cblldren, reorganized 

Mt teacher ptyment and retirement plan, am. established t.he Teas Educa

~1on Agency t~ the snpem.siOD. ot traiJling in the ·public acb.oals_ or re.s. 
'!'he Vocational lduoatton D1"1sion was estahlished as an o~n,lzation 

mder the supeffl.s1on ot th& '?ems Education Agency. this group 18 raapcm,

sible for the jtariediction ot the Distributive Bducation, Vocational 

l.grieulture. Hane Econa:dca, @d Trade and Industry' Senices:, which an 

~l subsidized by Federal f\mda mder tho provisions .of the George.-lkrdan 

This f':tnancial l"e01"ganizat1on at the Tems aohool :syeteu prarlded 

he IM.str1btlt1ve Educat.ion Se:rri.ce with larger appropriations,. enah:.ing 

he department to stablish a mmsbe:r ~ new programs t.hroughout- the at.ate~ 

Dur:tng t.he year 1948, toll.owing the piSsage ot the QUm~ Law, 

he nmbar of' nev distri.1:utf.ve education programs established was ferty-

110. 1J.'hia in.creased the total number or programs in Tems high school.a 

o seTeDty.o1two and the enrollment ot students m d18'tribllt1.ve edueati.on 

Lasses to 2,,4S2. !he nu1iber ot· coopemtive ~time distrib:ltive 

iuoaUon pr.ogrmns ilhlch have been established ea.ch year aince 1948 ba• 

reraged. tval.Te per year. At the end ot the school ,ear in 1950, there 

'" n1net7 ... tbree programe opentb:lg 1n the: state,, and these programs 

r.d a total -9Dl"Ol..1men~ c4 ; .. 2ss. lP.raDl the beglnn~-ng ot distrihlt.ive 

'tion in Texas in 1936 to the close Gt the school year in 1950. thea 

,ve been OYer titty-three t housand students trained tor _jobs 1n the field 

'distr:lbuUon by_ the cooperative part.time distributive education~-



TABLE I 

STATISTICAL REVIEW OF · W~ TEAClIEBS FOR ·~ PARr-!Ildl 
D!Sl'R!BO'?I\IE EDOOA!?ON PBOmw.fS m DIAS FOR i'lm YIARS 19.38 1'BBOUQI l.9SO* 
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'Bnd!:ig 
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1942 

1942 

l,O 

1944 
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'1948 
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1,SO 

Total 
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27 

,s 

126· . 
118 
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27). 
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Sl6 

1150 . ,, 
1.,472 

1/153 
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'1 
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l59· 
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'1S7 
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10 
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:.n the tate ot Tems.2 

Tabl I on Jage 9 sb011s the growth and devel.opuent of the c.oo~tift' 

,a.rt- · · e distrtbutive education programs 1n Ttnaa for the yea.rs 1938 

,brougb 1950 by a sta ti.stical. 1"ft!.Mf ot student enrollments and number 

~r t ob rs . ployed. 

An important phase ot d1st.ribQt1ve education whioll is not cons1c1e1"9d 

.n t his study is th adult ehning classes. Thia phase of' .diatrlbltiire 

du.cation 1n TGIB.s has had a raaarkable g!'OW'th and dtmdopnant wh1:cll 

' ara.ll.•1a t.hat of the ooope!'ati: }m't-time dlstri.butiw (Jducation etasaea 

.n T-exas high aohools .. 

NSm'Jt ScOJ!! g! DiatribgUQ Fdupa;tion Sery:1.gp 

At the pi;tsent ti.Jae, the scope or d1atr1bnt1ve education trainirg aa 

t p&J"te.ins to the eoopera.~ive part.time programs et the high schools 

n Texas b as f'ollwsi 

(A) DistributiTe Fdueation ·Service Staff 

Pl.aaco G. lfoore., state ~r'V'isor tor Distribu.tive Education 

Brice w. Cecil, Assistant State Supervisor for rtt.stn.bo.ti: 
lducation 

IMlip Fowler, Dtatrlct li3, Superrlsai- tor Jttstril:ative 
Education. 

RD,- L. Reblarz, District 114.f Su:parviaor· fDr Dlstr.tbtltive 
Education 

lhY!d A. Ttumpson. Distrtct IJ2, &tpem.sor tor llistrtbutiv-e 
Edueat1 

Roy v •. J'l _ ng, District IA, SnperV'isor for Distributive 
Education. 



(B) Mst:rlbuti"W mtuoat!on JB.gb Scboo1 Pro.grmna 

114 oooperative ~time J:i!'!OiP'GM ~ting in the {white) 
piltl.14 ,uhoola ot td.nst7-oae ~ citlett •. 

7 coopel'at.tva ·~ ~ , Openttbg 1b ·fJa ~) 
}'llblic ~ of Tams ci"t!es~ 

U,Ul!llffl,. tiQll Coll·egl' ft-orm. ~. 11S 

2 ~tl'V$. ~ · ... prcgmma ~~ in the" atrla Jurlt• 
.~A""" -- l'adJt '!s:m and. tho lamdo ibntw· Colle- • -.......a-~, · , · · · O""fl~fl 
Ti • 

1 ooo,ent!ve ~tim program apemttng in tti. Oai~ty of 
Routon,~' Taae., 

(D') City hperdsors .or Dts:t.ri:.bttifl ldooatl• 

11 'T:aa.$ ·~ti ·s. ba.; · «l:t,¥ au;perdaars ~ble £07 th& 
optl"'a.tlon and supmorid.on t4' all d1strl.ba.tl,~ eaua.Uon 
ntJ'd.n ~ oiv. 

(E} ~g Spldaltat on the Sta.ft of the Ub1YGrS.1ty ·<4 1'r.ms:, 
Extenidon D!Tl:don 

ll 1tin$rarrt, ·1natntetors o£ adult distrl.Dlt1To edacat!on cllsso) 
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CHAP'l&R m 
THE nEED FOR DISTF..IBOO·IVE EDUCATION 

Pb~ st Pf.!\r!B(tfD !<!!etio; · 

1th the mg.tntdl')g dl ~zec1 soo1-,, .JID ~ 1t ~ to 

acquire laa.owled and skill ld.th tihlch to eaft; h1a 11~ 'l'.be 

u8lt8l eu&WR was to indS'ba& ~ · to aa.steJis as a.ppr.,,nt.ioea h1 fl!leq 

field baa law am ~citne- to t!nkedng .. - Ms ~ vhich ~ 
-

on~, was· d!.s~«l hlladltg the~ Nlt>l.uticm., .Pl'Ogress 

tn our soc!a1 and , co.m,mc d.~ · · t institu.W fleJ,J al)d a~ed 

iatltheds of ~ · yoaith tor life W()l°'k_. AlDon;g ·tbeim i!Jetbods was th& 

appNmtioesh!p plu, witth ~ mtd:pw..atlw tra.imng -~ U'i-1:h 

rels.tod and t.eclm1oal b:mtmctton. 1'nall7 t1:u."ougb the -~t. et.torts. 

•t ~zed ~ or wo~ and ec!ut:aters~ au:r ~ -a£ P,:bU.c Rhocda 

was d.mtloped and !mpi:oted until ~t ~ odacatlonal opportum:U• 

far all. Tod.qi; th:'rougb tilta .,.._ -~ pihU.c eduaa.Uon, it ts pomd.ble 

~w fnd!:d,dual. to ~ aoU · · ,echlaAtlm which. ~ t.lndldng 

tf!Jft iw . med!Ofne. - tha .-1i..- -.f!(IS:tdoa. ~ fliboae· 1ifho ,.,_ not . , . . ; ....,. v~ i,u.._, . . ,- . . . . ""' 

Yooatteial and technlml ~. Jt is-tJlia ~ ~ indi~'fi, 

stmenv who w1U. ~ -- • · mm:e. torma.1. educa.tlco ~ gradua:ttm 

ftroa .high ~l, t.Mt d!stribat1 e.du.•tta:l is des!gaed to ~t moat..l 



limy o't our, leading edl,teaton 'bel.ish. tha~ edueati011•s mO's\ pl'9Slll!Dg 

obligation 1s to -priepu-e, the 10Uth at. tile mtie to ater ~ tielda 

and sol 'betta th9 pl"Ql:ilee 1ne1udeid in, t.ba ~. deYGlopn$tl.'t;, 

tmd progress ·~ ~. .~ betore havo ~ a,tld. ~ bid 

t'oNa • 'Wh61'G f'onte!"l7 ~culm was btla(fd on 'the . for act.ua1 

bewled :• 'S't bas .llOV been ~ to include OJ;,i)iW't,unity to. 4~ 

thia · ·w.t_ed:ge :tn a~':':l bwr·a~ oondit!om., 1lnolrli ' ge :al9ll8•. - not 

,r,or awtaesa., !he- .IQ1£JW'Jal~ 

w!gh, ud , an4 ~ ~eea, aid: a f'~ r:e cha.mctm

strong enough to di~ ~ llOrk ~erme., atudents ru:e:· a.blo to._ 

gdn tbi a.b11.it7 and obtain a ~ k:nOr.fl , at a~ least . . ~ 

procad11l'l!J . la retd.ling,. vhnl.eaal!Dg~ am. sen.lee ael-l 1'PB:t2 

~~ taWJt be l"e8liatic NCO~ the need .e.J'.ld ~ 
ot Eldu.«.\t1~ t<:11! meldng a ltv.!ing b addition. t.o iedueaUon t~ good. 
l h!ng.,· SpaolftQ: ~01lal· teidmna a a need ot' ~ people 

t the achoo:ts call od sbculd , that ~ · bl ~ 
to ea.=. a ~bl• li'f.lng in add.it!® to: ll'dng a ~ lUe .. 
It, i# the task ot --.tto.n to. ~ ·yotlt.h to $Ul"Jl a decd:l,t 
l iving ta 1t _ a 'hapw .. -· ltt.. AbllltN to eam: ·· lbdng, ~, 
ls prneqddte to u~ . ,· ·ppy ll.te.~ 

2 ~. p. 4. 

J Baa ·, SD ,d!., P11 l4.-



~ !I!! !!ti ts£, ·~!! !SWll.a15 

1.J.'bsa;. are eelt'tam \cls:1:c taeta and, sltoations that. ·-18\ in tbe 

d!rtr! t.tQll' -~ ot ~mm bus1:ne83' that. -~ the ·need .f'or 

distrtbtitlvo. a41:1oattoJt ~ 1n oe aeb.Oo1 ~. 

lS 

ot the prtae!pol. ~ Qt' ·those ~bl.e tor- ~tioJ:al. -~ 

cation toaa, llJ aacurata .W-~t1ob and data. ~:lug Ule -~ties 

tor ~ t 1n 'W.l"!Olt$ -~id.OM taz wilioh t.~ 1B ~ that trtdn-

tng bee t.a'b1.1ened. , 1leld 1s-not being , : ,!n ~ aoottcms o'f th,, 

country ~ oaeupatlCJJa.1. sur~ • toll.w-up atuM•, and job ~ 

~ type, o_t teB,in!,lg' that ehoul.d 

ho ~ded 1n a. gl.wo ~ aren 1n Ol'der f'Ol" atndeDt to o"bbdn 

~~~. Matri' :;1Y$ ~UOI! ls p1aylng a. 'Vital mU 1n this 

df!l'felcp: ~ by maldng jo'.b IIUl'ie.t» rc.rr ~ ~. &mh ~e• 

J'ftllfL1. th , ajar ~~t &!'EIQ., t.b.$ ~ and q_~t!.ou 11' 

thoae who ahcald , ~,. and tho akllla tha~ $hwld he taught tt.· ioa 

prepui g rw··urJ. -~ ,·-· .· ··_. ban l'eSUl.W 1u . 
orgam. ot· CU'l"!'ioala tbat · ne.a.rly it . tmJrdDg :meds ·of 

IL gt.van e •. ·:v.. ·9u,y bava ~at ·t.be need et taftdng f'ai!" ~o,-

:t in :ret31l. ~ , ell as training ror amplo~ in at.het-

listr1bnt1•, · ~ _ ti . 4 

:ve shown tmt, more tJldD 10.:ooo~ooo 

!llU"Si:O'nG:"": or one · t Gt' · eight~ gaint'ull7 . · ·OJ'9d, al'$, 

,aan 1n d~l;ID.tiw <>eeupitions. ~ - tban 150.,000 ~ be:'1i1J• 
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tho ages ct' eigbt , am mneteen and 1801.000 betwoen the ages .f:4 ~ 

and tventy....four ante~ . p'lo,re.ent in the distribation f:teld. aa.dl ~,} 

h a.d~-1t1 , th . ; or oldei- ~ona entm- aupl~ ht ~'mtLw 

oeen~tions o~ ~ct&. ffhe d1sVes$1ng fee ·to ~r 1t4 ttiat. 

..-:t~ u , a or thie wst ~ haw had p!'8'd.ous ~ ror their 

jobs. 

Another tact<n" 0£ vittit. ~ to tlm btsinea. . · of the natten 

t1ho are responsible ~Ol' th distr:tbut1011 at good$ a1Jd saffi®s 1s the 

or ~ . ftgul'e 'b,· the ~ e£ ·~ u that, it. b abaft .nmt,'• 

· e · . r eent · , abd is ~ ~llg to rise . ., !b!e 11.gu.re d.· not 

1. · m~ the ~ el?lOng ~ and con~t ~-.6 A l..ogtcal. 

con.· U41on t.o dra: . · this, s!tuat.ton b that the worke!P is d1 . ti.d!.ed 

and ~ in 'bis j ,.., ~ ot the ree.oon:r the ~_. !& ~ ~ 

tul h ~s . ha bas. not ~tm.iraa. ad9qll8.te ~g to ~om bis jo'I:) 

in a satlaf'a.cteq ., 

Retail sto.tre opet,!'tibg eosts, W'hieh . :ve ~ ·rising otmstm:lt.cy, 

n ~ saJ.e • Crx.17 t~...one · ts o~ ~ dollar ~- by ~ · 

c~ ~or goods goes to the produca d the goods. 

oth-el" ~na ~ts N sants tbs ,co:st, o~ tU.st~ , Ia other 

' tJid. . . $tateS l)J,m.Y"b!lFrn! 

P« 2'1.., 



1, 

caaam:tc qs · than prorin.ctl 1 

Anot.1-ie" fact , !Sal b'J rooea.N 1B that lesa the tan ·per· ~ t4· 

those '\ilho ~ in TGtall 

ot . - to !11 · _· Ql1Et/ , , an IJ'f'eti •~· ct· ~ :ta 

-~ we ,ean., and onl7 -wo ehanee:s Ottt· ot aw ~ ~ · ~ . 
,ears. It 1a ~ f these sta:tbt!.cs,, wbicli am th$. Tesult o~· 

~ ~,, ~' and m~,. th.d tJ:ae%'e fe a gl'lea.t need 
. . 

f$f'- a. , · ~nva11 nat!on-w1..d.&;, eduoat.1~ ~ i:ilat, will p:vpu"Qt 

tor ,efflciat aem.ce thoae vho ~ to ensasa in diat..~httiw 

McuPJ.t ·· · 8 

!he Mason the m~ts are 1n bl~s 1a to $a$. prott~ ~ 1bt 

t,e:ra:tton at th91l' st.on.a,. ~VR) of' tl.:ds baas1.c :tact, it .i# 11$CG&~ 

:t e,ny :t,a .dff! fr<a ,~tt- . ·. . u. 1v . 

. be tn .r4 dollars aa.:l ~. Ha then does the 

.·~ pront bom astrtw~ ·eaa1atiohf 

O<llmmmt. ty Tdll boo . '. ~ ~-. v1~ ·'t,be: ..,, ~ the 

bldlut.t· n ~tioa ~ emplcpd .l.n 1~. . ,&iv· ·schoal. ~.ad. 

-~ Vfl1. :htfilri:'8,b1y be discnalled by t)iQ- cltl%MU1 cit tJw tu, 
~::,.a..tly by the· pirents ot the ~ ' 1)!1.rtii'd.Jlltblg s:w. to a mu:411 

. ' by~· ~t$ ~ - 1.b!a~~.~ 
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la .a 'V'alwible. asm to · · 'bw11ness orgam.zatton ae long as the ~ 

la oomplimented and not- uotld•aB'l. 

~-~ \the»evet" J)Otlld.bl: , like to· tradEt. vit.b. thdr ~, .. and 

because ot tbla etud•t ·~ w.Ul. attract ~ of tb$h ow.a. 88\J 

~a•. 1.VJI b ~cul.arty, adwn~ to tht ·~ ~ *- whlch 

atars to the '\een"'8. grou.p. 

Through the d1stribtniva edueat.iou program there will. be d~~

dthin a reaSOllabt1;1: time,. a ~ ef wen.prep:tl'ed WOX'lmn .trara which t.ba. 

mmt:ion atudants be. a ~ of' tra.1Dad pu"~, bit they will 

:V$ been. trabted. at ·no ·ta.pi!IWI to tihe, store am m the: -~ the ~ · 

l&s!:re.e,. ;ibe:Y .mko the flW,t$ a ·oettei' treJ.ned ~o,ee be.~e, they aw 

n,t,a· ·· st. in ·their Work. · becama valua.Hle ll'$pl~ts when ke..y 

eraome1 are absea't and a . ou:roe or trainec:1 ,emp.1. .. iu.r1ng peak 

wsimss pel"icds. 

~ ml gf.rl.:e realize t.c,dq, as ~ before~ t.ba:'tt ~ ~ .ha: 

paeltic trt.wd.ng am ~-- to f1nd a pl.e.oe. in the, bf.~ ec:mpe.t!t.t 

.. __.._.,. ___ .. ,d. n.t·:---'L-4....,, ...A... ... -*.it1 . .- .... ~ ... ...it,,._ ~ . ...-, L-. •t...l' .... .-~ ...... . 
~ 111V,1,:.t,; • U.l.i':Hit-'·•.11a'tioiL'l'"°' ~~- G;,L;LV~ ,Qi·~~ ~ V~-.U.VJ .• 

b: : dist?fbJt!'flt .illQatlon student ~Te• a ~ Qt ~ tma. 

n..ott-, wb.ioh allwis hlm to: li'ala.t& wt,ructtoit to e4twl1 lU...cdneas sf 

lons. Sudtl ·~ makes achoa1. wrk more bt.erestbg,, .ainee the ~ . 

:istnu.ltion pla,- an :important pll"t. bl ht , ~ work_. CoapN'ati'VB ~ · 

tme trai'l'dng Dot O'til7 d--1.ops :sales abil.lty, teaches tecbnical ~.e.ctge 

~ the ~Uon, blt al,io al.lcr.,_ the· student to make pmct1eal a.ppUcaU• 



or- Ma l.ntng' 1n other OOt:J1"'SSS $\Wh.. u 

art-, aJd ~ca#9 

qµa,11 that u ~ or .·· ·~, ~--or~ t,pe, o,, 

pl · ,t h8 ..,- · · ; S& odnbU1ty... · . diatt"!~ ~ti.on 

· ·. ~ets with 41.ora JKQf,9~ tOJd &11:lopphig ~, 1ftd.dl 

lt!ro~N. fwl.. a~ ~- 116 leta'D8 to adtwt't b!1'flM1,t · to,~• . . 

,v:toz-.10 

*" ... ~g on·· t-a the rtudatt. an ~ ~ 

~ lnto ~ ,at an ~,. .age 1t1thout ~ th , ad't'an~ of: 

rlgb s.choo.1 ti-&tu!ng. • atudeat ·la fll!Dah1-1 to, ,ea,t.1 mott«t3' ~ . In ~ 

ltlg, thua ~ -~· ~. J'trvdly, the~~ a ,., 

~ hos .. ttdritng., 1:Ja~ ~ 1a t~ die ~-.11 
' t, ·lt er;abl.:ee .htm to w,e a :natural 8lllhcd ot ~ng an OOCtlplltloa, 

eoa• • of the pt"actloal teats ~ his aptitudes and. adrq,ta.1:,.t.Utq .,m(l bk 

MUIIG' .• Ce~ detiafte -- . p(lld.b:Uit1ea 1Jl. ~ ~~ h stw! . t 

. op pol ·~ d1gnity, and~~ to CJClllpa- 'tilth cl · ~ 

. 9 ~ 0,, 11 , · · mel.. Bl!u.c8:t1cm.• State of Teiras 1- ,W,~~19· 
. · - - .IJ)Ug ~ Zl!11'11f! lJ:oP!.L Pa. l• 

1a fl.;tdd l ~,P• • 
11 Baas, :S• s41 •. , p,.., 'Y1. 



tt 1• -i:a · , · t ·t . · ·. · n tffl1r.dng 1:a , po.rtan't to te.D.dbig !S1P 

·th .· hab!ta, · ·~ stabllltJ",. and; a ~ atUltde 

~NI .80¢!---~ 
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eBfWJIZArION GP A 1Et1INNDC 
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PBOtlllM 



CHAP'.l'EB ff 

fflE. 0-(X)HI)mATO RSLATIO'NSHIPS ta SOHOQL ADHW.ISl'RA.f!i 

'Ytte · .t a . p to , beginrdng ~ten' .in tb,e, 

~ttm, ~ · .~ttv ~tf.me diatnmtl..-e ~ . ·, pl"Ggmm 

t to od r ldth the ~tion.., l-\ is ~Y'S that atW" 

school . a .. the appzvral ot local sehoo1 ~--. v'h!cit '1iJIJT 

i:mtl vde . ~ ot· the~~ ~Ge; ~ t4 sobeol-. 

pr!.nalpu ot the high itC,hool." city au.pomaor for W<a'Uom.l edltmtton, 

and h d ot. th& bwdDeas edaeatlQll de~ a£' the h1gb achool,. ·b 

atppo,~ tba~ thaae off! ' 

liiill bA a~ 1t ~ · 

a g!w to ·tts.v atswlmtl.w· edneatton ~ 

1*m: !Jrfi-1 to ~c!Jll'te .ta plmmlns 

the 1~ and ~mttoa ot the, D$W' prQ:paar. lb moat scbc:xwr 

th& $llpQ~~t and · · ~pal vlll be· t.he $Cboo1 authorities with 

wban ,the m!tla.l conf81"111JlMa. will · held and lfho8$ ooopel'atitin and 

&PJl!'O'lal ti ~tor .abottld; oMa!n.1 

(be ot tho- ti1"'S I ot tbs prog:raa ~ ~or vlll want to 

tliecwrtt with tk• IIChoci4 . ~Um 1d.ll be a data!led wtUm .ol· Ma 

p~ tfllt tile _· · m.Uon and · tien 1b!a 

f>Utltne 8houl.4 inolude pulil!clty tor f.he 11W' pzogu,. tbe ~ le 

min « _.., or the oammmit,," 'Mlect1.on of -the- addtl017 camd:tt.., 

m e:<rt.! · ~ the . ,tntng s:ta.U · . , · ttet.\on ~ the &tad ts., and the 



dffe;lo ~ ct cla81S-JIO<II proeed.uma ,and cooJirUnaition a-ctt"d.tlea. ..ll.aO' 

1t 1# -~ t@ ~ ooordtaa:to.v w ·~ . f'amSliar., as ,rtCOD as, poa,. 

d'ble, "1th. ~ pol.1cf.u and ·'l'l!lUilla1 OClilJJIOtl:I t,- altuatlcr.ls that v1ll 

atteet the· <Hatr!bdtTe .tuco.Um. ~ 

It. 141 . ~ tot: t:be ~~ to ba'fe ~ 1n w:r.i'ltc ~ 

the tldno 1- du1res to di._ at •oh cczt~- 1'hls pioceclllft, 

ftduo· tho poaatblllt., or .... on ~ tbs .d:f."1WJld.ou ~ phase ,or 

th• prog,:ea lll:ddi ·~ an ~tloa and s. mtaal ~~2 

MIW. at llklll IS 1!11,ea; llll-. a ltwltM 
·'J.'h$ o:~ 8h.0111.d a.t Gil earl,,- da-ta dtscraea dtb the' ~ 

tetd91lt an, ouW»e Qt O; btd t .tar th ~ equtpaent £er the 

41atrtlla:t!w cuoat.toa pro.{P'f'm. It J.a 'th opbdoa .of ~ . coordtn

~ tlio:t. tlteft, ,.. ~ . ~ equ!pmmt that ·ffe17 Ot>Ope)!at.1.ft, 

_.,...._t!Jne cl. a·•' JI Jl'OCJ$. . ,tllloula eoaWD !'hi•· ......., ... __..._ ,_ ... ,_..,_ .... · 
~y ¥• . . • . ~~· ~~ 

(1} A .t:~~, let~ n.ze, filing ca.bi:l'J8f. t~· keeping 
of ·reoord:s tnining mated.ala• 

(2) A wt.rieient . : of t:;tbllfs tllld ~ to ,allw saple 
rooa t0%' studeats ~ · l.adtdchal votk. 

(J) ! bemoan to-, ref'~ boats. 

(4) A ~t ca~ tr,, J,omu.la"' ~. rnal1UO]'.a,. 
md 1 . ·s . 'Wied as ~d.Qal. ~ · 

(S) A d(>ra. , , place. tor kit.,, obarts., cases. and laborator.y 
t!q'lllpaebt. 

(6) A bull.UU rd .and a bl.ackllcard., 

(7) A tea~• deak 



1.'here 1s a vid . variety- or other ·equf.PJ1Emt., whteh is classified as· 

opttoDaJ. 8Cpl!pnant, that te, ft't!1' desbab'le and can be used to a good 

aawntage by tbs ~. !bis equtpnen\ !ne.1.udes" 

{l) · glan dlaplay -. 

(2} A. cash reg!sta 

(3) A tore. ~Jr 

{4) A moti.01 picture ·mid alfde fl.lm J*'O'leat.o;r 

{5) A wire or f.aJl8 reaorcto 

(') A l"eOOl"d plapr 

(7) A tnaft'1~er 

(8) A .tapter 

(9) A magazine diepltq table 

In addition to tb b.tdpt tar equ!.pllent., 1t 1a necessary ~or the: 

coord!mtor to JXl"9P1 . a badge~ ouUWng f.h9 ndn1im1D amount ot .seb.oQl. 

anpplies tor the o t!OP ot t.bG dl:st:t!'tutlw ~ pro~ ~s 

bad. t oa:ut cODtabt a . l ls:t o-~ bookaJ:; tmd• lQU\"llals; mgadnes., 
p 

aad . • J1eCGaaa.r., r.- t.he ~ library. .It should also inclu&l 

other f>ll!Oded auppltes such as st.at1GDS17, enw.1.opas, staxnp,, tile tal.dUS. 

and ot.bw 1ltaU _.., 1tema. Alotlg d.th the ll&ts f4· books and -.ga~, 

then 9ho'tdd . · !ncltrltld the· -~ or copies dee.1.Nd~ the1l" a~ 

110ft, the .. and addfts of thee p.tbl.1shtng ~:, and ~ other 

pert1aeat ~s,mtf.. ' ~ 

It should be, obtewed that "the coo%'dinator will be unable to detEmidJ.18 

1ecun.tely vba.t b1a needs vll1 be in the Vfr¥ ot boalcs and sappl!e:s un'I.U 

th o .. ·ty ~ ba beerrl :eted aad students a.re et'lrOlled and 

~ced h tft11dug atationa, but the sehooil. edmn!at.rat1-on should be made 



re ot the Med, and authorization tor procu;rement cf the i:t.aeded it.ma 

at th• Mrllest 1:ible da ahou.ld be requested., 

gont!l!!ce yith llim School Mncipal. 

2.S 

'fbe. ~mtor should aaeure t'1'0.ll th sehool princtpd an assigt11DE1Dt 

~ a room; to, be --4 tor diatd'blltive edueat'ion tra.in!ng. 11" it, 1G 

poasible, the l'OQJI, ahwld b& lal'g$ ~ to ·~te the NOOIIJ'Je.Med 

equipiteat tmd. gtve te room tw · student. 'J.'he l'Om mwat:d ha• 

an in'fit!ng a: · Mph ·. and lighting alhcnitd 'be adeq,uate,., lt ha& beerl. 

recommended by experienced ooold!Mtors that. the 2"0Glll he lap enaugb 

to give each etud~ ~ twentq.C:. . to ~.tin ~ . .feet or 

teet candle~. !he 'f'eilrtttat!on tlhould ba at least sixty aquam te&t

ot outtdda atr .. J ~g thia pa,tod ~ · i!lc:Ntued tlflS'Olhent and ,congaated 

oonditiona it may be dlttlO\llf. w o'btain · ~ that W111 m.ee:t all 

bhe ~ts that baVe. bailn eu.t.Uned~ but it the ·~to~ ~-

the portancs ct t.hue ~ta., a ore honest ef'f'.art. v4ll llk£i1¥ 

be made li1.," the school a&nStd ·ucn tc • ee tc thq are ~. 

The ,~tor ld.U need to dtsetta lfith the high .sclwal pr--.indpal 

~or per!odB tha.'t will not CODtl.1ct vi.tth ~ subjects that, t.he juniors 

tad sealers~ th.a school most GJU'Oll Sn f1'r the school~-- '1'hts .sltQ.. 



·careful ~ - tion 6-an the ~tor,., sane. other f'actos t.hat 

should be ~di&m,d !n ~ng t.h.. time ~01:" ·tJl.$. dlatr!latl,re eda-

cation cl. 

-.pte: thte_ ti. ~ lunch beto .. porting to ~r s.f.atiC!m.tr 

-cmtl.1cta wt · tamil.7 aobe&d· , and city am. ach®l 1bas schedules wh . 

tlds ~tion ia. wsed. ~ ·. ~-by atstr.t\utiw ~ti-on 

ana&mts.4 

In addition. the ~tor ;bo.uld diacuu dth the ~pal the 

aat.ectton ct studato . tor the distrt'buttft eduC'i1t1 · ·· , ~- »ie help. 

which the: prtnci can lerld tG this pheae or the orgard.,mtlon of the 

program fs bl-.1:uable, aJld 'J!'7 er..:~ should be . ·9 to obta!n. h19 

COOpe!l"ati • 

"'• o,:,gan1 ti-. School au.thoriti-.. should haw a al.oar 

undentandiug or tb · program~ th . a .·. ~or- it aJ1d its o:bj-ectiws • . 

At t he t!me the applieat:l.on fO'I! the tra1r.dng pro.gram vas made to 

the Stat& Sltpei"f'i or t'Qr 1>1:atrlhutiw Eduoat.ion 1t, \be ffhc&l •a aupal'ln

tenctat. a d184Ufd.on ·o~ i;lie ~ta ~ to, tho. &tat& p1aa 

~ heid_. '!he' d~t;alla or the-·program ai,.d all ~ODS '0£' ·th• st.ate 

plAn . d luffe, men prsHntad to t.m,- .auper!n.tendatt\ and scho&'l board 
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rd:. 'l\MJJ· . ting \Qt thel'e· are ~7 l!IBIQ'· ~ o£ t.ba program t.,h9..t. 

rre .Wl not. c1aT in the tdnle or the acbool adm:hdatrato-• lt. .is the 



responsibllit,' or the cool:'dinator to :remGV$ all doubts, ~on,, and 

.....,.,._. derstandin . cone.emtng the distributive eduea.tlce prog,.M ~ 

sati.sf'ao-ti-Gil: is a prerequ!.Site for ~paratton atld. eot.lS!de:ra:t1oa/> 



CHAPm.R V 

A 00l"10NITY SO:RVEX FOR THE DXSTRIBOTIV.E IDOOATIO. Paomwt 

·!1! .Jw:1?2M at ~ Qmrmm1\T kDr 
The canmnity ~ ~&J'S an bi-tegml. p!lX"t in the organiation am 

operati:011 ot the distri'blll!.ve ed 01t1on program., 1hia la $Spec1all7 

true .fn the smaller c!t.ie11 .am towns vhare there fa a great. need~ 

aruft1o1ent data to ~ the· ·eitluoatioral deaU'&bllity and 'the aconaaS.4 

teaid.billty ot estahl1ah1ng a coop,l'at!Te ~ tm1n:f ng program). 

NA mly &>.s the oamm.mit7 ·OUJ'T9Y justify tbe need tor the ~ · 

program, hit i't also pE'Olida the ~tor with ~oa which 1a 

'Yita.117 lltada! to aet up the· program ae that it. wlll best a.- the aeada 

of the C<lllllUDitq. be~ the raaaOJ.lS tor amt advantages ~ the occupa,

tional 81lffe';r o~ ct1atributl'h bWsinessu ants 

(1) To deteJ!'mine the ·trai:n'.f.n'g needs ot the, cammU>! ty f'or 
diatribut:lw ooeup1ttcma, 

(2) To detelm1Jle the oocupat10Jlfll opportmnt!es of the 
taOIJ:lffllmity in the diatrimt!ve fl.eld• 

(3) To detend.m tmW.ng sta.ticn pt"Ospects .for the students -
interested fn oaNMll"8 in dist:rlbt\icm.. 

(4) To, ·•stal41ah local pol.193' toward wages tor tl"a1Dees in 
distl"ilmtiff occupations* 

(S) To de~ wha~ types of training · , being glven 1Jl 
the cOMDmi v tOP distrlluUve -.ptoyeos,. 

(6) To &tte1'mine vm.t. types of' traiJling are needed most by 
diatrlbutin .-,uoywa. 

(7) Tod~ EDP,toyar and ermployee attitudes toward 
'9008.tioml education.. 



(8) 'l'o deteJm.ne. who a1-e: pr,opcttft adv!sor.y ecxim.ttee 
~~·the~. 

It a pragram <4 vo«at.iQlllal. edoaa'tion bl OQmQtmit,' is to be 
\aaical.ly ~; it nuat 'be bnmrlad on edu.catiotial pl.aJdng 
nt.:eh tiikes · .. fnto . comddemtton ._ ~ .·· ti.· <mal'. oppo;rttadt1. ·.• 
~ ~ WlJil~t vbidh J11'9 a.nilabl'e .!n 1:bat OClll'PUDifq .. 
1'11• ..-1tawa a very Ollfttll1 am.T81' o_r· ~ ~
,rttoect1_:ng .. ~-u'* ~ a pl"Og1.'811. of yOQ1a.tlmaJ «1ai;.. 
oat:!.on ttt a apamdon cf the ctatu,.g prog:r.'alt• 

n. pttpoM ot a YOoatlonal ~ 1a to pronde a. ~ 
:ot ~tf.C!ll&l ·~OIL di!. pi'9fQCatd.onaJ. ~- fr,,:, ,a 
c~ty, ha.a OJa ~ relati,-e to· the Ned's t:or ~ 
tl°*"1 ~ and the ~ w which pr88fllllt. ~Uonal 
all4 t8ining ~cUiU.S an ~ptyblg these JJMd$ 1n the 
local ·O<Nlitird·tJ" • .J 

Math«11 .!i 1!! a was A 9sra1k: ·Ssmw. 
The ldnds ot tacts tlia't dhoul.4 be ~t, .ID a a~ ot ·th$ ·oc~ 

ttonai oppol'WUes OJ*!. to youiib in :retail.1-g• v!wlu:al tng* ,mci senlce 

•lllng clt,pllld ·!JI part, opon tJie 8-ia -or t.ru,. cammodt,.. Bectmm ot· \h1a 

tact, the mttho4 : ued ln ~ the surv«i, will 'tia.17 !» dttf"crrmt si.tu

atiena and loealitlea,. llltO!"lllltlon ·ea.a. be ~ by senml diffenat 

aeana.. Sale ot tu, aoat ~ . and useful ~odtt are: 

(1) peraor>a1 oonkota b.r the ~tor 

(2) q:amrtlanna!:ftS 

()) oodereoea an.ti camdtteee tor ftrlcus accupatiou 

(4) student workers 

(S) sen!c• clu'bl; 

(6) labor o.rgantatl<N 

(7) directory ta:'bu.1.atc1ons: 

2: 'J.'esaa, !1?• cl~,., p. 4. 

3 Vtett!., ~ Sl., p.; 19 .• 



JO 

A recent ~ s made 1D conne~t!on w11.h this study or the JJll!lthoda 

used b.Y d1atr:S.bat1n education ooordinaton. 1n c~ am-.y-s ot 

distr!btttiw ooouPJ,tt 1n •fxt7-n!ne· Teas ,cconadtles. Thi-a 8'llff91' 

diaol.oeed that bxll....tdaill ~-- 111th ~- 'WC8 used the mat 

ut.enaiYel.71Jr' ~tors in mk:fl'lg OORMmi:t.7· SUl.,..., !h& 4allpt«w 

results of: tM.a ~ a · . shoa. !'1 tante n GD ~ ll., 

mq b& obtained by 1oca1 cOOS'd.1J:ta~ !aclum,: ~ d ·ccm.e:,.,,ce 

pu.bl:lcattou, Um.ted States lmpl.o,meut ~. tJ:ads aasocattcns, oit.,r 

~ .... t$l.AIJil@e dtreotcrl•, and adY.lll'Ol.7 oarmdt.tees.,4 

fhe dlJiectol" ot school pl aeemw,t and guidance aeJ!lr!oe and his 

~o,ment opportdllit!es and the ftlat!-..· adftntagu or different. ldrJda 

or 11ork opm. ·to tti. high eoh0Gl. gradnateSc. 

the Fed--1. C... ~ on ocoupatlona a..i the Pec1eal. eansas. or 
Dlatrihttl.cn coata1n bltonat.ton on the ~ need f'or retail workers 

in ·tcNna .~ as? 000 popdattoa or !DONt~ ~ repo~ the rmbar or 11111 

and voaen 1n ftr!.ou occsataUau, and the W'Ork$1!S in ·each c,cou.pat.1..on are 

reported .,. age atld ex groupe· .tor· .clties with a pop.ilaU.oa ot 1-00,000 

or more. !her' prc,fide Waaatton ~ the al• ~ th& ~. 

and the WlUll& tJt ·lalu. :ln WJ.1.oua ~a t4 retA1l tnides tor towns with 

1 popula.t1oa or 30,000 or 110l'e.. AU towns with a pop.ii.at.ton ot less 

t.he 10~000 e:re oomlttnad 1n ene l'l8pOrt. f'cr the stat.e .as are all ·towns 
. . 

rt th a - 1 -• .._ tf4 10 000 •- '2n ftlVI' S i-~q ~ ,.,,_,,. ' • ·llo.lY JV,.'WV!I#., 

4 &k straw, Sl?• 0:3:t . , y . 34. 

5 Heas 21?• cit . , p . 62 •. 



TAfil.E II 

ME'l':-IODt1 USED B'l DI STR!BU'.rIV.~ EDUCATION COORDINA'lOP.S 
IN CO.NDUCTillG SURVEYS OF DISTRIBU'TIVE CCCUPATIO?lS 

I N SIX'l'Y.-lU!t'.t TEXAS COMMUNITIES 

-· · . .........,..___.........._ 

Methoda Used 

mdividual Interviews 5g I ll 

.estionnairas 3 66 

Student Workers 12 57 

Dirootory 'I'ubulati ons 12 57 

CiV'!o Organizationa • 2 67 

oth:ar :V.ethods 3 66 

--'-- ··- -" -

~ 



t.l'he oecupational survey hould be divided into tw& phases. The: ftrst 

phase, which its or a_~ natu1-e:~ ta tra th&~ of ~ 

geneml intb.rmat!on conceming the~ t.m.trdng poas!b.Uities. The 

aeoond study ahoul.d be, 1n re detail and ·eonta!n specU!c occu.pat!.osv4 

inf.'GJ!lmaticm. Spacdt!c intoim.tl.ou to be s80llred tu the mildnn.ud t7 IIDl'YelJ" 

inol~t 

(1) Dame.a ot all 1-1.neAea W' pla.ees, ot EDplcr.vment 

(2) ~ ot ,employees 1n sch place 

(J) Saale ot' vage1t being paid 1n ch p1aoe ot empl~ 

(4) l!nd ot llOl'k jobs 1n eaeh place 

(5) ~ of ·eraplo,eas in each kind: of w!k jolt 

(6) fbaber ~ aw -.pl.o,eea ld.nd durlng ea.eh .year · 

(7) A: a,ge laqth of' Ume each pla.,ae has been .ll1 the 
rwpeotive tield 

(8') s. ~ the VOl'kfflr 

(9) Jhjor job ~a 1n the way of' prepat"&lion. 

(10) OpportwJ1U$8 tor· advancement in the business 

(ll) ~g opportunities within each pl~t. 
ait.uaticm 

(12) '!be- age of the b!lsiness0 

In o!'der to determine the naed £or a. vocational progrom in a 
contllUllity it is JlH88"8,ry to d with ·tw.o 1;ypes of datat (1) 
'!he :t, ct# that a "8 needed to outline an ef'tici4Dt program o£ 
wcati ' education., aud (2), tacts -oonoendng the axtent,, it 
at all~ the: 't'OOaticnal nNJda. or tbe oon11nm1ty are alr.eadJ' 
behg met ~ ·edstrhg agencies. 'lo secure these~uired da.t.a 
the SUffelT' shoald !ncluda the tollouing studies •. 

6 State Boa-rd £w Voca.tloml F.duoat!on., State or Oregon. g)!] §BW 
~eranca Digribp;t1yi! Ml!faft.l,S, P ... 2., . 

? Viett i~ •· sll, •. , p. 19. 



(l} A study ot the oaaposi tion and cbameteri..sties ~ 
th popw.atlcn. 

(2) A .study ot the changing occui:ati<mal pattern ot 
the CO!ll'.l1lU11 ty • 

(3) A stu4)" ot tbs censua d!st.rl.tutton. '4' gatnful. ~ 
by 1Ddustrlea,, oooupa.Uona.,, and le'Vals ,ot 'empl.03Ment. 

u,w lb.! Iilgp,rt,121 Plffl.9!!4 !z. !Q! 9rffltlta: SUYv 
!he oammm1 ty surn,y provides the ~tor with the .tacts or the 

ai:rtiag 'Situat1oc d it 1a the f'oundatiC!n upon which the orgam.zatioa 

and o~t1 · of the distr!.buUYS. &du' , ti.on program.. should. be 1m:l t., 

Whan the coordinator begiffs the task of se'l.ectiag tra1n1ng stations• it 

1a neces:88.l")" tor hfm to be hl.e to sell the program to the bwsinessam 

,ot th comurmdt.y before he can expect to receb& tbe:tr cooperatton. It 

the ooordb:lator 1a able to upla1n to the aeremmt how he will profit. 

trom the program, sighting stat.1at1cal data baa t.he 8UfftJ7 to ·ell}ilast 

h1s ar ents, the mercballt.- will 1n 

interest. 

an. ot' the cb1th or the coordimtor is to gu1de and ·eounsal with 

3J 

•tudets who a:re interested in careers in the tial.d ,of' diatr:1.bxt!on. ·To 

a4equately do t.Jrl.,s . i t lo .necessary that, he haw a. thorough understanding 

or the oppo2"tUDtt1 s that. exist 1n tJie Cotmnml1 ty in regnrd. to the. expected 

•ges, opportum.ties tor adnncemant, security .ha the job, and expected 

rorking ,oondi t!oos. -Fo111 the coordinator to l,e. able to prc#!.de the students 

dth aound and actaatif':tc reecamll9Mations .and help them t1nd their· proper 

Rati 1n 11r.. it ta !llpemttft that a -~ ot int01'JJl&t.1'.01l such ae, 

~hat prodded by the occupational 5U1!Yey of the COIJl!l'Wli t1' be awllable .. 

' . 
g Ibid.,,, p. 20. 
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1'he inforndion derived f:3"0m the su:rvea- also torms a practical. basis 

~or detsrm1nin.g the mated sub,acts to be, taugb~ in the elasar«D. ~ 

a :t can be ma.de ~ the inti · t1021 obtained f'rom ·the eomnami\7 survey 

inG!udei 

(1) Helps tbs eool"dimtor talk to the; studanta,1' parents 

(2) Bal.pa: the coordinator ~ ~sting al'ld inronat1va 
talks and Pll'bl.icit:, ·oonceming the program. 

(l) es as a basts lilh1oh to measure 't.he ·rmml.ts ~ 
the: t:ra1n1ng program 1n late~ toUCl!lit...up st.:Qd!ea 

(4) Rel . _. the ~tor to ·pra,sata adn.1.t train1Dg 4)1:assas 
~OJ! th• conmnmf:ty .• 9 
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CHAPTER VI 

SELECTICN OF THE ADVISORY CO}JMrTTES 

Pun,ose g!: t h.... Adv'iaprz C · ttee 

A most important spect ot the coope tive inrt...time diatrihltive 

education pl"C'gl"Olll which should not be overlooki d by th coordinator in 

tht} initial organiz.atioml sta 1a that of general edviso-ry oomud:ttee. 

This eonmrl.ttee is organized tor the purpos of advising and counseling 

the looal chool authorities on program as a hol . • Its activeness 

and e.ffectivaness vll1 de l argaly on the alertness of -the coordinator. 

He t be a, or th support such a c:o:mmit 

receptive to its ,suggestions,. and plan hi work so that it can help him 

solve his probl .1 
The advisory cort.mitte() should be looked upon by the coordinator a.a 

:t st erlng oommittea, in tJ:ult them rs will be able t o help him in 

'.}lann1ng a sound course or. t ning which is fitted to the needs ot tho 

itudants in to 

[n addition, the committee may be lptul by encouraging the maintenance 

>f high standards of training in both the sto?"es and the school . 2 

The a . furth r advantages to be derived from eoope tion or the 

,usine and the sehool ., Tb:rou.gh this type of cooperation a better 

nder tanding can be developed a · the pu--t o£ management as to educational 

ims ' a mo . aj'1!lpllthetie ralatio: hip bew tbe schools and business will 

er bond will be crea:i.ed between pl..aye.ra and employee • 

l Rakestraw, op. cit. , p. 27. 

2 Te s . 21?.• cit. , P~ 5. 



Ai i.l · ntagea of an advisory committee to employers: 

(1) Offers th the opport\mi ty of socuring the desired 
type of t ining for workers at considerably less 
cost thnn thnt roquirad if' tho ployer ware to under
take a camplete training program. 

(2) Prov.idea better on ground of understanding 
betw oye and ampl oyees and a more oompre. 
henslve view of the problems of roa.na ., 

(.3) 1 ployers s cme pirt,ictpation in the d velopnent 
of potential ployoes. · 

Ar anta.ges of sory committee to ployees: 

(l ) Gtves them the opportunity ~ assisting in the 
devel opm nt of pres0nt and future 11orker"' . 

(2) Helps t h to have scme ooncoption of' the objectives 
s.nd aims of' distributive education •. 

(3) Provid s the opportunity t c help develop courses 
most benetioial to the omployee . 

(4) Per; it th 
calioor of 
oocu tion. 

(5) 

to obtain a.CJ, s. fell ~, 'lrker a higher 
ployee , thus raising the level or their 

t the course content meet.a 
odern businas 

/\.van.ta es of a s0ry c ttee to the school: 

(l) s the school o~ a ore wisely directed and 
practic:al cational program. 

{2) Provi ,e a bet' r ,mde tan g us to ;here emphasis 
sl ould be placed t n the chool program. 

(J) El nates sunderstandings and pro bl ms through the 
cooperative uud r ta.nding uf em.p1o~·crs and employees . 

(A) Mtl:.:es ea ... 1er the JXlth '"-Y for tho ompl( y.m nt of :::itudents 
in distributi"Ve oecupati , in both retail and 1h01 
sal e esta.bl ishrner.t s . 

(5) fo s gre··ter possibil ity of ;.1hole-hea.rted eo1umunity 
support for l ooa..l school s when as·3istance is needed, 



by reason ot closer bonds bet een the schools and 
business leaders. 3 

Hemberahi p !!1 ~ Cc!Dmi t too 

In organ:1 zing the c ttee, the coordinator and the superintendent 

or prineipu should arran am ting t h a group of carefully selected 

men and women. At such a eting the need f -:ir providing vocational 

training opportunities f'or tho yout h of the ecmrmmity .should be fully 

diseussoo . An a.ppreoiation ~or the cooperative :rnrt,-time distributive 

edu tion program should be avelopod, and the purpose and objective ot 
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an a. sor,r e tt. e should ained Group suggestions and reaommen-

d.Dtions should be s ecured eoneem ng the :membership of' the camnittee.4 

An honest eff'ort should be ma.de to get a representative cross section 

of the rious distributi occuP9-tions and businesses of' the community 

to attend the 1.:n tial t ing f or a scussion of the selection of the 

advisory o tt • This group should incl ude the owners or gers of 

chain stores inde ndent tores:, dep'.irtmant stores, wholesaling tims, 

service selling orgalliza.tions. In addition, a group of individuals 

l"rom the business organizations , such as depirtment heads, representing 

the emplcy es of the vari us firms, should be ino.1..udad. Also members of 

~he Retail Mareha.nts t Association, C D.lllbsr of Commerce, and other civic 

lrgani· · tions sho1. d be 1n attendance . 

The suggesti.on , raoomm ndat1cns, e.nd attendance of' the organi tional 

rieet ng should serve as a ba.s ls for t hG sa. octi and appoin nt of the 

3 State Board of Vo t i onal Education, . ate o~ West Virginia, 
!imdbook !2.£ Coo . ina.tors £!: Distributive Education, p . 61 

4 Rakestre.1;1, 21?• g!1. , p . 27. 



advisory committee. The superintendent of s chools, a.ftor a conference 

with the coordinator and prineirnl, should make the appointments t o the 

eomm1 ttee and notify the members of thoir selection by a letter from his 

office. A bership eertifi te is f1 quen y given members of the 

ttee such as the one shown 1n lllustra ti II on pa . ft . advisory c 

There in -a cortai n preoauti ns t he t sh uld be exoi--cl. ed in t he 

selection of the camnittee members. 

(1) bers should be gi n the authority to s peak o.s 
off cial sentatives of what er organizations 
they may represent .. 

(2) bers should be ell ualified to counsel or advise 
on the training of rsonnel in their field . 

(3) ber should be representative or the areas in 
iab the greatest number or job opportunities exist 

for distributive education students and graduates. 

(4) It is s ial 
time to give· to 

oh ember have sufficient 
ttee ork . 

(5) Alternates ·ouJ.d be appoint ed in ordar to as ure 
a quo · at eh eeting. 5 

~ £! !ru!. Advisor,y; Committee 

The num r of members the adv1s ry committt~e should have will Ya:1."Y 

1th the dif'f'e nt. eOll'lllIWliti s. '!he committee should be large enough, 

m,ev r to 1n ude a. m ber from ch of the different classes of 

rganizati ons that have e ssed an interest in ork · and cooperating 

lth the distribu.t ve education program. Also, the ttee should not 

A recent survey s de in eonnection with this study of the size 

5 West Virginia, _sm .. ill,. , p . 65 .. 
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of distributive education advisory committees in sixty-nine Texas cammmi

ties. This survey disclosed th'.lt most advisory committees , especially in 

cities of' less than 501000 population, have f'ive or six committee members .• 

In larger citi s, the size or tho advisory committees are larger usually 

nine or ten o ttee hers . The re t.s of' this survey shown in 

Tubl III on pa 41. . 

*(l) Pel"ey Taylor, ger , J . C. Penny Canpa.ny Store 

(2) w. w. Boyd Jr .. ., proprietor, en rn Auto As-sociate store 

(J) J . ' • Overstreet, propri.etor, lestern Wholesale Campany 

**(4) Mrs . J . F. Cannon, ~er.,. lasley1s Dop,3.rtment Store 

(5) D. E. Maddox manager, Saf way Food Store 

(6) Zelma W. Pierce, proprietor, Babyla.nd Store 

(7) E,. H. Parbar, druggist , City Drug Store 

( 8 ) Raymond A. tz, coordinator, rkv:Ule High School 

* Chai . an of the advi ory c ttee 
~Ht creta:ry of' the advisory ocanm.i ttee 

~visorz Committee 1-betin 

The o.ffectivenea.s of the advlso~ c -ittae nioetings 'W'il1 be in direct 

~oportion to th eoordino.torts desire or and lingness t.o aceept counsel 

id also the ef'fort ., t orth in organizing the program,. He must make clear 

, "" Oh membr;r the functi ons ..u1d il.n:p.J. ce of tho advisory con ttee 

tetings . 

The meetin a of the u.,· • s or1J oomm.i ttoe should be held regularly at a. 

·ed.ete iined time Yhi oh is tisf o ' ry t t ho oomm:ittea members . In 

di tion, it may e neeessur-.1 to have called meetings and these should be 



TA:3LE III 

SI"IB GP DI \'l'RIBUTIVE EDUCATIOU ADVISORY COI-li:ITTIBS 
I N SIXTY- NIUE TEXAS CCHMUNITI ES 

Size of Committees 

.t tee ?-tmibers 

Fcur C ttee :V.iembers 

Fl ve Cammi ttoe ,bers 

Six Committee Members 

Seven Comrrd.ttea Mambe:l'"s 

Eight Committee M3lltbers 

Nine Committee M9mbers 

Ten Committee ~.el1lbers 

Eleven Conmittae ~ moors 

More '.!ban Elevan C ttee 1mbers 

Number of Communities 

0 

l 

25 

21 

2 

l 

7 

8 

4 

0 

~ 



arranged by the obairman of the eommi"ttoa at the suggesticn or t he coo?-i· -

nator . An important .t'a.etor ~or t he coordinator to consider in deterrxtni.:n.e 

the freqmm ot th is the amount of bus1ne s to be to.k up in 

the C 

make a orth while contribution to the operati of' thG 1 ool pro n6 
• 

ting justifies the time and aosrgy of 

ioor., The freq . ey ot 'the comm:t. ttee meetings ~;ill y 

with diff' · :t commun1 ties according to the desiros I d needs 0£ -the 

1ndiv1.dual eoordinatora .. 

A raeent ~ s made in connection .:th this stud -r of. the f:ro-

· aory COl'.llllit-

t.ees have t!.lo ar three ro m · tings ch • Other resul:i::.3 cf t his 

survey a shwn in iuble IV on plg6 4.3. 

A probl tbat cant'ronts a groat mEl1ly · the coordinat.ors is the 

sal etion or a ting t s not eonf1.ict with the ork of' tho 

oommi ttee m rs. in many ses 

atin · which ar hel.d during the mornings and in conJunetion w1:th a 

~ .ct luncheon have provided a aueoessM olution of this probl.Elll 

It 1.s des!rabl to have a &ll...planned meeting each 

;ee m ts, llith ad uate paration far ougJl in advance to 1n e good 



TABLE IV 

FF.E1.tUEIJCY OF DISTRIBUTI VE EDUGATI OU ADVISORY COl-E:ITTEE 
MEET!MGS Ill SIXTY- lr.rNE TEXAS COI+rurlITllS 

Number <4 Meetings Each Ye.u- Number of CommunitJ.os 

Ona 1-heitng 7 

Two Meetings 32 

Thl"e9 },l,etings 18 

FOU?' Meetings 4 

Five M;)etings 5 

Six &etings l 

Sewn Maetings l 

M:lre tlllilll Seven Meetings l 

~ 
\,.\) 



attendance. The agenda tor the tings should be p.lmmod to keep ie 

m .,bers up to date concerning tho operotion of the program. fuere ]'ll"C.Cti-

cal , agenda should 

time so that he may ha & th · opportunity to e 

ttee !JlOtlber in good 

der- the problems to be 

discussed.. It is wise to in ude antielpatcd problems on tho a,.. · :tr 
pos.si e as as those which may ve a.risen in the :tnte:l"W.l bctr.roen 

e t.t l?l.e tings .• 

So that the conmd t-t may iunction in a mil r e,-uni zed ri.:13.nner, ninutes 

or each meeting should be taken and kept on file.. In 01>dcr to :ins'"tll"e that 

valuable sugge tions and reeammendati s will not be lo.st , it is advisable 

to e a f<>rma.l reeol:'d ot tb by including tb 1n the minutes. It :ts 

ool r pres ts.tive is not ele secretal'7, it is o.dVisable 

tor him to aid t se~ and ba reapo ble tor ~g and aending 

out r rts. 

Duties .2[ ~ - ................. ..-:.==:=,.:.:;;::-" 

s 

'l'h4 duties of the advisory 

• 
of tb wqs 1n ch these duti s 

(l) Aiding 1n puhlleity and ti.on of' distrl..bu: :ve 
educatioti itt the comrtlU'J11t}". 

(2) Pas -1ng on the absorptive: abll1ty of vo.rious occupations 
1n whioh cc-ordinators propose to train students. 



(.3) Approving the adequaey of' t ro.ining stations. 

(.4.) Reviewing a.nd approving t raining memomnd.uma. 

(6) Establi h1n a · eo for the purpose of 
pre ting explo!t;1tion or students. 

(7) sting tors in ectll':lJlg job,..rotntion for 
students in order that -rotmded t _ Ding· be 
insured for · eh trainee. 

(8) Securing instructional materin.l.a ot interest~ 
coordi.Mto ,, vhicll the coordinator might. not know 
abottt . · 

(9) g existing vocat1o:oal. programs and me.king 
rec · a.ti a which will rove on exist .. g 
standards and thod ·. 

(lo) .Advising as to other vooa.tional training meeded in the 
c i ty, and helping the promotion or a.d • tioml 
programs hicll needed •. 

(ll) Establishing any special oommit es hich a.re needed 
study s~ bl. · Ybich eonearn t he 

distrfbuti e tion program .. 

(12 ) pp.roving pl ans, and cipating in ma.ld J.1g plans for 
eial events which af'f'-ect the progrg,m, such as, 

bm1quats for. emplo~a and pla:,ees .. 7 

7 Te,m.s .212• eit . , p . 6. 
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CRAPl'ER VII 

PLAh"'NING A PUB'..ICITY PROGRAM 

Selling L Pro&rm:n 

Salling the coo tive p:1 time distributive. education program is 

an s.sential step in the organimtional pl.an. ihe selllng .of the program 

is rely a process of ueating the chool, c•ammmuty I and h e to its 

purposes and objectives. It is the duty 0£ the eoordirul. I 'Ji.th tho 

, t o see tba.t the .:..chool eul ty, 

oya.ea in distl"i.butive oeeu-

eel with the distributive educati . progre:m. These gr oups should be 0Aa 

a:10."·e that the ~:11! tion of all j th for fets w:ork is a total cammmity 

resporudbil1t7 or great importance,. 'Ibey ahould be giV'en a. clear app:r i-

~tion of'hoa this pro serves the homo, school, and OOJ!Dll'Unity.l 

Th.e conduct of a publicity pro 
interpretation,.. In Distrl :tive • tion it str.ives to 
interpret a vo tional. t r.>rog.r: to the public; it 
also strlv s to interpret the public to the program. It 
t s th high s~hool s ent and distrlbut1ve vol'ker 
about Distributi · , ti ; it tells the supervisor, coo~-

tor and tea.eher a.bout the pu io.. It rm,,s on the profe.ssi01lal 
orker and the public the spotlight of f'act; it pra.notes mutual 

uoo r· tanding and conf'ld ae.. When the !nte11Jr tat1on has 
esta.bl -® confid ee and helpfulness betM0Qll the tvo, it baa 
a.cccnpli ... hed i t.s ini t e ., It then onto.rs into a 
pe ent J>!Ogram designed to llWJltain and strengthen thm.r 
confi ca _ 

l Rak stra , sm. cit., p . 28. 

2 State Board f or Vocational ~IJ,;Ution, State of ~.sas, Public 
"h ti ;t,e:t:t:n p . 20 . 
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To edu . te the eiti... s of' the comm.unity eoneeming the distributive 

edue::i.tio.n program, it is necessary to develop and ca:rry out a. i-Tell planned 

pahlicity progrsm utilbing the various media rhich are available,. Al-

the o t prrt from: th-e· eoordirlf tor, pi iei ty sh~uld be developed with 

such g'l"'Oups as the a~ coacl.ttee or commnnity .groups~ 

:th the school district •s ovemll 

pub1.ieity will eonf'ront the eoordinatol". He should rooogni~e the import

ance Qf ooopel"!'it:ton .and the natural t&ndency for school authorities to· 

try to improve the quality of the publ ieity going out from the piablic 

sehools. This will ba 

an individual vho aot& as a. :public relati ons :man through whom all publ1c

i ty .. st JXl a . If such is the onae, tht, coordinator should, nth the 

51.dministra. t ion "s approval, 

'!hare a r e oel'ta.in general prlneip1 es the c.oordina.tor should keep in 

"· nd in Z:Jecur-lng aeeaptance for the progrc.Ull of distributive education.. He 

,hould have e.lf assurance.. He mu3t lmov and be.liava in t.he produet he 

i.as to sell.. rw should have sineeri ty of pu1•pose because if he is not 

dncere, neither he nc:r .. ds progrmu w-"...11 be a. .. cepted by- e school district 

,r the cammm1. ty,, He uld also cc.insistently and energetically work his 

ilan or publieity promotion. Distl-1.butive education must be sold {)n the 

a.sis of meeting the aamnroni ty needs ; the1--ef'ore, t e coordinator must 

n, what the oommuni ty needs are an 1 be able to show how t..hia program 

J u 'fT • west • rginia., 2J2_.,. oi f.. p . 5l.. 



ot ducation will neat these nae<ls .4 

Aceording to the e ttee on public relations of' the l ·.,ti01w. 

Conti e of DtstribtltiVi Eduea:t1 , a.sh:tngton, D. c. , thore a.re eight 

sa:ry tools to use in the otion of tho distributive education 

(l) A good pteduct, a sotmd dist.ributi eductltion p:t'<>gram .• 

(2) A tisfted USSJ.!", a tmined individual gtv.lng ... tiaf'actory 
eniee. 

{5) Pl 

(6) 

attitude, the emTee't attitude ~rd 
g:L"OU\ 1twol"A'Kl. 

, 
d publicity, a tully planned progrv.m. 

M'tis!ng, electi OU1.plign to a definite audience. 

(7) ·t.tea and poken won:, a writing and :tng caoplign. 

(8) Good , the righ't a corzo&.otJ.y usad. 5 

~~ st. l1ibli:c1t;y: d ~ tfsa 

'.nle s J.eetio:n of' the t. tnd. bl.a and effeet1 · modia depends upon, 

tirst, tho · t o vh th , eoordiiiator wishes to make an appeal, and, soo d , 

the ed1a available t o 

made f er the so.par.in.temzent, the eool"dina.tor, and the mambers ot the 

4 !Md~, p •. 52 

' :tional. Collf"erence of 



advisor.r c ttee to a.dd..""'9S& the various civic clubs such ns the Liens , 

ope ti , rlodic progress reports sh d be given to these clubs . If 

po. sible, occasional talks shottld be gt . before the cl.uba l· bers 

education students 

the coordinator 

:forcef'ul add.re 

It is- a ·· 

of the high sch 

6 ,,, 

cl.as s . The ayers of the distributive 

t o do so.,. fbe aoo1."d!.nator should o.l.so 

illVited by the prinoiptl 

meetillg. This g1ws the coc~llla:tOl"' an opportunit to show hw the 

distributive ULU1ca. n the help of the othor t eacher<.; , 

hat the distl'ibu.t1Ye ecn:iea-· ti .studen't.s have to do 1n the classroom and 

to expl ain h ' 

lp m t tb 

In 

str.lwtt 

eonstd 

6 ~-.---'Q.l'QV, .!?l2• cit .. , p . 29., 

, Ala , Sl?· ~., p. 5. 

d~ if possibla, visit in the h 
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to us& be :use t he1-e is no eost inVolwd, tho nws~pel" reaches more people 

more often, and it stablishes an ovei· all p1.~.atige o£ considerable 1 ue 

to the 

S.CC'l.18a.tion or 

· pers 1a f'roquentJ.y more 

!city eeking 

tlonaJ. education. 

the school or t he 

at ta · d to 8 .eases .. 

a.nd 1 be woo regardless of other media 

pl . ., !hi.a -'4..1.'-llm 1 so 1mportant tha.t the proper procedures for 

J.'U.L.~l>t;I should be leal.'llEld., 

(1) your cow on wbi iaper, S· x ll" • 

(2) Al ya d bl space 

(4) Always date your copy and, in addition. place a re.loose 
date at top of the pa.gs. 

addres$ ot your school ht the upper 
and phone oor· to 

informatiou i d sired. 

(6} Co should start approxtmntely hali\ray dow the first tao •. 

(7) Ea ~ph should be ended on ()?le pa: without ca.r:ey1ng 
1" to th 00. 1, 

(8) Giw eaeh story an identifying l ine tor the coJlVGrlience 
of' the ed1tol',.. 
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(9} Th o (MCll'E) eapitolizad and in pi.renthesis should appear 
at the bot of a pa to indi · te t hat copy is unf'inis.hed. 

(Io) at a st9ry- - auld be ind! ted iv an end mark (tl/llJ#1) 
Ol" ( ~* -i ' - *}.11 

activity ot the Distr'lbutom• Club. Distribllti 

cat,ion students a.11ould develop lWso-.a, pl"eIXU'e releas.es,. and maintain 

:tacts as part of their practi " oxper:lence., \lb.en possible , much of 

this pt blie1 ty- sh 1.1 bo direetxi t o o.thor higb schocls n. th a distr.lru• 

ti e edueat on prognm i.n O"~chango f or their school publications .• 

(D) io 

programs aclladuled b~t ra. io stat!oll:3 can be used t o p1."'CIOOte 

pu,blfe val£ . a.oti ties. 'lha J.i'od ,, Ccmmrunicationa COOll'ld.ssion considers 

s k pirt cf' their sustaining offerings •. 

M:le coordinator ean use t-h1e i....,...u.:u"' to e.dvan ~ • Panel discussions oZ 

ttae · bers over radio sta-

(E) o.tA 

Ve1:7 o 

l"gan . vill pl· .. is f< tun art~cles about di"'tribltivo. educc:tio:o students, 

pec1ally those students eonnee'ted "'1th the issuing organi?.ations. Such 
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publications o.ro exeallent. 

pnti cns. 

a to reach employees o£ distributive ooeu- . 

Student& can f'requently prepa. w1:ndtM di pl~s in space donated f~ 

th:it purpose by oooparating merchants. '.£'his enables the students to 

combine practical 0%perl · oe W'i th publiei ty promot1.on, 

house and the coordinator hould take 

Ml advantage of this op~ty t o se 1 the dis:tribu-tive education 

program to th oommunity .. 

suceessM.ly are plays, skits, aud stunts b.r distributive education stu :ts 

in school ass 

prt>clallation bfJ" tine state g,,rem tor th oh.~d"'l:Jlli:t?\i"!A o£ ttD. E. Weelr.:tt .,10 

Principles for 'lell &lanced .IJblici;tz :.;,Pro;..i;~=-

'lhere eertain principl es 'Which the coo:rd.1tta.tor should observe to 

insure a wei bn1 · d pub.l1ci ty program wbi.ch will effectively a cate 

and infom the ple cone ming distribu..tiv.e edueation.''s plaoo in the 

educati onal prooesaes of t he eammun1 ty. 

The coo imtor •ould be ca "eful to a: ,id wo much publicity because 

it r.lll .,..esult in causing opl to expect too much of' the prog:ram, mi.eh 

;,d 1.l l d t o rltiei 0£ vocational ed.u.cation. Too much publicity w-l.ll 

also result 1D ealling too :ch at tion to the program aud create. 

jeaJ. 

e coo tor should be eM to avoid too l ittJ.e publicity as 

,,re l as too ~h pn;blici ty be.ca.use insufficient publi city vill remit t 

lO ~!eat Virg:f.n1a, .21?• c1 t .. , p. 57 • 
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in a lack of interest in tho progrrun and possible r.tlsunllerstanding of the 

program's objectiv,es . 

in raa.ching a certain group. It must also be oognized by the coordinator 

that the 

the aimples,t y to in u:r-e that releases are effective is to soh.e 1 o ·lihe 

timing th ugh the u or a puhlio rohti 

should operate on star 1:usis. '.lh public rel tiona ealenda.r should 

be posted in the- 0001'dinator•·s of'iioo and should act as a constant romindor 

to him. 

Mmy o.f the experienced coordinators lw:ve found that it is be..,t in 

most instances to publie:i W"hat ho,3 

to be done., 

done more tlmn 1hat is planned 

pro ot1onal eamp:.dg1.1 must or necessity ho a long- range 

d it st be geared to a sound lon · ge d..i.strlbu-

tive ueat:ton progr • It is impo1."ta.nt to · d solid relationships rith 

those in charge of various a , such as the city editor, and keap all of 

the els receptive to distributive education prcmotioool mate.rial,.ll 

ll Toom.s, .2.£• cit . , p .. 6. 



CHAPTER VIII 

SELECTION OF DI S'£RIBUTIVE EDUCATION STUDENTS 

Importance 2! Proper Student Selection 

An important phase in t he or gani zation of a cooperative part-time 

distributive education progro.m is t hat of student selection . There are 

t wo faetors the coordiha. tor should be a;rare of ecau e they magnify the 

importance of proper student sel ection . 

54 

The distributive education progralll should first of all provide voca

tional training for the boys and girls who will seek t heir livel i hood from 

employment in distributive occups.tions . If t his purpose is t o be achieved, 

it is necessary that thes e students be distinguished f r om other students 

and enrolled in the distr ibutive education ela sses . Unless this is done, 

the program will not be vocational nor w·il l it serve an important need 

for which it s intended . On1 through caref'ul student selection itll l 

the distributive education program find it possible t o give training to 

the future employees i..~ the distributive field . 

Not only should the program meet the needs of t he students, but it 

:ihould also :meet the needs of the co.mmuni t y . The classes should provide 

1. reservior of well trained, capable and availabl e employees for the 

listributive j obs in the community. This wil l enable the citizens to 

>enefit f r om t he courteous and efficient service which they rightly 

!eserve . If t he distributivo education students are to become capable 

.nd qualified employees, a car eful selection of students must be made 

~ the coerdina.tor . 

ecuring Qf Prospect Lists:~ Pre- selection 

The coordinator should, as a beginning proeedura in student selection , 
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prepare a prospect list . This is a l i st of the student s whom he regards 

as likely distributive education students . There are various 1ays that 

the coordinator can use in prepar ing his prospect list . For the beginning 

eoordirlU.tor in a small school , it may be a list of all t he junior and 

senior students who according t o the school regist ration will enroll for 

the beginning school term. In most beginning programs it will be necessary 

for the coordinator to nar:.~ow his prospect l ist t o a convenient nunber, and 

t his may be acccro.plished by a number of screening devices .1 

One of t he first sources to whi ch t he coordinator should turn f or help 

in locating t he proper group of' students for his prospect l ist ill be the 

nembers of the sch0ol staff . Included will be the pr inci pal , home room 

~eachers, counselors , advisors, and r egular t eachers . The difficulty 

ihich the coordinat or will encounter in ua:i.ng t his pr ocedure is that many 

1embers of the school staf f vill not have returned f r om their summer 

raca.tions at the time the prospect list should be prepared, which is one 

;o two ,veoks befe,re the school t erm begins . 2 

In s ome instances a. feu students may be found during the coordinator ' s 

1.sits with bus nessmen . The coordinator should be on the lookout for high 

1ehool students already working part t ime rhen he is making a survey of t he 

ontmuni t y and during t he preliminary conf erenees in s tores, offices, and 

ther business e ta.blishments . In some cases these students may be 

nterested, the proper work conditions may be present or can be arranged 

1 
Kansas, £12~ ill,. , p . 32 • 

2 Wilson H. Ivins and Hi1.liam B. Runge , ~ Experience In ~ 
~' p. 254. 
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f or, and the empl oyer rp.a. want t he employee to enroll . Also the business

men can fr .uently r ecommend to the coordi nator ot her s t udents whom they 

have employed in the past and r egar as likely prospect s f"or t he distribu

tive educ'l. t icn tra i ing program. In succeeding mont hs and years employers 

should be encouraged t L he .p find anc r efer to the coordinator students 

wbo could benefit .from cooperative part-time t ra.ining.3 

The prospect ist can usually be nar rowed by t he cr.reful oJ-:lUlline.tion 

of "'tudents' school r ecor ds when they 8.l'e extensive enough to give infonna-

tion concerning tho students ' physical makeup, interests, r.ptitudes , health, 

mental abil ities , and school achievments . After the prospect list has been 

compiled b./ the coordina tor , it is then possible to begin recruiting the 

prospective distr ibutive education trainees . 

~ .~ !£!: Publ icity ~ .9. Recyaj.tment 2£. Students 

Whenever a new clas · s added to the .school curr iculum, some s t udents 

Yi1 1 enrol l in it because o.f the curiosi ty of people . Tl:e number will 

probably be small the first t imet but i t will increase in the succeeding 

semesters if the course is s:-. tisfactory. This uould pr obably be true of 

the distributive education program. However, it is necessary for the 

coordinat or t o go beyond t his point if enou gh of the students on the 

pros-pect list are t o be enrolled. The coor dinator must use publicity and 

advertis ing to acco pl ish this . A program a s new and different as 

distributive education t ining must be explained to all s tudents , but 

desirabl e students should be given first consideration in publ icity.4 

3 I..M. , p . 251 . 

4 ~ ., p . 254. 



ILLUSTRATION III 

PERSONAL LETTER TO A PROSPECTIVE DISTRIBUTIVE EDUCATICN STUDENT 

Miss Nadine Smith, 
318 Forest · Road , 
Starkville, Texas . 

Dear Nadine , 

Distributive Education, 
Starkville High School . 
Starkville, Texas , 
August 30, 1951 . 

We a.re ot.fering this school term in Starkville High School 
a new and interesting course . This new course is Distributive 
Education and it is a vocational training program f or the boys 
and girls of j unior and senior standing who are interested in 
careers in the fields of retailing, whol esaling, and service 
selling. 

Distributive Education is a unique program in that it enables 
you to combine classroom training with a.ctuaJ. work experience . 
You r eceive a training wage for your work and this provides an 
income to help defray the m'ilny expenses you have while attending 
sehool . Als.o you earn two credits toward graduation , one for 
your cl assroom training and one for your w-ork experience. M:>st 
important of all, you wil l be ready f or your full time job, in 
your chosen field, with a head start to r d advancement in an 
organization that knows you and likes you. 

I have encl osed a brochure which will answer some of your 
questions and help explain the opportunities t hat Dis.tributive 
Education affords . 

I£ y feel tha t your future l ies in the .field of' distri
bution or you desire -more information about the t raining program, 
please fill out the enclosed application and r eturn it to me any 
a.fternoon this week in £2.9!! ~ in the Senior High School Building. 

Yours truly , 

Raymond Shultz, t eacher 

57 
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All prospective students should be given enough details of the working 

operation of the program, t ogether with its benefits and advantages, how 

it fits the total course of study, and who should enroll in order to 

develop t heir interest . What will be expected of each student and what 

each student may ~:xpect t o get out of the course should be well understood. 

The objective of the publicity campiign should not be to see how ma:rr:,- names 

ot students can be obta.ined for f'ina1 selection purposes, but rather to 

reach t hose who can reaJ.ly benefit from this t ype of pr.ogra.m. Mmy student s 
. 

do not belong i n the elass, and as much effort should be put forth by the 

coordinator in keeping these students out as getting the right ones in •. 5 

More ptlblicity will be needed for the organization of a beginning 

program than may be needed i n succeeding years. This does not mean t hat 

publicity and reeruiting drives should be eliminated aft er th.e first -year, 

but procedures and techniques will likely change . 

One of the best means of contacting students on the coordinator ' s 

prospect list is through the use of direct mail to the students ' home 

addresses . A personal l etter announcing the beginning of t he program, 

explaining the purpose of the program, a:nd inviting the students to the 

high school for a personal interview with the coordinator J'JJIJ.Y be used . 

An example of a letter which has been used successfully i s shown in 

Illustration III on page 57. 

It is wise to enclose a brochure explaining the program, such as 

the one shown i n Illustration IV on page 59, because it is a pictorial 

nessage to the student which outlines the opportunities i n the field of 

5 ~., p . 255. 



If Your Future Lies 10 

Distribution . . . 

:OU 
:OU 

·ou 

·ou 

can start preparing yourself now. 

can get valuable training in school 
and on the job. 

can enroll in the D. E. Class of your 
own high school. 

can be guided into the job you fit 
best and be guided on chat job by 
your teacher-co-ordinator and by your 
employer. 

can earn several hundred dollars 
while still in school. 

can receive credits enabling you to 
graduate with your class ... 

Then, after you graduate 
·ou will be ready for your full time job, 

in your chosen field, with a head
scare toward advancement in an or
ganization that knows and likes you. 

OW DO YOU GET INTO D. E.? 

The D. E. reacher co-ordinator in your school 
s sincerely interested in you and your future. 
:;o to the D. E. Room and talk things over 
;vith your co-ordinator immediately. 
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Training in "Meeting People" 

Training by Successful Businessmen 
and Women 

Training in Display Work 

Training in Credit Procedures 
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distribution . An application blank may also be enclosed in the letter to 

the student . The students should be requested to fil.1 in the application 

blank and return it to the coordinator at the time they are interviewed. 

The application blanks should be caref'ally checked and used later by the 

eoordinator in the final selection and enrollment of students . The 

application form may be short or it may include considerahl..e information 

about a student so that car eful a-election will be possible with little 

additional inf'o:nnation . Fach coordinator should deter.mine his m-m needs 

and prepare a questionnaire for application to fit the local situation. 

An e:xample of an application form which has been used successfully is 

shown in Illustration Von i:age 61 . 

Personal Interview mb. Prospactiye Students 

The coordinator should work out a schedule and int erview all appli-

cants individually. This is the most effective procedure the eoordinator 

ean use to determine the qualifications and objectives o_f student appli-

cants . 

In talking with the students , the coordinator should attempt to 

learn the students' reasons for wanting to enroll in the distributive 

~dueation program. The students who W'ill apply f or entrance can be 

C"ougbly classified into characteristic groups: 

(1) Students who have a sincere desire to learn a vocation 
and need it, can use it, and will profit by it. . 

(2) Students who look at the program as primarily providing 
an opportunity for them. to find a job and earn some money. 

(3) Students who think the distributive education class will 
be a snap course, enable them to get out of scgool early, 
and provide them with easy high school er.ed.i t . 

6 Texas, 2,E. cit . , p . 8 . 
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ILLUSTRATION V 

APPLICATION FOR DISTRIBUTIVE E.DUCATION TRAINI NG 

Name __________________________ .....,. __ ...,.. _______________ Date ____ __ 

Age~-----------------Height _________________ Weight __________ __ 

Home Address l'llone. ----
Date or Birth P.l.aee or Birth ----------------- ----------------------
Nam a of Iarent or Guardian _______________________ . 

Occupation of Parent or Gu.ardian._ _________________ _ 

Type of :Eusiness in Which You Would Like to Be Trained ________ _ 

Name of Business F.trm in Which You Would Like to Be Trained _____ _ 

lave You Ever Been Employed Bef'ore 'Z ______ .,..Wh.ere 'Z _______ _ 

ifumber of High Sehool Credits Earned _______________ _ 

,ist Required Subjects Needed for Graduation ___________ _ 

lchool Activities in l.fuieh You Participate ____________ _ 

'.easons Why You Want to Enroll in Distriblltive Education.._ _____ _ 

Signed _________ ..,... ____ ...._ _____ __ 

(student) 



It is obvious that the type of student the coordinator should try 

to enroll in his class is the one who regards distributive education as 

a vocational t ining program and desires an opportunity for an early 

start in learning a vocation . It is the feeling of many coordinators 
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that. the students who desire to earn money should be care:fully considered, 

especially when it is necessary t hat the student have an income from 

working in order to remain in school . 

The personal interview also enables the coordinator t o check more 

closely many of the characteristics which are necessary and desirable for 

distributive education trainees . Because of t he l arge amount of time 

required for ork experience, distributive education students will have 

very l ittle time for outside interests and extra curricular activities 

such as school sports, band, and clubs . The personal interview can be 

used to determine to what e.~ent applicants pa.rticip:i.te in school activi-

ties and to what degree they would be willing to make sacrifices for the 

vocational training program. 

Criteria Ut3ed !!! ~ Selection .Q! students 

Leaders in general and vocational edu tion have long contended 
that students need careful guidance and assistance in selecting 
a proper occupation for study and preparation. This has led to 
the establishment of many guidance programs in the secondary 
schools of the country. In many eases, special emphasis has 
been placed on helping students to make a tentative choice of 
careers and obtain all the training possible for this choice 
while still in high. school . The f act t hat many schools have 
accepted these guidance programs, which. include the basic 
philosophy -of hel ping students determine what they are best 
r-itted f or, shows that student selection is necessary.7 

7 Ivins and Runge , .21?• .£.ll. , p ,. 274• 
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The coordinator should prepare a list of factors or criteria to use 

in evaluating the qualifications of the applicants for distributive edu

cation. This list will ry with the desires of the coordinators and 

the school administration, depending upon the philosophy of selection 

they follow,. The following is a. list of factors Hhich -will give sugges-

tions and ideas on the practices being follmted in pr ograms of coopel""a.- · 

tive part-time distributive education by many coordinators in Texas : 

(1) Age- Students must be at least sixteen r ears of age 
according to the state plan for distributive education 
and very few employers will hire younger students . 

(2) Grade Level in School-- Students must, according to 
the state plan, be classified as juniors or seniors . 

(3) Health- No student should be allowed to enroll i£ the 
work experience on the job id.11 be detrimental or 
harmful to his heaJ.th or well- being. 

(4) Required ·School Courses- Students should have school 
credits arranged so that distributive education will 
allow g-.caduntion on schedule . 

(5) To.st Record- ~ coordiDators care±'ully cheek the 
applicant's p:1.st sehool record of grades, attendance, 
honors, habits , and similar characteristics .. 1'hese 
can be helpful in knowing students• backgrounds and 
in determining those who may benefit most by coopera
tive training. 

(6) Personal Characteristics and Traits- Students should 
have traits that best fit them to their chosen occupa
tion •. · These include neat appearance, speech, intelli
genee., aptitude, dapendab:ili.ty, a ccuracy, initiative, 
punctuality, honesty, loyalty, a1ertness, perserverance, 
moral responsibility, common sense, and willingness to 
work . Many of these traits can be deieloped and are 
not significant .in student selection. 

8 Tooms, 2.E• ill•, p . 8 . 



Principles~ the Proper Selection £t Trainees 

There ar e eerta.in principles which the coordinator should observe to 

insure the proper selection of trainees for the distributive education 

program.. 'fuese may be classed as special pre.cautions which give added 

insurance that the right students are recommended for the right jobs. 

(1) Aaeep-t. or reject each applicant upon the basis of his 
individual ease and not upon the basis of any hard and 
f agct rule. 

(2) If' possible, select students early enough to give them 
a try-out period before school opens. 

(3) Do not unreservedly accept a student for training until 
he has actually been placed. 

(4) Bise selections, as f ar as possible, upon the recommen
dations of fellow teachers, the princii:w-, and others who 
know the students . 

(5) Be critical of accepting those students for whom you 
would have to grant special concessions . 

(6) Be critical of accepting those students who cannot give 
up some outside interests . 

(7) Do not demand that all students have excellent grades . 
Mmy good trainees have only average grades, and a few" 
good trainees Yill have below average grades . 

(8) Caution students concerning the necessity for presenting 
eleven out or f'"if'teen units required for college entrance 
as academic subjects. Only four units of credit in 
vocational subjects will be accepted. 

(9) There is no place in the distributive education program 
for a student whose honesty and character ar e questionable. 

(10) Make certain that parents know and consent to the students ' 
participation.9 

9 Alabama, ~ . g!!. , P~ 9 . 



Final Selection 

The :final selection of the students who will actually be enrolled 

in the distributive education progrrun will be determined by the 

business,men o:f the comnnmity by the employment of recommended students 

to work and train in their business organizations .. Students must be 

employed and work a minimum of fllieen hours a week in a distributive 

oecup3.tion before they are al..gible for distributive education training 

in the cooperative p-:irt-time programs in Texas .IO 

10 
TeJras, 212.• £!! .. , p . 82 • 
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CHAPI'ER IX 

SELECTION AND ESTABLIS1-n.1ENT OF TRAI NI NG STATIONS 

Importance 2!: ~ T-.caining stations 

After the coordinator bas ma.de the selection of student t rainees and 

has a desirable number ree.dy for the cla ss, attention must be directed 

to the selection and este.b ishment of training s Ations . Tl:tls i s an 

important pha e i.n t .e organization of a cooperat ve pa.rt-time distrl-

butive education program, 

The coordinator must real i ze that the queJ.it y of training tJ1e students 

wil l r eceive wil l depend to a great extent upon t he type of training sta-

tion selected . If t he students are expected t o profit from the work 

experience, they must have the opportunity to apply classroom instruction 

in a training station which adequately meets their needs and desires . In 

addition, a careful selection of training stations must be made if the 

:iistributive edueation program is to render the maximt.,m amount of service 

to the ccmmunit y .l 

)efinition of Distributive Occu:ra:tions 

Before the coordinator can make a. wise selection of training stations, 

lt i s necessary that he have a thorough understanding of the jobs which 

Lre classified as distributive occupations and elgible for Federal reim-

YU.rsement under the provisions o:r the George-Barden Act., According to 

he state plan for distributive education in Texas: 

Distributive occupations are those follm.red by workers directly 
engaged in merchandi sing activities, or in direct contact with 
buyers and sellers when-

1 West Virginia, 2,2. cit . , p. 71.. 
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(1) Distributing to consumers, retailers , jobbers, wholesalers, 
and others, the products of farm and indust ry or selling 
services . 

(2) Managing, operating, or conducting a retail , wholesale, 
or service business .. 

Distributive occupations do not include clerical occupations such 
as stenogra hy, bookkeeping, of'f:i.ce cJ.erleal wo , and the J. i ·e; 
nor do they include trade and industrial or agricultural work 
followed by those engaged i n production or maint enance processes . 
Determinants for distr ibutive oceupations lie in the nature of' work 
done , not in the kind of bu iness in which a worker is ~mp]oye .2 

Kid 2! Di tripytive Training Pos"'ibil.ities 

It wou.1 d be dif'f: eul t to make a complete list of t ypes of occupations 

rnitabl e for cooperative pa.rt-time distributive education t ra ning that 

muld apply i n all local."ties . C-.en r ali ze.tions can be made , a;.1d suggestions 

:an be given for the businesses usually found to be good t raining np.encies 

~n which the coordinator I!lB.Y 1..ace students . The following lists have been 

livided into the t o genen:iJ. a ~eaa of (1) job t itles and (2) store classifi-

:ations . 

(1) Job titles: 
(a ) adverti sing clerk 
(b) advertising manager 
(c) buyer 
(d) cashier 
(e) checking cl erk 
(f) coll ector 
(g) eopywriter 
(h) credit manager 
(i) deliverymen 
( j ) department manager 
(k) display artist 
(1) display manager 
(m) employment manager 
(n ) fitting cl erk 
(o ) floor covering estimator 
(p) in~ormaticn clerk 

2 Texas, .2.12 ._ill. , p . 12. 

3 Ivins and Runge , QE. cit., p. 291 . 

(q ) 
(r) 
(s) 
(t) 
(u) 
(v) 
(w) 
(x) 
(y) 

interior decorator 
jewel~r 
mail-order clerk 
marker 
merchandise checker 
personal shopper 
personnel director 
receiving clerk 
salesman 

(z) shipping clerk 
(a.a) signwri t er 
(bb) stoclonan 
(cc) telephone cl erk 
(dd) training direct or 
( ee) window trimme~ 



(2) Store class fications: 
(a) auto accessory stores 
(b) utomobi.1e a gencies 
(c) book and stationery stores 
(d) bui_ders ' supply an umberyards 
(e) camera and photo supply stores 
(f) department stores 
(g) drug stores 
(h) fa.mi::.y cl ot b.ing stores 
(i) f a rm implement agencies 
(j) f a rm suppl~, store s 
(k) florists 
(1 ) furniture s tores 
(m) fruit and vegetable markets 
(n) gift sho 
(o) grocery stores 
(p) har dware stores 
(q) hay, grain, and feed stores 
(r) heating and plumbers suppliers 
(s) household appl iance stores 
(t) infants w-ea.r shops 
(u) jewlery stores 
(v) luggage and leather goods stores 
(v) meat and fish narkets 
(x) n's and bay's furnishing stores 
(y) musie stores 
(z) newspaper circulati on and advertising 
(aa) off'i ee supply stores 
(bb) paint and 1 .. rall paper stores 
(cc) restaurants 
(dd) shoe stores 
(ee) sporting goods stores 
(ff) theaters 
(gg) variety stores 
(hh) wholesale fil'JllS 
(ii) 11omen ts rea.dy- t~ear stores 
( j j) women ts specialty shops 

The following are service-selling businesses in which t here are 

>pportunities for distributive education trainees when they will receive 

,raining in the dist ributive phases of the occupation. 

(3) Service selling businesses 
(a) banks 
(b) brokerage firms 
( e) insurance agencies 
(d) hotels 
(e) latm.dries and dry cleaning plants 
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(f) retail credit associations 
(g) real estate agencies4 

.Factors to Consider !!l the Selection g!, Training, Stations 

A preliminary list of prospective training stations should have been 

prep.1red during the community survey of distributive occupations . This 

list shonld now be reconsidered and narr owed do,,m to the best possible 

training stations . In order to do this, the coordinator will need some 

criteria on which he may base his judgment. The following are some f actors 

tha t should be helpful in making a final selection of good training stations . 

(1) Employer's Interest in the Training Plan-An .employer should show 

an interest in the training program. If he does not, it will be very 

diff icult for the coordinator to secure on the job training and good 

supervision for the student trainee . Sometimes it may take a period of 

time for the coordinator to show the employer the proper techniques for 

this procedure, but som.e preliminary interest should be shown .•. 

(2 ) An Oecup3.tion Suited to the Cooperative Plan-The ocoupa.tion 

should be one that beginners may enter from high school . It shou1d provide 

an opportunity for training which will extend throughout the whole year . 

Routine jobs that may lea:;."'Iled in t wo or three weeks should be avoided . 

l'hese may be a pg.rt of a total pattern or occupational developnent, but 

~rainees should not continue on this type of job for a whole year. 

(3) Opportunity for Advancement-Trainees should be placed in occu-

:ia.tions where there is a definite chance for advancement during the 

;raining period and also aft er being graduated from school . 

4 Quoted from a letter received from M. A. Browning, State Supervisor, 
istributive &lueation Service, Austin, Te2as, July 1949~ 
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(4) 0 portuni ty for Employmcmt after 'l'raining- The job should have 

a future to it which 1.r:.ll rovide full-time employment if t he trainee so 

desires afte -::, 1 jlvinr; school . 'I'he em oyer should understand tha t these 

t rainees a.re potential full-time work rs for h:iln and the.t L t .1ey prove 

s:1.tisfactory in th s 5.itlt al tr'aining period he shouJ.c... make ev3ry attempt 

t o keep the.m :i.n permn.nent . s tions . 

(5) Pay s~ e- f ~ p. oye :-.. s ar3 to work un er s.ct ual conditions , they 

should receive s ome compens ation f or their labor . The prevailing rate 

for p:.i.rt ... t ime workers in the .ocalit y should be given t o stu ant trainees . 

The pollcy of Giving per cdic JXiY raises to satisfact ory t rain es should 

be adopted if the emp oyers -..r.tJ.l cooperate in doing so . 

(6) Training F. cilit es Avni lable-The business establishment should 

:iave adequate eqnipnent and facilities to provide e. •ell- rounded program 

)f t raining . It wouJ. be ha rd. to train a student proper ly if the store 

lid not employ mod rn retailing met hods and high caliber department heads 

>r training sponsors so that intelligent training wi ll be given the students . 

(7 ) Regular t y of Pa.rt-Time Employment-Training stations should provide 

. minimum uf fift een hou-r-s of employment per week , on the average, for the 

chool year . Businesses tha.t are highly seasonal or that can furnish only 

few hours of work per 1,leak should be a i ded. Also the s t udent should 

ot be allowed t o ror: :-: too long. 'I'otal hours of prep1rat ion should !)Tobably 

ot exceed forty-eight hours per week . 

(8 ) Aceessibility of t ho Training Agency t o t he Scbool--In smaller 

)calities the c.~ool is usually centrally located and t he students oa.n 

> from cla ss to work without much difficult y . In a large city, this 

YVement may develop into a problem. The coordina t or should try to select 
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those agencies that students can r each without a great loss of time . Kee 

ing the a gencies in a small area will also help save considerabl e time for 

the coordinator later when he begins his coordination work. 

(9) Hazar dous Occupati on-Adolescents should never be placed in 

occupations that a.re dangerous or likely to be detrimental t o their health 

or physical wel h -being.. Ehrs, liquor stores, and similar businesses should 

be avoided . AJ.l firms used should employ reputable business practices . 

(10) Rot.at on of students- The employer should agree t o rotate the 

trainee to dif erent j obs wi·hin the organization as much o..s possible in 

order that he may r eceive t he maximum amount of' training and 1IDderstand 

the over-al l operation of th business firm. 5 

Methods Qf. Selecti~ Qualified Training Stations 

One of the most helpful devices to use in mal::ing an objective measure-

nent of business establishments -~o determine th ~ir value as quali~ied 

~ra ining stations i s a r ating chart . Evaluative cri:teria may be incorpo-

~ated into this rating chart so that it can be checked by the coordinator 

~or each prospective t raining st ation . These charts may be completed 

,fter the first interviews with employers , or later1 after more extensive 

·isi ts has been made and conferences old. Charts can also be used 

hrough out the year and a summation made for all training stations after 

hey have been established . A sample chart is shown in Illustration VI 

n page 73. 6 

The coordinator should carefully analyze the disclosures of the 

5 Ivins and Runge, 212• ill,, p . 287. 

6 Ibid • , p . 289. 
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eommuni t y survey. If a ccmscient i cus and r eli able survey ho.s been made 

of the community , · he coordinat or rill be able to r ecommend a policy toward 

wages f or trai nees , know t he t ype., of training most needed i n the community, 

know the opportunities t hut exist i n t he distrlbut·~ fields, and i n general 

make a wiser sel ection of training stations . 

The advisory committee shOU::.d be hel pful to the coordinator in DB.king 

t he final select i on r t r a i ning stations . Members of this cammi ttee will be 

able t o offer counsel and a dviua concerning ea.ch of the prospective training 

stations . It is a good policy to have the advisory committee approve all 

training stations before t hey are used.7 

~ ~ Employer ~ Understand ~ ~ Program 

The coordinator, in ma.king calls en employers with a view to deter-

mining the desirability of their businesses wit,h r eference to providing 

training opportunities for distributive education students , must make 

certain that each employer thoroughly understands the cooperative pa.rt-time 

program. Every training sponsor should clearly understand the following 

policies: 

(1) That the program is one of training and not just the placement 
of students in pa.rt-time employment . 

(2) That the employer is a partner in the training plan, and he 
should assist t...lia sch ol in every way possible to develop better 
on-the-j ob and classroom instructlon for the students . 

(3) That the training agency will provide at least fifteen hours 
of part-time employment per week for the entire school year. 

(4) A minimum monetary wage will be p:.i.id all trainees . If possible 
this should be increased in proportion to the ab:iJ.ity and 
produetivity of the trainees . 

7 Texas, 2R• cit . , p . 13 . 
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ILLUSTRATION VI 

RATING CHART FOR PROSPECTIVE TRAINING STATIONS 

Basiness Firm ----------------~----------------------
Address _______________ Name of Manager ------

8 (f '8 p, -~ ~ ~~ 
Traits to be Rated 0 ~ <I> 0 tj Q 

t.t 4 : .., 
1 A, c+~ 

• 

1 . Employer interest in training plan X 

2 . Training faeili ties available X 

3. Suited to the cooperative J?9.rt-time plan X 

4. Opportunity for f'ull-time employment X 

5. Opportunity f'or advancement X 

6 . Reputation of the business X 

7. Pay s-eale X 

s. Regularity of J?9.rt-time employment X 

9. Accessibility to school X 

LO. La.clc of hazards X 

Namerlcal value 1 2 3 4 5 

Number of checks 0 0 3 4 3 

Total ratings of .columns 9 6 15 -
a ting of the training station ••••••••••• .•••••••• .•• ·• • • • • • forty (40) 



(5) The student is enrolled in vocational and related classes in 
school, where illstructional material directily related to his 
job is presented . 

(6) The student has the same status as regular employees in matters 
of social security, insurance, vacations, labor laws, etc. 
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(7) Periodic. ratings based on the job performance of the student will 
be made by the employer and reported to the eoordinator. 

(8) Problems with student trainees will be brought to the immediate 
attention of the coordinator. 

(9) A schedule of job processes or a training memorandum should be 
worked out cooperatively betveen the employer and the coordinator 
which will serve as a basis for8training the student according 
to the requirements of the job. . 

In addition to explaining the requirements which should be met by the 

training sponsor, the coordinator should talk to the employer inter.ms of 

the advantages of the cooperative pa.rt-time program and how the employer 

may profit by its operation.. Also the purpose and functions of the advi

sory committee should be explained to the employer.9 

8 Ivins and Bunge, £12.• ill. , p. 296. 

9 Alabama, £12. • .s!. , p . 7 . 



CHAPI'ER X 

PLAC~NT OF DISTRIBUTIVE EDUCATION STUDElfrS 

Placement Techniques and Procedures 

Arter the coordinator has ma.de a final selection of the training ., 

stations·, it is necessary that his attention be directed toward the 

actual placement of students on the job so they may begin work. There 

are certain techniques and procedures which the coordinator should 

follow in placing cooperative trainees . 
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The first thing the coordinator needs to do is to determine what 

characteristics and traits the employer prefers in his employees . This 

may be accomplished by observing employees in the business , talking 

with the employees, and confer:lng with the employer. Students will 

f'requently have indicated their desire to work in a particular store 

or job when they filled out the application blank before or during the 

personal interview \lith the coordinator. The coordinator should in.form 

the employer of the students•· interests; discuss their characteristics, 

traits and abilities: and then try to select the students who will be 

sent to apply for the training position. The employer or personnel 

director should be supplied with a record of data. on t he students sent 

for interviet-1s, and this record may be in the form of the students• 

app.lication for distributive training or a data. sheet containing similar 

information. At the same time it is necessary for the coordinator to 

!lrrange to send students to apply f or training so that a student. will 

UTive at the time when it is most convenient for the employer to taJ..k 

~o him .. It is also important for the coordinator to remember that it is 



best for only one student at a time to report for an intervievr. It is 

the belief of' many coordinators that t hey should be t he ones to inform 

the students that they have been aeeepted for employment by a training 

station.. It is therefore, necessary for the coordinator to arrange to 

return to the store and confer ith the employer concerning his final 

choice and then notify the student that he has been selected.l 

The.re may be instances in which the employers will request that the 

coordinator review the registration forms , select the best qualified 

student, and send only the one trainee to the employer . The first few 

times a placement is to be made it is usually better to place t he re

sponsibility for the final selection of students on the employer . 'l'hen 
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if anything does go wrong , the coord.ina tor will not be en ti rel a t f ault . 

After the program has been in operation for s ome time, t he confidence of 

employers will be gained . If' the employers t hen prefer to let the 

coordinator select the students, this procedure may be followed., 2 

Preptring Students !.2.£ Interviews with :Employers 

The coordinator should realize that most high school students know 

very little about how to apply for a job and how to carry on a suceessf'al 

interview. Peca.use of this fact, all students should be coached care

fully in the a rt of applying for a ··ob . Instruction should be given all 

student trainees, even when the training station is practically set up 

md w.1ting for them. Training must be haia.d.led individually where stud ts 

Lr e plaeed in training stations before the school term begins . The student 

1 Texas, 2Il• m., p. 1 6 . 

2 Ivins and Runge, gn. ill,. , p. 308 . 
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should be instru.cted on how to dress , what to say in t he interview, how 

to a.nm1er questions that 'IIJJiY be asked, how to fill out an application 

blank , and what to do as a follow-up t o the interview. M:,st textbooks 

on reta. ing or salesmanship havG chapters devoted to all the details 

needed on t he general topic of how t o apply for and get a job •. It is 

usually wise practice to have the students study this mat erial and t hen 

to test them orally before they are allowed t o apply for t he job •. If 

the coordinator .follows the pol icy of placing students after t he school 

term has begun, then this type of training will become a regular part 

of the elassroom work. 

The coordinator should provide a l etter or card of introduction for 

the s tudent t o take to the employer . Such a message gives the student 

prestige and confidence as he makes his applicati on. I n addition, t he 

letter 0£ introduction aids the employer 1:Jy associating the student with 

the personal data sheet or application blank which should have been 

given to the employer bef'ol'e the interview) 

Students Already Employed !!l Distributive ,Occupations 

Al.most always, the eoordinator organizing a new distributive edu

cation program will have several desirable trainees who are already work

ing i n distributive oceupltions . These students frequently become out

standing trainees, but there are certain precautions which should be 

exercised by the coordinator. Before t hese students ar e enrolled in the 

dis·tributive education program, they must be made to realize t hat it 

.nl l be necessary for them to sacrifice some of t heir freedom and to 

3 !!2!£. , p . 31~ 
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comply with all the rules and regulations imposed by the coordinator for 

the suecessfu.l. operation of the program. In addition, the employer must 

thoroughly understand the purpose, principles, and conditions under which 

the program will operate and be ruling to cooperate in t he same manner 

as the other training sponsors . 

Principles !:2£ the Prwr P.l.acement .Q,! Trainees 

In addition to the placement techniques and procedures which have 

already been discussed, there are certain princi:µl.es the coordiri..at or should 

be awar e of' that will provide added insurance for the proper placement of 

trainees and the sueeessf'u.l operation of the program. 

(1) Send at least twice the number of trainees to apply for t he 
position as the employer has a greed to employ; possibly more 
if the students are available . 

(2) lilke it possi ble for the students to apply for more t han one job. 

(3) Impress upon the students that t hey are in competition with each 
oth-er for the jobs and that the f-..lnal decision is ma.de by the 
employer . 

(4) Counsel with the students who are not accepted for the first job 
they apply f or and stress that it is not a reflection upon their 
ability and that other opportunities of equal value exist. 

(5) Counsel with the students who desire to work in a specif ic job 
or store and a r e not qualified for the position . Attempt to 
guide these students into j obs where they will have the greatest 
chance for suecess . 

(6) \fuenever possible allow the s tudents to apply for the jobs in 
1hich they show the greatest amount of interest~ 

(7) Investigate carefully situations where the trainee will be 
working for parents, relatives, and cl ose friends .4 

4 Alabama, £,E .. s.!1. , p . 10. 
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Preparation Q£. Training .:Eemorand.1.uns 

The training :memorandl'UII. is a ·-1ritt en agreement bet1.rnen t he employer, 

school., students, and t. .a student s ' parent s . I t i s not a J.egsJ. docuroent 

and is in no way binding to any or the pci.rt ies who sign the agreement . 

Thia should be carefully pointed out and clearly understood by everyone . 

If this is not done , it ;nay prevent the cooperation of a desirable employer, 

limit th ... enro lment of the progro.m, and cause future misunde1"'standings . 

The purpose of the t1"ain ng meniorandum is t o outl i ne for t he benefit of 

the s tudent , t he employer, and the coordinat or a def i nite t raining plan . 

The purpose of thj_s me:morandurJ1 is to set f o:rth a plan f or training 
the student, who is interested in r eceiving corelated classroom and 
job instru.et ion in t he :important field of di rrtribu.t ion . The objective 
of the plan is t o organize the t r ai ning on t he best poss i ble basis , 
so thnt ma.x:lLlum J.earrdng and advancement in ef f i ciency may be achieved 
b;r the student . 
Th~ student ag-.rees t o work and st udy dili gently, both when r eceiving 
business experience and when attending school ,. The student also agr ees 
t o take advantage of every opportun t y t o improve i n eff iciency, 
knowledge , and personality in order to quali fy to continue i n his 
chosen occupation as a fall-time employee a t t he end of the training 
period. It is understood that the trainee w111 observe the same 
regulations which apply to other employees . 
The employer agrees to assist t he schools in giving the student well
r ounded t raining by assigning the student to several phases of work 
experience during the t raining period.. Training sponsors, usually 
depar tment heads, may be appointed to direct t he student ' s job train
ing as ea ch phase of the work is assigned ., 
The coordinator trlll assist the employer in carrying out the continuous 
training of the student, and will also conduct the classroom instruc
tion and correlate this i nstructic·n with t he j ob training recetved by 
t he st udent . The Coordinator ha.s eA-plained the beuefitn of Distributive 
Education trai ni ng t o the parents or guardians of t he student, and has 
secured their permission for the student t o r eceive the cla s.sroom 
instruotion and business experience . 5 

; Stat e Board for Vocational Education, Stat e of Texas.,. Distri.bu ive 
duca'tion Traiping M:morandum, p., 1 . 
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The coordinator should, as soon as possible after the student has 

begun to work in the training station, prepare a rough-draft of the 

training experiences and course of study \rl th the employer and training 

sponsors . This should include determining the trainee1s first work 

experiences, determining the introductory instruction the trainee will 

need on the job, planning of the corresponding instruction the student 

will receive in school , and preparing a brief' outline of additional 

training experiences to insure a well-rounded training program for the 

trainee . 'l'he coordinator should also discuss with t he employer t he 

courses of study the trainee will receive in school and show him how t hey 

will be related t ·o the actual work experiences of the student. This 

develops a greater appreciation of the program by the employer and helps 

insure his coopera.tion.6 

In addition to correlating the course of study with the trainee ' s 

work experienees, the coordinator should work out with the employer a 

schedule of ges and hours for the student .. The coordinator should 

point out and try to follow the reconnnendations of the advisory committee 

and keep ~ages uniformly the same for comparable training situations . 

If this is done it will prevent jealousy on the part of trainees, prevent 

misunderstandings by the parents, prevent dissatisfaction by students,. 

and work for harmony among all of the employees ,, This is also a. good 

t ime to a.gain stress the importance of a periodical increase in wages 

for the trainee based on increased efficiency. The coordinator should 

endeaver to keep the hours of the trainee ' s employment consistent with 

6 Texas, Q.E. ~ . , p . 17. 



sound principl e s of vocational tra ining. Students should rarely work more 

than t 1irty..;five hours per week, inclu ing Saturday, since longer hours 

i nter ere with the s t udent ' s school work and may affect the student ' s 

health. 

fter the coordinator ha:J conferred with the employer on t he hours., 

wges, related stu ies, and ' ork SJ,.."P9riences concerning the trainee , he 

should then eomp.let.o i n t r i plicate t..lie t ining memorandum a.nd the 

schedule- of processes as shown in Illustrations VII and VIII on pa.ges 

g2 an 83 nnd return them to the employer for his signature. These a.re 

requ5.rements outlines in the state plan for cooperative pa.rt-time 

distributive educa.t on programs in Te.xas,. 7 

7 Te:xas, g;e. £!1. , p . 19 • 
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ILLUSTRATION VII 

Certificate Awarded----------, 19 __ . 

DISTRtBUTIVE EDUCATION ··,:-RAINING MEMORANDUM 

NAME OF STUDENT __ C_h_a_r_l_e_s .... , _R_._R_o_t_h ____________________ _ 

NA~IE OF BUSINESS FIRM J • C • Penny Company 

NAME OF SCHOOi .. I . Starkville Hi ~h School 
, ' 

. ' ,I, 

The purpose of this memorandum is to set forth · a plan for training the student, who is interested in 

receiving correlated classroom and job instruction in the important field of dist~ibution. 1The objective of 

the plan is to organize the training on th·e best possible basis, so that maximum learning ·and advancement 
. ~ . ' 

in efficiency may be achieved by the student. An outline of the work experje'nces and a course of study 

paralleling these experiences has been planned jointly by the employer and coordinator, as shown on the 

.reverse side of this memorandum. ., 
The student agrees to work and study diligently, both when receiving business experience and when 

attending school. The student also agrees to. take advantage of every opportunity to improve in eff'iciency, 

knowledge, and personality in. order to qualify to contim,ae in his chosen occupation as a full-time employee 

at the end of the trainipg period. It is understo?<f that the trainee will, observe th~ same regulations which, 

apply to other employees. 

The Employer agrees to assist the schools in giving the student well-roqnded training by assigning the 

student to several phases ?f work experience during the training period. · Training sponsors, usually depart

ment heads, may be appointed to direct the · student's job training as each phase of the work is assigned. 

In ·addition to providin~ practical instruction and experience, the employer agrees to pay ,the student 

according to the following plan: 

1. The ~ginning wage will be$ ,45J per hour for 32 hours per week. 

2. A wage adjustmerit based upon the abiltties of the student, and consistent with existing employment 

conditions in ti,e ~upation will be given each 4 months 
(P•rlod) 

The Coordinator will assist the employer i11 carrying out the continuous training of the student, and 
' will al,so conduct the classroom instruction and correlate this instruction with the job training received by 

the student. · The coordinator has explained the benefits of Distributive Education training to the parents 
' ' 

or guardians of the student, and has secured their permission for the student to receive the classroom in

struction and the business experience. 

The training period begins on September 11, , 19~, and extends through the 

. scholastic year ending May 27 • _;_, 1922...._. 

Tt.is plan has been revie·Ned ~nd approved by the Advisory Committee. It may be terminated, for just 

the memorandum, with the understanding that due notice will be given 
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ILLUSTRATION VIII 

In order that the student may receive credit for 
well-rounded practical training, the following ex
periences will be provided the student by the 
employer. 

1. Rece1v1n~ and Mar:{ t ne; or ocedu.re 
a . Checkin~ cartons against h ills 

of l a ding 
b. Making claims fo.r damaged 

merchandise 
c. Checking Merchandise against 

invoi ces 
d. Learninc invoice handlin~ 

proced:1res 11 sed in J. C. Penny 
Stores 

e. Marking n erchandi se in manner 
prescribed by J. c. Penny Store 

~ policies 
Hak inG mark-ups and mark-downs 
under the supervision of receiv 
ing and shipping clerk 

2. Non-selling act i vities on sales 
floor 
a. Stockworl{ hoth in stoclcr oo!'l and 

on sales floor; becoming ac
quainted with J. c. Pennys 1 

procedures for handling all 
types of merchandise 

b. Unit control n anagenent and 
invoice techni~ es for Men's 
':!ear dep '1.rtment 

3. Sell ine merchandise-- tentative 
~lans are to r o t ~te Charles 
t hro11p;h the ~·1en 1 s Accessory nenart 
ment, providing training which wil 
oo s sibly lead to R f ull-time 
position in Men' Wear, a nd t o the 
sellin8 of more expen s ive merchan
d-!_se. 
a. Sel lin~ merchandise to custom

ers . 
b . Clos i n0 sales and 1T1akin:-; sug

c;estions 
c. Telephoni nc customers; build

i nc; a clientele 
d. Observa tion of buyi nG proced

· ures 

4. Department heads will sponsor train 
ing of Charles and Coor dinntor will 
work with t he s sponsors to enr i ch 
experience and t raining g i ven. 

In order that the school may provide practical 
related training, the followin&' specific, individual 
instruction, organized in consultation with em- . 
ployers and training sponsors, will be taught by 
the coordinator. 

1. Recei~ini:i; and i'.ark i ng 
a. Proj ect shee ts providing 

~u ided inst:r-uct ion on legal 
aspects of bill of l ading , 
invoices, procedures for 
making damae;e claims. 

b . Individual stu dy of receiv ing 
and marking , emphasizing tech
niques f or effic ient checking 
and mar king of merchandise 

c. Classroom l ectures on receiving 
and :nar:cine; , po inting out 
how's and why 1 s of receiving 
and mar k ing ' 

2. Non-sell ing i nstruction 
a. Individua l instru ction and 

proj ect shee ts emphasizing 
me thods an d reasons f or a 
stock classificat i on, and 
ways to u tilize storae;e space 
efficiently 

b. Gu ided practice in keep ing 
of unit control an d inventory 
records 

3. Sell i ng 
a. Individual instruction and 

project sheets on merchandise 
instruction conce·rning shirts, 
sox, s 11 its, and a ll o cher 
men's apparel 

b . Part icipation in demonstrations 
of effect i ve selling; correct
i on of f~aty selling tech
niq·.1e s. Individ-...ial cuidnnce 
in correct selling me thods 

c. Instruction in selling men's 
wear. 

4. The coordinator will cooperate 
wi th the Department head sponsoring 
the student and ·will check the 
authenticityof materials u sed in 
training this student to be a more 
valuable employee for -7 . c. P~nny 
Company. 



CHAPI'ER XI 

PREPARATION OF DISTRIBUTIVE EDUCATI ON CLASSROO ·1 AND TRAINING MATERIALS 

~ of Classroom Needed f2!: Distributive Education Classes 

The beginning eoordinator will .frequently have too little a pa.rt in 

the selection and assignment of a classroom for distributive education 

~raining. The sehool administration will often clean out a room t hat has 

been used for storage, select a small classroom. that is used very little, 

or some other room in an out of the way place and call it the distributive 

education elassroom. This is an undesirable situation and usually creates 

an obstacle which it is difficult for the distributive education program 

to compensate for because of the refiection which is cast upon the classes . 

It creates a feeling among the students that the training is insignificant, 

unimportant, and designed for the problem students who encounter difficul

ties in the regular aeademie courses offered in the school ' s curriculum. 

For this reason, the beginning coordinator should have a well defined idea 

concerning the type of classroom which should be nade available for distri.-

butive education training and thus prevent a sti~ becoming attached to 

the program which could very easily result in its failure .1 

A large, well-lighted classroom should be selected and assigned to 

the coordinator by the high school principtl. for the distributive education 

f)rogram. . In this classroom the coordinator can teach both the related 

subjects and the individualized study phases of the distributive education 

tlasses . illustration II on page $6 shows a classroom planned for the 

iistributive education classes . 

1 -
FJ..orida, ~ . ill. , p . 24. 
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Car e should be taken in locating the sales training classroom. Since 
much of the work is supervised study and individual instruction, 
close prorl.mity to the band practice room or a machine shop is un- , 
desirabl e . On ·the other hand, if t he room has a display window 
facing the corridor, the corridor should be one used as a lllB.jor 
student traffic lane . Such a window supplies an opportunity for 
students to prepar e window displays much as they are in a store. 
It al so attracts favorable attention to the sales training program. 
The room should have an adjoining office for the coordinator. It 
need not be l a rge, but it should be in good taste . The office will 
s erve as a meeting place vrl. th merchants who visit the school , a 
place to interview students -and adult enrollees to sales classes , 
a place to counsel students, and a much needed base for the coordi
nator from which to operate . It should have a telephone and an exit 
to the corridor. 
At one end of the room should be a modern combination of wrapping 
counter, display case, and wall cabinet dis.play fixture . These 
facilities enrich training by providing a realistic atmosphere for 
sales practice and merchandise display. It is important that dis
play cases be well lighted. Tables for students should be provided. 
These work- class tables should be light and easily moved so that 
students may use them in any part of the room. The room should be 
well supplied with eTectrical outlets f or use in display lighting 
and also for cash register and motion picture projector eonneetion.2 

Arrangemen;t Et Classroom Furniture 

The U-shape placement of tables with chairs on the outside is eon-

sidered by many coordinators to be the best arrangement for classes in 

iistributive education . Tables are preferred to the old- style desk and 

:Jeat . They have many advantages . An informal atmosphere is established 

:md the conference and discussion methods of teaching can be used readily. 

?or individual study and projects, the students will have much more roam 

Ln which to work . Co:mmi.ttee and group work can be carried on . The 

,oordinator1s esk should be bet\veen the tips of the U and slightly outside 

Jie encl osed s~ee . The student tables and chairs should be placed so the 

.ight will not glare directly from t he windows . As the class progresses, 

2 State Board for Vocational Education , State of Washington,, Detailed. 
rawings !2£. Distributive F.duca.tion Classrooms, p •. 1 . 
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the tables and chairs may be rearranged to suit best the needs of the 

group) 

Factors ~ ~ Considered !gi: Desirable ~ Arrangement 
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The following f a ctors should be considered by the coordinator in the 

arrangement of the distr ibutive edueation classroom •. 

(1) Books should be easily aceessible to students . 

(2 ) Tables and chairs should be arranged so that there will not 
be congestion in certain parts of the room. 

(3) Teacher's desk should be located so that it is accessible 
from 8IJ:Y: portion of' the room. 

(4) Tables and chairs should be so arranged tha t the teacher 
has f'ree. passage to all seating positions in t he room. 

(5) Book shelves should be open type and a great length rather 
than height, so that books are accessible to greater numbers 
of students a t once . 

(6) Compartment cabinet facilities should be provided for each 
student •s notebook . Compartments and notebooks should be 
properly labeled. 

(7) Natural light should be utilized to the mrud.Inum.4 

3ecuring Instruction M:tterials 

The coordinator will be able to prepar e a list of t rai.rd.ng materials 

rhich will be needed for instruction in the distributive education classes 

Ls soon as the placement of student trainees has been completed. This 

.ist of materials vill supplement the budget of supplies which should 

rave been diseussed previously m. th the superintendent of schools 

1hortly after the coordinator ' s arrival for work . 

3 Ivins and Runge, 2.12. £.ti . , p . 1 77 . 

4 Alabama, .QE. ill•, p . 13. 
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The eooTdinator can secure lists and bibliographies of distributive 

education training materials, sueh as books , manuals, trade journals , 

magazines, workbooks, film strips, motion pictures, and display kits from 

a wide variety of sources . Commercial publishing companies, school supply 

firms, book depositories , college libraries , and state boards of education 

have prepared bibliographies which ar e available to coordinators and they 

can usually be obtained by writing a letter or request . One of the best 

sourees of information concerning the various distributive education train-

ing materials for beginning coordinators in Texas is, t1A Bibliography of 

Distributive Education Training Mat erial . tr This manual can be obtained 

from the University of Texas, Division of Extension, or Texas Education 

Agency, Division for Vocational Education , Austin, Texas . 

A wealth of instructional materials is available from large retail 

fims, manufacturing companies, wholesale supply houses , trade associ

ations, and service organizations, and most o:f t his material is free or 

t he cost involved is nominal . 

Factors to ~ Considered !B, Ordering Training Materials 

The :following factors should be helpful to the coordinator in ordering 

tra ining materials for distributive education classes . 

(1 ) As much material. as possible should be ordered in time to have 
it ready for students to use the first week of school . 

(2) All books should be ordered on approval and those which are not 
suitable should be rejected. Rea.sons why books a r e rejected are 
because they are often too old , highly technical , elementary, 
and not applicable to the occupation for which they were ordered. 

(3) Books which cost too much should be avoided. 

(4) Consult training sponsors, employers, and advisory committee 
members for suggestions on good books, trade journals , and 
other training materials . 



(5) When books are received and accepted., they should be properly 
labeled and indexed . Enlist the aid of the school library staff 
for this job. 

(6) Provisions should be made so ~hat additional materials may be 
purehased as they are needed. 

6 
.Alabama, 2l2• gll. , p. 15. 
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CHAPTER XII 

TEACHING OF RELATED SUBJECTS IN DISTRIBUTIVE EDUCATION 

One of the most important and difficult ~s of the coordinator•s 

job is the provision for school training that is directly related to the 

occupation of each student trainee enrolled in the cooperative part-time 

program. Distributive education is a training program and not just a 

means of finding employment for high school students . The program eannot 

be justified unless it offers the rela ted instruction and vocational in

instruction needed by those engaged i n or preparing :for employment . The 

coordinator must real:i.ze t ha t the program is not complete nor can it_.be 

suceessM y operated i thout the provision for teaching the t e.chnical 

i nformation relating to the individual student learner ''s occupa.t:i,.on. 

De.f'inition . .Q!. Related Subjects !a Distributive Fducation 
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Rela ted sub eets in. distributive education are those t hat have as 

t-heir purpose the broadening of the vocational knowledge, understanding, 

nora.le, and judgment of the trainee. These subjects do not make use of 

nat erials which are individualized to meet the needs of each student on 

:1is j ob directly. The materials presented "W'ill vary in degree from direct 

rela tionshi p to only job information . l>bst related subjects are usually 

!;aught from textbooks and manuals in t he usual manner of subject-matter 

~ourses . 

The related subj ects taught i n distributive education classes in the 

ligh schools of Tem.s a 1·e divlded into t vo years of study. Related subjects 

:.aught in Distributive F,duca. tion I include: 

(1) Sch0ol- Store Relationships 

(2) Store Salesmanship 



(3) store M:!.thmatics 

(4) Store Speech 

(5) Store Organization 

Related subjects taught in Distributive Education II include: 

(1) Retail Store Operation 

(2) Store Advertising and Promotion 

(3 ) Show Card Lettering and Window Displays 

(4) Retail Store Personnel Administration 

(5) Business Law 

(6) Economics of Distribution1 

reaching Methods !2!, Di stributive Education Related Subjects 
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There is a wide variety of methods available to the teacher-coordinator 

~or the presentation of related subject matter to the student trainees. 

:'he type of teaching method to be used in the presentation of a classroom 

.esson should depend on several important factors . These factors are : 

(1) The type of subject matter being presented. 

(2) Teaching equipnent available . 

(3) Needs , interests , and abilit ies of the students . 

(4) Teaching abilities of the instructor. 

The following are some of the teaching methods commonly used in 

~esenting the subject matter to trainees along with suggestions which 

tould be helpful to the coordinator. 

(1) Glass discussion of problems- Class discussion is a good method 
for solving the problems encountered by the students in their store 

l Te:xas, 2!?.• lli•, p . 21 . 

' 
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practice . This may be accomplished by setting aside a definite 
p:1.rt of each days recitation period, setting aside a definite 
period eaeh week, or by discussion of the problems incidentally 
as the oeeasion may arise . 

(2) Demonstrations by pupils and teacher- Demonstrations are effective 
in the presentation of materials pertaining to sales or retail 
salesmanship. A rating sheet is often used and then a 9-iscussion 
held concerning the str ng points in the demonstr ation and also 
those phases that need improving. 

(3) Text and reference assignments and subsequent class discussion
This is the most eommonly used teaching method for academic 
courses and can be used effectively for most related subjects when 
good books are available . 

(4) Assignment of problems- This teaching method can probably be used 
most effectively in vocational individualized study classes; but 
is also effective in teaching store arithmetic , store layout., 
advertising, and similar units in the course of study. 

(5) Talks by business men- Store managers and personnel directors can 
f r equentl y assist in the presentation of related subject matter 
such as salesmanship, store organization, and store operation. 

(6) Visual aids- Films are desirable teaching aids so long as they 
fit the curriculum or problem at hand . Don't have a picture as 
a.n entertainment feature, but it should be tied in with the 
discussion . Films are good teaching aids , but not a substitute 
for the teacher . 

(7) Lectures by teacher- Lectures are effective when used in con
juction with other teaching methods, but they should not be 
u.aed to extensively. 

(8) Oral and written reports- These may be used effectively in 
teaching store speech and in talking about activities and 
experiences in the stores . 

(9) Field trips- Field trips ar e interesting and effective for the 
presentation of display, advertising, and operation units in 
the course of study. 

(10) Case studies- These are used considerab.ly in studying business 
l aw and are also effective in teaching sales management and 
personnel administration .2 

2 M. J. DeBenning, ! Teaching Outl ine for~ Improvement of Teaching 
istrlbutive Education, p. 3 . 



!!2!! to ~ ~ Present ~ Rela ted Subject Lesson 

Regardless of the teaching method employed by the coordinator, he 

cannot go t o the class unprepiu:od and a equately t each. He must know 

exactly what he will teach and how he will teach .. To do t his , the 

coordinator must know how t o plan and present a lesson. The following 

are s ome factors which should be helpful in the planning of an effective 

lesson. 

(1 ) Salect subject matter to conform to objectives of the course
Select subject matt er-which contributes to the knowledge that 
students are expected to acquire . 

(2 ) Determi ne the specific objectives of t.lie lesson- The objective 
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or ai.m of each lesson s hould be clea~-cut and specificaJ.ly stated . 

(.3) Arrange subject matter in order of learning diffiC'Ul.ty- Students 
ahoul.d learn, step by step, from the simple f'unda.mentels to the 
more di.ffi.eult phases of work . 

(4) Have more than enough material for the time available- A good 
class may learn the presented subject .matter quickly, thus the 
instruetor r nds himself out or material and must mark t:iJ:ne until 
the period ends . 

(5) Select teaching methods to be used- Same methods are more eff'ee
tive than others depending upon the type of l esson. 

(6) Select all instruction devices to be used- Good t e..aching aids 
add interest and effectiveness to the lesson. 

(7) Dense means for securing student participation ... AU lea.ming 
requires activity; mentaJ., physicaJ., or both. 

(8) Plan means for arousing interest in the lesson- A good teacher 
not only prepares his own lesson, but he also prepares h.i.s 
students to receive it . 

(9) Select references for further study- A l ist of r eferences should 
be included in every l esson plan and may be given to students 
t.o study. 

(10) Mike provisions for explaining new words and terms- New words 
and te.rms should be explained when used for the first tima .. 

(11) Select main points for summarizing- A SUllllllary should be made 
at the close of every lesson. 



(12) l•:hke provision for testing- Both during and after a class the 
teacher should always deten.nine if the students have learned 
the material . 

(13) Determine speci~ic assignments- Any assi enments should be 
included in the lesson plan . 

(14) Write the lesson plan- All lesson plans should be carefully 
written to insure a complete coverage of the material .3 
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The foll owing criteria will be help:f'ul to the coordinator in carrying 

:>ut and presenting a related subject l esson .. 

(1) Follow the lesson plan- It is t he instructor's blueprint of the 
j ob to be aceomp1ished. 

(2) Use showmanship to arouse and ma:tnta.in interest- Instructor 
should have pep and enthusiasm and should use occasionvl. bits 
of humor and other qualities of showmanship during his presenta
tion . 

(3) Stand while teaching l e.r ge groups- Instructor must be able to 
see his students and observe their reactions during the presenta
tion. He should talk directly to the class and not into space or 
to a hlackboar d. 

(4 ) M.tlre certain that the class understands each point before leaving 
it- Instructor can test their understanding by asking specific 
questions . 

(5) Do not retard group progress for a few who do not understand.,. 
Too much time spent explaining a point to a few sl ow students 
loses interest of the group in the l esson. 

(6) See that any note-taking is significant and not a chore... Student 
should bi r equired to take notes only when they will prove 
helpful . 

'eaching lvb.terials ·~ F.QuiJ;!Il2nt fo~ Related Subjects. 

In order for the coordinator-teacher to be able to perfo.rm an effee

,ive teaching assigmnent of related subjects, it is necessary that at 

east a minimum amount of materials and equipnent be available £or the 

3 ~ ., p,. 8. 
4 Ibid., p. 6. 



students t o use . Eaeh student enrolled in distributive educati on should 

have access to the state adopted textbook, Retail Merchandising, by 

Walters, Wingate, and Rowse, The South-Western Publishing Company, 

Cincinnati , Ohio . In addition to the adopted textbook, ot her reference 

bocks per t.."l.ining to t he related subject s should be a:vailable t o the students 

in t he classroom library. Also current business magazines and t rade 

journals are very helpf'til.. in the effective teaching of rela t ed subjects . 

Many of these :rnagazine·s can be obtained free from bus i ness organizations , 

civic or ga.ni Y:ttions , · d individuals in t he commu:n.ity if the coordinator 

~11 a sk t hat they be saved f or t he dist r ibutive education classes . 

A recent survey was made in connection with this s t udy of sixty- nine 

iistrlbutive education progranis in Texas high schools t o det 0nnine the 

'lumber of' books, magazines, and trade journals necessary for an adequate 

~lassroom l ibra ry. This survey disc..losed tha t wi de va-riati ons erlst among 

~he sehools in regards t o availabl e library f acilities in the classroom. 

[ t was disclosed, hOW'ever, t hat of' the distributive education classrooms 

,quipped vith libraries most of' them contained a t least twenty different 

·eference books and t he most representative libraries contained from fifty 

;o sevl':)1:rty-five different publications . In regards to the trade journals 

nd magazines the survey d:i.sclosed that the most connnon number of pe.ri-

idie.ils contained in the cla ssroom l;lbra.ries was from ten to fifteen 
. i • 

ru.blica.tions of various kinds . The complete results of this survey are 

hown in TabJ_3s .V and VI on pages 9'i' and 98 . 

Classroom equip:nent for the r el a ted subjects has an important bearing 

n the teaching methods the instr uc tor can use . The bulletin board is one 



TABLE V 

SI ZE OF DISTRIBUTIV'.8 EDUCATI ON CLASSROOH LI BRARIES nr SIXTY- NINE TEXAS HIGH 

SCHOOLS , ACCORDHfG TO THE NUMBER OF DIFFERENT REFERENCE OOOKS AVAILABLE 

Number of Di fferent Reference :Books Wamber of Schools 

None 10 

1 to 5 volumes 0 

6 t o 10 volumes 6 

11 to 15 volumes 6 

16 to 20 vol umes 11 

21 to 25 volumes 7 

26 t o ;o vol'l.llnas 10 

51 to 75 vol umes 13 

76 t o 100 volumes 4 

Over a 100 volumes 2 

, ::;, 
-...J 



TABLE VI 

SIZE OF DISTRIBUTIVE EDUCATION CLASSROOM LIBRARIES I N SIXTY-IUNE TEXAS HIGH SCHOOLS, 

ACCORDI NG TO THE NtThmER OF DIFFERENT l'iAGAZI NES AND TRADE JOURNALS AVAILABLE 

Number of Different Magazines 
and Trade Journals 

None 

1 to ; magazines 

6 to 10 magazines 

11 to 15 magazines 

16 to 20 magazines 

21 to 25 magazines 

Over 25 magazines 

Number of Schools 

10 

16 

14 

22 

6 

1 

0 

'° co. 
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or the most effective teaching a ids the classroom. can contain if it is used 

properly by the teacher and the students . M::>tion picture and slide film 

projectors ean very often be used by the instructor to perform an interest

ing and worthwhile teaching assignment of related subjects . other equiP

ment which is very desirable in the distributive education classroom is a 

ca.sh register , wrapping counter, display case, wire recorder, and record 

player . This equipment not only gives the classroom. the retailing atmos

phere , but it is very useful in perfoming demonstrations under simulated 

store conditions . Also, actual performance tests such as wrapping of 

packages is possible to det ermine the proficiency of students in the per

formance of these operations . 

A recent survey was made i n connection wit h this study of sixty-nine 

distr ibutive education programs in Texas high schools to determine the 

equipment in or available to distributive education coordinators . Thi s 

survey disclosed tha t t here is a ride variation in the amount of equipment 

availabl e in the distributive education programs in the various schools . 

It was observed that most o.f the achools have available tables and chairs, 

filing cabinets, bull etin boards , bookcases, compartment cabinets, magazine 

stands . motion picture projectors, slide film projectors, and typewriters 

,rhich should be regarded as the essential equipnent necessary .for the 

:Ja tisfactory teaching of the related distributive education course of study. 

The complete results of this survey are shmm in Table VII on page 100. 

w-aluation 9!, Trainees !!!, th.e Rela ted Sub.1ects Classes 

I£ the coordinator is to determine the effectiveness of his teaching 

!ethods and techniques, it is necessary that an evaluation or measurement 

>e ma.de of the s tudentst work in the related studies class . There are 



TABLE VII 

EQUIPMENT IN OR AVAILABLE 'IO DISTRIBUTIVE EDUCATION 

CLASSROOMS IN SIXTY-NI NE TEXAS HIGH SCHOOLS 

Number . of Schonls 
Types of Equipment With Without 

Tables and Chairs 50 19 
Steel Filing Cabinets 51 18 

ll.tl.letin Boards 58 I 11 

Bookcases 64 5 

Classroom Libraries 59 10 

Compartment Cabinets 40 29 
Magazine Display Stands 49 20 

Sound M::,tion Picture P"J."'ojector 57 I 12 

Slide Film Projector 42 27 

Record Player 16 53 
Wire or Tape Recorder .32 37 
Type'W'ritar 48 21 

Classroom Displ ay Cases and Counters 8 61 
Cash R.egiste.rs 2 67 

I-' 
0 
0 
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several ways tha.t t his can be accomplished, but the method which is still 

the most extensively used and probably with the best results is the use of 

teacher ma . e tests over the subject matter which ho..s been studied in class-

room l essons . 

The testing of students by written e:xmnination has three distinct 

purposes . 

(1) Tests are used to correct Yea.knesses- Tests are used to locate 
and eorreet weaknesses in learning on the pa.rt of the students 
and to locate the ea.knesses in teaching on the part of t he 
instructor . 

(2) Tests ar e used to provide incentives- Tests provide students 
with the urge to study and as a result are excellent motivating 
devices . 

(3) Test provide a means for comparison- Through tests the coordi
nator can compare the quality and quantity of t he subject matter 
l earned by any individual or class . This is a oo.sis upon which 
grades ean be assigned . Tests can be used to determine if the 
objectives of the course have been reached. 5 

The merits of different types of tests have long been a controversial 

issue among educators. Many regard essay tests as the ideal type of tests 

because they require the students to think and organize their thoughts in 

Logical continuity. Still others regard essay tests as poor because the 

results cannot be unif'om.ly evaluated . There are likewise arguments pro 

t.nd eon regarding the objective type of tests. 

A survey was made in connection with this study of sixty- nine distri-

,utive education programs in Texas high schools to determine the type of 

:ests used in dist:ributive education classes . This survey shows t hat 

.ost coordinators r egard the combination objective and essay test as the 

.ost e:f'f eeti ve . They are used more extensively t han any other t :rpe . The 

5 
~ . , p . 20 . 



TABLE VIII 

TYPES OF EXAI{[NATIONS PREFERRED BY DISTRIBUTIVE EDUCA'I'I ON 

COORDINATORS IN SIXTY- NINE TEY..,.-\3 HIGH SCHOQ(.S 

Type of Examination 

Essay 

Objective 

Combination of essay and Objeetivo 

Case Studies 

other s 

Number of Schools 

5 

9 

51 

0 

4 

I-' 

2 
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results of t his survey are shm-. ' n Table VIII on page 102. 

The im rtant factor for t he beglnning coordinator to realize i s that 

e.n effective !!leans of eva ua.ting the relat ed subjects class is necessary 

and shoulr be evelope • Other methods which :have roved to be effective 

1n the evaluation of distri' tive education classes include: 

(1) Student reports and progress- Since the students in t he cl.ass are 

the center of the whole program, they should be the first to say whether it 

i s good or not . F.a.ch enrollee should tell the coordinator how effective the 

class and on- the- job training were for him. This can be done at the close 

of the school year through the use of a questionnair e or personal interview. 

(2) Employer reactions- .Another means of measuring t he effectiveness 

of the distributive education cl.a sses is to obtain statements and judgments 

from the employe.rs in charge of the training stations . These persons are 

in the bes t pos ition to judge the ability and progress of the student 

t rainees and to test the effectiveness of the traini ng program as a whole . 

(3) Pa.rent s , advisory committees, labor groups, and others r eports on 

the program- Any person connected with and interested in t he distributive 

education program may write letters or tel l t he school officials what they 

think of the course as i t is operated. All such reports will help to 

evaluate ancl describe t he status of t he program in the community ., 

(4) School admini..,tration, school f acult y , and nupervisor reports

ilhen t he coordinator can obtain a statement of judgment from one of these 

persons, he may incorporate i t with t he rest of his data for evaluation., 

!'he coordinator should realize, however, that much of the value of such 

,xpressions of. opinion will depon,l upon the circumstances under which 

~hey were obtai ned. 6 

6 Ivins and Runge, 2l2• £11. , p. 408. 



1 ·• 

CHAPT~R llII 

TEACHTIW OF I NDIVIDUALIZED SUBJECTS I N DISTRIBUTIVE EDUCATION 

Definition Q! Individualized Subjects !.!l Distributive Education 

One of the first essentials for providing classroom instruction based 

on job needs is the individualized study period in school . The individu-

alized subjects ar e often referred to as the vocational subjects because 

they involve a study of specific working practices of an occupation for 

the purpose of increasing the skill , technical knowledge, occupational 

information . judgment , or attitude of workers engaged in that specific 

occupation . This type of class instruction should be worked out on an 

individual student ro.sis . The amount of time given t o individuali zed study 

will vary in different schools . This depends on a number of factors, such 

as experience and oo.ckground of the coordinator, number of students in the 

class , varlety of occupations represented, length of the distributive 

education class period, instructional mat erials available, and skill of 

the coordinator as an instructor. Most experienced coordinators recOlll

mend that the students• t ime in distributive education classes be about 

equal d..1. · ded between the stud...,. of related subject s and individualized 

or vocational study.I 

M9thods ~ Technigues Used i!l Teaching .the In .i viduaJ..ized Study 

A roo.l pro J.em f'aeing the beginning coordinator i s -1hat to do and how 

to ea ry on the individualized study period. A number of techniques are 

oow being used in ~.rious distribut i ve education programs in Texas to 

l I · n...- • t 3~ vins an, .11.u.uge , 9.12 • .£,;!;_., :r. ;,JJA 
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provide the necessar:r individual. instruction . 

A~_ a begiwing, the eoordina.tor must obtain a schedule of processes, 

such as t hose outlined on_ tjle reverse side of the training memorandums and 

shown in lllU$tration VIII on page 83 ~ These will show what the student 

is doing on the job and the type ot information, skill , or attitude which 

is needed fo.r study by ea.ch student in order to inerease their job effi

ciency. From his sehedule of processes, each student with the help of the 

eoordinator and the emple:zyer should select the topics for study in the 

individualized subject period. For example, a student working in the menis 

furnishings department o:f a clothing store may need to acquire merclvmdise 

information about men ' s wear. By starting with job needs, the student 

will have individual vocational objectives for all study in the individu

alized subjects class . The job of the coordinator is then to provide study 

materials, make assignments, and to ass ist the student as much as possible 

i n assignment prepa.ration.2 

trWbat type of individualized assignments do you make?", is a question 

frequently aske d by beginning coordinators . There are several different 

t ypes of effective individual study methods used by coordinators in 'l'e:xas 

cooperative r;art- time programs . 

(1) Prepared assignment sheets- The Distributive F.ducation Service 

of Texas has worked out a number of bulletins and manuals covering the 

ietails of the more common occupations in distribution. These manuals 

iave been prepared by analysis of the information and skills a worker 

2 Ibid . , p . 362 -~ 



oL assi :t sheets fer tho 1nd1'11iduBl student.- These are worked out 

with ref tnces., uplanat1ons, question., projects, end :C'ther lea.rning 

act:tv! ties .. 

r r.aa.nual is sh in filuatration X on pa.go 107 

realiM that the prop:i;rot:ton or indi-

in ,each oeeupation is at 

begun only r tly and 1 t- will be same time fore all the common ooopn--

Beoaus of th1 fact, it is · 

(2) Aeti'Vi ty wa.m.tliUi,,I, 

E>.f individuzd llla'Wtl, 

. ·cord books, and workbooks..... '!he second ~ 

condu.eted through the use of various 

tar e dif'fl . nt f'l'Cm. the assi ont · sots,. Mmy o£ the YOrk 

~rc:i es :required i.".l - e boakB a.re more applicable to groups oE student 

~rain than -oo indiv.tdu.ala. Assi~s w:t1l be \larked out~ tor mmllplot 

_..,......,., y invol . s a study of some probl from on-th job aati~Ues. 

:Svtm good ,~al r1icbooks: bnvo been !)l"epired to help the oooroinator 

li · ot eti vl:t1 rs. 



ILLUSTRATION X 

ASSIGNMENT SHEET FROM ME:NtS WEAR MANUAL 

107 

Subject: M3n ts Knit Unden1ear 

Referenees: !!m and Pointers ~ UndeN r Dealers and Salesmen, Cooper 
Underwear Comp.my, pp . 91- 93 .. 
Behind ~ Label , Mlrgaret Dana, pp• 129....145 
Textile. Fabrics, Wingate, PP• .338- 339 

llixp].anation: You ar e now: entering a very important phase of selling men ' s 
· wear, Comfort is one of the prime considerations , and, if 

you can help the crustOJller select a more comfortable fit, 
you have done him a .favor, Remember t hat t he inf'omation 
you are searching for now is to enable you to help the 
customer- not tell him. You must know your merchandise 
il you give the customer the proper assistance in making 
a selection that will please him. 

App.l ieations, (1) What types of knit underwear are handled in your train
ing station? 

Qµ.e stions: 

(2) List the seasons of the year, and the weight and style 
or underwear, you would recommend in 7our locality for 
(a) inside work , (b) outsi de work:, (e) sports wear, 
(d) dress . 

1 . What advantages does knit underwear have over woven underwear? 

2. Since advantages ar e selling points, whi eh of t he above advantages 
would you use as sel ling points when a customer asks for woven unde?'W'ear? 

3. What a.re t he different parts of underwear that contribute to the comfort 
or discomfort of the wearer? 

4. . Wha t a r e s ome of the adventa.ges tha t quality knit undel.'\,Jear has over 
the cheaper knit garments? 

5. Wha t advantages are offered by the various lengths of legs and anns 
in knit underwear? 

, . Other than style, w:hat ar e the selling points f'or men ' s one- piece knit 
underwear? 

7. What weight and style one- piece knit suit corresponds to BVD woven 
undar.1ear so far as confort in hot weat her is concerned? 

I., What facts should be taken into consideration when you a.re asked by a 
customer to suggest underwear that would be better suited to his 
particular case than the type he is wearing? 
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and award prizes to the students making the best manuals . 

(5) Individual conferences between the coordinator and students ... 

In addition to using the four types of study methods already discussed, 

the coordinator must devote some of his time to indivi dual conferences with 

t :rainees dur-i ng the vocation class per.lod. The indi.vidual. conferences 

E!hould be concerned with the on-the•job problems and needs of the student 

trainees. If a visit has been made by the coordinator to the training 

station of the student, and if' neacled additions or changes in the train

ing routine of the student have been observed, the coordinator will want 

to talk about them with the students in a priva te conference . These and 

other .situationa will make the indiv:lduaJ. conference a valuable teaching 

procedure . Conferences are important in the general planning of what the 

etudent is to do, vocational counseling and guidance , and other matters 

pertaining to the trainee.•s job, career, and personal problems) 

jriteria for the Effective Conduct ;.2! Individualized Study Classes, 

There a.re certain f actors which the coordinator should try to 

:>bserve in the teaching of the vocational classes . If these are follow·ed., 

~hey should add to the effeetivenes s of classroom techniques and help the 

1tudents become more efficient in t he performance of thei r specific 

>ccupation. 

(l) Select a s si gnments t hat conform t o objectives- Only assignments 
that contribute to the vocation ob jectives should be selected. 

(2) Provide for cooperative projects- One of the common course 
objectives is to provide experiences in wor king wit h others . 
Provide assignments on which several member s or the entire class 
may work together. 

3 Stat e Department of Education, State o.f Florida; Diversified 
ooperative Training Prograpi i!l Florida Public Schoole, p . 47. 



(.3) Use your initiative- Initiative should be used. in attempt ing 
to improve the methods used in classroom. instruction and 8.lso 
develop new ones . 

(') Develop 1:nterest by relating the s tudent's assigllillents with 
a future application- Students are curl.ous and they want to 
know why they are asked to work and as signment . 

(5) Never do the assignment for the students, but guide them. in 
solving their own. problems- Students learn best by doing 
the job themselves . 

no 

(6) When crltj_ei zing an assignment, always explain hy it does not 
meet proper standards 'and how i t can be -impr oved.. To maintain 
the student 's interest c:.nd satisfaction., it is est to compli
ment him upon the good points of his work before constructively 
criticizing. 

(7) Commend students for outstanding work and-effort- It is not 
enough to tell a student when be is wrong~ comment on good 
work and effort. 

(8) Instill competitive spirit by posting wor.r and aeeomplishment 
charts- Select good work and display it as an example for 
l ess skillful and slower students . 

(9) Goard against the practicing and developing of bad work habits~ 
Practice does not make perfect, only perfect pract ice makes for 
perfection.. · 

(10) Provide assignments for slow, aver.age, and fast students
Provision for individual differences is fundamental to good 
teaching.4 

4 De Banning, .2J?,. £!1. , p_. 31 . 
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CHAPI'ER XIV 

COORDINATION OF A BEGINNING DISTRIBUTIVE EDUCATION PROGRAM 

Coordination Defined 

In order to relate the in-school instruction and study with the 

student-learnerls work on the job, the coordinator must visit the train-

ing stations at regol.ar intervals. This process of visiting t he train

ing agencies, conferring with the employers and employees, observing the 

student learner-a, and talking to them on the job is ca.l.led coordination. 

With the information: gained on coordination visits, the coordinator is 

able to devalop his classroom course of study and to make his assignments 

of raJ.e.ted subject matter parallel , correlate, and supplement t..ne per

forms.nee of the student on the job.I 

Need !2! g<>orgimtion 

Follow...up and supervision in the cooperative pa.rt-time distributive 

education program should be regarded by the coordinator as one of his 

fore.most duties . He should have a clear understanding and appreciation 

of the need for coordination as well as its scope and objective . The 

follouing objectives should be achieved by the coordinator through 

coordination activities. 

(1) To prevent exploitation of student-J.eamers . 

(2) To enable direct application of instruction received in school 
to that received on the job. 

(3) To determine progress of student-learners on the job. 

(4) To help solve immediate student-learner problems which a.rise 
on the job. 

(5) To enable t he coordinator to broaden his knowledge of business 
practices and job requirements . 

1 Ivins and Runge, .21?:• ~ . , p., 324. 



(6) To secure knowledge of job-training atmosphere and working 
conditions . 

(7) To increase the coordino.tor•s ability to t hink from the 
employer's viewpoint rather t han from an academic viewpoint . 

(8) To bring immediate attention to all complaints regarding the 
training program. 

( 9) To eh eek on student-learners • work habits and att itudes . 
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(10) To determine employers ' and employees f reactions to the program. 

(11) To promote cooperation of employees and employers with the 
school . 

(12) To establish and fix definite rE>,.la.tionsm.ps with- a.11 training 
agencies interested in the program. 

(13) To secure sources of instructional material and to secure trade 
and occupational informa.tion from the employer as to student ' s 
needs . 

(14) To provide for occupational adjustment of t rainee when they 
have been misplaced. 

(15) To bui .d goodw'ill for the school and the distributive education 
program. 2 

i'reguenex ~ Scheduling ~ Coordination Visits 

~hny f actors vr:i.11 affect the number of visits mn.de by a coordinator 

,o training agi9lleies . The number of t rainees, distance of training 

1ta.tions from school, seasons of t he year, other duties of the coordi-

a tor, and l ocal rush business periods are some of these f actors.. The 

umber of coordination visits will vary f r om once or titlce a week in 

ome programs to possible once a. month in others. Most coordinators visit 

ac.h training station at least once every two weeks and mnny of them at 

as.st once a week . M:ist of the coordinators .feel that there is a high 

2 Rakestraw, 212• e1 t . , p . 51 . 
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eorrelation between the effectiveness of' the coordination activities and 

the over-all success of the distributive education program. 

The best pra.ctices now seem t o show that a coor dinator should keep 

close contact with students at the start of the classes in the fall . 

These close coordination activities should continue until the employer 

has a good understanding of what is to be done and is carrying out his 

responsibil ities and until the trainees have demonstrated interest in 

their jobs and displayed sufi"ieient ability to insure ·their acceptance 

by the training aponsor and employer. When this has been acoomp1ished 

and as the school year progresses, the coordination visits may then be 

made less frequently. Much judgment will need to be excercised by the 

coordinator because each employer and trainee should be t r eated according 

to the de1nands. of the situation, if the needs of t he students are to be 

met ef~e-0tively. 

Because most of the distributive education trainees will receive 

their work experience in the a.i'ternoons, it is necessary that the co.. 

ordinators do most of their coordiDa.tion during the afternoon periods . 

The beginning coordinator will soon discover that i.t is difficult to see 

the employers and training sponsors between 12: 00 and 1 :1 ... 5 P. M. This 

ls because lunch hours in the retail stores are staggered and the skeleton 

roree is usually busy until all "!:.he personnel has returned. Unless the 

::coordinator selects the appropriate days and time of day for his coordi-

1a tion calls, much of his time may be wasted in waiting . 

There a.re two general policies t hat may be followed by coordinators 

.n working out a. schedule o:f visits to t raining a gencies . One ma.kes no 

)revision for an organized plan or def'inite schedule ., In this case, the 



coordinator JNJ.y go to those agencies needing the lllost a tention f'irst and 

see otJ:i..ers as he thinks necessary . This as a rule is not a. good plan to 

follov, since a coordinator may spend mcst of his time in t he tri:dning 

· tations tthere he has close r-lends or where things are running most 

Silloot:tLly. Without a finite schedu;..e of planned visits , the coordinator 

may ~llm·t problems to arise on student jobs that could have been avoided 

had a visit been mn.de sooner . The other proce ure is for the coordinator 

to work out a oo.sic plan o:f coordination visits . Each t raining station 

should be l iste . an . caref'ully che.c rnd to be sure thnt all are seen at 

stated intervals .. minimum number of visits in a certain period should 

be decided upon . If more visits a.re needed in certain training agencies , 

they should be completed in ad.di tion to the regular schedule) 

A daily o.oordination record fonn is available to all distributive 

educati on cooruinators in Texas . These forms if used correctly iiill 

provide for a systematic plan of coordination of all training stations and 

tn addition serve n.s a. wrl tten record for all coordina:tion activities . 

This form and its usage is shown in Ulust ration XI on page 115. 

Joordina.tion Vis5.ts with ~ 'Em.p1oy:ers 

Coordinat_· on of the distributive educa tion program is primarily a 

?TOb lem of public relations and the employers are only one of the co-· 

>rdinatars may publics . They a.re, 10\·Te-Ver, the most important public 

rith the exception of the students . Because of this f act, it is necessary 

;hat the coordinator give careful conside.ration to every coordination 

risit with the employers . The coordinator should as soon as possible find 

3 State Department of Vocation Education, State of' Connecticut, 
lethods 2!,. Coordination 1£ Distributive Education. Revised, p . 7. 
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I LLUSTRATION XI Form DE 29 

DAILY COORDINATION RECORD 

DISlRIBUTIVE EDUCATION 

Hours of Coordination 2:00 t o 5:00 P . rr . ( Tues .) Date September 21,1950 

FOLLOW-UP IN TRAINING STATIONS 
Store: Safeway Food Store 
lraining Sponsor:·!• '.v • Boyd 
Trainee: Charles HcGannon 

Store:Wolard' s Drue; Store 
lraining Sponsor : T. Wilson 
Trainee : Ro fcer :'3i s h op 

Store :Western Auto Associate 
Training Sponsor: C. D. Haddox 
lrainee: n al nh 1 i c hey 

Store: City Drug Store 
Training Sponsor : T • Horg an 
Trainee: Mi tilda Mathway 

Store :Garrett's Fi.,rni t u r e 
Traininf( Sponsor; C. Garrett 
lrainee: Ernest Beddon p;h 

Store : Perry 3 rothers 1 Variet 
Training Sponsor · C • Elliott 
Trainee: Sarbara S immons 

Store: Cady f~ Talbot Hen I s 
Trainin g Sponso'r: D. Talbot 
Trainee: ':Jillimn Booher 

CONFERENCES 

Employer: 

Trainee : 

Einp 1 oye r: 

Trainee: 

6nployer : 

'lrainee: 

Remarks and Points to Remember to Use 

ntA,. r~w~ hwtJ. 

~~7±z~ 1.tFu. ~"/iMI~ ~-
~µf µAh~~~ 

5: 
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and friend . Above all, don •t emoo.rrass the trainee while he is in t he 

pres.ence of his employer, co-workers, or friends . Most coordinators be

lieve that it is best to give moderate praise for work well-done, but to 

save a:ny eritieism for the school period or conferenee period the next 

morning. other precautions which the coordinator should exercise when 

making a coordination visit with student trainees inoJ:ude: (1.) don-' t stay 

too long and make the student feel that you are trying to snoop~ (2) don tt 

inter.rapt trainees if customer s a.re being served, and (3) have as the 

purpo.se of the coordination visits the accomplishment of the f ollowi.ng 

objectives . 

(1) To become acquainted with the trainee •s current job and to 
better understand the details of the job. 

(2) To -understand t he weaknesses or the strength of the t rainee 
i n the particular job . 

(3} To understand the possibilities of training on the particular 
phase or work the trainee is doing. 

(4) To aid in getting information for lesson sheets on the specific 
job the trainee is doing. 

(5) To aid in judging need for rotation so as to advise the employer. 

(6) To observe student ability a.s a basis for counseling about 
improvement and assignment of grades . 

(7) To c«11,ent 'friendship and respeet of trainee for the coordinator. 5 

Joordina.tion Problems 

Things will :riot always go smoothly for the coordinator as the beginn-

Lng coordinator will soon discover . A number of problems may be found 

luring the visits with employers and trainees . The coordinator will need 

~o study some of the typical problems and try to work out possible solutions 

5 'l'ems, 2.n:, cit . , p. 28. 
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thorough understanding of the scope of t he troining program, and deliberate 

coordination by the coordi.Dator will tend to limit the number of problems 

the coordinator is required to deal with. 

~ Coordinator' s Relationships~ the School Faculty 

The distributive education coordinator is a member of' the high school 

fa.cul ty the same as any teacher o:r academic courses . It is t he responsi-

bility of the coordinator to see that he is regarded as such by other 

faculty members . In smaller school s some criticism may arise be·cause the 

coordinator doas not ha.ve study balls to supervise, less responsibility 

for extra.curricular activities and duties, and fewer other routine tasks 

t hat regular teachers may perform. Th.e coordinator must make them realize 

that there are many other duties taking up his time that o.re pertinent only 

to the cooperative part-time distributive education program. Actually, a 

good coordinator .fil l put in l onger hours than a regular classroom teacher 

if all f'unet:i,.ons of his j ob are performed. Good publicity and explanation 

of the progra.m should eliminate much of this criticism. In addition to 

expl aining the program to classroom teachers, the coordinator should make 

every effort to perform his share of school tasks so long as efficient 

administration of the distributive education program is not saeri.tieed. 

The following are other school functions in which the coordinator should 

lend his a&s.istance. 

(1) Attend all tetaohers ' meetings . 

(2) Join teachers ' organizations such as the Texas State Teachers • 
Association and Texas Vocational Teachers ' Associations . 

(.3) Attend as many school :f'unotions as possible . 

(4) Offer services to other teachers and school administration 
during plays, sporting events, and other school activities . 
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(5) Perform general duties the same as the othe r teachers . 

The coordinator should be cooperative and earnest in his endeaver to 

assiciate , work with, work for, and be in complete harmonJ ,;,Iith his fellow 

teachers . When your associates believe and Jmow you. to be a hard worker, 

they will have very few serious criticism,_s . 7 

7 Tams, ~ . ~ .. p . 29 . 



CHAPTER XV 

THE ORGANIZATION AND ADMINISTRATION OF A DISTRIBUTORS ' CLUB 

Purpose 2f. ~ Local Distributors ' ~ 

lZl. 

The beginning coordinator of distributive education should realize 

that when the distributive education student graduates from high school , 

he should have not only a. background of technical information and skills; 

but he should also have a knowledge of and an appreciation for his re

sponsibiliti es as a citizen. .An individual without such understanding 

is l ikely to have limited effe.ctiveness in community affairs . The de

veloµnent , t herefore, of an efficient social and civic minded individuaJ. 

should be an important objective of the dist ributive education program. 

The developnent of 1 dership is not a haphazard procedure incidental 

to acquiring knowledge and skills, but is the result of precise planning 

of social activities through club work and competition in t he fields of 

leadership which offer opportunities for self-expression and self-disci

pline . Through the medium of the Distributors• Club the student trainees 

grow in organizational ability and initiative, as well as in abil ity to 

enjoy holesome recreational pursuits.1 

Since the distributive education trainee usually works in the aft,er

noon, his schedule will not permit partlcipation in many of the extra

:mrr ieular activities of the school . Therefore, the need for social 

tctivity based on mutual interests is necessary. The problem may be met 

1Y the organiration of a loeal Distributors t Club which has a -wide variety 

>f aeti vi ties . 

In order for the club to approach as nearly as possible the status 

1 F.l.orida, 212• gll. , p . 52 . 
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of a professional organization, it is desirable for the local club to 

affiliat e with the Distributive Eduoa.tion Clubs of Texas and the Distrib-

utiva Educat i on Clubs of .America. . Also the affiliation of the local cl.ub 

W'ith the stat e and national organizations enables the clubs to exchange 

ideas, to develop greater leadership, to set higher occupational standards , 

and t o promote all-a.round good citizenship. 

not only does the el ub i dea provide many opportunities for the better-

ment of the student worker, but it also brings other important values to 

the cooperative pa.rt- time distributive education progrrun. Some of these 

values include the following: 

(1) It enhances the prestige of the progr&.0. in general , through 
f'urnishing opportunities to a student for participation in a 
vocational organization of his own. 

(2) It tends to raise the level of students entering the program 
by making it more professional in nature . 

(3) It develops civic consciousness and respect for the responsi
bilities of citizenship through community projects . 

(4) Through club operation and junctions, the businessmen in the 
community are given many chanees to see what is being accom
plished by the program. 

(5) It provides a means for giving considerable publ icity to the 
distribative edueation program •. 2 

~ Aim ~ Ob.1ectives g! ~ Distributive Education Clubs g! Texas 

· The primary aim of the Distributive Education Clubs or Tams is 
the developnsnt of a high degree of leadership and citizenship 
in the students ot today who ar e destined to take their pl ace as 
tomorrow1 s leaders in the distributive businesses . This aim will 
be achieved by the carrying out of the following objectives: 

(1) To create in Distributive Education students an 
understanding and an appreciation of the importance 
of distribution in the economic life of our country. 

(2) To help students to find the oceupa.tion for which 
their personal ity best fits t hem. 

2 Ivins and Runge, ~ . cit,., p .. 439 .. 



(J) To strengthen the individual ' s confidence in himself, 
and in his ability to do his job well . 

(4) To increase the store of knowledge of each individual 
student regarding t he field in which he works . 

(5) To improve an strengthen tJ1e relations between the 
student and his employer . 

(6) To encourage a. high level of scholarship. 
(7) To encourage the practice of thrift . 
(8) To participate as a group in projects designed to 

improve the efficiency of the distributive occupations .• 
(9) To nurture a spirit of f air play and healthy competition 

between student.s who will carry his spirit over into t he 
business world . 

12.3 

(10) To provide for the development of organized r ecreational 
activities for Distributive Education students .3 

Orga;Ai za tion 2f. the Distribut£n:!,' .QJ..y£ 

After the distributive education program has been in effect in the 

community for several weeks, and the students have become well acquainted, 

the coordinator should discuss wit h thelI! the desirability of a club and 

the values to be gained by such an organization . The coordinator should 

read and discuss the State Constitution of the Distributive Education 

Clubs of Texas which should serve as a basis for the writing of t he local 

cl ub constitution . In addition, merits of officers should be explained 

as well as traditions and contests . 

Local cl ubs should elect at least the following officers: president, 

vice- president, secretary- treasurer, and reporter . other officers, such 

as a club historian and parliamentarian, may be elected if desired by 

cl ub membsrs . In order to provide necessary assistance to t he officers 

in conducting the program 0£ the cl ubt standing committees should be 

provided for in the constitution and by- laws of each club, and t he 

president of t he cl ub should have authority to appoint special committees 

3 State Board for Vocational Education, State of Texas , Constitution 
2£ ~ Distributive Education Clubs£! Te:xas, p. 5. 
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as the need arises . 

It is usually necessary to have several organizational meetings for 

the purpose or setting up the ma.ehinery of the ~lub and the election of 

officers . Every effort should be made by the beginning coordinator to 

see that these organi~~tional meetings ar e well planned in order for the 

club to be established on sound principles and to insure the selection of 

well qualified leaders as officers of the club. Many coordinators re-

co end the selection of a nOIIlinating committee by club members at one 

of the organizational meetings a s a good means of providing for the 

nomination of the well qualified club members at the meeting for the 

election of officers . As soon as possible during the organizational 

stage of the club, a definite time and place should be decided upon for 

the regula r club meetings . 

Club Meetings 

If the school has set aside a time for activity periods , it is wise 

to use this t:l.me for the meeting of the Distributors ' Club. This will 

enable the cl ub to function efficiently since it is a period i n which 

student t rainees in separate classes in distributive education can be 

t ogether and have unified club meetings . This plan also pemi t s all of 

t he class periods to be used for instructional purposes, giving the stu

dents a more talanced training program. In many instances, the school 

may not provide an activity period or it may not be long enough to tran

sact some of the important business of the club, therefor e, it is often 

necessary for club meetings to be hel d at a time other than during school 

hours . 

Cl ub meetings should be hel d at l east once each month and more often 
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if possible . A survey was made in connection with this study of Distrib

utors• Cl ubs in fifty-seven Texas high schools concerning the frequency 

and length of club meetings . This survey disclosed that f i fty-one of the 

clubs held a meeting at l east once a month and thirty-two of the clubs had 

a Distributors' Club meeting more often t han once each month . The complete 

results of this survey can be seen in Tabl e IX on page 126. 

All business of the local club should be handled in the manner pre

scribed by the constitution of the club, and club meetings should be con

ducted according to the rules and regulations outlined in the manual for 

parliamentary procedures or the book, 11Robert 1s Rules of Order" . 

The Distributors• Cl ub is designed to develop character and to provide 

a means of expression for student trainees . In order that this end may be 

achieved, students should assume the f'u.11 responsibility for conducting 

the business of the club . Student officers should preside at meetings; 

student officers and committees should plan all club activities , both 

professional and social; and student officers and members should handle 

all finances for the club. 

The coordinator of distributive education should serve as an advisor 

to the club, and may make suggestions and help in the planning of programs 

as called on by the members of the club. It is also the duty of the co

ordinator to be present at all meetings of the club as the representative 

o:f the school officials and so that he may fulfill his obligation as an 

advisor most effectively. 

The Distributors • Club must abide by all regulations laid down by 

school boards, by the superintendent of schools, or by the high school 



TABLE I X 

FREQUENCY OF DISTRIBUTIVE EDUCATION CLUB MEETINGS IN FIFI'Y- SEVEN TEXAS 

HIGH SCHOOLS 

Number of Cl ub Meetings Ea.ch Semester Number of Schools 

One Meeting 3 

Two Meetings 1 

Three Meetings 2 

Four Msetings 19 

Five Meetings 3 

Sµ: Meetings 18 

Seven ¥..eatings 1 

Eight Meetings 0 

Nine Meetings 0 

Ten Meetings 1 

M:>re t han Ten Meetings 9 

I-' 

~ 
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principal concerning the operation of school clubs .4 

Club Activities 

There is a wide variety of programs and activities which may be spon

sored by the Distributors• Club. A tentative list should be prepared by 

the local club outlining the type,,. date, and place for all the different 

activities and programs vhich the club would like to spons.or during the 

school year. This may assume the form of a club activities calendar. The 

following list of club projects and activities bas been compiled to s erve 

as a source of suggestions which may be used by activity oomm:i.ttees in 

the planning of programs for the club. 

Professional Activit-ies: 

(1) Making field trips to retail, wholesale, and manufacturing 
outlets . 

(2) .. Asking speakers to appear before meetings of the club to 
talk on professional topics . 

(.3) Sponsoring fashion sho'Wl:?, personality clinics, and the like 
both for the club and for the entire school, and securing 
recognized persons to help with these prograJ.Tls . 

(4) Preparing professional programs for presentation to the 
student body at assembly programs ... 

(5) Ba.eking a special "Distributive F,dueation Club Edition" of 
the school paper- selling advertising, writing copy~ and 
making all business arrangements for the edition. 

(6) M!tnaging the school store, ta.king care of ordering, stocking, 
and selling which is necessary. 

(7) Keeping books for the school store filing invoices, checking 
orders, paying bills, making bank deposits . 

(8) Mmaging special school events, such as the sale of Red Cross 
buttons, Tuberculosis seals, and ticket sales. 

4 Ibid., p. 6. 



(9) Engaging in competitive contests on a professional leval 
with other Distributors's Clubs in the city , state, or 
nation . 
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(10) Assisting merchant and trade associations in t he conducting 
of market-week events . 

(11) Sponsoring club programs for civic groups such as Rotary, 
Lions• Optimist, a.r.i.d IG:wanis Clubs. 

(12) PJ.ruming initiation programs for new members . 

(13) Participating in and planning radio programs 

(14) Installing windovr displays publicizing the distributive 
education program. 

(15) Doing advanee planning for club programs to be held 
throughout the year . 5 

Social Activities: 

(1) Elmployer- Elmployee Banquets 

(2) Reception parties for new members 

(3) Distributorst Club dances 

(4) Swimming parties 

(5) Picnics and barbecues 

(6) Skating parties 

(7) Bingo parties 

(8) Hayrides6 

or the many social activities, there is one that merits special 

consi deration, the employer-employee ba.nquet . The purpose or t he employer-

employee banquet is threefold: 

(1) To express to the employers appreciation for their partieipa.tion 
in the training program. 

5 Florida, ~ . m., p . 53 . 
6 lli_1., p. 53 . 
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(2) To give the employers a better conception of t he j ob ~.rhich 
they and the school ar e doing. 

(3) To bring about better understanding among employers, student 
trainees, and the school . 

To make the banquet most successful it is suggested that it be or-

ganized with great care and well in advance of the actual date. The 

affair may be held in a hotel or some other community meeting place of 

prominence and distinetion. 7 

The aim of all el ub activities, both professional and social, should 

be to carry out the over-all aim and purpose of the Distributors ' Club. 

It is suggested that employers, t raining sponsors, and parents be invited 

to some of the social events throughout the year as the special guests of 

the students . 

Financing ~ Distri bu.tors ~ 

One of the most difficult problems the Distributors ' Club will en-

counter is a means of adequately financing the club' s activities and 

programs . Since distributive education students are working, most clubs 

have voted t ,o assess each elub member a specific amount of money for club 

dues. and 1 et them pay each month out of their earnings . Other clubs have 

arranged to :p3.y for their local activities out of income received from 

projects which the club has engaged in, such as operating concession stands 

at sehool events, operation of the school store, editing the school news-

pa.per, or other work pr ojects. There a r e advantages to be claimed for 

both methods 0£ raising funds, but each club should decide this matter 

for itself according to t..~e circumstances which exist in each local club. 

A survey was made in connection wi th this study of fifty- seven 

7 Ibid . , p .. 54. 



TABLE X 

METHODS USED TO FIIiANCK DISTRIBUTIVE EDUCATION CLUB ACTIVITIES I ll 

FIFTY-SEVEN TEXAS HIGH SCHOOLS 

N'um. '-M3thods Used Do 

Club dues 42 I 15 

Concessicn at.ands 19 38 

Club programs 10 ·1 47 

Donations 6 I 51 

Club work projects 22 35 

other methods 8 I 49 

r1 

~ 
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Distr ibutors• Cl ub in Texas high schools regarding the methods used in 

financing club activities and projects . The complete results of this 

survey a:re shown in Table X on page 1.30. Of the fi.f'ty ... seven schools 

surveyed, forty-two of them charged trainees a fee for the payment of 

club expenses . The amount of dues charged by individual clubs will vary 

according to the extent of the club program, and the degree to which the 

· elub expects to finance its activities by means other than dues . Dues 

for membership in the Distributive Education Clubs of Texas is . 75 per 

year per student and dues for membership in the ))istribu:tive F.ducation 

Clubs of America is $.50 per year per student . In any event , the dues 

should not be excessive, but they should be adequate to provide for a 

well-rounded elub program .. 

Essentials 2! ~ ~ .Distributors ~ 

There a.re seven essentials of a good Distributors Club which the be

ginning coordinator should recognize and strive to develop and provide for 

in a newly organized distributive educa tion progiroa.m.. They a.re: 

(1) Interested members-Distributive education students must be 
interested in the club because they visualize the benefits 
which they will derive from active participation in the 
organization. 

(2) Capable officers and leaders- Any orga.nlzation is only as 
strong as its leadership. As a result, the Distributors • 
Club should select the best qualified students for its leaders . 

(J) A challenging program of work- The club must provide the members 
with interesting, worthwhile, programs whieh challenges the 
abilities of every member . 

(4) Adequate financing .. In order to carry out a successful. activities 
calendar, it is necessary that funds be provided for the scheduled 
club activities and programs . 

(5) Distributed responsibility shared by all members- Each and every 
club member must make a contr ibution to the organization by 



active participation in all club functions . 

(6) Proper equipnent and records- To adequately proVide for the 
symbolism and ceremonies which the club should provide for 
olub members it is necessary that proper equipnent and records 
be maintained. · 

(7) A knO¥Iledge of the Distributive Education Clubs of America and 
the Distributive Education Clubs of Te:xas .. Club members should 
feel they are a part of a state-wide and national fraternal 
organizations . 
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133 

PAR!' IV 

APPENDIX 



134 

218 North ?-trl.n Street, 

Stillwater, Oklahoma. 

Dear Fellow Coordinator, 

I have selected as a problem for research the preparation of a 

"Handbook for Beginning Distributive Education Coordinators in Texas"• 

It is planned to include in this handbook the many ideas and experiences 

which you and other coordinators have encountered in the organization 

and operation of a successful distribu.tive education program. This 

handbook should enable a beginning coordinator in a new program, as veil 

as experienced coordinators, to benefit from your pioneering. 

In order that this handbook may include a large number of worthwhile 

ideas and experiences, it is necessary to ask for a few minutes of your 

time to be used in checking the enclosed inquiry blank. 

Although the inquiry blank may at first appear to be lengthy, actually 

it will require very little of your time because there a r e few answers 

to be written; you need only cheek the most appropriate answer for each 

question., 

If you feel that a handbook would serve a definite need and would 

aid all coordinators, more especially the beginning coordinator, in doing 

a better and more thorough job in training the future businessmen and 

women of Te:xas in distributive education classes, then I would appreciate 

very much your cooperation in completing the inquiry blank and returning 

it in the enclosed stamped, self-addressed envelope .• 

Yours truly, 

Glenn c. Moore 
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Instructions: Please check with an "X" all of the f ollowing questions and 
check-lists tha t apply to your distributi ve education 
program. 

Exampl e: o. Do you desire that a summary of the findings of t his s t udy 
be sent to you free? 
___ a. yes 

--- b . no 

Name of high school: 

Loca tion or high school: 

Enrollment of high school (1950-51): --------------

Enrollment in high school distributive educa tion classes (1950-51): 

Number of years the distributive education program has been i n oper at ion: 

1 . If you make a survey of distributive occupations in your communit y 
before the beginning of each school year, check the t ypes of 
infol'1Dation you derive f rom the survey. 
__ a •. names of businesses and pla ces of employment 
__ b . number of employees in each place 
__ c. sex of the employees in each pla ce 
--· c1 . wa ge scale for employees in each place 
__ e~ kinds of jobs in each place 
__ t . IlUDlber of employees in each kind of job 
__ g . number of new employees hi red during each year 
__ h . major j ob requirements in the way of pr eparation 
__ i . opportunities for advancement in the business 
__ j. training opportunities within each kind of job 
__ k . age of the business 

__ 1. other information: -------------------

2 ., If you make a survey of distributive occupations in your community, 
check the method or methods you use in making your survey . 
__ a . individual interviews 
__ b. questionnaires 
__ c. student workers 
__ d~ direetory tabulations 
__ e . civio organi zation proj ect 

f . other methods: 

3 . Check the mmiber of members you have in yolll' advisory committee •. 
-- a. three r . eight 
__ b . four g. nine 
__ c . five h . ten 
__ - . d ~ six i. eleven 
__ e •. seven j . more than eleven 



4. Check the nmnber of times your advisory committee meets each school 
year . 

a . one e . five 
b. two r . six 
c . three g. seven 
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d. four h . more than seven 

5. Check the types o'f publ ieity you have used effectively i n the opera
tion of your distributive education program. 
__ a . newspapers 
__ b . radio 
__ c . letters 
___ d. school publications 

e . store windows --- r. other publ ici ty:-------------------

6. Check the methods you have used eff ectively to screen students who 
desire to enroll in your distributive education program. 

--- a . examine school record cards 
--- b. ask principal and other· teachers to evaluate student s 
__ e . secure recommendations from employers 
___ d. work with vocational guidance department 
____ e. give students interest and aptitude tests 
__ f . personal interviews w-i th students 

g. other methods: 

? . Check the r easons your students most frequently give for wanting to 
enroll in distributive education , 
___ a . earn money while in school 
___ b. prepare to earn a l iving 
___ c . prepar e for college work 
___ d . desires of parents 
____ e. to get out of school in the afternoons 
__ . f * avoid taking other subjects 
___ g,. learn about business 

h. others: 

8 . Check the traits you r egard as necessary for dis tributive education 
students to have . 
-- a . hi gh I. Q. 
___ . b ~ neat appearance 
__ c. good S<::hol ast i c record 
___ d. mature atti tude 
___ e . honesty 

--- r. collllllon sense 
--- g. cleanliness 
--- h.. willingness to work 
__ i. good heal th 

j . other traits: 
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9 . Check the requirements you consider it necessary for training stations 
to meet before distributive education students are placed there to work . 
___ a •. pay reasonable wages to trainees 
__ b . will give continuous employment to trainees while in school 
__ e . is easily accessible to school 
__ d . willing to retain s.tudents in the organization after graduation 
__ e . regard distributive education as a training program 
__ f . willing to rotat e students for maximum amount of training 
___ g. employ modern and accepted business practices 
___ h . trainees have competent employees to work with 
__ i . is a reputable business firm 
__ j • offers opportunities for trainees to advance 

k., other requirements: 

10. Check the techniques you have used successfully in the placement of 
distributive education students in training stations . 
__ a. send more than one student to apply for a training position 
__ b.,. let each student apply for the j ob he desires 
_ o. send e. letter of introduction with each student applicant . 
__ d .. send only one student to apply for the job at each 

designated time 
__ e . arrange with the employer for the coordinator to notify 

the student of his employment after the employer has 
interviewed all applicants . 

--- t. coordinator selects a training station for the student 
and notifies student to report to that station 

___ g. leave it to the student to find a training position for 
himself with no assistance from the coordinator 

__ h , make it possible for a student to apply for more than one job 
__ i. try to determine the type of student the employer desires in 

advance of interview dates 
__ j . confer w:t th the employer before the final selection of 

student trainee has been made 
k . other techniques: 

11 . Check the~ reasons why students in your distributive education 
program become dissatisfied with their jobs . 
__ a ~ inadequate pay 
__ b . unsa tis.factory working conditions 
__ c . a different t ype of work than they expected 
__ d. unable to participate in many of the school activities 
_ e . dissa.tisf'ied with their training sponsors 
_ f . do not receive proper recognition for t heir work 
__ g . work requires so much of their t ime they are required to 

neglect some of t hei r other studies 
__ h. una ble to meet the physical r~uirements to do a good job 

i . other reasons: 



12 . Check the teaching methods you have used and have f ound to be 
effective in presenting related study lessons . 

-- a . classroom lectures 

--- b. class discussions 

-- c . text book assignments 
-- d . prepired oral reports 

-- e . visiting speakers 
-- r. projects 
__ g. field trips 

-- h. visual aids of various kinds 

-- i. class demonstrations 
j . other methods: 

13 . Check the equipment you regard as necessa.ry_in a distributive 
education classroom to create an atmosphere which is conducive 
t o good teaching. 

-- a . tabl es and chairs 
-- b . sound motion picture projector 
___ c .. wire or tape recorder 
___ d,. classroom library 
__ e . magazine display stand 
__ f . compartment cabinet for manuals 
__ g . classroom display cases and counters 
__ h . steel filing cabinets 
__ i . slide film projector 
__ j .. record player 
__ k . kypewri ter 

-- 1 . bulletin board 
--- m. cash register 

n . other equipnent: 

14. Check the number of different reference books for distributive 
education that you have available in your classroom library. 
__ a . none r . 21 to 25 volumes 
__ b . 1 to 5 volumes g . 26 to 50 voltmles 

c ., 6 to 10 volumes h . 51 to 75 volumes -- d., 11 to 15 volumes i . 76 to 100 volumes ------ e . 16 to 20 volumes j . over a 100 volumes 

15. Cheek the different types of magazines and trade journals in your 
classroom library for use by distributive education students . 

-- a. none e . 16 to 20 

-- b. 1 to 5 r. 21 to 25 
-- c ~ 6 to 10 g. over 25 
__ cl . 11 to 15 

16. Check the classroom problems which you have encountered in the 
operation of your distributive education program. 
__ a . school regu.lations 
__ b. inadequate equipnent 
__ c. discipline of' students 
_ d . congested conditions 

--- e •. excessive absenteeism. 
---- f . counsel with students regarding personal problems 

g. others: 
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17. Che-ck approximately how often you give hour- long e:xam:i.nations in 
your distributive education classes . 
__ a . never 

--- b. one each week 
--- c .• one every two weeks 
____ d. one every three weeks 
___ e . one every six weeks 

-- r. one ea.ch semester 
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18. Check the different t ypes of eX9.lilinations you have used effectively 
in distributive .education classes . 

--- a . essay or discussion 
- - b ~ objeeti ve 

c •. c.ombina.tion of es y and objective __ ... 
--- d. case studies 

-- e .. others: 

19. Check the school functions in which ycu participate and t he school 
activities tow' ich you l end your a.ssistance . 
_____ a . teachers ' meetings 
__ b . t eachers ' organizations 

-- c . school athletic events 
--- d., school programs 
___ e. school sponsored projects 

--- r. school social events 
---- g. others: 

20 ,. Cheak the means you have used effectively t o finance your distributive 
education cl ub activities. 

-- a . club dues 

-- b. concession stands 
-- c . cl ub programs 

-- d,. donations· 
-- e . el ub work projects 

f . ot hers : -- ------------~------------------------~------~ 
21 . Check the t ypes of social f'unctions that are sponsored by your 

distributive education cl ub • 
. a . dances --~--- b. picnics 

__ ·e. employer-employee banquets 
__ d •. parties 
___ e . hayrides 
__ r .. sports 
__ g. others: 

22 . Give the number of meetings you distributive education cl ub has 
each semester. ~------.--------~------~--~--~------------~ 

23 , Give the approximate length of time f or your aver age distributive 
education cl ub meeting. 
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