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CHAPTER I
THE PROBLEM; DEFINITION OF TERMS; EXTENT OF THE STUDY

With industrial arts classes becoming larger, the
Instructor is faced with a number of problems in school shop
management and control. Methods of instruction which were
used in smaller shops are no longer practical, nor are they
educationally sound. According to Struck, (19, page 1), the
new gulding goals and basliec concepts are mm_rlna; toward a
socially conceived philozophy.

Industry has had the same problem and they have solved
it to some extent through systems of personnel administrations.
Personnel directors have organized the workers into groups that
work cooperatively together, All problems are taken care of
which are not directly related to the participation on the job.
Industrial arts instructors have borrowed this program and are
initiating similar programs, called "personnel organizations”,
of which 1little is genarall-y known.

Much has been written regarding personnel relations in
industrial organizations. Many industrial men feel that
personnel work 1s a necessity, and is needed in order that they
mizht econtinue on iIn business. Industry has used personnel
organizations for a number of years, therefore much information
is available regarding 1t.

Little has been written regarding personnel relations
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in industrial arts classes, however the programs used are
modified from procedures that 1nduatry‘hns already tried and
found to be satisfactory. A considerable length of time gen-
erally elapses from the time industrial procedure is written,
until industrial arts men modify programs, try them out, and

write of them in professional magazines.
DESCRIPTION OF THE PROBLEM

In order to understand the scope of this study, the
origin and the reasons for the problem will be stated.

-~

The Origin of the FProblem. During the school year 19%4-
35, while attending college, the writer took several inspection
trips including one to Tulsa, While visiting schools there the

group observed personnel organizations in operation in most of
the industrial arts classes. From that time on the writer has
had an interest in such organizations.

Since that time the writer has realized the need for a
definite class organization and has employed a similar type of
organization as those observed in Tulsa schools.

During the summer term of 1939, while attending summer
school at Oklahoma Agricultural and Mechanlecal College, the
writer made a study on Personnel Organizations in Industrial
Arts Classes. It was then that the writer realized the real

need for an extended study under the same title. The writer

at that time was enrolled in courses with Dr. Dewitt T. Hunt,
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and at his suggestion and because of the previously encountered
need, it was decided that the subject mentioned before would

be of much value for a thesis.

The Froblem Stated. This problem was considered at

length, and in the Process new problems developed. How could
one gain a thorough knowledge of personnel organization? For
the reason that personnel organizations originated in industry,
there would be one source. Some known industrial arts classes
in Oklahoma had personnel organizations, they would offer an-
other source. ¥Writings on personnel work in industry and
industrial arts would offer more information. With these
sources in mind the aims of the thesis became:

To review the development of personnel administration
in industry.

To review the development of personnel organizations
in industrial arts classes.

To atudy and compare personnel organizations of wvarious
shops in Oklahoma and to indicate the purposes for which each
are used.

To recommend a personnel organization for industrial

arts classes.

The Need for the Study. After the depression years
following 19292 there has been a definite inerease in the number
of students in each industrial arts class. This situation is
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having to be met by some type of personnel organization. From
observation, it would seem that all kinds and types of organ-
izations have been established and are being established with
little knowledge of what the purposes of personnel organizations
are. A discussion of personnel organizations In industry and

in industrial arts, along with a survey would surely be appro-
priate at this time,

This study will be of use to industrial arts instructors
in designing similar personnel organizations, or in the study
of the development of personnel organizations, This study may
be used to help instructors having personnel organizations

evaluate the merits of their own programs.
DELIMITATIONS OF THE STUDY

Due to the fact that the subject is so broad, the extent
of the study will be given.

The Extent of the Development of Personnel Organizations
in Industry. In order that a background of personnel organiza-

tions will be clear the writer proposes to give a review of the
development of the problems of labor and of theories that were
developed to solve them. This will probably extend from the
present time back to about the time of the industrial revolution.
Also, inecluded in the study of industry will be the
functions and types er.organizations, which should play an im-
portant part in the development of personnel organizations in



industrial arts.

Several methods could be used in getting this informa-
tion from industry., The visitation method was dlsearded for
the reason that many of the larger industries were not repre-
sented in Oklahoma and that no fair representation of informa-
tion could be secured. In order to get the history of the
development, the library research method would be used. The
library research method was found to be adequate in securing
all the information on personnel administration in industry,

as many source books were found.

The Extent of the Development of FPersonnel Organizations
in Industrial Arts. To give the proper background for the
study it was decided that status, class size, and a definition

would be necessary. References are made to books by recognized
writers in the field of industrial arts, to the State Advisory
Committee for Industrial Arts in Oklahoma Schools and to the
thesis studies of Eugene B. Fope, 1938, and T. Singleterry, 1934.
The need for a personnel orgenization must next be estab-
lished. This was done making a search through books and period-
icals to determine the needs as they had been formulated in other
similar programs. This same procedure became very helpful in
the development of personnel of personnel organizations in
industrial arts classes. Due to the faet that nothing could
be found telling of the development of personnel work in indus-

rial arts classes the author found it necessary to write of the



development that the trends seemed to indicate.

Many personnel organizations plans were studied in an
effort to understand thelr functions, as few statements were
found regarding the funetions of the program.

As the writer wanted to make recommendations for a
personnel organization that could be used In Oklahoma 1t was
decided to find out what was being done in many of the large
schools. Several methods were evident, Either the investi-
gator should visit the schools to get the desired information
or he would gend an inquiry letter asking for the iInformation.

Due to the fact that the author had already visited in
over thirty-five of the larger schools in Oklahoma, the inguiry
letter was used. ZEighty inquiry letters were sent out to the
instructors of industrial arts classes. Thirty-eight instruc-
tors were kind enough to return the inquiry forms with most of
the information filled out correetly. Of the thirty-eight
informants reporting, the writer had visited in twenty-one of
their shops. It was deeided that this number would be a fair
number on which to base the study, as many schools were known
not to use personnel organizations. OComparison of the various
organizations by objective means and a summary was made of the
findings.

By way of conclusions the writer had intended to suggest
a personnel organization only. To do this, information should

have been available on functions of a personnel organization



in industrial arts. The desired information was never found.
The writer then accumulated information on the functions of a
similar organization in industry, and determined the common
practices of industrial personnel organizations, and by a
comparison of personnel organizations in Oklahoma suggested a
personnel program for Industrial arts modified from industrial

programs.
DEFINITION OF TERMS

In order to make this study clear to the reader, it is
necessary to define certain terms used frequently. The follow=
definitions are partly based on accepted opinions and partly

on subjective reasoning.

What is Personnel? The word personnel 1s generally used

in reference to a group of individuals. Webster defines per-
sonnel as, "the body of persons employed in some publiec service,
as the army, the navy, or in a factory or office".

Used as an adjective the word would mean to have charge
of the personnel with regards to employment and relations be-
tween the employer and the employee.

What is Administration? Administration as it is used in
this study means the management of an institution, an organiza-
tion, or a group, with reference to dispensing with or conferring

upon, according to a prescribed program.



To ecarry oub an administration, s Dergon is ecalled an
, .

adminiatrator. ﬁc@arﬁing %o tiebster, the Jjob of an adminis~

trator is to, "dlrect, manzpe, exeeube, or dispensey,
¥ ¥ | »

Yhat is an Orpanizetion? As “.ebster states it, an

rganization 1ls, “"the executlve strocture of a business; the
personnel of managenent, with its several dutles and places

in administration; the various persons who conduct a husiness,

eonsidered as a unit.

is & Pergonnel Adminigtration? In order to zive &

corrects definition a Formal statement by Tead and Mebeall (20,
page 2) will be gilven., It is as follows:

Feraonnel administration is the direetion and
goordination of the human relations of any organiza-
tion with a view to getting the maximum neesssary
production with a minimum of effort and friection,
and wilth proper regard for the genuine well~being
of the vorkers.

Vhat is a Personnel Qrgaﬂig““lﬁn“ The term Personnol

organization, will be referred to as the gtrueture of indughry,
or of the indusbtrial arbts class, that carries out the dutiss
and ideas of a personnel prograx {personnel administration).
The men, or pupils of this orgenizatlion will be thourht of as

a unit.

Yhat is Dispensation? In She study, referenec is nmade

to the dutles of a personncel organization and means of azpoint-

nent, election, dealing oul, and rotating these dutles. The



9

word dispensation seemed to be the one to use, regardless of
the generally used definition, which means to do away with.
Webster defines dispensation as, "the act of dispensing, or
dealing out; distributing. Administration; management . . .

plan or system of administretion".
RESEARCH TECHNIQUES USED

The data for this thesis were collected throuzh two
methods, the personal investigation, and the questionnailre

methods, An explanation of the use of these will be given.

Personal Investigation Method. A first-hand examination

of both primary and secondary sources pertinent to study was
made. Much primary information was found on the study of indus~-
try, while most of the information of industrial arts programs,
were of secondary nature.

Source books were found that related to the study, notes
were taken and compared, then the developments were written up.
Examples of many types or kinds of programs were found and

summarized.

Juestionnaire Method. The questionnaire method, when

compared to the personal-investigation method, as a method for
colleeting data 1s not a reliable and accepted procedure.

There are times when such a method 1s used., Reader, Vard G.
defends the questionnaire in the following statement: (15,page 62)
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Although the questionnaire method of securing
information and of conducting research has prob-
ably been overworked during recent years, the faet
remains that there are some types of Dproblems--
problems which are worth attacking--that cannot be
attacked except by the means of a guestionnaire.

The questionnalre (referred to in the study as the
“inquiry”) was mailed to eighty teachers of industrial arts.
Thirty-eight informants returned the inquiry form.

Ho return letter was written. In twenty-one cases, the
writer had visited the shop, however it was not necessarily for
the purpose of observing personnel organizations, as no data
pertaining directly to personnel programs was recorded. In
other cases the writer has had interviews with the imstructors

but the questionnaire was more aceurate.
REVIEW OF PREVIOUS STUDIES

Previous studies can be an invaluable aid in the solv~
ing of a problem. The writer offers acknowledgement to them,

Previous Studies in the State. Written material on
personnel programs were few, however frequent reference will
be made to the bulletin produced by a group of college grad-
uate students at the Oklahoma Agriecultural and Mechaniecal
College (Summer term, 1934), under the direction of Profesesor
0. B. Badger, entitled Tersonnel Organizations for Industrial
Arts Classes. This book, along with many suggestions for

discussion, contained three personnel organization plans,
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lMembers of the class were: J. C. Howard, Dorse B.
Jeffrey, Frank B. Miller, Claude Neaet, Voyle C. Seurlock,
Elton T, wamr. and J. C. Sala.

Other Frevious Studies. The only other study definitely
related to Personnel Organizatlons was a symposium entitled,
0 iz Pupil Fe e the Laboratory of Industries,
edited by a group of students at Ohlo State Unlversity, in
1930, under the direction of Dr. William E, Warner. This is
very complete in every detail. Frequent reference is made to
this study.

Other information ineludes material from method books
on personnel administration and management, artieles in pro-
fessional magazines, copies of organization plans and methods
used that were collected in visits, and from commercial materials.

PREDICTED OUTCOMES

The findings resulting from this study should provide
information on the following topics. First: There should be
enough information to give the reader an understanding of the
development of personnel programs, both in iIndustry and in
industrial arts. Second: There should be sufficlent examples
of each to clarify the reader on kinds and types of personnel
organizations in industry and In industrial arts. Third: or-
ganizations, types, dutlies, purposes, and methods used in oper-



ating pergennel oppanizasions in ithe state should be of hene=
£i% to one installing a similar sype of vrogras in an industrial
arbs 'Gl;a 23

In @rac@ﬂiﬁg'wiﬁh the situdy the writor has included
enough information and apalyses %o morlt consideratlon. The
fact 1s, the souree and cuantlty of maberlal iz exiended enough
b0 be helnful. Phis misht not e trus 1 rors materlal on pro-
srans of personnel work In industrial aris were available,
Tnder oxiztine conditions 1t is tyue. 7The recomucndalions
found in Chapber ¥ zhould be of asslstonce in installing a
rorsonnel orgonization in an Iindustrlal arts department, If

thiz is iree, the help derived from thoe

o

Pindines In this Invest-
igation should overbalance the ime and effort expended In 15z
mpilation,
“hils sharzter hag inecluded ¢ pesneral sbtzbtenent of she
oroblon; the seeond and thizd chapters will desl with the

historieal develomunt of personnel orcanizationa.
ES pan



CHAPTER II

THE DEVELOPMENT OF
PERSONNEL ADMINISTRATION IN INDUSTRY

If one can become acquainted with the movements and
industrial developments that have made personnel administra-
tion in manufactoring plants necessary, then it becomes easlier
to understand the purposes of personnel organizations in school
shops. Much has been written of the development of personnel
work in industry, however a summary of movements closely re-
lated to the problem at hand will be given.

LABOR CONDITIONS AND PROBLEMS
RESULTING IN PERSONNEL MANAGEMENT

Labor problems seem to have their beginning with the
industrial revolution. A review of conditions before the revo-
lution to the present time would help the reader understand
conditions that were responsible for personnel administration
within the factorles.

Labor During the ¥iddle iges. The laboring man of the
"middle ages" did not live a happy life, but rather a dull life.
He worked only for a mere living. =Zqual rights had not entered
his life. A man was generally an employee of his father or of
a relative. A trade was ecarried on within a famlily for genera-

tions. TFew socilal and economlc problems were present.
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This simple life did not last for long, in the annals
of time, for it was changed by the industrial revolution,
which marked the beginning of the actual need for personnel
work in industry.

The Industrial Revolution and Its Problems. The indus-

trial revolution had 1ts beginning in the latter part of the
eighteenth and the early part of the nineteenth centuries,
when industry in England underwent a great transformation.
Industry had been carried on through the édnnaatie system",
under which the manufacturer or merchant put out his materials
to be worked up in the worker's homes at plece wages. This
system gave way to the "factory system™ as a result of the
application of the great mechanical inventions, In 1770
Hargreaves patented the spinning Jenny; the water frame was
invented by Arkwright in 1771; Crompton's mule was introduced
in 1779, 1In 1769 Watt obtalned his first patent for an improve-~
ment in the steam engine, and in 1785 1t was successfully
applied to the manufacture of cotton goods. These inventions
along with others that followed were responsible for the changes
in methods of manufacturing which spread ovar‘the entire world
during the next ecentury.

This period was marked by a great deal of hardship to
the working classes. Machinery had deprived the hand workers
of a livelihood and had caused the crowding together of people
into small areas due to the lure of finding industrial employ-
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ment, and had resulted in untold evils, both moral and phy-
ieazl. These problems and efforts which weore made for their

Improvement will be discussed in the following varagravhs.

Theories of Labor Relation. As labor problems adpearsd,

smployers developed several theorles resurding the handling of
them. Four theorles held prior to the personnel movoment are
listed by 3cots, Clothier, and Mathewson, {16, pages 3-14) as
follows: (1) the commodlity coneception, {2) the machinery con-
ception, {(3) the poodwilll conception, and {4) the natural
rosource concepilon.

In smerieca, labor has becn thought of and dealt with in
a variety of wuys sincge the time of the indusirial revolution.
Firat, the laborer was glven 1little concern, for the belief of
"aupply and demnad® or the "Commodity Coneeptlon™, was held.
The main interest of the smployer wias in the msnufacture of
the product. It was thoushit that supply and demand eould nos
“he altersd, tnerafare, My @give the laborer any‘conéern?“
Labor was Just a commodity~-~"Vere not they, the employers,
helning ﬁhe laborers by glving them workt®™®

As time elapsed, the laborer was thousht of ag a picce
of equimment, or a unit of productive apparatus, eapsble of a
certulin output. VWhen one laborer or unit of productive anpa=~
ratug wag worn out, it was discarded or replaced with a new
unit, These human unlts were available because of the great

hordes of emmipgrants. No thoupht of the welfare of the indi-
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vidual was evident for the worker was Just a part of a machine
in the "Machinery Conception®,

Many employers began to realize that the theories that
they had previously held regarding labor were now brin-zing
them violent strikes, union trouble, and court actlons in great
numbers. A new problem, that of the introduction of women
workers into industry, brought new personnel relationship diffi-
culties. Finally, the discontention ecaused by starvation wages,
hazarde to l1life and health, poor and dangerous working condi-
tions, brought about a new movement, commonly known as "welfare
work". This movement is known as the "Coodwill Conception" of
labor relations. It was realized that the welfare of the em-
ployee had a tremendous effect upon industrial productivity.
Instructions were given on safer methods of doing dangerous
work. Balanced meals were served in lunch rooms that were
installed within the factory. Numerous rest rooms for both men
and women were added for éha convenience of the workers. Bull-
etin boards, which contained instructive and interesting mate-
rial, were set up., Visiting nurses were employed for the
purpoge of giving helpful information through home visitation.

The welfare movement was not accepted as the employer
had expected. The visiting nurse was looked upon as a spy;
the bulletin boards were called "propaganda boards"; first aid
statlons were ridiculed as places where "he men" did not go to

be fussed over; and safety devices were blamed for low wages.
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As a rule, the company with the most active program received
the most eriticism.

After many problems were left unsolved, due to the fact
that the worker had falled to respond to the welfare work in
a positive manner, labor was thought of as a "Natural Resource”,
along with the natural resources of our country, which included
fuel, timber, soil, waterpower, and many others.

Labor is thought of as an indispensable agset which must
be conserved if the nation is to survive. 3tatesmen quickly
adopted this 1dea and enacted such laws as: protection of
child labor; restriction of hours for women; enactment of work-
men's compensation laws; health and accident legislation; and

Just lately, laws covering wages and hours.
THE PERSONNEL MOVEMENT

With all the foregoing theories proving inadequate, the
employer began to improve conditions using new theories known

as the personnel movement.

The Beginning and Growth of Personnel Mansgement. In
the early part of the twentieth century, some forward think-

ing employers decided that the whole attitude between the
worker and the employer was wrong. They decided that a coop=-
erative attitude was needed to develop efficient production.
The men should take an interest in their work. They muat be
present, on the job, in mind as well as body. Dictatorial
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demands by either employer or employees were not necessary.
This new attitude was the beginning of the personnel move-
ment, which marked a new era in the handling of men.

During the growth of personnel management to 1ts pre-
sent state in industry, three more conceptions or theories
were obvious. They were: the human conception; the concep-

tion of individual differences; and the e¢itizenship conception.

Theories Regarding Personnel Management in Industry.
The human coneception was the first to admit that the employee

had a personallity and that he was appreciated. This concep-
tion held that industry had a moral responsibility toward 1ite
employse. Employers should help the laborer to make something
of himself and of his life. This doctrine stated that industry
had three obligations: (1) to the stockholders; (2) to the
customers; and (3) to the employees. Industry did not adopt
this belief until after 1900.

This new doctrine of personnel work, was also based
upon the concept that men differ one from another, in temper-
ament, in mental ability, as well as in physical make up.
Industry had previously made no distinction or allowances for
individual differences. All men might be assisned to the same
type of work, subjected to the same dlseipline, given the same
time to complete work, and from all the same result was ex-
pected. After a study of this new phase of personnel work was
made, the following facts were found important: (16, Pages 9-10)
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Pirst, one individual differs from another in
those personal aptitudes, those special abilities
with which he 1s equipped and which he is able to
contribute to the work of his company in exchange
for his salary.

Second, individuals differ in their interests
and motives and respond best to varylng stimuli,

Third, the same individual changes from day
to day and from year to year in ability (both in
degree and kind) and In interest.

Tourth, different kinds of work require differ-
ent kinds of personal ability in persons who are to
perform them.

Fifth, granting equal ability, different kinds
of personal work are done best by Dersons who,
tempermentally, are particularly interested in them.

Sixth, the work in each position in a company
changes as time goes on; dutlies are added and taken
away. Sometimes the change is negligible, sometimes
it 1is great, In the measure in which it takes place,
a simi change 1s apt to take place in the abll-
ities and Interests the work requires of the worker.

Seventh; environment, working conditions,
supervision, relations with the employer and with
fellow employees, opportunity, and so forth, exer-
cise a tremendous influence on personnel efficiency
and consequently, on group production.

From this it is apparent that personnel management is
not merely a problem of discovering the right man for the
right place, of the finding of square pegs for square holes,
but rather, the job will affect the worker and the worker will
affect the Job. Arrangements must be made to make needed
changes when it is found that the jJob and the person are no
longer synchronized.

Just as the idea that workers were merely instruments
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of production capable of so much work, gave way to the idea
that laborers were human beings who reacted differently to
different situations, so did the human relationship coneception
give way to the "eitizenship coneeption™. This eitizenship
idea gives the laborer the right to a voice in the industry

in which he is employed, just as he has the right to a volce

in the government under whioch he lives. Laborers are import-
ant factors in determining the rules and regulations under which
they work.

PERSONNEL ORCANIZATIONS IN MODERN INDUSTRY

In order to understand how the Job and the man were
synchronized one must understand the role that industry has
had to assume. Also, the funetions of industry must be re-

viewed.

Industry in a Faternal Role. For many years man was

his own employer. He taught his sons his trade, just as his
father had taught him. The industry was all within the family.
The problems of health, training, education, employment, and
soclal work were all absorbed within the family. What could
not be sscured within the home, could be secured from a neigh-
bor within the community by barter. Division of labor was

not in use, as it was introduced after the industrial revolu-
tion. Bach male member of the family was taught a complete
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trade. The family was largely self-maintained, and had little
need to worry for its future. At the present time a mach more
complicated system of living 1s in force, that of the "division
of labor”.

The division of labor simply means that the numerous
trades are divided and redivided Into jobs and into operations,
until men are learning only one minor job. This is especially
true in the manufacturing industries where many machines are
in use. Many soeial, physiecal, and economic problems have
arisen which industry has had to assume the responsibility of
correcting, in order to continue in business. Now "industrial
relations” departments (personnel relations) are necessary
departments in all the larger industries.

The term "industrial relations™, means relationship or
coordination between the employees and the employers. Un-
friendly relations on the part of both the employer and the
employee were evidently due to several causes. The méin one
was, according to Tead and Metecalf, (20, pages 28-29) that
approximately, ". . . . one half of the employees in industry
occupy themselves at work which offers no outlet for self-
expreasion for a long continued perlod of years". The problem
is still so serious as to require expert attention, if the
development and enthuslasm of the employees is to be assured.
Personnel departments In industry are doing much toward re-
ereating self-expression so that the employees will have much
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to live for and think about, and the whole factory organization
will funetion smoothly. In order to achieve these aims, perso-
nnel departments assign to themselves definite funetions which
will be enumerated in the followlng paragraph.

Functions of Personnel Departments in Industry. The
functions of the personnel departments in industry are many.

VWalters, J. B., (21, page 53) lists the six main divisions
that are generally accepted by industry as personnel work.

The divisions, with respective subdivisions, are as follows:

) ployment :
{-J The personnel supply
b) Seleetion and placement
1] Interviews
2) Examinations and tests
3) Selection
(4) Introduection
Promotions
. Transfers
Regulation
Discharges
Retiring
Rehiring
Research

e S W W S W S
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rsonnel Maintenance:
VWages and rewards

Job analysis

Job specifications
Ratings

Employee representations
Shop rules

Employee organizations
Employer organizations
Labor audit

Labor turnover
Records

Statistics
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III. Training and education:
(a) Job instruection
{(b) Training workers to be foremen
¢) Foreman training
d) Executive training
(e) Apprentice training
f) General industrial education
g) Company library
h) Americanism

IV. Health:

(a) Physical examination

(b) First-aid and dispensaries
{ ¥edical treatments
(

Sanitation
Speclal Treatments
Health eduecation
Mental hygiene

c
d; Hospital
: Recreation and rest periods

»iEm s

V. ety: '

Mechanical safeguards

Safety inspection

Safety education and publiecity
Safety statistiecal work
Engineering revisions and safety
engineering

Safety competitions

Fire and police activities

ice Viork:

Thrift plans

Recreational and social activities
Buggestion systems

Housing, gardens and parks

Plant magazines

Restaurants, lunch rooms, and stores
legal aid and miscellaneous

N N et S St iy e S e

m-—.onaumﬁ m Oﬁ-b'ﬂg

vi.
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Nearly all of the larger manufacturing plants have
similar organizations, however Tead and Metealf (20, page 37)
list personnel departments as being divided into these six
main divisions: i.e., (1) employment; (2) health and safety;

(3) education; (4) research; (5) service feature; and (6) joint



relations.

To earry on the functions of the various divisions,
many trained persons are employed in each., Such persons as
physicians, nurses, physical education directors, legal ad-

visers, and other special service directors are employed.

Types of Orgenizations Used by Industry. In order to
better understand the methods which control a personnel de-

partment, one must first understand the common types of organ-
izations. The most common are: +the line; the line and staff;
and the funectional type.

The "line™ type 1s an organization where all lines of
authority are hmught*.tngathar in one person., This person,
whether manager, foreman, straw boss, or subforeman, alone
gives orders and every one in "line" under him is responsible
to him, An example of a line organization is shown in Figure 1.

The line type 1s a very strong organization and when
commands are well worked out there is undivided authority
only, running all the way down from the top clear to every
position at the bottom of the organization.

The "line and staff"™ type of organization is not as
definite as the line type. In this form of organization there
is a line or departmental organization for doing the actual
manufacturing, and a supplementary staff organization acting
in an advisory and investigating capacity. The first group
have the ability of gettin: things done; the second furnishes
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Workers Vorkers Vorkers
Figure 1. Line Organization.

the information on the ways and means of doing things. The
staff are generally neientists, engineers, and executives
trained in methods and procedure, who make analyses, do re-
search and investigation work, and who bring expert intelli-
gence and skill to bear on each problem that may arise. See
Figure 2.

The functional form of organization is designed so that
saveral people or foremen have control of the workers of a
department or a factory. When there are conflicting ideas be-

tween these foremen there 1s weakness. This method was pro-
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Figure 2. Line and Staff.

posed by Fredrick W. Taylor in his analysis of a plan he work-

ed out for the Midvale Steel Corporation in 188l. (1, pages
51-52) Planning was done in a planning room by four special-
ists. Direct charge of the operations was under four foremen

in the shop. BEach of these eight had authority over the worker:
the four planners by instruetion sheets, time cards, work tick-
ets, and plece rate cards: the other foremen had the responsibil-
ity to see that the Jobs specified were done. A chart of this
type of organization is shown in Figure 3.
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“Order of Work Instruection  Tlme and DIseiplinarian
Route Clerk Card Clerk Cost Clerk

“Gang Boss | o 0 58

Figure 3. Functional Organization.

IMPLICATIONS FOR PERSONNEL ORGANIZATIONS
IN INDUSTRIAL ARTS CLASSES

With an 1dea of what industry is doing and an under-
standing of the type of organizations used in industry it
would be well to consider what could be done with such an

organization in industrial arts classes.

Personnel Orpganizations Necessary in Industry. Indus-
trial organizations have discovered the most effective methods

of dealing with the laborer. They have found that man is more
than just a machine. As a tender of machines there are imposed
upon him a repetition of muscular and nervous actions which are
not similar to a machine. Vhen this was understood, improve=~
ments were made for his comfort. Later, laborers were glven
all the considerate treatment which only intelligence and
insight regarding human nature could suggest through personnel
work.
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Besldes taking Into consideration that workers are
human beings, industry has to realize the worth of personnsl
organizations for two reasons: 1. e., (1) economie, and (2)
psychological, (20, page 28). The economle reason has to do
with the ". . . . structure of modern industry and the modern
corporation, with the nature of processes under present
machine conditions, and with the need for specialized atten-
tion to problems like selection and trafning,” says Tead and
Metealf.

The psychological reason deals with satisfying the
employees by offering security of employment, falr treatment,
and creating in them iInterest, enthusiasm and good will through
letting them partieipate in various activities, and in self-

government.

Personnel Organizations Could be Used in Tndustrial
Arts. The leaders in the Industrisal Arts fleld have in the

past, and are continually using practices and methods which
have been proven in industry. The training given pupils in
industrial arts classes having been centered around industrial
practices is an educatlonal ald to industry both directly and
indirectly. Directly, it stimulates pupils toward either
entering or not entering into Industrlal pursults, as well as
giving him an insight Into industrial life and practices.
Indirectly, a more wholesome attitude and appreciation of
industry, the laborer, practices and products mede in industry,
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is evident through the orientation of students through the
more progressive industrial arts clasgses.

The management of industrial arts classes 1g, in many
ways, similar to the management problems of industry. Indus-
trial Arts has gone through similar stages of development in
dealing with problems of individual differences, economy of
materials and time, safety, sanitation, health, keeping records,
care of equipment, and cleaning up the premises. A personnel
department with pupil-participation dominating should prevail
in order to keep up with the more progressive Industrial
plants. This idea 1s carried out by Struck in his writing on
socialized instruction and on management of pupils, (19, pages
295, 469-472).

Various plans of pupil participation in management
.are used as means of developing individuals in the
qualities and abilities that are needed in a pro-
gressive social order. . . .

- - L - - - - - - - - - - - . = - - - =

Pupil partioipatian in school-shop management is
provided in general industrial arts shops as well
as in those operating on a voeational basis. The
general plan has been borrowed from industry. It
consists of having an organization which includes

a shop superintendent, . . « « and other asslstants
all working under the guidance of the teacher,

A review of the development of personnel programs in
industrial arts, ‘the need for a personnel program, and examples
of various personnel programs, will be discussed in the next
chapter.



CHAPTER III

THE DEVEIOPMENT OF PERSONNEL ORGANIZATIONS
IN INDUSTRIAL ARTS CLASSES

Nearly all first-class schools ineclude in their curri-
cula several courses in Industrial Arts. While this term is
used commonly and glibly, few have ever stopped to ask "What
is Industrial Arts®" The answer to this question may be given
in formal statements of definit’ons, these definitions may be
supplemented by listing the major objectives or aims of the
subject and its meaning may be made more clear by giving ex-
amples of actual operating programs in junior and senior high
schools.

WHAT IS INDUSTRIAL ARTS

Some think of industrial arts as a narrow course, On
the contrary, it is a very broad field having many courses of
instruction, such as: woodwork, metalwork, industrial draw-
ing, electricity, foundry, automotive mechanics and many others,
Definitions, status, and class-size of industrial arts in
Oklahoma will follow,

Definitions of Industrial Arts. The best known of

Industrial Arts definitions was proposed by Bonser, F, Cordon,
in a book entitled Industrial Arts for Elementary Schools, of

which he was co-author with Mossman, Lois Coffee (3, pace 5).
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Industrial arts is a study of the changes
made by man in the form of materials to increase
their valuss and of the problems of life related
to these changes.

The definition adopted by the State Advancement
Committee for Industrial Arts in Oklahoma Schools (18, pagel)
is as follows:

Industrial arts, as a school subject, may be
defined as a study of the processes, tools, and
machines by means of which the forces of nature
are utilized and the raw materlals of nature are
changed by man to make them more valuable and
pleasing. It includes an understanding of the
native qualities of raw materials and of the nat-
ural forces, together with a knowledge of the
methods and practices of utilizing and changing
these materials and forees, It 1s also concerned

with the social and economic problems ineident to
these changese.

Status of Industrial Arts. The status or place of
industrial arts has deviated much from the time the name was
changed from "Manual Training® to "Industrial Arts™. The
change was from the narrow "hand training" to the "complete
soclal education of every boy in a dominantly industrial
demoeracy". (8, page 2)

In Industrial Arts, boys from all walks of life meet
on the same plane. Here they must cooperate, work, and give
and take together. An Insight into how fifty million wage=-
earners work 1s given to these pupils.

Try-out experiences, through first-hand study of
occupa tions, provide educational and vocatlonal guldance.

These will assist the boy in his cholee "toward or away from"



22

industrial occupations as a life work, and will ald him to
find out in what particular trade or industry his capaclties,
aptitudes and possible abilities lie.

The boy is aided, through his participation in industrial
arts, in his study of the social, economlc and related occu-
pational problems. Progressive instruetors are trying to
interpret industrial arts broadly. (8, page 2)

Such teachers (progressive) are attempting

to interpret industrial life broadly. Included in
the soclo-economic phases of industry are problems
involving "personnel management™, state and federal
regulations, education and training, problems of
financial management and ownership, production of
costs, raw products, distribution and organization
of workers.

If these are the problems of industry, then they become

problems of education and of Industrial Arts.

Class Size. Since the depression years of the last

decade, the number of students enrolled in industrial arts
classes have increased per teacher, until now in the larger
school. systems the number is similar to that of an ordinary
academic elass. In most cases this situation is caused by a
shortage of school finances. This situation, according to
0. B. Badger, recently of Tulsa, Oklahoma, has caused more
need for pupil-personnel work. (2, page 5)
The present economic gtatus of schools has
forced school administrators to increase the size
of classes in the field of industrial arts in most

cities to the same size usually found in academie
classes, which means that classes of forty or more,



at least in the larger centers of population, are
more eommon than ¢lasses under this size.

In the smaller centers of population the number of
gourses taught in industrial arts were reduced in number,
thus leaving larger clagsses. This has made the nsed of per-
sonnel work necessary.

In 1924, Sincleterry (17, page 14) repafteﬁ %047 per~-
cent of the classes in Oklshoma e¢ontained more than thirty
vapile each period. This would allow less than two minutes
ver pupil for individual instruction.

In 1s38, Pope {13, page B2) reported an average of
22.74 pupils per elass in Industrial arts elasses in Oklahoma,
The teachsr would have less than three minuses rer punil for
individual instruction. gee TABLE I.

Vith some of the facts of industrial arts established,
it willl be necesgary to ereate a need for a program and an
orzanization to earry out the objsetlives of indusirial aris

on o more efficlent basiz.
THE NuZD FTOR 4 PORIONYEL ORGANIZA 7Iow

Such a program, having been tried out in industry and
found necessary, should be valuable to industrial arts pro-
gramg. Personncl programs have been used in industrlal arts
shopg and a nced has been found for them, espscially with

soecialized instruction.
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TABLE I |

*TEACHER IOAD FOR VARIOUS NUMBIR OF PERIODS |
No. Classes Per Day Average No. Pupils Ho. Teachers
in Industrial Arts FYer Perlod
One 15.35 14
T™wo 13.93 15
Three 21.25 13
Four 19.53 24
Five 23.87 43
8ix 26.73 30
Seven 22.00 2
For all teachers 22.74 141

*Paken from Pope Thesis (13,page 52)

The Need for a Change in Education. There has been
much written about our democratiec ideas of the United States.

To look back over a period of years, or to look now at the
countries at war, one wonders if our educational system does
not need a change. Brubacker has said, ". . . . there has
been an obvious and pronounced dissatisfaction with the
social order that has hateched the most destructive war and
the severest economic depression in history." (4, 761-768)
A change has been sugzgested by many who are not content with
leaving schools as they were.

There are several confliecting ideas regarding educa-
tional methods. Some think that schools should eling to the



statug que,  that of individoalisn, snd others hold she idea

that soeialized instruetion should b
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Individualized instruction has its advanbages, points
out Strueck (19, vage 283) but when soeial valucs are left out
it has many wenknesgses. He refers to o individual imstruetion
plans, vhich arve povw adding provigions for saéialized groun
achivitics.

Soelalized instruction trends are evident now, according

to Struck (19, paze 28%). Beeause of mauy oroblems, the pain

ones beling speelalization, urbanizatlon, and Sransportesion,

from which have grown such measures as vworkmen's compensation,
rehabilitation legislation, unenmployment insurance, and old

aze pension provisions.

fergonnel Orpanizations, Pased on goclalized Instruction.

Personnel organizations are such that socilalized Instruction
ig given. Iits whole organization is bzsod on dsmoceratic ldeas
that are teacher gulded. The orgsnization lg in the handsz of
the pupils who have definite resmonsibilities and supsrvisory
jobs similar to those they would perform in industry and In
life situstions.

Some have the oplinion that individusl iInstruection

£

t the sleower individuasl can be accel-

8]

should predominate 30 th
srated and that the fagber "nil might not be held back. Sonme
say that conditions should be Ltrue bto 1ife aznd thwi soclallized

procedures should be used.
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Both individual and group plans are carried out in shops
using a personnel organization, This is especially true when
the individual project method is used in conjunction with a
personnel organization. Individual instruetion is given to
all as they work on thelr individuasl projects thus they can
gain experience and information at the rate at which they ecan
progross. Soeclalized instruction is the theme of the personnel
organization as it 1s carried on shrough cooperation within
the group.

THE DEVEIOFTMENT OF PERSONNEL ORCANIZATION
IN INDUSTRIAL ARTS

Industrial arts under that name only dates back to
about 1910 to 1916. This change was due to the "Manual Train-
ing" program failing to meet the training needs of industry.
Prior to the time of this change there was a formal type of
teacher-made, teacher-directed organization.

Teacher Dominated Class Procedure. Under this teacher
dominated type of pdrocedurs, the teacher did all the planning,

executing, and evaluation of the pupils work.

There was no flexibility in this plan. Tlans were
made by the teacher and were carried out according to his
dictatea. Whether hls plan was sound and correct, was not
doubted by his pupils. Set procedures were carried out, and

set projects, or problems were made.
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The evaluation of the puplls work was done entirely
by the teacher and little or none was done by the pupil,
learning situations, in most cases, were foreed on the

pupil, Such situations were artifical and not true to life.

Superintendent Flan of Progedure. As classes grew

larger and routine duties increased, instruectors started to
follow some of the procedure of industry by aprointing a
helper or superintendent. The superintendent had two respon-
sibilities: (1) ald the instruetor in dolng routine duties;
and (2) help some of the slow sudents. As an ald to the
teacher in doing routine tasks the superintendent performed
such jobs as checking tools and equipment, and aiding in
clean-up responsibilities.

The superintendent did not have time for much more than
his clean-up jobs and consequently did not help thq students
much. - Under thls plan the instruetor s:till dominated the
shop by directing all the activity.

Foremanshlp Tlan of Organlzations. By observing
procedures of industry, type of organization made up of sev-

eral boys acting as formen was adopted by instructors of
industrial arts.

This plan was the first which included the idea that
the pupil was a human, that he had rights, that he should

have a voice in the govermment of his class, and that the
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students welfare should be counsidersd.

This was carried out by the appointment of pupils, by
the tsacher, to do various Jobs of directins the clags activ-
ity, checking tools and equimment, clean-ap dutisg, and look-
ing after first-ald by individual studenta.

This movement was started about 1925 and gained much
in importénce after 1930, The reason for the chanse vas
accelerated becausge of large classes and the so-ezlled "ezplor-
atory ecourses”., The ezploratory c¢ourses were onh the Jjunior
ligh level, and consgist of a variety of learning units belng
tausht in one room under one teacher. Thesge courses are more
commonly known as the “general chop?®, and the laboratory of
industries™,

Individual instruection by the teacher was one of the
main features of this program. 7The instructor was left froe

to work with, and to instruet the. pupils.

The Group Flan oflﬁrganizatians. 3ince the depression,
laber conditions, eeonomic,conﬁitions, problems of gowernment,
and problems in educatlon have changed to a‘more soclially
eonceived philosophy. (19, pages 1-3) Sccializea instruction
is the aim of the more progresasive itoschers.

To accomplish these alms the iamstructor must suide,
rather than dircet the activitiss., He nust keen himzelf in
the baekfield in most all instances. The instructor must also

learn %o advise, assist, and to stinulate the pupils through
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group aotivity. Thig aetivity must be based on life-centered
ingbtruction, according to Struck, (19, rages 5-3).-"This
includes mental growth, physical growth, manipulative growth,
emotional growth, and soral growth . . . . he isg gulded to-
ward larger soclal, sconomiec, and politieal growbh.™

Industry has had such organizations for the past sever-
al yearg whiech ineclude this type of 'soelal work® and vhich 1s
based on group activity. Industrial Arts instructors have
taken psome of these ldcas and have glven group instruction
with the teacher in the backsround. These programs stress
mupil plenning, pupil cooperation, and pupil evaluating snd
purposing. |

Suech orgonizations, in addition to having a group of
foremen, have a group of officers or a staff which coordinste
the funetions. They generally Inelude a general supsrintend-
ent, shop secretary, publicity manager, safety manager, sbtoek
roon foreman, maintenance foreman, lumber room foreman, finish-
ing roowm foreman, and tool room foreman. Clean up jobs are
asually dirccted by several of bhese officers, while others

of these offlcials look after other affai.g of the group,
ELAMPLES OF PHERSONIEL ORGANIZA TIONS IN INWI=TRIAL ART

Many Varyin@ kinds of personnel organizations, that are
in use have been written up in the professional shop magazines

and in other sources. A review of these will masterinlly ald in
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the study of personnel orponizations, and in the study of
gshop procedure. The articles will be referred to by naning

ren who are responsible for the orpanizations.

Parksg, Jogeph . ©One of the more interesting articles

Tfound by the writer was an artiels telling of the future of
industrial education, wrltten by Joseph Charles Park. {(12,8%52-8)
This artlcle appeared in Hovember, 1939, Park in this artielc
indicated that future citizens of a great democracy zre beling
"built", and, if they are to he citlizens that we expect them
to be, we should help them to know their "talents, tastes and
aptitudes and how these may be best used in helping to do
their work in the world.™ "4 vital factor in a pgood shop
course of today,™ sald Park, "is prover shop arganizaticn and
administration.

Parks idea of such an orpanization is to have a shop
superintendent, threce or four foremsn, tool room manager, a
pupil safety engineer, and a clean-uyp squad. These offices
should rotate in the class, sé that all pupils will partiecl-
pate in each aetivity. The foremen are appointed according
to the number of activities going on in the shop. decording
to Park, full time jobs should bhe arraspced in groups go as Lo
deprive no boy of wmuch time. Conferences were of vasth in-
portance and should be held in small grouns. Foremen and

superintendents should be given recognition. See Figure 4.
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0 1zation Chart -

tendent
S e
> uction .. ) ¥alntenance spection
; o reman ore Foreg_?_n !orag
Safety Inspector Safety Insp. Gafety Inspector 2 to 5
Tool-ieeper SupplyClerk Health Officer vwork inspec-
Progress=-clerk Inventory-clerk Fire Inspector tors, depend-
Pirst aid Officerlibrarian Machine repairman upon types
Contact Man, Kuseum Curator Tool repairman and size of
Publicity the class.
Greet visitors
Figure 4. Park Organization.
Carlsen, F. A. In 1934 an article appeared in the

Industrial Edueation Magazine (S5, page €4-74) entitled "Pupll-
Foreman Type of Organization as a Teaching Device in the
Ceneral Shop.™ This article, written by F. A. Carlsen of
Detroit, Michigan, has been the subject of many reports and 1is
the basls of many present day personnel organizations., This
plan assisns to groups of pupils, in rotation, a variety of
managerial duties and responsibilities. The class 1s governed
directly by a member of the class, the shop superintendent.

He attends to the routine details of class management according
to defrinite plans and instructions. He and =all other officers
serve for a term of one week. His service 1s graded by the
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Instructor and is kept on a chart. The superintendent takes
charge of the routine at the first of the slase neriod and

then ealle on the instructor far the lesson for the day or
other ingtruection that the instruetor misht have in mina. If
a denonsiration ig in order the gunsrintendent assslists by
having tools and supplies avallable., After the business for the
day the puperintendent makes a report %o the instructor of any
ﬁuyils vho are not doing thelr dutiesn. The insitructor investi-
gatop and dlspisses the delinouent offlcers and failling grades
are entersd on the chart. In this orzanization there are
several "speelal asslstants® to the imstructor. These are the
safety cnzineer, the pupll inspector, and the shop seerstary,
who are graded by the inﬁtruptmr.

3ix minutes before the time for dismlssal, the insﬁraeﬁﬂr_
turns off the main power ewiteh whlch is & sipnal for the elcan-
u? poriod. The shon suderintendent holds the foremon in charg
of various units or sectlons, rosponsible for the condition
in which cach department 1s left. The boy vho refuses ia
revorted to the instructor who deals vwith the probhlem &g the
cage rejuires.

The grading system, as used by Carlscn, included two
grades Tor each forgman. One was for "efflcliency™ and the
othey was for "cooveration®., Hffiecliency is baged on the
ability of the foreman to gebt along with his group, willing-

ness to leave hisg own job when neecessary t help a boy in hisg
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rection of the

e

aection, and willlingness to follow the 4
superintendent., The grading sysbem ig of major importance
if the proner cood 1ls derived from a perzonnel systom.

Gther administretive Jobs that were mentioned by
Garlsen, are the safety engincer and the pupil inspector.
The "aalfety encineer™ hags his dutles and responsibilities to
sec that safe dractices are carried on in the shop. He sudors
vises precautionary measures that ave done in the shop, holps
the insiructor in administering first-aid, and NS DATEs &
written report of any accident to be sizned by the injured
boy. The "pupll inspegtor™ iz appolinted by she instructor
at timss when performance btests are heling given. He, in this
way, aids the instructor in examining to tell if the pupils
Shoroushly understand pethods of performance.

Gther dutios such as clean-u? jobs are asslsned by the
superintendent and checked by forsmen. Eh@sa Jobs iInclude =

o

nuzber of assisaments in cach of the scetlons, in the tool

roor, in the finish room, in the lumber room, and other placss

Radford, 3tanley. Lalter on durineg the year of Carlsen's

article, another article appeared entitled "Drafting-Hoonm
Student-versonncl Opganization end lonagemsnt®, written by

Stanley 3. Radford, Instructor of Drafting, The irthur Hill
Trade School, Saginaw, ¥Viehigan. (14, pages 1537-%) In this

article, Radford enumerated the objectives of his psrsonnel
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organization. In these objectives Radford suszests: (1)
that students can be taught the value of organization, cood-
eration, and group effort; {2) students can be tanght Ho assume
respongibilisty, and have a definidte part in the traiming Pro-
gram; (3) ctudents can be tausht to perform cersaln routine
duties, and assist the instractor; (4) students trained by a
program similar o this can 1% into industrisl organizations
more rosdily; and (5) with a »reperly trained and functioning
Prograrm the absence of the instryetor would not hinder the
class as 1t might 1f no personncl asystem was invaffect¢ To
carry oul these objectives an &rganizatloﬂ is suggeated.

in organization to ascomplish these objsciives ineludes
seven offlcers. They are: (1) saperintendent; (2) assistant
superintendent; (3) foremen; {(4) aassistant foreman; aﬁd {5)
three student cheeckers. The officers are carefully seleected
on the basizs of: (1) scholarship; (2) dependability; (3)
acecuracy; and (4) personality traits. The instruetor aeis
as a manager holding conferences vith the staff when the need
arizes.

advanced elasses include a “designing division" and &
“gheeking division”. Besginnling classes have a}“araftiﬂg
divigion® and a vcheelking division® alsoe. The Jjob of the
designing division is to design Jjobzs for uze in the achool
8ho 08 Tﬁé deaslgning division is made up of advanced gstudents

only. 'The drafting di ion is made up of beginning students



and includes the mastery of principles as its funetion. The
cheeking division has the checkiny of all drawings before
they are sent to the shop or graded by the ingtruetor.

In conclusion of his article, 5. 3. Radford states
that the suceesgs of a siudent orgenization derends on the
instructor, the eareful selcetion of the class officers, and
the wisdom used in tralning and guiding these leaders in the
performance of their dutiez. He adds that 1t iz especially
important %o check all class officers to pee that speeific
dutles are properly pevformed in order to keep the orzan-
operating smooithly and effielsntly.

Suech an organization would serve s an excellant core
to build around. It is an reellent aprproach ﬁ@lpraetices

as found in indusghiry.

Jencins, James E. An article entitled “"Ceneral Shop
Organization™, épgeareﬁ in the Decenber, 1936, issue of a
rrofessional magazlne, (10, pages 374-373), written by James
. denking, which described an organlization which he found
to be helpful in hig genersl shop classes.

There wore approximately sixty hoys enrolled in the

s

"ive general-shop classss. Dach class was organized on the
gix wesks basis. Baebh pupil spent six weeks each in wood~
work, drawing, and electricity.

?he guccess of the organization is made the responsib-

ilicy of the class. The class nominated four members to f£ill
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the offices of foreman and assistant foremen. A secret ballot
is then held electing two. The rest of the positions are
appointive by the teacher. These include: electrical clerk,
and three librarlans.

The foremen have the control of the manner the stud-
ents perform thelr duties and in the care of the toolroom,
while the clerks have charge of thelr respeective units in
checking the tools as they are brought to and from the tool-
room, checking on the attendance, and to keep supplies
distributed to the boys as they are needed. The term of
office 1s six weeks.

According to Jenkins, ". . . . the opportunity for
leadership, which the boys so eagerly assume and so whole-~
heartedly carry out, is in itself a most outstanding feature
of this program.” Other advantages of such an organization
are that the instructor can cheeck on individual performance
better and can spend more time on real instruction.

The organization chart of Jenkin's general-shop plan
is shown on Figure 5.

Orness, Carl J. An article appearing in the Indusg-
trial Arts and Vocational Educatlon Magazine, Sept., 1931,
(11, pages 309-314) entitled "Shop Class Management", by

Orness, Carl J., seems to be the first organization of its

kind to be used in an auto-mechanies shop.
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{Zleetive)
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(Blectives)

Slectrieal GloTk TooduoTk Clerk Draviing CLerk

Tivrarian Saoply Tibrovian Tibrarian
Aasistant

Figure B, Jenking Crgenization.

Orness divided the pupils lnto three groudvs. At the
hiead of sach group was a foreman who had the job of keeping
n together, checekling out btools for hils proup, locx
drawers at bthe ead of the perlod, and o kesD tools checkel
put within the hands of the group.

Two other offiecers lnecluded in this 2lan were the
sho) rmanager and the toolroom keeper., ‘The shop mahapger had
a number of duitles to perform: %take sare of abosnce slipo
0.X. and sign tool checks; see that every jo

v hud a Job oaprd;

sake eare of parts-draver chart; keep shop sauirment in order;

Bepreen
(‘J

ccep shop doors closed; see that ogerating enpgines wers

connected to exhaust GOﬁantiOnh, do special assisned jobs;

cheek toolkeeders repord far missing toolz at the end of the
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period, see that bench drawers were locked, clean-up jobs
vere finished, job eard proverly filled out, and that shop
equipment iz in its place, and hand in = repoft.' The tool-
keecper had routine Loolroom dutles that are cuntomary bool-
room jobs.. |

Included in this artlele are a number of record forms
and report forms whieh would stimalote thouszht on the part
of the student. Job ecards similar to those used in indusgiry
are used in the organization plan used by Ornessa.

Tn addition to the advantages of shop personnel plans
just given, Orness mentiong the following: teachins methods
of £ilinz and record kesping; improves morale; through weckly
rotation, the students are all pui on the same level with

his co-~workers and 1s readily adapted to any class situation.

Carlsen, Richard M. It is generally beliesved that

little or no organization is needed in the draftine room.
This is true, only when the clags size 1s very amall. Aceord-
to Carlsen, Richard, ¥. {6, papes 180-182) to get best results
1% 1s absolutely necegssary to have the draliting room wvery well
oreganized. Carlsen wrote of a nlan that had been in uso for
two years in his shop in Detroit, Michican.

The clagses in draftine averaszed about forty puplls,
with four rows of ten each. The plan czlls for four row
foremen, shtendance clerk, envelope foreman, checker of

special instruments, checker of instrument cabinet, recording



elerk, chief draftsmen, and class suPerintendent.

The eclass superintendent is in charpe of the class

and is the firabt officer %o be elected. Te has charge of the
‘routine of the class. Fe supervises the orderly {by rows)
cleen~-up periocd and ealls the class together at the Pirst of
the claas period. The recording clerk records the grades of
the plates and of the Ltesta.

The chlef draftsman or draftamen, as the nunber varles
as there is need for them, check drawings once sach week
before they are turned in to the instructor Lo grade. The
attendance clerk takes charge of the attendance of the class
and records it In the record book. The envelope foreman, ab
the beglaning of the class period distributes the envelopes
to the foremen of each of the four rows, to be passed out, by
the foremen., The envelopes are collscted in ths sanme manner.

The chedker of the speecial instrumsnt cabinet checks
the tools out at the beginning of the hour and is responsible
for their return. The checker of the ingtrument cabinet
checks the forty individual instrument boxes at the firsc
and the last of the period and isg regponeible for the looking
after them and seeing that they are locked at tho end of the
period, 'The foremen havs thelr row In charse, thus keeping
down unnoecessary dilsturbance.

A1) officers serve for a Deriod of one senecster exeepdd

"

the checker, unlsoas it was found noecessary to change. The
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only requiremsnt found necessary for elieibllity to the
offices lg, regularity in sttendsnce, and not secholagtic
achlevermcnt. The orﬁamizqtion chart of the plan used by

Carlsan is shown in Plgure 6.

Peacher

Recording Class - chief
Glern | Superintendent Draftenen

Abtendance aZnvalone Ghecker of Cheeker of
Olerk Foreman Speeinl Tnst. Inst. Cabinet

Toremon Torenan Forenun Foroman
Rovi=1 RoW=2 Rovi=3 Rovied

Ficure 6. Carlsen, R. . Organization.

varner, William ©. 4 sympooium was edlted by members

of the 1930 Summer Sessicn, Slass in Courge 400, in the

.

Practical Arite and Vocational Sdusatlop Dept., Ohio 3tate

University, Columbus, Obioc. It was entitled Orgenizine Pupil

Fersonnsl in the laboratory of Industries. Villiam #. Yarner

was the instructor in charse. {22, pagez 1-58)

s
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The purpose of this report was the felt nesd Tor the
dsvelopment of social growth, and that individualiiy should
not be stifled. It was Lthought that the organization problenm

s on¢ bthat econfronted every teacher who attempted %o teach
a progressive type of diversified work with elasses of fron
fifteen to sixty puplls. |

Sublsets taken up in thig rezory include the following:
problems and types of organizatienq; the labhoratory of indus-
tries; She functions of the persomnnel organization in school
and Industry; bthe orpenization chart; starting and developing
the organization; and an objective baslis for secleecting nop=-
sonnel; wrliting the eszay syeciﬁicatians; the placse of the
ingtructor; the staff positlong and their dutlies and line
mogitions and their duties.

LS

o

The organization lncludes a superintendent who
elther eleeted oy appointed for a period of one semegster, snd

has the cenbral control of the elass. He is lmmediately in

charge of v assistant superintendants One of thz assisbant
superintendonts hag charge of & "lins orpanizstion®™, and ths
other has charge of a "staff organlzation™. The sball organ-

ization menmbers have advigory duties over the pupils in proups
that they are foremen of. These assistants hold office Por
one scmestor cach.

The staff wombors have such »ogitions asg: Chilef clerk;

emergeney job foreman; director of personnel; desisning
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engineer; purchasing ageab; efficiency enzincer; safety
dirsebor; ﬁiTﬁGth of exiibite and displays und librarian.
The bterm of office for all staff meubers 1z from two waeeks
to one semesber, depsndins on responslibilities.

The line nmembergs are in charge of various units of
speeial funciions suech @s: arb metal; printing; experimental
beneh; sheet metal; tool room and asaistants; blue printing;
antomotives; kiln operator; and other sinmilsr positlons

positions. Thelr term of office is for two or more veeke,

/Y Hiekkiln, John ¥. Yilde recopnition vas glven to a

v

personnel organization plan by the Canvas Froduets Corpora-
tion, Pond Du Lac, Wiscongin, in 1956 in =2 book entitled

ghop Organization for Industrial Arts Classes, written by

John . Heikkila of Babylon, Long Island, Fevw York, who had
used & sinilar plan in hils hich school zhon. {9, pars 55)

The plan calls for a general uanerln,ﬁnﬁ@nt a shop
seeretbary, a publieity manager, a gafety enzineer, a stock
room clerk, a maintenanece foreman, a lumber roon foroman,
and a room foreman, The term of offics 1s four weeks. They
are all slected during a resular class meebing.

The general suvervisor has supsrvision over all fore-
men and rembsrs of the claes ahd is responsible for ihe
grading of them. The other officers are responsible to the
instructor. The gradins ls Jdone on the hasis of efficiency

and cooperation. Varioug record cards are desgeribed in full
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in this book by Helkklla.

The Canvas Products Conmpany manufacturss aprons for
shop pupil~ personnel purposces. with visivle celluloid
pockets dnto which will £it interchangeable printed identifi-
catlon capds. Upon belng electad to an office, the boy is
given recognition by being labeled as "Superintendent”, or
gome other official. It is for the purdose of sromoting

lncantives for better work.

Sadser, C. Do In 1255, under the diresetion of 0. T,

Dadgesr of Jfulsa, a summer sgchool elagss of teachers, wrobe up
reports of various subjects {(in mimeograph fora) dealing

with the subjeet, Persomnel Organization in Industrial arbts

Slasses. (8, pares 1-51)

Subjects dizeussed viere as follows: toples for disg-
ussion with student Poremen; & personnel organizatlon for

the anlt wood viorkshoen; a plan for a geanersl woadvwork ghop!

a personnel plan for a Junlor hish school general shop;
a provosed personnel organization; a general mebtal shop; and

& plan for a junior hish pencral metal shop.

All the shop orsanizations sugpested had a staflf tyype
of orcanization with the gensral superintendent or the salabty
director in charpe of line forenan (cloan-up Johs).

Gtaff rosicion generally included officers in charge

'3

ohs ars

e S

L

i

¢ tool roor; lumber room) general foreman;

O
bty
t
Cl'
ﬁT
Ty
o

safety director; student records and librarian. The bterm of
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offlce 1s generally six weeks in duration with the exception
of the general superintendent who might hold office for a
semester, These offlocers are all responsible to the instructor
and have a number of detailed jobs to perform. Line positions,
under the charge of the general superintendent are mainly over
routine clean-up work.

With examples of permhnel organizations in mind,
implications for further study of conditions need be dlscussed.

IMPLICATIONS FOR THE NEED OF A STUDY
OF PERSONNEL ORCANIZATIONS IN OKLAHOMA SCHOOLS

Implications seem to show the need of a study of cond-
itions in Cklahoma. In order to make recommendations one
should be better aecquainted with: (1) what has been written
of personnel organizations in Oklahoma? and (2) the value of

a survey or study.

Written Materlal Regarding Personnel Organizations in
Oklahoma., Little has been written in Oklahoma regarding the

use of personnsl organizations. A report entitled Personnel
Organizations ndustrial Arts Classes was written by

0. B. Badger and others, as a result of a study in a.Mlnor
Pmlblens Class at Oklahoma A& College, Stillwater, Oklahoma,
Outside of this report very little information has been

advanced in writing regarding personnel organizations.
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Ho study as to how numerous the organizations are,

what the

o
o

urpoges of the organizations are, what types of
orpanizatlions are in use, or the number partieipatings in

such organizations or ¢ven whether such organizations exist,
has before now been made. 4 sbudy, then should be made
regerding such conditions in leahoma in order bto acguaint
interested persons in the develonment of the industrial aris
program througsh the use of pupll-personnel organizations
which are used extensively by indugtrial plants and indusgtrial

arts classes in other states.

Value of a Comparative Study of Personnel Orgenizations

in Industrial 4rts Clesses in Oklahoma. Slance little has
besn written in Oklahboma on personnel work and orvganization,

:

it ia well that g survey and study be made congerning such

Oklahoma has many industrisl concerns whieh pupils of
today will enter tomorrow. Surely, hablts of work and
appreciation of sonditions peeculiar to Industry, that are
taught in industrial art classes should be investigated,

4 definite pergonnel program, similar to that of

industry, if needed, should be establlshed.



CUAYTER IV

4 STUDY OF

SONHTL CREANIZATIONS o7 VARIOUD SHore

DY CHLABCHA AMD ¥IRIGHEESs TOR:

In order to understand more clearly the oxbent to
whish personnel organizations are operating in Oklahoma, 1t
would not be necessary to make a gurvey of every shopd involved.
It would, however, be necegsary w0 get a good cress~-section of
what 18 heling done in many casss. It was assumed by the writer,
throuch observation of more than thirty shops in Oklahoma,
that personnel organizations are used in larger schools more
than they are in the smaller schools. This is largely due to
several reasons previcusly mentioned. {(Chapter ITX) On this
agsunption the writer made the survey of many of the larger
school systems by the following msthods: (1) by visiting over
thirty schools and observing methods employed; (2) by pers 1l
interviews with many industrial arts teachers on methods use&;
and () by sending an inguiry letbter to many of the 1érger
schools asking for definite informasion regarding such an
orpanization,

A gopy of the form letters and the inquiry form appears
in Appendlix B. Thirty-eight of the eighty inquiry forms
mailed ware"r@turned, or Torty-five percent. Host of the
survey is based on the findings of thils inguiry and pergonal

intarvievig.
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In the writing of this survey, the material will be
presented under the following topies: (1) the extent to
which personnel organizations are used; (2) the purposes for
which a personnel orpganization are used; (3) the election and
qualifications of personnel organization officers; (4) duties
and dispensation of duties; and (5) the findings.

THE EXTENT T0 WHICH PERSONNEL ORCANIZATIONS ARE USED

In reading this survey, it must be remembered that the
entire state was not covered. Only larger schools were con=-
tacted, along with smaller schools known to have personnel
organization in operation.

Under this topic number and types of organizations
will be compared.

Number of FPersonnel Organizations Used. Of the thirty-

eight informants answering the inquiry form, thirty-two used
a personnel organization of some kind, six informants re-
ported no organization, and one falled to answer the question.
(See TABLE II)
TABLE II
NUMBER USING PERSONNEL ORGANIZATIONS AS

No. schools Number using Number not using No. not
surve yed Per. Organization Per. Organization Reporting

38 32 5 3




Tercentare of Boys Holdlns 02fice. The kinde of

K
ct

organization uped sce

o ba one of two extremes. ZElther
just one boy to btwesnity percent of Hthe menbers hold offices In

da

the organization, or ncarly all of the beys are used. [Jse

PORCENPACE OF PIFPILS HOIDITIC PEOCQNNIL oF»Igas
Perecnbace of shtudenss T Rumber of
holding psrsonnel instructors
offices _ reporting each

1i-10
11 - 20

| - B

¢l ~ 40

Lo

41 - 50

s

51 - 60
61 - 70 ~ o
71 - BO | | 3
8l ~ 90 1
01 - 140 10

The reagon for this varlance 1ls the ty9e of orzanization plen
used. Types varied from a strict line organization to &

broad funetional organlization.
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Types of Personncl Organizations. Some lnstructors

wish to have all members of the shop orsanization on the
sane level in authority, while others prefer to have the line
oranization, placing some one to ten perecent of the members
in authoritative offices. VWhich type Furnishes “he most in
edueational training is debastable, however, thosze using the
comblnation line and starff organization are in the majority.
The common itype of line znd staff orpanization is
generally organized with the instructor as the general man-
ager. A staff of some six or sight officers in charse of
various functions, several forsmen in charge of varlous

departmonts and all responsible to one member of the sztaff.

n/ THE PORPOZLS POR WHICH PURBONIEL ORGANIZATION ARR U3ED -

During Interviews and talks vwith shop teacherg, nmany
purposes for having psrsonnel orgasnizations were dlscussed.
fost of the purposes can be eclassified into the following
four groups: (1) teacher aid; (2) care of the shop and equip-
ment; (3) shop organization; and {4) educational values.

48 an aid in t&bulating the purposes of personnsl
organizations, as listed from returned copies of the inquiry,
the four classifications listed in previous paragranhs were

used. {(See TABLE IV)

PTeacher Ald. As an ald 5o the teacher the »parsonnel

organizations cive; (1) inereased time for instruction;



TABLE IV
- PURFOSES OF PERSONNEL OBGANIZATIONS

Chief Purposes Number times ocouring

Experience in industrial procedures
Develops acceptances of responsibilities
Develops leadership

Develops cooperation

Develops consumer knowledge

Develops citizenship

Develops followership

Develops pupll-planning

Develops methodical procedure

Develops safety practices

g HoHF+=MHFHFODOM

Educational purposes Total

Familiarize students with class organization
Efficiency of shop operation

Distributes or provides responsibilities
"Dictatorship” is lessened

Necessary functions taken care of

Check on fulfillment of duties

Increases interest

Shop organization Total

HHMDOgN

o
[+

Check tools and lumber
Decreases tool "disappearance"
Care of shop equipment
Orderly, neat shop

Care of shop projects

Care of shop and Qquipmont Total 11

el L

Increases time for instructions
Relleve teachers of routine jobs
Assist in instruction

[ I

Teacher ald Total 16
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(2) relief from the routine jobs; and (3) assistance in
instruction.

The survey shows that most teachers prefer to do their
own instruction work with 1ittle assistance, while with few
exceptions teachers report that they are given more time for
individual instruetion as a result of being relleved of
routine tasks.

Care of Shop and Equipment. The eare of the shop and
the equipment was not mentioned as a purpose of the personnel

organization but a few times on the inquiry filled in by the
instructors. However, in observation of type of jobs given
pupils in many schools visited, the majority of jobs used
were clean=-up jobs., It is assumed that the instructors have
the "education of the pupil" as one of the chief purposes,
rather than the "eare of the shop".

Purposes given on the inquiry form which were class-
ified as care of shop and equipment were: (1) check tools
and lumber; (2) deereases tool disappearance; (3) care of
- shop equipment; (4) orderly, neat appearance of shop; and (5)
care of shop projects.

Shop Organization. Many teachers realize the value of

having a definite shop organization, It is of benefit to
both the pupil and the instructor. Several purposes for a
personnel organization were mentioned under the classification

of organization,they are as follows: (1) familiarizes students
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with the class organizations; (2) increases the efficiency of
the shop operation; (3) distributes responsibilities; (4)
decreases diectatorial qualities in the teachers; (5) Necessary
functions are taken care of; and (6) serves as a check on
fulfillment of duties.

In any organization there must be some method of
distributing the responsibilities. The organiztion will not
keep the interest of the members unless this function is
performed, Instruetors using the peréannnl organization |
realize this and as a result have mentioned this most as the
chief purpoase along with "developPs cooperation" whiech falls
under the classification of "2ducation”. "Efficiency of
shop operation” appeared frequently as a purpose due %o the
value to the student of a definite order of procedure carried
out by the students themselves.

Educational Values. Industrial Arts teachers, as a
whole, have the education of the pupil in view rather than
one of the other three classifications. Out 6r the eighty-
five purposes given on the inquiry as chief purposes of
personnel organizations, thirty-five come under the class-
ifiecation of "educational”.

The educational purpo:ﬁs listed by the informants are:
(1) experience in industrial procedures; (2) develops accep-
tance of responsibilities; (3) develops leadership; (4)

develops cooperation; (5) develops consumers knowledge;
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(6) develops citizenship; (7) develops followership; (8)
develops pupil-planning; (9) develops methodleal procedure;
and (10) develops safety practices.

Edueational purposes are of more Importance to the
ingtruotors for they realize, from their own experiences,
that training for "life" 1is of great importance. If a boy
is to work in industry he should gain'exporiannas peculiar
to those of industry. If any boy learns to aceept responsi-
bility, to aceept leadership, or to cooperate he will be
ready for society. Willingness to learn is the quality that

many employera want in an individual.

THE ELECTION AND QUALIFICATIONS OF
PERSONNEL ORGANIZATION OFFICERS

The methods of becoming officers of péraannel organ-
izations varied from the appointment of all officers by the
teacher to the election of all officers by the class members.
The variance 1s due primarily to the amount of suthority each
ingtructor wishes the pupils to assume. See TABLE V for
methods of appointment of officers.

Appointment by the Instructor. The appointment of

officers by the instructor is a common practice in Oklahonma.
Instructors prefer to make some of the appointments to the
more responsible positions, espeecially when accuracy in keep=-

ing reeords is so necessary. Due to striet laws on correct



TABLL V¥
APPOINTMENT OF PERSONNEL OFFICERS

Methods of appointment Times checked

l. All members are appointed

by the teachers. 11
2. All members are elected

by the class. 1
5. Some elected and some

aprointed. 14
4, Rotation according to

ablility of accomplishment. 3
5. Rotation according to

ability in handling people. 1
6. Rotation according to

alphabeticel or other order. 24

Note: Thirty-two instructors checked 54 times. GSome checked
two methods, indieating combinations.
attendance records, many instructors appoint the attendance
clerks. More common appointments ineclude one or two of the
following officers: (1) supply clerks; (2) class secretary;
(3) general superintendent; (4) tool room attendant; and
(5) inspectors.
Common practice, also, is for the teacher to appoint
necessary officials at the beginning of the school year until
the members of the class are famllisr with duties and then

some other means of dispensing with duties 1s used.
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In the larger schools it is customary for industrial
arts instructors to have N. Y. A. Students or student assist-
who are glven speclal eoredit or compensation for work they
do, usually the keeping of records. These individuals are
usually chosen by the ilastructor from several -individuals
wanting such work.

Election by Members of the Class. The number of
offlcials elected depends again on the instruectors ideas on

authority and type of organization. In some clagses surveyed,
a superintendent or a foreman 1s elected by the class to
supervigse activities. In other cases a staff is elected by
the members of the class, which direct activities, either
directly to the eclass, or indirectly, through the general
superintendent. The general opinion held by many instructors
is to delegate much authority to one eledtive individual and
make all jobs responsible to him, except staff jobs.

Another way is the election of a staff of six to ten
offices who are all on the same level with the general
superintendent. They direet all elean-up and routine sativ-
ities of the class and are directly resvonsible to the
instructor.

The eleetion of offieials who in turn, appoint other
members of the organization through rotation by alphabetieal
or other order is used in a majority of cases. The main

advantage is that all of the gtudents will have an oprortunity
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of doling all the jobs and thus benefit by experiencing many

activities.

gualifications of Class Offieers. Instructors have

varyins opinions regardingz the aqualifications of pupilas
holding major offices, but most all seem to agree that many
jobs are available which all, or nearly oll, should gain
experiences fronm.

Tor elective offieces, the aualifications sometines
include gsome show of merit., (See TABLE V, Methods four and
five) This is elther by class grades, or the svidence of
responaibillty, at some previous sime. "Foremen™ says Fales,
{7, pages 7-9) "should have extended experisnce before being
promoted to the superintendsney. Not only should they be
rotated through severcl detail Jjobs, but they should he
rotated through all the foremanshilp positions. The malin
qualification that instructors indieated that they insist
upon was that of repularity in attendance.

Most ingtructors hold the idea that class cholees are
cenerally for the beast, that no particular evidsnce of wmerit
is necaessary. (See TABLE V, Vethods one, two, threec, and six)
In such cases the boy who 1s & problem child will become an
ald to the Instructor, rather than a hindrance to him.

?he other extreme 1s to have all nominatlons, or

nprointments to offices approved by the instructor. In some

o

cases bthe lnstructor noninates geveral menbers, one to be
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elected by the elass. (See TABLE V, Methods four and five)

Terms of Office for lembers of Personnel Organizations.
The terms of office for personnel organization members sccord-

ing to the inquiry, differed from one week to one¢ semester.
The variations given were as follows: (1) one to four weeks;
(2) when the instructor seses it rit; (3) time divided accord-
ing to the number of pupils enrolled; (4) one week; (5) two
weeks; (6) three weeks; (7) six weeks; (8) nine weeks; (9)
one semester; and (10) until the pupil tires.

Sixteen terms and comblnatlon of terms were found to
be used in schools covered by the survey. The combination
of terms are shown in TABLE VI,

The combination of having all clean-up jobs for the
members for one week and the offlicer or officers for one
semester ocoured the most times in the survey. The next
combination of importance was to have one w’oak_ for all offiecers
and members of the organization. The third in importance was
the use of several officers for a term of one semester with
no term for the members of the class.

The reason for having the officers serve for a semester
is for efficiency in operation. When giving pupils offices
of responsibility a week or two does not give them enough
time to become aoquninted with. all of their duties. There-is
always some doubt of who has authority. Clean-up jobs or

routine jobs are generally understood by everyone, no authority
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TERMS OF O¥VICE

Length of Torms

F s vy ety
rreguency

Clean-up joba

Staff and Officers

Tines Oecuring

one wveek

Mo weeks

Throe veeks

Dnne weok

Until he tires

Dne wesk

OUne soncster

One week

One week

Hone

gne and two woaKs

Divided according to
manneyr of supils

Ho reportd

One and tvo weeks

Throe weeks

None

no week

Sna senegher
ne genestey

Qne senester
One week
Hone

Four vesiks
Six weeks
One senester
tone penentyr
Hona

Ho roepord

Gne and vy weoks

¥ine wecks
Gix wesis
Hone

Bt b ool Jod 2 ok et S Bt b b O et bt e et ()

* @8 instructors reporting

is needed. An oecaslonal rominder 1s all that is necossary.

T“hersfore the duration of clean-up jobs are generally only

for a nperiod of one week.

Apother reason instructors glve

for one-waeclk clesan-u9 jobs iz so that all the members of the

elass may have ap oprortunity to gzaln exporlence in all sthe

j@b»j&

In general shop elasses, officers in a ecortain unit

are gencrally appointcd Por the durasion of that unit, wit
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clean-up pegltions rotating amonp the members, vwhile a
saperintendent is generally in charge of 211 the shop units.
The superintendent is appointed for a longor period of time,

usually the duration of several of the unite.

Standing Committees. OGeven comnlibees were suggmested

by the informants. A4 committee on safeby was used in four
of tho shops. Other standing commlitees sach used by one
instruetor are the following: (1) "social™; (2) "shop fore~-
men® aserve as a planning doapd; {(3)"Field trips™; {(4)
"Wentilation, heat and light conmittee”; (5} rcommities for
colleotion of new plansj and {8) "eommittes for the eollection
of dlscarded marazines™.

with fow exceptions in interviews, inatructor belisved
that safety education 1s one of the most Inportant features
baught in the shop. In order to accomplish this aim commitieoes
on safety are appointed, therefore more emjhasis is pluced on
safe practlees, nge of guards, first aid instruetion, and
the knowledse of safety rules,

Other conulttees wore only mentioned once, therefore
no discuscion will be made of them. (8See TABLY VII) They
all ars of importance and should be econsidercd vhen ruking

out & personnel program.

Temporary Coamitiees, Temporary cownmitbtess vere

avpointed for the surpose of working om various special
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Standing Commithbees

SGoecial

shop foremen ssrve ag a planning board.
shop problems talkesn Y

SZ

TR

Vensilation, 1isht, beat.

Sollection of new plaing.

Gollection of discarded magazlines.

Freoueney

b

Yemporary Committees

Trequeney

COpen house

Citizenship, discipling meagores
adopted by them.

shon policies and rules

ifabliecivy stunts

3peelal functions

B

Yot

Kote: ‘Thirty-two Instructors reportsd on
econmittees. Ten ingtructors uss stczé‘m
Eleven instrucbors reportced use ol lLemg

o]
&
s
L\
s
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actlvities or problems that arise during a school horm.
Beveral comaittess were roported as working on "shop nolicles
and rules”. Others included: (1) "assembly progrsms; {2)
*publicity stunts?; {8) "open house nights® snd {4)"special
functions™, {(TaBLE VII)

The more demooratie way of organlzing shop elasses
would be to have shop rules and policles worked out by &
repregentative groun or eomnittese from the shop classes.
Instructors feel the need for thils altuation, bub feel that
it would maoke the organizaition too complex, while others feal
that they are not gualified to curry on such a prozranm.
Industry has sinilar programs. (20, ?ages 439~443)

Temporary commitbees offer means of dealing with
special Jobs, programs, or publiclty atunts that always nmake

'

their appearance at various times during the school year.
DFIES AND HEANZ OF DISDRIZATION

In orvder that the reascons for a perconnel organization
mizht be stated the type of Jobs or duties were surveyed.

Type of Jobs suggest much toward the analyzing of organization,
Zzch job offers a fisld for instruetion. 4s the class proeeeds
with its work, warious officers, duties and jobs are "passed
on. Phiz ealls for a means of digpensation. This, also

will bo discussed.
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Type of Jobs for Which Personnel Organizations Are

Used. Type of jobs used in the persomnel organizations were
numerous. In finddng out the jJjobs which were used more, the
inquiry was used. A list of jobs were given on the form with
instructions for the checking of the grade level and the type
of shop in which each job was used.

The twelve jobs appearing in order of importance were:
(1) issuing and checking tools; (2) maintenance of the benches;
(3) checking the tool board; (4) care of the shop library;
(5) care for ventilation; (6) keep time (notify students to
clean up; (7) shop superintendent; (8) foreman of shop aresas;
(2) storage of elamps; (10) ecare for locker storage; (11)
check the class roll; and (12) care for the glue-pot. Other
jobs are given in TABLE VIII, which gives the list of the
jobs with the number of times each was used by the thirty-
eight instructors in the various type shops.

Of the thirty-elght instructors answering the inquiry,
the number and the types of shop wihich was Indicated they
taught is shown in TABLE IX. '

DISPENSING THE DUTIES OF THE PERSOENEL ORCANIZATION.
With personnel jobs changinz so many times during the

semegter, it 13 necessary for the Instructor to use some
method of diapenaing the various duties. As a result some
"kink™ or board 1s in use by many of the instructors. Draw-
ings of various systems used in classes viéitsd are shown in

Appendix C.



-ype - "o Lo
organizationa are usad. times
W _M Pr MD GSEused

Check class roll 18 3 2 4 21*
Issue hardware 11 2 2 15
Issue lumber & 2 11
Issue finishes 12 2 3 17
Issue and check tools 20 S 3 6 2 38*
Care for ventilation 13 4 S 4 2 28"
Check tool boards 20 6 1 5 X
Maintenance of benches 14 8 3 6 2 35*%
Maintenance of floors 8 2 8 113
Maintenance of tools 16 5 2 4 219
Administer first-ald 7 3 3 11
Keep all class records b I 2 3 5
To keep time b 5 P 3 5 3 25*
Read notices from s X & 3 8
prineipal's office
Take care of publicity 5 2 3 X 1315
in school paper
Prepare and display 9 3 T B 239
bulletin board material
Cuides to show visitors about Y 3 : & B3
the shop
Orient new students 6 2 S 4 X 1e
Report 'Horse-play' 2 1 (- | 5
to the instruetor
Take care of shop library 2l 2 1 8 5 5%*
Storage of clamps 15 2 5 1 23*
Care for the glue-pot 15 2 3 20*
Care for locker storage 15 3 1 8 1 a8*
Wash sinks and drinking fountains 8 2 3 13
Custodians of keys 6 2 .. X" R
Assist iIn demostrations 6 2 2 4 14
Cive demostrations 6 2 2 4 17
Care for unfinished projects e 2 4 116
Foreman of shop areas 10-3 4 4 2 23%
Safety eduecation 8 3 2 4 219
Health education 4 2 1 & 9
Cere of exhibitions ¢ 2 3 11
Shop superintendent 12 $ 2 4 2 23*
6 2 )

Maintenance of machines

* The twelve jobs used more frequently.

Type shops are abbreviated as follows: Woodwork-VW; Metal-M

Printing-Pr; Mechanical Drawing-MD; General Shop~GS; Electricity
-5
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TABLE IX
NUMBER OF EACH TYPE OF SHOP TAUCHT

Pl Shee
VWioodwork 26
Metal 4
Industrial Drawing 9
General Shop 10
Electricity 3

Note: Fifty-five shops are represented. They are taught
by thirty-eight instructors.

Responses to the inquiry on the methods used in dis-
pensing the duties of a personnel organization brought a
variety of answers. Seventeen of the thirty-eight instructors
reported that they used no board or failed to give any other
method used, Eight used the sliding penel method, where
names and jobs are placed on sliding panels, the lower one,
when removed, changes the Jobs for all. Three instructors
used the rotating disc method with names and jobs on concen~
triec dises which are moved to change persomnel duties. Five
informants indicated that they used the bulletin board as a
means of dispensing with duties., Two used a card system so
that a permanent record was kept, and two indicated that
the instructor did the assigning of duties personnally.

See TABLE X.
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TABLE X

TYPE OF BOA Q_ DQ METHOD OF DI““E? 3INC DUTIES

Tyhe Used or Mot Used ¥Froquency
fione used 17
Duties placed on Bulletin Board &
¥iling Box with ecard Organization Chart 1
Rotating Dlaes 3
Jobs on one sheel, names on another, sheet moved 1
Woames on zliding panels £
Cards -~ show satisfactory vork 1

TINDINGS OF THE SURVEY

Jummary. This survey was curried on, in most eases,
with the writer’getting Information by using a ecombination
of two methods. Either the inquiry form and the interviows
,meﬁhdd, or the ipquiry form and visitatlon methed. 1In a
dozen Instances the sombinsilon of the inquiry, the interview
and visitation were uged.

while making the purvey many trends and conditions
wore obeerved, which will be given briefly in the following
stotements:

v l. Personnel organizations are found more freouently

in larger schools.

v 2« DPsorsonnel organizations are used more in woodwork
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and general shop clazgseg.

3« Percenbtage of puplls bensfiting from personnel
organizations vary fros the extrene of having from one person
w0 twenty percent participation, to seventy-~Pive to one
hundred percent partieiﬁéti@n.

v 4. In the majority of cases the instructor dominutes,
apnoints, or aydroves slection of personncl officers.

7 B5¢ The purposes of personnel organization tend to
be classifled under four main divisions: (1) educational
values; {£) shop organization; (3) teacher aid; and (4}
care of the shop and ecuipmont.

< 8+ The majority of inztructors gave “eduecationsl
values® and "shop organization® purpescs as chief aims of
personnel organization.

7« Glesn-up asslignments and jobs were used more times

[N

n personnel organizations than were supervisory and foremane-

2

ip assignments.

8. The show of some "meorit™ ag a qualification of
officers 1ls sometimos used. The majority of cases show that
no "merit" is necesgary ags a gualification.

/g, ?referenca Tor onc week term of offieo, one semester
term of office, and the combination of the two, was evident.
Generally, one zemester for officlals and onec week for membors
doline elean-ud work.

10, A stanéing committec on "gafety" was the main
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avidence of pgroud work.
1le & fou shop Instructors susasrvised soseizd
functions and programs by appointing "Semnorary eormitious?.

18, Sevsnteen of shirty-clehs Ingstirucsors, sisher

§7

Indlonged uhst they 616 not use & bosrd for disvensing with
perconnel duties, or falled %o report of mich g zyston.
s 1d. Phe *szlidineg-panel™ board and the bullsiin hoard

wors used more than odher nethodg of dlcponsaiion of dutlize.

Recompendutions. From the srends thut were made

ayldent through She marvey 2 nore delinlise ororrss is nosded

in ¢xlahows.  The antbor hos s0% up & progyan of uhn funcilonn

»

which abould be carrled ont In fndestrial sris with

organizations,

The survey also showed that Percomnel orgunizationg
in the gpohools are In need of & more definite nlan. “he
author recompends a mpil perconnel plan vhieh enn be mude
£ 21t most situntipng and gtill enrry out the functilons
noesssary in o personnel orponization slzllar %o thoss uszed

1In Industry,.



CHAPTER V
SUMMARY AND RECOMMENDATTONS

It is desirable and proper after a study has been
made to summarize the results and make recommendations.
This has been done, (1) by giving 2 brief summary of industry
and of industrial arts, (2) by recommending a program for
industrial arts and a personnel organization for an industrial
arts elass, and (3) by recommending further studies.

SUMMARY

The summary will be brief. Statements of the general
trends having direct effect upon personnel organizations in
industrial arts will be reviewed.

Summary of Indusgtry. In studying the development of
labor in industry, from the middle ages to the present time,
conditions, disputes, theorles, and types of organizations
were reviewed. All led to a definite program of personnel
relations. This program had as its purpose, the ereating of
a better relationship between the employee and the employer.
This condition has an effect on efficiency. The program is
based on demoeratic ldeas, with the workers having a voice
in their government helpinz to formulate shop rules, discuss
conditions, and by recommending improvements.

The functions of a personnel program in iIndustry are
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are generally dlivided into the following maln divigions:
employmsnt; health and safety; education; research; service;
and Jjoint relations. In brief, everything is included that
is not directly connsebted with the supervlsion of the mon

on the job.

Industrial arts. In reviewing and surveylng condi-~

tlons in industrial arts, there secems Lo be @ tendsney for
instructors to follow the same drocedures and practiess of
industry. Industrial arts instructors are slow to make
changes, as they generally go 1o books for their Information.
At the present time all Industrial arts instructors seem to
think of pupils as individusls, but 4o not é,:w‘eu maech consid-
eration to them in a soeclal sense,

Fupils have little or no volee in how their celass
oreganization iIs t0 be run. lore committee work should be
evident in the form of personnel organizations, 4 definilte
pupll personnel Drogram should be formulated Such & progranm
could be taken from a simlilar progrsn of Industry and reviged

to £it an industrial arts =zituation,

RECOVMINDATIONS

2]

By way of recommendabtlion the writer has developed a

plap of & personnel progrem and of a personnel organization
for industrial arts that he believes will meet the qualifi-

s

cationg expected by Industry and by industrial arts,



As A VERSOUNEL PROGRAYN ¥OR INDISTRIAL ARTS

This persomnel program,suggested by the writer, has
been modified from a similar program in ipdustry to £it the
industrial arts situation, as revealed in thisg study. Such
a program in the industrial arts classes must bo, to some
degree, sim@le and workable. The program includes the
following main divisions: (1) Orientation of students; (2)
Class reeords; (3) training and educsation; {4) health; {35)
satety; (8) serviece work; and (7) maintenance of equiiment

and supplies.

Orientation of Students. The term "orlentation™ refers

t0 the met of acauwainting one with the existing sistuations.
Yhen the pupll enters the shop for the flrst fime, hs is
naturally curious about the sguipment, materials, and supplies.

Th

o

o change from the e¢lassroom to the shop makes him somevhat
smetional. He does not know the principle on which tha shown
iz operated, or what is expeeted of him. The pupil will
probably ask himgelf the cpussgtion-~"How am I %o it into this
progran®®

Throurh a personnel program, orientation could be the
job of one or more parsons ag well as the job of the instructor
%0 see that the new rupll vwas properly enlichtened about shop
rules and procednres. The teacher must also bake particular

care, espeelally at the begioning of a semester, take care to
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sequalint all with the shop practices, and proper instructions
are given on uses of machines and tools, so that no accldent

will occour.

Class Records. Glass records probably will inelude

thé folloving subdivisions: (1) claas fall; {2) personnel
recorda; {5) ratinzs; and (4) rewards.

Thé keeping of the Yelass roll” is very important to
the school system. Accuracy on the part of the pupll who
prob:ubly =ets as the seerstary of the eclags is very important.
Pupils can be taught Lo undergtand what responsibility is and
can receive very valuable experlence while obtaining this
instruction. .

Porgonnel records are important Lo a personnel organ~
ization as it offers a‘eheek on those cooperating with thelir
fellow classmates, the offices held, znd other daia.

"Ratings” of every student should be made in order to
have a bhasis for the selection of mtafl forsmen vho should
be eleeted on thelr merits. Ratings would also form a hagils
for the offering of rewards.

“Rewards® are incentivesz offered for good attendance
and cooperation. This ean be earrised out through the
publishing of names in school rublications, on hulletis boards,

and by zranting spesial privileges.

Prainine and #dueation. Under training and educatsion
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would come such jobs ag: {1} job lmstruction; {3) foreman

trainins; and (3) penoral industrial information.

)
b3

=

“ho advisability of having students aght as Instructor

feA]

£

iz doubtful. However, gome fow puplls nmight bo found that
gould aet In that ecapacliy. Cenerally, these jobs will have
to be done by the instructor, with the pupils supplementing
by acting as inspectors, sssisting in routine instruetion,

giving reports, and by offering constructive eriticlsm.

Health. 7The problem of health can satisfactorily be
taken care of, by a Dersoanel organization, by dividing the
duties anmong several members., The dutleg would probably be
elassified undsr two headings; (1) sanitation, ventilation
anﬁ‘l:ght; and {2) first ald and Instruction.

Sanitation, lizht and ventilatlon reqcuirements, can bhe
accomplished by the appolntment of insdoctors having definite
dutics to perform regarding health., See Chapter ¥ {19, pages
95-123) and read Strueck's vievs on shov organization of
routine duties. Health stenderds should be adopted.

Firat-ald instructlon should be gslven, and definite
aupils should be held responsible for alding the instructor
in administering first-szid, and records kept of aeccidonts

Bafety as a factor in o personnsl program is

one of most importance. Safety as a function in the shop can



be accomplished by the followins thros methods: (1) safety
eduesation; {2) safety inspectlon; and {3) posters.

gJafety vork can be carried ount very foreefully, by have
ing safety enginesrs ond safety commiitteos, who shounld make
daily inspections, Training in gafety education while in

school tends to make Tor fever accidents in industry.

Service Vork. Bervice work can be made a very help-

ful division of 4the pesrgonnel vrogram, ag 1t has no limls.
The followlng are service features which may be usged in
industrial arts shops: (1) guides %o zhow visitors abous
the shop; {2) orlentastion of nev students; (3) eare for
oxhibits and displays; (4) publieity In sehool paper; (5)
read notiees from the princivalts office; {6) securs maberial
for the bulletin boards; (7) bring In nagezines and dravings;
{8) secure subscriptionsz for 'special' magazlne offers; and
{9) report ko the instructor on any enterteinment, motion
opleture, or similar aid which will help in the Instruction
of the class.

Juch work =5 adds much to the sueceess of the eclass.
iflore 1&itiative and eontentment exlcsts vhen serviee work

nrevails.

Malntenance of Hcuipment and Supplies. Malntenance

of equimpment and supplles offers rieh ground for the training

that each pupil should have. Acquaintance with this division
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sealning in: {1} she 1msuance of

aanee of luaber or other materialss

(3} she imsucln:y and checoiing of %ools; [4Y maintenanee of

banebes or tablos and (5) the and eare of tools
Ma rosl Isportence lles in the fact that nany indi-

vidusls, aftor thsy have parchaced an article can not fake

i

cxrg ©F 1%. an aconeintagee wiih this deparieent will st

&

aoms bhousht tovward the main-

Ipment that supdles will kave lster on, as

Ing care of school properiy. Ternonnel deparizont

officaers esn aid the Instraebor much in carine for such eqanip-
ment that he 1o gupervizing.
o perform thase Tuneslisas

ization 1z noeded, ¥%ithout & defl

i

panerencnt , resordse, and desoeratle

,ae

oong

ofMfered will be narvow angd rostinc.

arts, the marlss of a munber

wars eonoidersd. The wriiters insorpretation of shis sindy

will o siven in she Tollowlny paracrachs in &
Nersonnel orcanization for indastrial arts clusetz.
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o

The proposed organization is deslgnsd for a woodwork
shop, but can be adanted to other shop programs. oodwork
classes cre similar to genersl-shops due to the units used
in & genersl woodwork shov.

Orgenization Chart. 1In order that the reader can under-

stand more clearly where the respoasibility rests, and the
line of authority, an orgenization chart is necessary.
The Organization chart, Figure 7, shows the instructor

as the genersl manager. In authority, under the instructor,

[

g a staff, who have charge of various functions, Their
uthority reaches to the class, generally through the super-
intendent. INext in authority are the foremen of departments,

or units of the shop, who have authority over the rect of the

class in supsrvising clean-up duties. They are responsible
tc the supesrintendent.

Staff Officers. The following staff officers are

appointed by the instructor the first week of school each
semester, to serve aand bhold office for a period of six weeks:
1. General Superintendent
2 Assistant Superintendent
Se Sh¢§ Secretary
4. Safety Znglneer
5. Ieintenance Zngineer

6. Supply Clerk

Pugag

&

7. Publicity Manager



Instructor

/]

~*Shop *Safety *General  TAsst. ™alintenance Toupply TrPubliclty
Secretary Engineer Supt. Supt. Engineer Clerk Manager
LB Ll 1] L) et |

Rl e B 5T e I 7, s, e et g el B
)
L] —
v Glue and Machine Tool Bench Finish Room Tocker Tibrarian
' Clamp Foreman Foreman Foreman Foreman Foreman
. Foreman
h--_....: r

CLASS NAMBRERSHLE

{TIean-up Jobs)

¥ Staff Members

Figure 7.

Organization Chart for Proposed Personnel Organization.

P |
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ATter the Plrst six wecks an election 1s held snd ihe
stalf members will be elected by the studenits. The general
superintendent will he elected for the remaindor of the
semester. The elsction is held in an open mesting of the
class. & majoristy vote will be the deeiding facbor. {(Sce
gualifieations)

The gbalf, with the assistance of the instractor will
discuss matbers perdaining to shop rules, personnel grade
2oint record system, industrial information assignments, and
elass oneration assignments.

Genercl supervision of the class is earried on by
bhe general suporintendent and the assistant superintendent.
Yiorking under the direction of the gta?f and the instructor
they attend to the routine detalls ofclass rmnacement. They
also gsupsrvise &he clean-up poeriod through the various fore-
iien appointed by them, or by some meansg of rotation or by
appointment. It is necessary that the superinsendent have
an assigtant so that bhe will no% have to spend the whole
class perisod Golng pesrsoanel work.

The shop secretary spends one period a wesk in keeping
class records up bo date., During the other periods he ma
resume his regular celass work. {(JIf the instvructor has a
student helper, this is the lozlesl office %o place him in.)

The safety enginecer works under direct supervision of

the instructor. ¥e ig responsible for the observance of the
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health and zafety rales of the 5hop by 211 members.

The malnitonance enﬁiﬁear is respongible to the in-
struebor for the maintenance of tools and equipnent of the
shop. He vwlll have the pupervision of the malntenunee of
sald eculpment,

The supply clerk will have supervision of the igsuance
of all materials and subylies,' He shall seec that correch
records are kept of everything issued, acceording %o shop
regulations. {This is sn offiece whieh could be given o a
second situdent helper.)

The publieity manaper will carry oubt the dutles of
bring the activities of the clags to the attention of the
student body of the gchool. He revorts dlrectly to the

instructor,.

Dotalled Dutieg of sStaff Offlcers.

l. Censersl Superintendens:

ae General pupervision over =11 foremen and
workers in the class.

b, Hake out or rotate g8 new clean~up schedule
each woek,

¢. Supervise the clean-up periocd throush the
foremen.

de  Appoint termporcry foremen in place of

forernsn who are abssent.

o
4

Hold regular and speclal nmeetinse, with
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e

L.

Ee

h.

9
econgent of instructor, for the surpose of
dispensing with class business.

Aot as chairmen at staff meoetings.
Confer with the instrucior on maiiters
pertaining to She welfare of the class.
Ingpect work of, and isrue grades fbr
foremen and eclass-menbership.

Dismlas elass on approval from the

Assistant Supsrintendent:

Qe

D

G

Assliast the general superinitendent during
the eclean~-un period and during times when
needad,

Asslst the instruetor in preparing for
demongtrations.

Yake over the duties of the general

superintendent vhen he is absent.

Shop Secretary:

Qo

¥eep clags records. (See instructor)

File in proper files.

Take aceount of the atiendance, repors
sach day to the instruetor, before record-
ing final record 1n hooks.

Reep clean-up records, staff and foromen=-
shin records, and other records filed up

to date.
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20
gollect notebooks, reroris, dravings, and

other naterialg as they come dueg.

Bafety Dnglinser:

e

D

Cw

d.

S

f,

Ee

h.

1.

See that the shop lsg properly lishbed,

with shadés adjusted, =nd windovws reguloted
propverly.

See that 2ll puplils have & work-station

or bench assizned to them each day.

Learn fire~drill regulations and orgnnize
fire-drill routine.

propor nethods

En

Ingtract and demonstrate
of treatmaent for eutg, bruiseg, burns,
seratehes, and splinters.
Assist in Piret-ald treatment.
Bxplain safety rules to new students.
Be on the alert for dangerouns work habits
or carelcsas vorkers.,
Report “horsenlay" o the Ingtruetor.
Report all aceidents o the instruecsor,
immedlately. 2ee that @ll acclident reporss
are made properly.
Invegtligave a2ll accldents Lo determine ecsuse.
Ingpect all first-aid supnlies and report
needg to the instructor.
See that puplls do not 1ift heavy ohjscts

unagsisted.
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Zse that sll oupnlls vear aprons, have
aleeves rolled up, ﬁnﬂ have neckties tueked
in when necegsary.

See that new safcﬁj postoras are handed to
the publicity uanﬁger to be posted by hinm,
Inspeet tools weekly to see that no defeet-
ive tools arc used. Redort to maintenance
enrineer.

Inspect rooms and lockers for discarded
rags and waste, which might cause a fire.
Check t6 goe that the metal waste can 1ig
emptied onece a day. Report to the finigh~
room foreman, if not.

Confer vith the instructor often.

Haintenance sngineer:

Gs

Inspect all ?individual tools™ and repors
all that need sharggning to the ingtructor.
He will sce that vhe lpdividusls respong-
ible, will take ecare of themn,

gupervise the sharpeains of all shop tools,
uged by all., Report the need for sharp=-
ening of tools used by all studencs to the
Instructor, vho will give approval and
agsign students $o hel) sharpen them.
Assist Instructor with the adjustment of

machines and eguipment.
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Notify instructor of any broken equip-

men t.

Publicity Manager:

8.

be

d.

f.

Read notices from the office of the
prinecipal.

Prepare and display on the bulletin board
any material of Interest to the class.
Confer with the Instructor and write a
short article to be published in each
issue of the school publiecation.

Maintain a live exhibit of class work in
show-case or on the bulletin boards.

Act as a reception committee to greet any
visitors at any time the class is in the
shop.

Belect and train guides to show visitors
through the shop on speeial occasions.

Supply Clerk:

A.

be

C.

Supervise the 1ssuance of all materials,
lumber, hardware, finishes, and other
material to the pupils. (See instruetor)
Provide the Instructor with a list of
materlals and supplies needed, weekly.

See that the stock rooms are kept as order-
ly as possible.
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d. KXeep record of materials and supplies as
issued. Turn in same to the instruetor,
dally.

8., Assist the Instructor in taking the
inventory.

f+ See that waste of supplles 1s kept at a
minimam.

Detalled Dutles of Clean-up Foremen:

1.

2.

Machine Foreman:

a. 3ee that each machine 1s cleaned and
accessories are stored in proper places,
during eclean-up period.

b. Help the general superintendent grade
the class members by reporting unsatisfact-
ory eclean-up men under your supervision
to him.

¢. Report misuse of machincs to the instructor.

Glue and Clamp Foreman:

a. See that glue 1s heated whenever necessary.
Keep gas flame or electric pot adjusted
properly.

b. See that sufficient water is in the double
boiler at all 'eima.‘

c. See that clean-up men do satisfactory jobs.

If not, report them to the general superint-
endent.
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d. OCheck to see 1f the fire is turned out at
the end of the period, or when not 1lan use.

e. Tszue elampa. T2 there are n#ﬁ sufficient
clamps, confer with the instructor before
rewovins olamps from any pojeats.

Bench Toremen:

9. Supervise the clearance of all benches in
the shop.

b. Report all members fociling to eonperate
o the general superintendent,

¢. See that all pleces of large serap materlal
are mbt into the serad hox.

d. Hee that all dravers ars shutband that viases
are c¢losad.

Tinish 2oom Foreman:

a. Sapervise all locker storage.

b. See that projects are stored propsrly.

c. See thas all storing 1s done in a neat
IHAnner .

d. Report all untidiness %o bthe general
guperinsendent.

Librarian:

a. Check out hooks, hlueprints, and informa-
tional material, according to shop rules.

.

b. See that all books, and nmaterialg are
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returned during the clean-up period.
¢. Report any irregularities to the general
superintendent.

Other Shop Duties: Clean-up dutles should be given
to the remainder of the class who are not staff officials or
foremen.

Bach member is responsible to one of the foremen,
depending on the job he has.

Jobs which might be ineluded could be the checking or
eleaning of the following equipment or part of the shop: (1)
shaper; (2) surfacer; (3) jointer; (4) circular saw; (5)
sanding machine; (6) hnd saw; (7) drill press; (8) grinders;
(9) lathes; (10) various duties in the finish room; (11)
various tool cabinets; (12) elamp racks; (13) special benches;
{(14) window ledges; (15) help in lumber room; and (16) speecial
jobs.

GCeneral Superintendent Record Chart. One of the dutles
of the general superintendent 1s to grade the foremen and

clean-up members of the eclass. This should be done daily at
the latter part of the period.

The grading of an individual is not difficult as only
two grades are given, the (U) and the (8). The (U ) is
given when the superintendent thinks the work of a foreman

or any member of the eclass 1s unsatisfactory in clean-up jobs.
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Failure to perform a detailed duty, after once being corrected,
shall be consldered unsatisfactory in efficiency. Cooperation
can be graded in the same manner an may be recommended by the
Staff Committes.

To simplify the grading the superintendent may keep
records of the ( U's ) and consider the others as satisfactory,
{ 8).

TABLE XI is an example of the Superintendent Record
Chart. This chart may be used as a basis for offering special
privileges, rewards, and special mention. Absenses, tardi-
ness, and misdemeanors, when inexcusable, ecould be counted
as a ( U ) in cooperation. This chart may be the base for
a pupil qualifying for a personnel office (TABLE XI)

The Instructor's Record Chart. In order that the
record may be kept permanently by the instructor a record

chart, similar to the gemeral superintendent's record, 1s
used. The instructor grades the staff daily for efficieney
and also for cooperation. The basis can be made simple with
the (U ) and ( 8 ) system, or may be more inclusive with
some other system. Such a chart seems to stimulate students
toward being better officlals,

Advantages of this Program. This plan of pupil-
personnel organization is suggested to help solve the problem

of managing large classes by reducing the amount of personal



TABLE XTI

GENERAL SUPERINTINDENT'S RECORR CHART

Woodwork , _ _ Time TPeriod 50
Class

General Superintendent

Nane
Clean-up Jobs ~ Mon. Tues. Wed, Thur. Pri. ﬁfe.
Haechine Foreman 300D,
Eame . nffi.
Tool Foreman Coop.
Nane 0 mera.
Fench Foroman fooD.
Hame___ Effi,
Bho. HHC.

All forecmen and Clean-up Jobs are listed on this chari.
Graded by the suporintondent vith a {U) or an (3). TFor eace

in greding the {3's) nmay be omisted.

attention of the part of the ingtruetor Lo shop routine detzils

and thus allows him to devote more time to Instruetion, which,

It 1s to help inersase the value of industrial arts,
sducavionally, developning individeals through groun activity.
It provides for practice in directing, supervising, and ald-

inein the supervision of others. It acgualnts the pupil with
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the type of organization familiar to industrial plant manage-
ment.

It tends to develop leadership, followership, and
cooperation in the pupil, The boys learn to respect aunthority
and understanding of the problems of the employee and the
employer through activity in a life-like situation. Surely
this plan 1s of more value than the teacher dominated
situation,

Suggested Prineiples of Control for a Personnel
Organization. In organizing and operating a personnel organ-

ization there are various principles of control to keep in
mind. They will be discussed under the topies of: Rduca-
tional prineiples; organization principles; principles regard-
ing the care of the shop; and prinalplea.or control regarding
teacher aid.

l., Xdueational:

a. Always, as a teacher, keep in mind that
the boy 1s being taught and guided, not
the subjJect matter.

b. Edusational goals are toward a social-
economie goal that teaches for life,
throuzh experiences in life-like situations
in the school shop.

2. Organization:



a. Make the organization more efficlent by
the checking of jobs being done. Check
each day.

b. See that the organization famillarizes
the students with industrial conditions.

¢. See that the officlals are qualified, at
least by being punctual,

3« Care of Shop and Equipment:

a. Use orderly methods of dispensing, check-
ing, naintananoi. and storing shop equip-
ment and projects.

b. Keep a permanent record of all work done.

¢. See that jobs are not "rotated" too

- frequently.
4. Teacher Ald:

a. Approve all keeper of records.

be Use assistance in teaching instruction,
sparingly.

¢. Make the student's jobs, routine in nature,

if grades depend on them,
PROBLEMS SUGGESTED FOR FURTHER STUDY

It was realized at the beginning of the study that all
problems concerning the personnel administration work could
not be covered in a single study. The writer regrets that he
could not cover the subjeft more thoroughly. As the study
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proceded many problems suggested themselves. The more

important problems are suggested in the following parasraphs.

Personnel Records and Forms. All persons realize the

importance of records. Without records there would not be
large suecessful business corporations that we have today.
Without records the world would not progress.

Fersonnel organizations in industry need and use
extensive personnel records and forms. Forms and records
are needed for all the functions of personnel programs; i.e.,
(1) employment, (2) health and safety, (3) education, (4)
researech, (5) service features, and (6) joint relations.

If industriel arts is to carry out the personnel
progran in an officient manner, then a similar set of functions
with adequate records and forms should be developed. This
would make an excellent atudj.

Ixperimental Baal_g__rdr Determining the value of

Personnel Orgenizations. This would maeke a desirable thesls

topiec because of its need at the present time., With personnel
organizations in their formative stage it is of much import-
ance that the wvalue of personnel organizatlions be determined.
Experinentation offers a basis for determining the
values by personal Investigation. ©“uch an investigation
would be of use Lo every shop in ori;mti.ng new shop programs.
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Methods of Evaluating Desirable Outgomes of a

Personnel Organization. The wrlter has suggested some
functions of personnel organizations in industrial arts
classes which he modified from a similar program in industry.
Whether these functlons would ereate desirable outcomes could
not be determined until some method or scale 1s established.

A study directed toward such an aim would give eredit
to the person undertaking it. The study would offer the
writer an opportunity to "explore™ in the field of sicialized
instruction, of which F. Theodore Struck has used as the
basie philosophy in his book, Creative Teaching.

These problems just mentioned for possible thesis
toples are oﬁly few in number in comparison to other analyses
which eould be made in the fileld of personnel administration
in industrial arts. Continued improvements are both desir-
able and inevitable.

Contained in this study are current ideas on personnel
organizations in Industrial arts as they appear and should
be of value within itself. It 1s only hoped that this thesis
will not be final, but that it will stimulate others to
attempt further studies.
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Mey 23, 1940

Daear Fellow Teacher:

I have chosen your shop as one of the few
to ald me in my study on Personnel Organi-
zations in Indusgtrisl Arts S (la8S65.

The purpoges of the study are: (1) to review
the historieal development of persomnnel pro-
grams in industry; (2) to review the historiecal
development of personnel organizations in in-
dustry and in industrial arsts; (3} to study and
compare organizations used in various shops in
Oklahoma and purposes for whieh each are used,
and {4) to supgest personnel organizations for
the more common industrinl arts courses.

The resulis of this study should be of groeat
value to teachers of indusirial arts classes,
Your cooperation in suprplying the information
requested will be greatly appreciated. Please
return the inquiry form in the enclosed, self-
addressed, stamped vnvelope as soon as possible,

Sincerely yours,

Leon W, Amas
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PERSONNEL ORGANIZATIONS IN INDUSTRIAL ARTS CLASSES
By Leon W. Ames
Cushing, Oklahoma
Please £ill in the following blanks:
Do you use a personnel organization in your shopwork or drawing
classes? If so, what percentage of pupils in each
class hold personnel offices?

What is the chief purpose of having a personnel organization?
(Please explain fully.)

How are staff members of the personnel organization chosen?
(Check one or more answers.)
All members are appointed by the teacher
All are elected by the class
Some are elected by the elass, some appointed
Rotation according to alphabetical or other order
Rotation according to accomplishment and ability
in performing classwork
Rotation according to ability in handling people
Other methods used:

What is the term of office of members of your personnel?

Do you have any standing committees? If so, what are their
aims and purposcs?

Do you have any temporary committees? If so, what are their
aims and purposes?

If you use a personnel systom, what type board do you use?
(Plcase use the space below for a sketch or diagram of board used
with instructions for use.)
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INQUIRY FORM

Please check the grade level and the shop opposite each job in
which students participate. The grade levels are indicated as
follows: 7th grade-7; 8th grade~8; 9th grade-9; etc. Type shops
are aovbreviated as follcws: Woodwork-WW; Metal-M; Printing-Pr;
Mechanical Drawing-MD; General Shop-GS; Electricity-E. Add

other personal assignments in blank spaces.

Type jwbs for which personnel Grade Levels Type Shop
organizaticns are used. 7 8 9 1011l 12 W MPr MD GS E

Check class r7ll
Igsue hardware
Issue Lumber
Issne Ilﬂiwheq !
1ssue and check GOOLS )
Care for ventilation i
Check tocl boards i
Maintenance of benches |
Maintenance of fionrs H
Maintenauce of tnulo
Administer first-sild
Keep all class reeords
1o keep time (Notify
student to elean up)
Read notices from
_principal's office
Take care of publicity
in school paper
Prepare and display on ”

e

bulletin board material
_of interest
Guides to show v_sitors
about the sho>»
Orient new stum\1+s
Report 'horse-p.ay’
_to the instructor
Take care of shov library
Storage of clamps
Care for the glue-pot
Care for locker storage
Wash sinks and drinking
fountains
Superintendents of classes
Custoiians of keys
Assist in demonstrations
Give demonstrations
Care for unfinished projects
Foreman of shop argas
Safocty education
Health education
Care of exnlibits and displays
Shop superintendent

-mﬁ::::::m:z:ﬁﬂ::..
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Bulletine

Time Jobgs Names Names Elce.

o0 |8 -} 8 ®

Sliding Panel

(Remove bottom panel and change all jobs.)
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25
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Information on bulletin board.)

Filing Box

(Used with a carde



Rotating Disc
( Jobs in outside circles. Numbers of students on inside circles.)

Adames, Jos 7

Blair, Eugene 8

s Carter, Gene
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aaaaaaaaaaa
b




Typist:
Lorelei Childers

Stillwater, Oklahoms





