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CHAPTER I

A STATEMENT OF THE IMPLICATIONS AND EXTENT OF THE PROBLEM

The educational values of industrial erts have long been recognized
as having their place in the general scheme of education in Americss
Industrial arts, as a required part of the curriculum, has become a subject
taught in all accredited junior high schools under the present educe=
tional program of the state, it is also found in a large percentage of
the high schools as an elective subjecte

The eontent of the industrial arts program should be thought of as
filling three needs, it should be practical in order to serve the pur-
poses of industry, it should be general in that it should give a wide
variety of experiences at a time of life when they are most needed, and
it should be informational to help perform one of the fundamental pre-
cepts of general educatione

Differences as to methods and procedures in industrial arts instruce
tion will continue to exist, end because of differences of opinions,
standardized methods may never be put into practice, yet the aims and
objectives of the industrial arts field will be more or less standardized
in that each teacher will recognize a common need regardless of the methods
of presentation or management that he may uses

The administration of the industrial arts department rests largely
upon the instructore The manner in which the content of the course is
presented depends upon the ability and knowledge of the instructor and
upon his desire to do a thorough jobe The instructional facilities
available govern the content and processes which may be included in the
program to & great degrees As supplies make up the bulk of the materials



used for instructional purposes, their manesgement represents a problem
wiich takes up a large percent of the teacher's time not otherwise used
in teachinge There is need for acscurate, businesslike methods in the ad-
ministration of the shop supplies management programe

A great deal of the worthwhile information gained in the industrial
arts class by the student is the lmowledge geired pertaining to the
materials and products of industry of which he is a consumer and it is an
aim of the industrial arts instructional program to meke him a better
chooser and user of these productse This eim is partly realized by pre-
senting information and making experiences available with choosing, using
and accounting for these meterials in school shop classese

Origin of the Probleme In organising the Industrial Arts Department of
the Ada Junior High School, the writer was faced with the problem of
selecting the tools and equipment needed, arranging these in a relatively
small shop and preparing to teach extremely large classese The many
problems concerned with the purchasing, storing, issuing, accounting for
and collecting for the supplies used in the classes have challenged the
writer to attempt to find sdequate methodse hen it came time to select
& problem for investigation during the course of graduate study, this
general subject suggested itselfe

When the Ada Junior High School classes were organized it was found
that six sections of an average of forty students each were to be pro-
vided for and with limited space and resources the problem became cne
of vital importance to the programe

Desoription of the Probleme The problem is one which should be of interest
to all industrial arts teschers because, in some way or other, it is their




probleme Bvery shop teacher should have some knowledge of the methods
and practices as carried out by his fellow teacher as a check on his
own practicess

It was decided that the title of the thesis, as a record of the
investigetion, should be: Problems of Purchasing, Issuing and Account-
ing Related %o Supplies Used in Industrial Arts Classes in Oklshomss

It is proposed in this investigetion to find out and ewaluate the
different methods of supplies management used in a group of selected
school shops in Oklshome for the purpose of recommending a system which
will be adequate as well as one that will interfere in the least possible
way with other instructional responsibilities of the temchere. Paine
expresses his thoughts on the subject of records, which is perhaps uni=
versally agreed with, when he states: (16, pages 195-197)

In organizing and menaging a school shop so as to

effectively teach a trade or to conduet shop work with

more diverse objectives in mind, the problems of exhibits,

bulletin boards, tools and checks, assigmments, records,

lesson plans, etce, mast not obscure the fact that we are

teaching boys and not keeping records and looking after

equipmente

esse The instructor who becomes so inwlved in sheets, record

keeping and other activities of a similar nature that he has no

time to really teach or to remember his tre reason for being,

will defeat his own efforte

With this thought in mind, the problem may be summed up as a search
for a reliable system of msnaging materials in a shops department which
will be adequate as to information needed, be educational in thet it will
help to teach consumers knowledges, and yet will require a minimum emount

of time on the part of the teachers

Need for the Studye Vhen the problem first confronted the writer, in
plenning en Industrial Arts Department, a search was made in awailable




methods books for en answere Needless to say, very little infomation
could be found dealing with the purchase of supplies, some suggestions
ware found in these books as to the storage of meterials and as to the
arrangenent of equipment, but practically nothing was found suggesting
fair and businesslike methods for issuing to and charging the pupils for
the supplies usedes It was because of this lack of any definite informa-
tion dealing with this subject, that the writer chose this subject,
believing it to be a worthwhile subject for the thesise

Delimitationss This study is limited to a review of the practices now
in use in certain Industrial Arts Departments in Oklahoma, a study of
suggested practioces as found in methods books on teaching industrial
arts subjeocts, methods as suggested by high school texts on shop work
end & review of articles found in professional magazinese

The thesis limits itself to a diseussion of the handling of suppliese
It does not enmter into a discussion of the quality of different brands
of mterhln.?m of materials or toolse

The purpose of this study is to use this meterial as a basis for
proposing a system of accounting for use in the adminigtration of the
Industrial Arts Department of the Ada Junior High Schoole

Similar Studisse If any studies of a similar nature have been carried on
locally, the writer was unable to find any Information pertaining to theme
Only one thesis written in the last few years was listed in the standard
listse |

Stephan, (21) at Ohio State University, in 1936 made a study of
eight schools in that state which dealt with a prodblem of a similar



nature but was limited in its scope in that the practices and methods
of only eight schools were studiede The thesis was secured by the writer
through the Oklahoma A. and M. College Library on an inter-library loans
Stephan found a wide divergence as to types of records and administrative
practicess

It was his purpose to devise and propose standard forms to be used
in all eight schools. This thesis was too linlited to be of much use to
the present writer in the preparation of this studye

Research Technigque Usede Perhaps the questionnaire is the most used end
abused of all research methods, but as the information needed in this
study was not awailable from any other source, this method was useds A
stady of the tecdmique revealed its good and bad points, which are summed
up by Reeder in this mamer: (18, page 63)
Although the questionnaire methed of securing information

and of conducting research has probably been over-worked during

recent years, the fact remains that there are some types of

problems == problems which are worth attacking -= that cannot,

and should not, be abolished; but, it should be more intelli-

gantly used than is now the cases

Other methods of collecting material ineluded an extensive library
study of magazine articles, textbooks on methods of industrial teachw
ing snd adninistration, textbooks dealing with shopwork in high school,
and many personal interviews with teachers of college and high school

shopworke

Outoomes to be Bxpecteds By use of the experiences of others, gained
through a study of thelr methods, as expressed in the returns of the
ingquiry forms, the writer hopes to achieve the following outecomese
le ©Give a picture of the situation as it now exlsts in the
schools of Oklahomae



2+ Devise a suiteble program of shops supplies menagement,
suitable for use in the average Oklahoma high schoole
3¢ Recommend, as a result of this study, methods which
will be of use to other teachers in the industrial arts
fielde
The recormendations found at the oconclusion of this study, are
generel in nature and the writer hopes they will be put into operation
in meny Industrial Arts Departnentse

Conclusions In this chapter the writer has deseribed the nature of the
problem as well as its limitationse The method of attack has been
indicated and the outoomes to be expected have been predicted.

In the following chapter a review and analysis of literature deal=
ing with management of supplies in the school shop will be made as a
basis for future suggestions and practices and to show briefly the trend
of developments toward better meens of supplies managemente



CHAPTER II

A REVIEW AND ANALYSIS OF LITERATURE DRALING WITH MANAGEMENT
OF SUFFLIES IN THE SCHOOL SHOP

New ideas as to the aims and purposes of education are being
advanced continually by leading exponents of progress in educations
Among the writings of those responsible for expediting modern changes
in industrial arts content and program, may be found the conoepts and
principles which govern the thoughts and actions of progressive indus-
trial arts teacherse

The movenent toward broadening the scope of the industrial arts
program leads up to the all purpose shop which has its counterpart in
the genersl shope An able proponent of the general shop concept is
Dre William Ee Warner of Chio State Universitye. It was under the sponsore
ship of Bonser, thet Wamer developsd the "Laboratory of Industries," the
prineiple of which is ruch the same as that of the genersl shops The
laboratory, in this instance, is to be the center about which the study
of industry revolves. Delegation of power to the gtudent by the teacher
corresponds to the type of organization as used in most genernl shopse
Warner's plan of organization and method, as well as the neme, was
recently adopted by the state of Texas in its stete industrial education
program, thereby aclmowledging Dre Warner as a leader in the field of
industrial arts education. It is toward leaders in the field that we
turmn for guidance in proposing new programs in our own departmentse

Every shop department, like & well run business, must have its
organigatione Definite methods of carrying out the routine of the organi-
zation must be established and adhered to if any degree of effieiency is
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to be reacheds We learn much by reviewing what others have done toward
coping with a problem or difficulty, so it would seem necessary to make
a study of the material which has been written on the subject of pur—
chasing, issuing and accounting for supplies in industrial arts shopse
With this in mind, theses, magazines, methods books, and high school
textbooks deanling with industrial arts subjects were examined to ascertain
the methods and practices advocated by otherse

Theses of a Similar Naturee An investigation wes made to ascertain the

extent of previous research on the problem and after all lists of theses
titles awailable were examined, it was found that only one study conecerned
with this problem has been made in the last ten yearse In 1936, James
Otto Stephan, st Ohlo State University, made a comparative study of eight
schools in the State of Chio, in which he dealt with the problem of shop
records and formse (21) It was his purpose to determine the methods of
accounting for supplies, that were being practiced and t© recommend
standard forms to be used in all eight schools. le suggested the follow=
ing forms: Supplies Requisition, Supplies Purchased Record, Individual
Project Cost Analysis Sheet, Individual Project Receipt, Permanent Ac-
cumulative Record of Individual Student Work end Work Order Forme

Many other theses were examined to find if any part of them dealt
with the subjeot but none were found to inelude a discussion of this
sub jecte

Magazine Articlese Ome principle source of information was from a study
of articles found in the Industrial Arts and Vocational Education Magazine
which were contributed by teachers and supervisors of industrial arts sube

Jeets throughout the countryes
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The industrial arts department, like modern business organiszetions,
mist have its records and formse The extent and usefulness of the
mﬁrnmwrugoﬁm&&.mnmﬁ-mm
uw&otu&w-udz;}inwﬂhmorhh responsibilities to draft
these formse

In considering the needs of records and reports end their keeping,
as wall as the making of forms, Stephan suggests in a recart magazine
article these oriteria: (21, page 180)

le The form should have a title suggesting its purposes

2¢ Following the title should be the neme of the institution

in which the form is used and the name and location of the
schoole

3¢ This should be followed by a printed cutline of instruo-
tions or methods of caring for e special processs

4e The idea of organization and adninistration demandsthat
the form itself be arranged in a neat and attractive manneres

Magasine Articles on this Subjects It is the belief that in some systeus
too mch of the instructor's time is demanded for the keeping of records
and the maldng of reports which are needed, yet the forms used are so made
that they roguire more time than it would seem necessary to gain the de-
sired Informetions Metz (13, page 365) gives a discussion of the probe
lem of records which ably deseribes the situations

"I wonder whether I was engaged as a teacher or a book-

keeper” has been the pleint of more than one teacher when
mﬁ&mmwmua;hmaornnorm

0f course, records must justify thelr existences They
migt satisfy some real purpose and the teacher who is con-
fronted with gathering the data must lknow the purpose for which
they are collectede

Reports and records, to be of any u
and eonscientiously kepte Unless this is done, they may lead



to erroneous comclusionse Ordinarily the teacher himself is
interested only in those records which he himself can uses
However, there are other records, equally important, which

mast be kept for administrative purposes and which may take

mch time and effort to gathere A little thought end plan=

ning may establish a routine method which will enable the teacher

to relieve himself of this work by allowing students to take

care of part or all of the jobe In each case, however, the

instructor should be sure that he himself knows for what pure

pose the records are to be kept so that he can properly super-

vise the recording and reporting of thems

In the better industrial arts departments, the ennual requisition
is one of the major reports to be madee Meny different systems are in
use by which this problem is attackeds In gearching for information
dealing with the requisition, a great meny suggestions were found snd
several forms exsminede In most cases the supplies requisiticned ere
classified into groups according to the purpose for which they ere to be
used, as, "Supplies Furmished By the Board" end "Supplies for Resales"
Ordinarily the supplies for all of the common activities found in the
shops are listed on the same form while some exceptions to this ere
fomnde A notable exception of this is mizzested by Hooper (10, peges
181~183) when he recommends the use of a seperate form for each unit of
 the general shop, thus the instructor would keep separate the records of
each type of supplies usede It is bellieved that this would help in the
ordering of supplies for the futures

In defining supplies, Taylor (26, page 183) states that supplies
are:

All those consumsble materials used by the shop

teacher and pupils for experiments, demonstrations end

the building of projectse

In the same article, Taylor also advocates the use of standard

forms in dealing with supplies, of this he states:
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Standard forms for supplies should be had and used
at all timese Where a central supply store is kept, only
supplies which are used in large encugh quantities to
warrant same, should be handled. Special or ocoasionally
used supplies to be purchased and handled by each schoole
esssBach student to make out a complete requisition for
all supplies needed and used, to be presented to the shop

supply room clerke (Page 184)

On the subject of purchasing supplies for the industrisl arts departe
mant, Van Duzee (27, page 147) mggests the following methodss:

ls Supplies may be bought locally as needed snd delivered

to the shope

2. Buy semester needs snd deliver to the shope

S« School yurchase and supply departmentes

These methods may be evaluated, as to their place, 1:1 the different
sized industrial arts departmentss The method of buying when the material
is needed is perhaps the most generally used dus to the lack of funds and
storage space in the shope Where sufficient funds end storage space are
availsble, the method of buying the whole semester needs is perhaps the
most practical, due to savings gained by large orders. The central
supply store system will be found only in the larger school systeuse

In preparing the supply budget, much care should be exercised to
fil1 adequately the need and yet not overstocke Experience in specify=-
ing kinds and qualities of materials is one of the requiraments for
economical and effective buyinge A poorly stated requisition or order
gives too many opportunities for substitutions which are not alweys
satisfactorye Much criticism my fell upon the shop teacher who sube
mits poorly stated orders for bids of local merchantss Regarding this
phase of the supplies problem, Van Duzee (27, page 147) expresses in
effect, that the preparation of the supply budget should take in past
experience and plans for the future, as well as enrollments Development
of the ability to write clean cut, clear, complete requisitions is a



a necessary ability of the successful shop teachers

Methods Book Suprestionss As a means of estimating the supplies needed
for the coming year, Bricson (6, pages 27-28) gives the following methodss

Records of work, enrollment, and other details of previous
years, as well as those indicating possible enrollment for the
coming year, fumish the most satisfactory basis upon which
to acte Some school systems are demending that supplies be
specified for the entire semester, while others offer the op=
portunity of ordering meny items as needed from time to time.
If the former system prevails, the teacher can do mthiug but
anticipate the maximum need and act accordingly.

There should be careful anelysis of the problem, however,
rether than a blind guess at the demandse

Schwelckhard has this to say about consumeble supplies ued in the
shop progrem: (19, page 208)

Supplies and materials which are used up in the course of the
work are often a serious problem end unsetisfactory provisions
for storage and handling interferes with the success of the
worke It is sound practice for the school to purchase and
stock the necessary supplies and materials for all regular shop
courses, and then allow the pupll to pay for what they use in
the construetion of articles whieh become their own propertye
Such a plan makes for economy of time end money, and provides
materials for use when neededs sees By means of a good system of
individual pupil account, and an accurate record of all ex-
penses and receipts of the department, the entire scheme can be
operated on & business-like basigss If there be added to this
a detailed inventery at the close of the year, the department
ecan show evidence of economical end systemstic operation, and
the work will cerry additional values for the pupils besides
those which cen be attributed directly and specifically to
the shop courses

The storage of supplies and unfinished projects constitutes a major
problem in the average shop department and few shop rooms are planned with
provigions for adequete storage speces Newkirk and Stoddard (15, pages
85-86) recommend that the smaller, consumeble supplies such as solder,
glue, screws, brads, sandpaper and the like be kept in a supply cabinet
which may be locked when not in use and that the larger meterials are to
have & definite location in the shop where they will be most convenient
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to the area where needed moste. Struek (23, page 100) suggests storage

bins as & means of storing the unfinished projectse Where the shop depart=-
ment is large enough to require a large general store room other than
in the shop, it is recommended that it be placed in a position which is
easily accessible to the shope

In writing on the subject of shop supplies and materials, Bonser
expresses the need of cooperation between the teacher or supervisor
end the superintendemt, by the undm-l‘bndhg of each others needs. Bonser's
views on the purchase of supplies are summed up in the following state-
mentss (2, page 29)

The teacher or the supervisor working with the teacher,
should determine, as nearly as possible, a list of supplies
for vhich they are sure there will be a need; those which can
be secured only by purchase should be bought in advances Iowe
ever, needs for many materials will arise which camnot be
acourately foreseen, and each teacher should have an awailable
cash fund upon which to drew at such times. A teacher may be
greatly handicapped if unable to secure certain things when
they are needede For work thaet is most educative, not all needs
can be seen in advances A contingent or petty cash fimd for
each school is a legitimate and proper provision end can be so
adninistered as to avoid sbuse and wastes The superintendent
ghould recognize this need and make provisions for it.

2

i

High School Textse In searching for suggested plans of shop management,
all the available textbooks of high school subjects, dealing with indus-
trial arts, were examineds It would seam that much more information,
dealing with supplies managenent, would be included in these texts, than
is found to be the cases

A very good cutline of the care of materisals and finishing room
needs is given by Hunt: (11, pages 107-108)

(a) A list of what the shop should have in the finishing room.

le Varnish in quarts

2+ Shellac (white) in guarts
e Orange flake shellac in pounds
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4, Silex 10 pounds = drye

5¢ Pumice Stone 4 or 5 pounds

6e Rotten Stone, 2 pounds

7e Linseed 0il, 2 gallon can

8¢ Alcohol, 2 gallon can

9« Benzine, 1 gallon can

10s Turpentine, 2 gallon can

1le Japean Dryer, 1 quart

12, Colors in o0il, 2 pounds each of van dyke brown,
bumt amber, bumt siemsa, turkey red, drop black,

etee
15¢ Asphaltum, 2 quarts
14 One~half dogzen 1 1/2" chisel point rubber set brushese
{(v) CcCare of Brushese
le Vamish brushes must be suspended in turpentine.
2 &hellac brushes in shellac or denatured alcohole
3¢ Spirit stein brushes in the spirit solvent or dry.
4. 0il stain brushes in linseed o0il or turpentines.
5¢ Filler brushes in linseed o0il or turpentine
(e¢) Xeep all liguid finishing materials in covered cen
conteinerse
(d) 8Save your tin cans at home and bring them to school to
use for mixing stainse
The problem of finding adequate methods of storing the finigh
materials and brushes, in the finishing room, seems to have been well
answered in this outlines For use in the small shop, the suggested
amounts and conteiners, would seem te be an smount approaching the
yearly needse
Although very little could be found on the administrative phase of
the shop program, several texts included methods of figuring the amount
of board feet in cutting lists and also suggested forms and methods of
making the complete bill of material for use of the pupils Nothing was
found as to how te arrive at the cost of the student-made project other
than what to include in the bill of materials Brown and Tustison do mention
- that from 15 to 25 percent is added to the cutting list to find the
approximate cost of the materiale (3, page 12) They also recommend

the use of three forms to be filled out by the student in the begimming
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of the projects these aret Stock bill, which includes the rough and
finished size of the material, the board feet in the unit and in the
total, and the unit and total cost, the Lumber Bill and the Complete
Bill of Materialse It is from the last named form that the actual cost
is figureds

One of the best individual project forms is suggested by Douglass
and Roberts (5, page 23). This form includes space for the number of
pices, thickness, width, length, desoription, kind of wood, number of
board feet, cost per board foot, and totel coste The hardware, and

finigh, are listed at the bottom of the form by the student. (See

Appendix C)

The Chapter Summarizede The authors of the many books and articles on
the management of supplies used in industrial arts make many recommenda=
tions but very few definite statements as to the best practices. Beceuse
of the general neture of the suggestions gained from the review of
magazine articles and methods books, this chapter camnot end with definite
recommended practices. However, many helpful suggestions relating to the
adninistration of departmental supplies have been noted and will influence
final recommendations when they are madee

Before entering into a discussion of possible techniques of pur-
chasing, distributing end acocounting for supplies, it will be helpful to
make a statement of the controlling philosophy of industrial arts in
Oklahoms and to consider the present status of the work in ocur statee
Information concerning the financial support of the program and prevaile
ing practices of financing departments will also contribute to a final

solution of this thesis studye These subjects will form the next chapter.



CHAPTER III
INDUSTRIAL ARTS IN OKLANOMA, ITS FURPOSES AND PRESENT STATUS

Industrial Arts, as a regular subject of the school currioulum, is
gaining its rightful place in the esteem of the school superintendent and
of the publice It has become as importent a part of the school pro-
gram as other more established subjects and its ability to remain in such
a position depends, to a great degree, upon the industrial arts teacher,
his ability to maintain an economical department and his willingness to
better it himself to meet the demands of the situation.

The industriel arts program in Oklahoma has shown advancement with
the installation of each new shope The aid and guidance of competent
advisers on shop plarming and organization are being sought by the progress-
ive superintendent in plamming and equipping new shops and it is through
this leadership that the movement will continume to reach a higher degree
of efficiencys Bxpert shop planning will, to a great extent, lessemn
the problem of supplies management for the industrial arts instructors
The planning of shops containing adequate and easily accessible storage
facilities makes easy the problem of issuing supplies and permits the
purchasing of larger amounts and a greater variety of supplies becsuse
storsge facilities are awailables Through better shop plamning and in=
ereased training, the industrial arts supplies management problem in
Oklahome will be better handled in the futures The technique of handling
supplies csn be said to contribute to the achievement of the objectives
of the programe Thet are these objectives?
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INDUSTRIAL ARTS, ITS MEANING AND VALUES

In discussing the objectives of Industrial Arts, it would seem
necessary to give a statement as to what is to be included by the teme
The following terms and definitioms of Industrial Arts are those

recognizeds

Definition of Industrial Artse Any creative, worthwhile field of endeavor
must have goals which it strives to attaine In industrisl arts a clear,
comprehensive view of what is to be done is nesdeds Progress will be
made in proportion to the clearness of the sims end ob jectives of induse
trial arts. Perhaps the best recognized definition of industrial arts is
the one by Bonser: (2, pages 1=2)
In the world of practical life, the industrial arte

are the activities by which man changes or transforms the

raw meterials of nature to make them more ussble and satisfy-

ing in meeting his needs for meterial suppliess

eses Industrial arts as a school subject may be defined ast

A study of the chenges men makes in materials to inerease their

values to meot needs, of the appropriate usage of products

made and of the social advantages and problems resulting from

the making of these changes and productse.

In defining the term Industrial Arts the State Advisory Committee for
Industriel Arts in Oklshoma Schools formulated the following statements:

The term Industrial Arts refers to all classes and courses

of shop work and industrial drawing taught in junior or senior high

school for genaral education and guidance purposes. Its purposes

are primarily to orient the student in our ocurrent industrial

clviligation by means of experiences in working with as many of

the materials common to everyday life as possibles

Through the partieipation of the pupil in the handling of supplies
used in the industrial arts shop, an opportunity for aequiring Imowledge
of the raw materials is gainede It is through the study of the changes

which occur in the materiale during the process of completion of a
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project that the appreclation of workmanship of the finished product of
industry is gained by the studente

Objectives of Industrial Artse Many sets of objectives have been written
covering the industrial arts fields These objectives do not always stay

within the bounds of the program which is now in uses. Complete agreement
cennot be found when any two or more complete sets of objectives are com=
pared, but there are several individual aims which may be found on every
liste '

Bvery industrisl arts teacher has, or should have, the objectives
which he believes %o be those most Important to his program so well in
mind that they become a part of the aims of his daily plane Fis program
should be so well plenned as to include these objeetives without having
to have them printed and displayed in the shop room to justify his
methods or procedurese

The following objectives are those whieh the writer believes to
represent the values in the well rounded industrial arts programe

le Consumer Bducatione Consumers' knowledge as a means of making
better choosers and users of the products of industry is perhaps as important
as any other one aim of the industrial arts course. Few courses in the
general educational program have the opportunity or the place in which
consumers' lknowledges cen be taught as are provided in the shop department.
The Inclusion of consumer education is perhaps needed as much as, or more
than, other subjects now being tauzht in our sehwolse. Its importance as
en aim of the industrial arts program cannot be stressed too muche

2. Exploratory and Findings Values for the Detection, Discovery
eand Tryout of Interests and Aptitudese This objective is found to be of
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grestest value in the junlor high school industrial arts courses One
value of the gensral shop in the junior high school is that it provides
opportunities for the pupil to gain experience in several fields, whereas,
in the unit shop, only these meterials and processes used in the type of
course offered are at the disposal of the student.

3¢ Educational OCuidancee The instructor of industrial arts, through
demoeratic methods of conducting his shop clesses, has a continuous
opportunity for both edicational end personal guldance. This guidance
depends largely upon the instructor, in that if he is well liked by the
pupils, problems of every type which pertain to the difficulties of
youth will be presented to him for assistances

4e Desirsble Personal snd Soeial Habitse Good personal habits
mey be assisted in development by the teaching of orderly and systematic
methods of procedure in the shope

The pupils of the industrial arts classes have many opportunities to
work togethers This experience, if properly supervised, may result in the
development of good social hebitse

Se Handywman Abilitiese Perhaps one of the grestest satisfactions
of the boy or man is the abllity to do useful jobs around the home. This
is a part of the industrial arts work that the individual will appreciate
throughout lifes

As a vigsble means of showing the walues derived from the school work,
to the parent, this objective is well worth its inclusion as one of the
aims of industrial artse

Gs Vocational Guidances BEvery shop program should have a place
for informational knowledge concerning occupations either through actual
cless work, from the showing of motion pletures or from displasy material



on the bulletin boarde
7Te Avocational Purposese The worthy use of leisure time through

the development of hobbles and the ability to perform the msnipulstions
necessary in the fulfillment of the processes needed can be temed a
worthwhile objective of the industrial arts programe

8« A Degree of Skill, Coordination of thinking and doing abilities

and the development of a reasonable degree of skill in any shop activity
should be a definite aim of industrial arts. This is implemented by the
student sctually producing m;a or more projects of considerable complexity
and difficultye.

Se Appreciution of Good Workmanghipe The mark of the student who
has completed several courses in industrial arts is in his ability to
recognize and appreciate the work of others, as well as see the opportunity
for improvemente Few pupils in the shop cless will ever become skilled
in any of the trades, yet they will through their shop experience be able
to recognize good work and eppreciate ite

0. Safely and Health Practicese These habits are developed to a
certain degree in industrial arts courses through practice of safety rules
and in learning of the conditions under which work must be carried on in
regard to light and ventilation.

1l, Ability to Make and Read Industrial Drawingse This objective
is included for its prectical value to the individuale Meny people, in.
every walk of 1life, need this ability and in no other place in the school
program oan it be taught other then in the shop departmente

The Objectives of the Oklahoma State Advisory Committees This committee,
which is composed of twelve teachers, supervisors, college professors and
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state employees engaged in educational supervision, formulated a state=

ment of objectives in a recent mectings These objectives are quoted

here to show the consensus of opinion and as a comparative check of the

aimg of the investigatore These ains are:

le

rreYy

De

1l.

12,

Academic kmowledze is epplied practicallys

Interests are developed and aptitudes are discoverede

Opportunity is provided for creative activities.

Integration of physiecal and mental processes is achievede

Avocational interests may be cultivateds

Consumers' knowledges concerning the products and services

of modern industry are acquireds

Appreciation for work end the worker are made possiblee

Personal qualities of self-control, self-confidence, industry,
cooperation, leadership and follower-ship are developede

A knowledge of home mechanics end some gldll in the maintenance
of the home and its fumishings are gained.

Basie Imowledge and skill usable in a later vocation are acguirede
Desirsble attitudes toward health, safety, and accident pre-
vention are developed in industrial arts coursese.

Definite experiences in good workmanship are provided through
the production of a project of considerable complexitye

Practices in making and reading working drawings result in

a good understanding of industrial drawingse

The guiding principles as stated by the committee are expressed as:

Industrial arts, as a school subjeot, may be defined as

a study of the processes, tools and machines by means of which
the forces of nature are utilized and the rew materials of



nature are chenged by memn to make them more wvaluable and
pleasinge It includes an understanding of the native
qualities of raw materials and of the natural forces,
together with a knowledge of the methods end practices
of utilizing and changing these materials and forces. It
is also concerned with the soeial and economie problems
ineident to these changese

The term industrial arts should be used in Oklahoma
schools to deseribe all nonevocational shopwork and
industrial drawing courses, thus displacing the older tem
M¥amal Traininge (Mamial Training implies hand training
with 1little ecorresponding intellectual achievement.)

Many experiences with and much lnowledge about
industrial products, materials, equipment, and processes

are the primary objectives of industrial arts, with ex-
pert manipulative skill being a secondary aim.

The Kind of Program Necessary to Achleve These Objectives. A program
which would achieve each of the objectives would through necessity ine

clude several types of shop work and industrial drawing. The plant
would have to be a general shop if it glves experience needed in the

different fields and wocaticnal guideance through a study of many of the
naterials used in industrye A persomnel system which would include the
participation of all the students would be an essential nesde The shop
progren would have to include demonstrations, lectures, actual particie
pation in as many shop subjects as possible, individual guidance and
assistances Does the existing industrial erts progrem in Oklshoma schools
meet these broadly diversified aims? Are problems of administering
supplies and materials different in this type of program? A survey will
show the present practices and give a basis for making recomendations
and suggestionse

TEE INDUSTRIAL ARTS PROGRAM IN OKLANOMA AS SHOWN BY THE SURVEY

As a part of this study, a survey was made to include material on the
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present practices in shop supplies management and of the currieulum
content of industrisl arts in order to show the general status of the
program at the present time. Class size and courses offered have much to
do with detemining the type of supplies management progrem which will
be suitables A detailed discussion of the survey will be found in
Chapter IV vhere the development of the inquiry form, its distribution
mdﬁncr@mmmmmmn-

Courses Offerede A wide variety of courses was found to be offered in
the schools but the subjects offered, other then woodwork, were in the
minority. Of the sixty-seven schools studied in the survey, forty-nine
schools offered wodwork alone or a combination of woodwork and drawing,
while eighteen schools had three or more industrial arts subjects included
in thelr departnentse This would indicate that the average department
is too narrow in scope to fully realize the complete purposes of the pro=
gram as advoocated todaye The average school includes in its industrial
arts program two units of woodwork and one year of mechanical drawinge
The list of subjects in TABLE I include all those courses listed
as being taught in the schools studieds The names given in the table
are identical to those given in the returmed inquiry formse
An exsmination of the table shows that woodwork, mentioned in
several different ways, is listed as being taught in one hundred and
ninety-three classes, while other subjects are mentioned only in a few
instancese
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TERMS APPLIED TO INDUSTRIAL-XRTS CLASSES A¥D THEIR

FREQUENCY OF APPEARANCE
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Humber of Cases*

FPEFerppoeoreoprry

Woodwork I
Woodwork IT
Junior Nigh Yoodwork
Bighth Grade Woodwork

Junior High General Shopss
¥igh School General Shopss
Sevant: Crede Woodwork
Tinth Grade Woodwork
Junlor High Metalwork
vwodwork ITI

Junior Nigh Rlectrieity

13« ¥etalwork

Senior Woodwork
Trade Shop

Trade Yood
Jmnior Tigh shep
High Sehool Shep
Manual Treining I
¥ermal Training IT
Junior Tigh Yechanics
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Table I Continued

Hame Given to Class Humber of Cases®

23« Industrial Arts I
24s Printing

25+ Advanced Woodwork
26+ Woodshop

27« Woodwork IV

284 Industrial Arts
Industrial Arts IY
Hand Woodworking
Farm Shop
Woodtuming
Machine Shop
¢irls Home Crafts
Vocational Metal

FRERBRP

Voeational Woodwork

37« Welding

38s Foundry

38« HKachine Woodworking

40, THome Mechanics

4le Blectricity and Mechenics
42+ Bench Woodwork

(o R ™ SR ™ N N N > S ™ R * S = S N+ SRR U R WR SR U NN

43, Bichth Crade Industrial Arts

* Some olasses were in combination and were listed under sach subject namede

#* Part of the subjects named only once in this table were listed as subjects
taught in general shopse
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The need for a more broadened program of Industrial Arts was
recognized and reported in an artiele 1n the Research Bulletin of the
Fational BEducation Assoeciation, on "Vitalizing the High School Curriculume”
(14, page 234) A portion of the report follows:

According to the last United States Pureau of Educa=~
tion Biemial Survey, the warlety of work offered in the
great majority of schools is still so limited that the
values which should accrue from this type of work camnot
be realizeds Woodwork is commonly the only shop activity
offered, or else it receives a larger portion of the time,
relative to other activities, than its value warrantse

There is a trend toward a change %o the gemeral shop plan, but this
progran is still to be found in a very small per cent of our schoolse
This slowness can be atbtributed to the cost involved in the change from
the present woodshop to a broader progreme In the average case the school
authorities believe they have too much invested in tools and machinery
to warrant the changee The practice of installing general shops in the

new school programs is recormendede

Activities Includeds A sunmary of the industrial arts sudjects included
in TABLE I shows the following shop courses.

Several Types of Moodwork seesescaceccssces 153
Hebtal Work ssesecscscossssssssasassensesese 12
Leathor Craft seececccssscccsssocsccsenscne 12¢
Art Metal Work sessecesscssnsecsscscessssense
Blan'bricity O e T T T T TR e
m L T e
7e¢ ¥achine M R L L e R T e
8¢ Fome Mechanics sesescscsessssssssssessssses
Se Tiome Crafts ecesvsessssscssnsessscssnscncess
10s Welding seesscssccssssssssnsnssssssssscsnse
lly Foundry sesececsscecescncssssssncccotscsscnss

SeEPPY
ﬂHHHHu?ﬁ

* These subjects were included in general shop coursess
Ho doubt some shops include variations of the types of mctivities
such as may be included in the tem metalwork which could include several



forms as, sheet nmetal, bench metal, wrought iron, etes

Names as Applied to Shop Classese It was noted that many nemes were

applied to the classes including the antiquated term, "Menual Training."

TABLE I gives the names applied to the classes and the frequency of their

appearancee

It is suggested by the State Advisory Committee for Industrial Arts
in Oklahoma Schools that Industrial Arts course titles be chosen from this

lists:

Industrial Arts Courses for Oklahoma High Schoolse

Art ¥etal work
Automobile Mechanies I
fatomobile Mechanics II
Blectricity I
Electriclity II

Foundry

General Xetal Vork
Home Mechanics
Industriel Drawing I
Industrial Drawing II
Industrial Drawing III

Industrial Drawing IV
Leether Work
¥achine Shop I
Hachine Shop II
Printing I
Printing II
Sheet Metal Work
Woodworking I
Woodworking II
TWoodworking III
Yoodworking IV

In explenation of the extent of the work, the committee recommended

that: "Bach course of study will be made for one semester of work and
will eonsist of a list of the units of work to be included". It was

further recommended that each accredited high school offer at least four

separate indnstriel arts subjects.
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Projects Produceds A study of the projects listed as produced in the

different shops indicates the nature of the program to a certain extent.
In mogt of the schools the making of simple forms of furniture seems to

be the medium of expressiones In the schools listing a generel shop, a
great variety of projects, involving many materials, were reportede
m&.mtonMofpmjutlhoim with the degree of difficulty
decided by the instructor, in most of the schools studiede

Class Sizes The class size would naturally have some bearing upon the
problem of supplies managements In large classes, a personnel program
whieh included provisions for student help in lssulng materials in the
industriel arts shop is oconsidered a necessity.

As an Indication of the comparative enrollment of the junior and
senior high schools, as well as an estimate of teacher-class load, TABLE
II was tabulated snd ineluded in the thesise The table gives the enroll=
nent of two hundred and forty-five shop classes, showing distribution as
to size and the per ocant of the total enrollmente.

TABLE II
DISTRIBUTION OF TWO HUNDRED AND FORTY-FIVE SHOP CLASSES
ACCORDING TO SIZB

=

B $ - M' T Percent
Class ALL g of : Hiﬁ School " . s dre High g of
Size Total i 2 : Total
Borless t 3 t l.2 ] 3 T 18 13 0 2. O
& =10 ' 17 t B8 3 14 8 87 o 3 t 4.0
11-15 s 43 3 172 ] 40 $ 24,8 2 t 27
16-20 1 76 1 04 H 51 $ Sl.8 : 39 1253
21-25 s 44 t 17.6 3 28 $ 1744 ¢ 16 12144
26=30 s 36 t 14,0 3 17 $1056 : 15 12143
3135 s 11 1 4.4 ] 4 t 246 1 7 t 9.3
36=40 : 13 t 52 3 3 2 0 8 AR 11340
Over 40 ] 3T  «8 ) 0 $ a8 % 2 3 2.7

H‘& o 10 kil =
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It may be observed by examining TABLE IT that twenty classes have
ten or fewer pupilse On the other extreme, fifteen classes have thirty-
six or more pupils, thirteen of these being in the junior high schools
Two classes have more than forty and three classes have fewer then six
pupilse The average size of all classes was found to be twenty end a
fractions The junior high average was almost twenty-seven snd the average
class in high school industrial arts was found to be a fraction over
eighteens
Criticimms of the Program as Shown by the Surveye In general, the progran
thet is now being offered in a large per cent of our schools is too
limited end narrow in content to realisze the mecepted aims of industrial
artse There is, in the aversge case, only one subject in the school shop
where a varlety of activitlies are neededs Woodwork is dominante

It is bellioved that the system, as now In use, could be changed
et a small cost to inglude other activities as important as woodworks

In the light of suggestions, as found in methods books studied, it
would seem that e better plen of organizetion is needed, more complete
records kept and at least a part of the materials cost ecould be handled
by the schoole This plan would allow more demonstrational and experie
mental activities in the shop classe

The suggestions and recommendations found in the writings of leaders
in the field of industrial arts should be examined and oonsidered in
making changes in the adninistration of the industrial arts departmental
programe

MATHTEIANCE
Many schemes are anployed for the maintenance of the school shops
Actual monetary support of the program, once it is established in the
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system in furnishing supplies does not seem to be & wide spread practices
Most schools have a policy of paying for tools and tool replacement but

this is not always the cases

Anount of Money Appropriated by the School for Departmentael Supporte In
a review of the sixty-seven inquiry formms retummed, it was found that

only 37«5 per cent of the schools received any money from the school
budget during the school year just ended; 392 per cent received no money
for departmental support; 7.5 per cent did not know if any money had beem
set aside for this purposes 12 per cent replied that there was no definite
emount, and 4.5 per cent did not amswere.

Of the twenty-five cases where support was given, the amount ranged
from fifteen dollars to two hundred and fifty dollars. The average amount
sppropriated was one hundred and nine dollars end eighty cents. If the
total of all appropriations wereaveraged among all schools reporting, the
average would be only fifty-three dollars and eighty-two centse.

Must All Supplies be Purchased From Fees Received? In answer to this

question, twenty-nine respondents answered "Yes", thirty-three answered
Mlo® and five did not answere This would seem to indicate that in per=
haps forty per cent of the schools, at least partial support is givem in
financing the supplies menagement programe. This does not agree, in full,
with the percentage of schools reporting departmental support but the

inconfoymity is perhaps due to the percentage of the replies receiveds

Amnual Reportse It would seem thet the instructor would insist on making

an annual report for his own protection, at least to the principal of the
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school who would have 1t awailable for inspection by those concernede

Of the sixty-seven cases studied, forty-two per cent stated that
emnual reports were made, forty-five per cent did not make reports and
thirteen per cent did not answer this question.

One teacher reported that the office made all reports to the superine
tendent and school board but did not state that he made e report to the
offices

Cne instructor replied that it was not necessary because the clerk
of the board handled all funds and made all purchasess

An instructor in the eastern part of the state made this remerk:
"lave newer been asked for an annual report, but think thet such should
be turned ine"

Summarye It has been the purpose of this chapter to give & brief review
of suggestions and guiding prineiples of the industrial arts program as
advocated by recognized authorities in the flelds The guiding principles
and objectives of the State Advisory Committee for Industrial Arts in
Oklshoma Schools have been includede A review of the present program has
been given and recommendations made toward the development of a better
systene

The next chapter will be devoted to a discussion of the results of
the questionnaire and an ewaluation of the methods of supplies mansgement
that are now being used in the industrial arts shops in Oklghoumae



CHAPTER IV

THE PRESENT PROGRAM OF SUPFLIES MANACEMINT USED IN OEKLAHOMA
SCHOOLS AS SHOWN BY THE SURVEY

Bach year many questions are asked concerning the program of the
industriel arts departments in the schoolss What does it cost to take
an industrial arts course? VWhat can be made? Who pays for the materials?
These, and many other questions, are asked by the paremt, the pupil
and, in many cases, by the adninistrator who is plamming to install a shop
program in his systems In the latter case, the cost of the program to
the school is one of the chief interests of the superintendent. He
wants to lnow what the cost of maintenance will be in order to deter-
mine the extent to which his budget will ecarry the program and how diversie
fled a progrem he will be able to offer with a given appropriationes

The problem of supplies, in many cases, is one which primarily concerns
the teacher and in no small way it is also a concern of the schoole If
a good system 1s worked out by the Instruetor, the cost to the pupil
and cost of maintenance is kept to a minimum. The inguiry to detemine
current practices in handling and disposing of supplies will be described
and its results interpreted.

RESEARCH TECHNIQUE USED
The only logical method of obbaining the information needed in
studying the problems relating to supplies was through the questionnaires
Another possible method of securing the required information would be
through personal contact with the teachers selected as respondents in the
study and, as this was impossible, due to time and expense, the question=-
naire method wes useds
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Formation of the Inquiry Forme BEven when the subject is of m %orut

to those asked to cooperate, a clear, concise form must be written in
order to obtain enough replies %o make the study valide

The inguiry should be brief and yet ask for all information needed,
statenents should be easily understood to avold confusion and unnecessary
questions should not be askede It should require little time to answer
and & self-addressed envelope should accompany the forme. With these
eriteria in mind, an attempt was made to devise an ingquiry form which
would fill these requirements. After several revisions the final form
was sent outs (The final revision of the inguiry form is included in

this thesis as Appendix B, pages 73to 75.)

Selection of Respondentss The teachers chosen as respondents for this
study were chosen from the 1940 Dirsctory of Industrial Bducation Teachers
in Oklahonae One hundred schools of all sizes were chosen with the idea

of getting a fair sampling of the many types of shops in Oklehomae

The Follow=Up Lettere When two weeks of time had elapsed after sending

the inquiry form, a total of fifty-five questiomnaires had been returnede

As this was not believed to be an adequate rssponse, a follow-up letter

was sent to those teachers who had not sent in their enswers and an additional
twelve inquiry sheets were received, making a final total of sixty-seven

responses. The follow=up letter is included in Appendix Be

Extent of Responsese In answer to the request for informetion, sixty-seven
replies were received giving a like per cent of returnse Of the one
hundred forms mailed, one school reported that industrial arts had not

been taught for two years, one form was returned by the teacher to whom



34
it had been sent, with the statement that he nc longer taught in the system
es listede One instructor stated that he no longer taught shopwork where
supplies were needed, as his work was all with drawing clesses end one
envelope which had not been opened, was returned by the Post Office
Departnente This made & total of four retums which could not be counted
in tebulating the replies, but to offset this deficiency, four teacher of
industrial arts who were attending the Oklshoma A+ and ¥. College summer
school were interviewed and were asked to fill in the necessary forms
to account for & total possible return of one hundredes

Vhen a preliminary study of the sixty-seven ussble returns was begun,
it was found that some of the material was mot directly concerned with
the subject of supplies menagement but was relevant to ite This informe=
tion was tabulated and included in Chapter III. The geueral subject of
supplies menagenent has been divided into & study of purchasing, issuing,
collecting and accounting for monies and the necessary record forms used
in these processess These subjects will be discussed in the order just

givene

KETHODS OF PURCHASING SUPFLIES

Several methods of purchasing supplies are recommended snd in use
in the warious schocls of Oklshomae The common practices wary with the
size of the school in thet the smaller shops, requiring fewer supplies,
usge the more lax methods while larger systems require more exacting
acoounting systems and are, therefore, run on a more businesslike basise
This study concerns itself with the "who", "how! and "where" of supplies
purchasing and attenpts to find the most common practices now in use in
Oklshomae
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Who Purchases the Supplies? It seems that in the larger schools it is
en invariable practice for the head of the department to purchase all
supplies, while in the smaller systems seversl methods are in usee

Of the sixty-seven teachers who answered the inquiry, thirty-six
reported that the instructor did all of the purchssing, in eleven schools
the board of education made all purchases, and ten respondents answered
that the head of the department purchased all supplieses Two schools
reported that the head of the department in combination with the school
board, made all purchases and four mentioned the combination of instructor
end head of departments There were two responses from different schools
in the same large system which indicated the use of the purchasing agent
method and two schools reported that they did noet furnish sny supplies
to the studentse

An snalysis of these reported practices shows that a little over
fifty per ocent of the schools allow the Instructor to make all purchasese
These schools ranged from averege to small in gize and would seem %o
show the preveiling practice in the smaller systemse

After detemining who purchases the materlals, it is necessary to
find out how they are purchasede. Several methods were nemed ineluding:
competitive bids, open accounts, by requisition and on purchese by the
instructor from any source which he deems bests

Purchasing Supplies by Requisitions The practice of purchasing by use
of the requisition was found to be the most populare It was found that

thirtyethree schools of the sixty-seven studied use this methods Twenty-
six schools reported thet the requisition was not used snd eight schools
did not answer this question.



The Use of Competitive Bidse There were twanty-three schools which

used this method of purchasing their supplies, thirty-five instructors
reported that the materials used in the industrial arts shops were not
purchased by competitive bid and six temchers indicated that this practice
wag used at least a part of the times Three instructors did not answer
this questione

In conmenting on this phase of purchasing, meny respondents volunteered
the information that their schools followed & policy of buying large orders
on gompetitive bids, these orders being placed usually before the begimning
of the school tems

It would seem that there is a policy among the superintendents of
pessing the orders around among the local concerns in the home town, in
the belief that this is a good method of keeping the good will of the
local merchents. This practice penalizes the depertment because it
cannot result in giving the department the benefit of the lowest pricese.
Several exsmples of this practice are discussed by the teachers who
answered the questionneires. GSome of the comments weret

We patronize as many local merchants as possible, but
not on competitive bids.

The board expects us to buy all materisls possible from
local conecermns, providing they charge us only tem per cemt

over their invoicess

Most materials are bought from reputable concerns, with
quelity in mind snd the cost is usually reasonablee

The writer wonders if any teacher would ask to see the invoices as
this might seem to indicate that he did not trust the merchante

Some ingtructors mentioned the desirsbility of the open account as
a convenience in obtaining incidentel suppliese. This method will de
discussed nexte
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The Use of Open Accountge Vhere it is at all possible to maintain them,
open accounts with local merchants and, in some cases, with out=of=-towm
congerns, are extremely useful to the shop departments This is especially
true where the purchase of supplies by the instructor in the smaller
systens is allowed while the handling and paying out of cash by the
instructor is not an approved practices OUpen accounts are also prefer-
able when purchasing such items as leather and metal from distent sources,
when oatalog prices are difficult to interpret and somewhat unstables

Although this practice is not in common use in Oklahoma schools, its
value camot be overlooked due mainly to its conveniences

The sources {rom which the supplies are obtained will be discussed

in the following paragraphe

There are Supplies Purchased? It was found that supplies are purchased
from three sources, locally, out of the local city but in the state,

and outside the states Due to the inconsistency of the data relating

to this question, it can only be estimetede There were several mmmu
who reported that ninety-five per cent of the supplies were purchased
loeally and one replied thet all meterials were obtained from loecal
merchentse One of the larger systems reported that ninety per cent of
the supplies used were purchased outside the state and that the other tem
per cent were bouglt locallye. This would seem to show that both extremes
are practiced.

After making e study of the responses, it is estimated that the
average school purchases sixty-five per cent of its materials loecally,
twenty per cent oubwof-gtate and perhaps fifteen per cemt out of the local
city but in the state.



METHODS USED IN ISSUING SUPPLIBS
Issuing the material in the industrial arts class is one of the
problens which the instructor must work out satisfactorily in order to
have a swooth rumning organisations The prevailing methods of issuing
supplies or those mentioned most in the returmed inguiry forms, are
four methods which will be discussed separatelye

Requisitioning Supplies fram the Store Roome The practics of requir-
ing the student to write a requisition and obtaining the instructor's

approval before any supplies will be issued from the stors room is ine
eluded in this methods It does not differ from other methods of student=
run supply rooms except for the use of the teacher-approved requisitions
The procedure followed is for the pupil to make the bill of material
necessary for the project to be made and then write the requisition, obtain
the teacher's approval and apply for the materials at the supply roome
The eclerk of the supply room is to keep records of all supplies issuede

The use of the requisition inm the school shop as a means of accounte
ing for materials used in the shop is especially good due to its like-
ness to methods used in industry. This method can be recomended for
use in the school shop where fecilities are at hend to organize and mein-
tain it in the shop programe

Zach teacher was asked to explain their method of issuing supplies
and four of the instructors reported that this method was useds

Supply Room snd Student Clerke In explaining this methed, it may be stated
that the supplies are kept in the store room and issued by students

assigned to this duty. The meterials are issued to any student om hig
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request and without the use of the requisition approved by the instructors

The popularity of this method with the industrial arts teachers in
Oklehoma schools would seem to justify its uses It was found thet this
method was used by forty-five of the teachers responding.

It may be explained that the supply elerk hes an assistant and
it is one of the jobs of the supply clerk to train his assistant to take
his place at the end of a given times This method 1s in keeping with
the persormel plan which is in use, in some form or other, in most of the
geeral shopse This plan calls for the rotation of the students through
the different duties allocated to students in menagenent of the shope

Instructor Issueé All Supplicse Then the instructor issues ell of the
_ ngtoﬂnlummmboouttonnim This is perhaps the best

recomendation that ean be given this method of issuing suppliese Little
benefit in Imowledge of materials is gained by the pupil unless he is
allowed to handle the supplies himself. The ingtructor may Justify this
method if he makes it a point to discuss the materials with the pupil as
he issues theme This could hardly be called a good method because of
the time which the teacher must use in this duty could otherwise be used
for instructional purposes. This method was reported to be used by nine
industrial arts teacherss

Lumber-Yard Methode Allowing the pupil to purchase all of his own materials
in town and bringing them to the school shop could hardly be termed a
nethod of issuing supplies but as this wms practiced in two of the schools
studied, it is included here. This method is economical to the school

end surely the pupil gains much valuable "eonsumer's knowledge" in buying



his owm supplies. But this method has many objectionable featuress
There are times, under this plan, when the pupil cammot work because of
fergotten suppliese

There were six teachers who did not explain their methods of lssuing
mppliu;

As there is a possibility of considerable waste in the shops where
the pupils are allowed freedom of all the supplies, a question was
included in the guestiommnaire dealing with this subjecte

Are Supplies Freely Accessible to Students? In answer to this question
fiftyw=six instmectors replied that the students dld not have fresdom of

the supply room. Nine teachers replied that all supplies were available
to all students at all times and six stated that the greater part of the
materials were accessible to the studentse It seems that too much waste
is the main eriticism given to this practice of maintaining an open store
roome The question of whether the supplies were issued by the instructor
or student elerk presented itself after this question was askede

Are Supplies Issued by Instructor or Student Clerk? It was discovered
that only nine schools were found by the survey where the instruector issued

all supplisse There wore three cases mentioned where the studemt clerks
issued all of the materials. Forty-one of the answers stated that the
supplies were issued partly by the teacher and partly by the aid of
student clerkse Fourteen instructors, in commenting on their methods,
stated thet the pupils got thelr omm supplies umder the supervision of the
instructors

After the supplies have been issued and the projects made, it is
logical to tum to the metter of financing the programs



COLLECTICN OF MONIES

The collection and handling of the money involved in the teaching
of industrial arts provides the source of inconvenience axd of possible
eriticism which every instruetor would like to pass on to otherse. This
responsibility is one which the teacher should not take lightly as much
of the success of the whole program depends upon fair and businesslike
procedure in the handling of all accountse Some of the problems of financ=
ing the department aret (1) the willingness and ability of the school
to pey a part of the cost of the course, (2) the various methods of col=
lecting the ocost of projectes from students; for example, fess, aéllcab-
ing in advance, otce, (3) methods of figuring the costs of stock bills
and otherse These procedures will be discussed heree

Per Cent of Cost Paid by the Schools It was found that very few schools
bear any part of the project coste Of the sixty-seven cases studied,
two schools paid all the cost of all projects, eight reported that a
small per cent of the cost was paid by the school, one reported fifty
per cext paid by the sehool, one other school reported that fifteem
per cent was paid by the school eand one replied that ten per cent of
the project cost was pald by the schoole Fifty~four schools did not
report any set percentage but severel reported that fasteners and ebrasives
were fumished by the school at no cost to the pupile

Fo relizble mean of the exmet extent to which the average school
participates in the problem of project financing could be etimated from
the data reported in this studye

Fees Chargede In a study of the returns of the inquiry form, it was
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found that shop fees, where charged, ranged from twenty-five cents as a
book fee to five dollars per year as a deposite It was found that forty
schools charged a fee for shop classes and that twenty=seven schools did
not charge shop fees. Many of the schools reported that a deposit was
required of the student but not as a fees Five of the forms returned
stated that the fee was to defray the expense cf buying books for the
shops This practice can be recommended, especially in the general shop,
because of the saving to the pupilse The book fee is small snough that
it represents considerably less than the cost of one books

Collection in Advemces A policy of collecting all standard fees at the
begiming aftho school term was found %o be prewmlent. In most cases
the collection of the cost of the pmm was deferred until completion.
The problem of collecting the difference between the deposit made and
the cost of the finished project, while not always a problem with the
better students, can be best met by holding up the grade cards of those
owing the shope It 1s suggested that an investigation be made as to
the ability of the student to pay before these cards are helde In most
cases the school will be able to bear the cost for those unsble to pay
their feese

One instructor stated that he did not like for the pupils to pay
snall sums or installments, but would rather wait and collect all the
mongy owed at one times. This would cut down the number of receipts to
be written and save considerable times

Colleotion on Completion of the Projecte This practice was reported by
the survey to be the one most useds Thirty-six cases were reported where
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the project was collected for after its completion, thirteen instructors
ecollected a per cent of the estimated cost in advance and the rest on
completion, three collected the total cost in advance and fifteen did not
answer this questione

Vhere is Noney Kept? This question was not included in the survey, but

was answered in conments of the teacherss There were only three cases where
the department handled no money end in most instences the teachers stated
that the money was turned to the office after collection. It is believed
that this is the invariable practices

¥ho Disburses the Money? Although this question was not asked in the
questiomalre, since the prewailing practice seens to be that of tuming
the money to the office, it is nsmumed that ell invoices are paid through
the offices

Several instructors expressed the desire for the office to handle
the money at all timese

Duplicate Beceiptse The use of duplicate receipts, in all transactions
vhere money is involved, camnct be too highly reconmendede The instructor
who does not use the receipt method leaves himself open to eriticism by
the adninistration, the pupil and the parente

It was found that fifty~six per cent of the instructors answering
the questionnaire used either the duplicating form of receipt or the stud
receipt forme Twenty-nine per cent of the teachers did not use receipts
but of this number, six reported that a pemanent ledger was used and
that each payment was recorded in this book with the pupil as witness of
the insertion. Two instructors reported thet no receipt was necessary



because the shop handled no supplies for sale to the pupils. BEight
ingtructors did not answer this guestions

In the 1ight of information gained through this study, it is the
present investigator's belief that every teacher should use some type of
receipts A rubber stamp, marking the bill of material paid, is a good
suggestion for those who complain that the writing of receipts takes too
mich time from their instructional dutiese

FPiguring Project Coste The following method of figuring the cost of a
student-nade project was reported by the survey:
1. Bill of material plus 25 per cent waste, plus 2 cents per square

foot for finishe
2, Actusl material in the project, plus 1/3 for waste and finishe
3¢ Actual cost, plus 20 per cent waste, plus finish.
4, Cost plus 25 per cent to cover waste and finishe |
5e Cost of materials plus 1/3, plus 4 cents per square foot for finish.
e Cost of all materials in the project, plus 10 per cent wastes
7e OCost of all meterials, plus 25 per cent waste, plus 5 cents per foot
for finishe
8¢ Actual cost of the materialse
9« Actual cost plus 1/3 for waste, plus hardware and finishe
In listing these practices, the writer merely copied the methods
as listed on the retumed inquiry formse One method was extremely interest-
ing which is not listed aboves The students were reguired to make the
same projects, the total cost of all the supplies was determined snd themn
divided by the mumber of pupils taking the classe Of these methods listed,
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only those mentioned as being used by at least three teachers will be dis=
cusseds Those methods will be discussed end a tentative ewaluation of
then will be made in the next part of this theaiss

A TENTATIVE EVALUATION OF THE MRTHODS OF ISSUING SUPFLIES AND
OF FIGURING COSTS OF PROJECTS IN INDUSTRIAL ARTS SHOPS

The following trial ewaluation was made with the purpose of showing
the relative marits of several practices of supplies management used
by teachers as reported in the studys No final recomnmendation ez %o a
best practice can be made as a reosult of this eweluations The opinions
of several experienced teachers are given here as a guide for the less
experienced teachers There is no one system which can be designated as
the only method which should be used, dus to the different circumstances
under vhich they are put into preactices

A method of ewmluation was needed snd after some study, it was decided
that a form to be checked would be the best methode A discussion of the
technique used and of the forms drafted is included in the following part
of this thesiss

The Zvaluation Techniques It was the present investigetors belief that
few industrial arts teachers will fully agree as to the best methods of
issuing supplies and of figuring the cost of a studenb=made projecte
With this view in mind, an ewaluation sheet was made which was to be
checked by several teachers of wide experience. It was predicted that
the result of this trial would indicate a wide divergence of opinion as
to the best method in usee
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Five men who are teaching or have taught college classes after having
had experience on the high school level, were asked to evaluate the
practices of issuing supplies and of figuring the cost of projectse

The evalustion sheet was divided into two parts, the upper part of
the sheet contained the eriteria of good methods and a list of the methods
of issuing supplies to be rateds A chart with checking spaces was placed
at the right of the list of methodse This chart had numbers correspond=
ing to those given the criteria and were to be checked in the order givens

The form for rating the project cost methods was identiocal in form
but included five criteria as compared to four listed as essentials of a
good issuing methods A copy of the form used in the ewaluation is contained

on page 48.

Evalustion of Methods of Issuing Suppliese The rating sheets were dis-
tributed among the members of the rating jury and later returmeds Om
examining the forms, after being cheecked by the jury, it was found that

the requiring of the use of requisitions by the pupil had been chosen as
the Yest methode This method received fifteen of a possible twenty votese
The "Supply Room end Student Clerk™ method was chosen as the seocond best
method, receiving thirteen votes of a possible twenty. The "Lumber-yard
Yethod" received eleven votes siving it third place shead of the "Ingtructor

Issues All Suprlies" method which only recelved nine votess A sheet cone
taining tabulations of these forms is included as page

Evaluation of Methods of Figpuring Costse It was found, after tabulating
the svaluation sheets checked, that two methods were rated of egqual valuee
The methods were stated as: "Stock bill plus 1/5 for waste and finigh."
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Bach of these methods received sixteen votes of a possible twentywfive.
The other two methods received fifteen and eight wvotes, respectively.
They were steted as: "Stock bill plue 10 per cent waste, plus hardware
and finigh" end "Open store room, Pay for what is actually in the pro=
jeote" The tabulations of these methods are contained in page

The Jury Rating Discusseds The Jury wms asked to rate the supplies issuing
methods on the basis of the eriteria which were believed to be foundations
of good methodss These were steted ast

le Does the method save time?

2¢ Is it an ecomomical method? (Eeonomical to the shop and pupil)

S+ Does it tunh "Consumers' Mowledges™?

4. Can records be closed on short notice?

Using these conditions as a basis for rating the methods, the jury
believed that the student ruming the supply room was the best time saver,
all methods listed were economical exeept the lumber-yard method which
received no votes as it was believed to be unsconomical to the students
The "Lumber-Yard" method was raeted as the best as a means of gaining consumers
knowledges The requisitioning of supplies from the stock room and the
lumber-yard method were rated as equal in regard to the question: “Can
records be closed on short notice?™ Then all the forms had been checked
end tabulated, it was found that the "Supply Room and Student Clerk" method
was rated as the best method of issuing supplies in the industrial arts shope

In rating the methods of figuring cost, the jury considered the follow=
ing eriteria?
le Does the method save time?
2¢ Does it teach "Consumers' Knowledges?"
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EVALUATION OF METHODS OF ISSUING SUPPLIES IN INDUSTRIAL ARTS CLASSES

1
2e
3e
4

Hote:

CRITERIA OF GOOD METIODS
Does the method save time?
Is it an economical method?
Does it teach "Consumers' Knowledges?"
Can records be closed on short notice?

above criteriae.
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Se Can records be closed on short notice?

44 Does it insure reasonable, fair price?

Se¢ Does the method insure against loss if the pupil drops out when the
project is partly finished?

The first two methods named, "stoek bill plus 1/24 for waste and finish,"
and "stook bill plus 1/3 for waste and finish", were each given five wotes
as a time saving method of figuring costss

All methods were believed to teach "consumers' lnowledges" to a
degreee All methods, except the open store room method, received a
ma jority of the possible votes on the question: "Can records be closed
on short notice?® The stock bill, plus 1/4 for waste and finish received
the best rating as a fair price metlods None of the methods listed
received a majority of the possible votes when check for: "Does the
method insure egainst loss if the pupil drops out when the project is
partly finished? The final tebulations rate the"stock bill plus 1/4
for waste and finigh" and "stook bill plus 1/3 for waste and finish"
methods as the best as rated by the check sheet oriteriae

Swmearye It has been the purpose of this chapter to give a picture of
the supplies management program as practiced in the schools selected for
this studye Trial ewalustions of the methods used have been made and the
results tabulatede

It is the purpose of Chapter V to propose & plan of supplies manage=
ment and forms needed in supplies mamsgement which will be suiteble for
use in the average school in Cklsghomae
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EVALUATICN OF METHODS OF ISSUING SUPPLIES IN INDUSTRIAL ARTS CLASSES

CRITERIA OF GOOD METHODS
le Does the method save time?
2¢ Is it an economical method?
3¢« Does it teach "Consumers' Knowledges?"
4« Csn records be closed on short notice?

Note: Please check the method or methods which most nearly
£i11 the above criteriae
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CHAPTER V

A PROPOSED PLAN OF PURCHASING, ISSUING AND ACCOUNTING RELATING TO
SUPPLIES IN INDUSTRIAL ARTS DEPARTMENTS IN OKLAHCMA

The problem of the thesis presented itself to the investigator
during the past year while teaching shop work in an average size school
in Oklshomae It would seem to be appropriate to plan the program to
f£ill the needs of this type of schoocle

Due to the relatively large classes and the relatively short length
of the elass period, a supplies management progrem should be devised which
will take the minimmm amount of time from the instructional dutles of
the teachers It is believed that too much time is consumed in the everage
shop in keeping accounts, writing receipts, issuing supplies and collect~
ing for projects and that a study which made the solution of this prob=
len its aim, would be of value to the investigator and possibly to others
teaching industrial artse With these needs in mind, the problem of the
thesis was pursued with more than ordinary intereste The final phase of
this thesis consists of recommended procedurss for purchasing, issuing
and accounting for supplies in an industrial arts shop and a series of
furms designed to expedite these transactionse

The proposal is divided into four parts: (1) methods of financing
the department; (2) methods of purchasing supplies; (3) suggested methods
of issuing supplies; (4) recommended practices relsting to acoounting
for the inmam.(s)acudu of forms designed for use in the first
thres groups of activitiese



METHODS OF FINANCING THE INDUSTRIAL ARTS DEPARTMENT
There are several methods of financing the industrial arts departments,
A plan which will provide enough money to meke purchases of large orders
of supplies is, perhaps, the most valuable to the department. This
plan allows those in charge of purchasing the supplies to place orders
for semester needs at one time, taking adwantage of the savings possible
when purchasing in quantitiese

Preliminaxy Appropristions by the Sehool Boards Where it is et ell
possible, the industrial arts department should have a fund supplied

by the school board which would be large enough to allow the department
to buy semester needs at one timee There is a practice, in some Oklehoma
schools, of the board furmishing a revolving fund which is repaid by the
department each yeere The board makes the appropriation to the depart-
ment with the understending that the instructor is to retum all or a
part of it at the end of each semester or at the end of the years This
plan is very satisfactory end is recoomended by this study. The desir-
able points of this method of financing the shop program are that it
fumisghes the means of buying large orders at the begimming of the year
end supplies the necessary means of purchasing incidental needse

Collection of the Cost of Projects When Finisheds By a study of the
questionnaire forms retumed, it was found that the practice of colleet=
ing for projects after their completion was a common practicee. Vhere
the students of the department are of average means, this practice camnot
be recommended, but in the average school this is not the case. Since
there are schools leocated in poor districts where the pupils cannot
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obtain emough money to pay & fee of two or more dollars at the begimning
of the school term, this practice can be justifieds One of the greatest
eriticiens of this practice is that the student leaving the school in the
middle of the tem may fail to pay his shop acoount unless some method
is devised which will compel him to do so. In schools where no appropria~
tion for the support of the departmental supplies progrem is made, this
method does not supply the necessary fund for purchase of semester needs
at the begiming of the school terme

The practice of colleoting for projects on completion is recormended
in the systea where the school board makes avallsble a rewolving fimd for

support of the industrial arts departmente.

Fees Chargeds It is recomnended that a twenty-five cent book fee shall
be charged each pupil who enrolls in the shop department and shall be
collected in advencee This fee shall not be returned to the pupil at
the end of the years

A project fee is desirable in the sclwols where industrial arts is
offered as an elective subject and is not requireds This fee should be
possibly two dollars per semestor charged with the understanding that if
the pupil uses more than two dollars worth of materials, he would be held
responsible for the differences In spite of the desirability of this
method, it conld not be recommended for use in the junior high school
wiere Industrial arts is required of all studentse There would be too
many cases where the pupll would not be able to obtaln the money to pey
his fees

This thesis recommends that the project fee be charged in the high
schools end that only a book fee be charged in the junior high school,
all projects to be paid for on completions
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Maintenance Coste This thesis recommends that the school board pay the
cost of all maintensnce of the shops department either by a direct annual
appropriation for maintemance or by refunding the cost of all maintenance
financed by the department from the revolving funde As it is a common
practice for the shop instructor to make all minor repairs, it would seem
that this would not be too much to ask of the school boarde

Appropriations for New Equipmente Some school boards will make appropria-
tions for small yearly additions to the egquipment of the school shop when

they would not approve requests for new equipment on a large seale.s Due
to this practice, it is well for the instructor to plan the addition of

e fow pleces of new equipment from year to yeare The essential needs
should be determined by the instructor and with additions to be reguested
each year until the necessary equipment to fill the need has been proocureds
It ie recommended that this system be used in obtaining new equipmente

METHODS OF PURCHASING SUPPLIES

There are several methods of purchasing supplies which are practiced
in the schools of Oklahomaes It has been found that some schools make it
& poligy to buy all materials from locsl concerns while others buy the
greater part of their supplies from other sources. Some schools are
found to follow rigid practices of purchasing while others are very lax
in their methodse =

The problem of purchasing sapplies is analysed into several separate
divisions as: (1) a method of determining the smount of supplies neededs
(2) obtaining the necessary money to purchase the suppliess (3) deter—
mining who shell make the purchases; (4) when the purchases shall be mades
(5) where the purchases shall be made and (6) how the purchases dim be
nades
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In the recommendations the following gemeral rules will prewail,

Estimating the Needse In general, the needs of the department should be
anticipated so that a large percentage of these can be bought before
school opanse As & means of estimating the supplies needed for the
coming year, Ericson gives the following advice to the industrial arts
teacher: (6, page 27-28)
Records of work, enrollment and other details, of

previous years, as well as those indieating possible en-

rollments for the coming year furnish the most satise

factory basis upon which to acte Some school systems are

demanding that supplies be specified for the entire semester

while others offer the opportunity of ordering many items
as needed from tine to times I the former system pre-
valls, the teacher can do nothing btut antieipate the
meximum needs and act accordinglys.

There should be careful analysis of the problem,
however, rather than a blind guess at the demandse

These estimations shonld be made at the end of the school year
after trail enrollment for the next yesr has besn made in the schools

Tho Shall Mske the Purchases? All supplies shall be purchased by the ine
structor with the approval of the prineipal or superintendent. This
applies to purchases of considerable quantity only. The instructor shall
purchase suall items on open accoumts without the approvel of his superiorse
This pertains to purchases not exceeding ten to fifteen dollars worth

of supplies per monthe

HWhere Shall Purchases be Made? Purchase of all supplies which are commonly
stocked by the locsl concerns shall be made in the locel town. This

practice will heve the approval of the superintendent and the board snd
ozn be relied upon to gain the gbod will of the local merchants. Hard to
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get supplies or those supplies not handled by the local merchants shall
be bought from the distant concerns which the instructor deems beste

¥hen Shall Supplies be Purchased? It shall be the practice of the depart=
mnent o buy semester needs before the begiming of the school tem and
to replenish these supplies as needede

How Shall the Supplies be Purchased? Several methods of purchasing the

supplies are needed and standard rules should be followed in making
all purchasess

All purchases shall be made by means of a regular requisition form
which ghall be issued by the teacher and countersigned by the principale

All purchases exceeding ten dollars in cost shall be made on
competitive bidse The teacher should make it a point to leam to write
clear concise orders in order to awwid wndesirable substitutions.

Open accounts limited to a total of from ten to fifteen dollars per
month may be provided to allow for emergency purchasess These purchases
mey be made by the instructor with no other formal approval by the prineie-
pal or the superintendent.

ISSUIRG SUFPLIES
This study included the issuing of supplies as a problem shop manage~
ment program and from nowledze gained of the different methods in use
in Oklahome schools, the recommendations will be mede. T™e problem of
issuing materials probably takes more of ﬂ.WW:th any
other duty other than instructions

The Method Recormended for Issuing Suppliege The methods of issuing
supplies have bean discussed in preceding chapters of this study end will
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not be reviewed in generale

After a study of the evaluations and of the inquiry forms, as well
as text book end methods books recommendations, the investigator believes
that the best method for the average shop is by use of the supply room
where supplies are issued by student clerkse This method saves time for
the teacher, teaches consumers' lmowledges, gives training in keeping
certain accounts and records, makes for a more democratic procedure in
conducting the shop class and keeps waste of materials at & minimume

The supply room clerk trains his assistant to take his place, in
this way the pupils may be rotated through this duby with little
additional instructions from the teachers

Foms to be Used in Comnection with Issuing Suppliess Too many forms to

be filled by the student confuse the pupil and simply reguire more records
to be kepte It is recommended thet the Project Record Form ( page 62)
containing a 1list of all the materials used in the project, be used in
issuing the supplies and the supply room clerk can check the supplies as
issueds By keeping all project sheets, the instructor has a check on the
materials issued to the pupile It ig adnitted that this system does not
aceount for parts lost or spoiled, but pupils are placed on their honor
to report all extra materials used.

After the supplies have been issued, the problem of keeping suit-

able records of them presents itselfs

ACCOUNTING METHODS RECOMMENDED FOR USE IN SUPPLIES MANAGEMENT
Through the use of businesslike accounting methods, the industrial
arts teacher can make his supplies management duties less demanding upon

his times A good system of records, and there need not be many, will



58
engble hin to keep more sccurate aceounts of the supplies used in the shope
It is belioved that the following records are essentiel and will,
perhaps, i1l the need of the average shope First, a record of all supplies
purchased and all monies collected should be kept in some type of permanent

leaf ledger; second, a method of keeping the accounts of the individual
pupils is needed; and third, a suitsble record of supplies, inventory
should be provideds To supply these accountlng needs, certeln forms are
demandeds The sceounting methods and forms believed to be essantial to
the industrial arts program in the average school shop will be recommended
in the following sections of this thesise

Ceneral Accountse This term is used here to mean the records of all pur=

chases snd disbursenents pertaining to the shops department.

A permanent leaf ledger is recommended for keeping a complete record
of requisitions issued, amounts received on accounts and smounts deposited
in the principal's offices This method can be recommended over the file
cabinet with each mccount separate. It is recommended that all inwoices
be retained in a suitable file for future reference.

Individual Accountse A card index system containing e separate card for
each pupil is recormended for use in the average school. This eard ig
to omtain the pupil's name, zrade, home room, shop pericd and a place
for a record of the projects mades The four by six inch eard is recom=
mended and the form (paze®€ ) can Le reproduced by means of the mimeo=
graph mechines

This method will require very little of the instructor's time if the
cards are kept in alphabetical ordere
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Inventory Records It should be a practice in the Oklahoma schools %o
make an inventory of equipment end supplies at the end of each yesre
Coples of these inventories should be filed in the principal's officee
It is suggested that these inventories be made separstely. in inventory
form is recommanded for wse in the avereze shop and is included in thig
thesis as page 85

Collectionge A reviow of the questiommaire forms anmwored and returned
in this study, would seen to show thet it iIs & prewiling practice for
the instructor to collect payments for naterials used and to dsposit
this money with the school offices Ferhaps the ideal msthod would be
for the office to collect all monies inwolveds

It 18 recormended that the instructor make the collections end
glve the pupil a receipt for the money pside At stated interwals the
mongy should be deposited in the offices

Receiptse A receipt shall be made by the instructor for all payments
made to him and given to the pupils This receipt shall be in duplicate
to form a record of peyments mades

A majority of the teachers in Oklshoma use some form of recelipte
This policy is essential to good methods of managing the shop program
and cammot be too highly recomendeds The type of duplicating receipt
book which contains several receipts on each page, requiring the chang-
ing of the oardbon only after severel receipts have besn written, is par~
haps the best type to uses This type of duplicating receipt book saves
mich of the teacher's time,

Project Coste The method of figuring the cost of the studenbemade project
which ghall be used is that of the finighed size stock bill plus 1/3 to



cover the cost of wuste, screws, glue, sandpaper, finish etoe This
method is believed to be fair especially when the majority of the projects
are amalle ‘misnmaisrmmmrminﬁgurmgmjntm
in wood and metal activitiese

RECOMIINDED FORMS
Some typesof forms are necessary in the supplies management program
if acourate and systematic records are to be kepte Iue to the expense
of having these forms printed, the forms recommended in this study are to
be reproduced by other means. The nimeograph is recommended where a
great many copies are to be made, as the final copies are found to be as
olear as those reproduced firste

Forms ©0 be Mimeographede Several forms have been made as a part of this
study and are included in this chaptere These fomms, which may Le changed
to fit the need of the particular teacher, are recommended:

l, The Project Record Shests This form is to be used by the
student and should be complete and reguires the instructor's approval
before the projest is begune

2+ The Acoumlative Record of Individual Student Worke This fom
is of particular value for uss in the general shop whers the pupil rotates
through several different shop subjectse

3¢ The Work Orders This form is to be used as a record of work
done by the department for the schools Supplies used by the shops in
oonstruction of school property should be replaced by the schoole

4e The Supply Roquisitione This form is essential to the program
and should Ve used when making all purchasese
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Be A Card Index Forme A& record of the projects made by the pupil
is kept on this card and later transferred to the Accumulative Record
Forme
These suggested foms are included in this chapter as pazes 62 to
6B

¥ethods of Reproducing Formse Few of the schools in Oklahoma include
printing as a subject taught in the shop and mast, therefore, have all
printing done by a coumereial firme The cost of printing forms to be
used in the industrial arts department could not be provided in the

budget of the average shop programe Most schools do have some method of
reproducing the work neededs The most conmon of these ere by mesns of

the mimeograph and the ditto machinese AS these methods are much cheaper
then printed forms, their use in the average school is not prohibitives

A set of printed forms from a representative school is included in Appendix
Be

Sumarye The proposed nethods will not be agresd with by all but they are
believed by the writer to be sound in prineiple. These methods may be
uged to advantage with slight modifications in the average school shope
This program of methods and the suggested forms will be put into actual
practice in the general shop of the Ada Junior High School for the coming
yeare



PROJECT RECORD FORM

Any School Shop Department

NOTE: This form must be filled out and approved before project is
startede INSTRUCTIONS: HMake a complete drawing of the project, fill

out the form and get the instructor's OK before starting the projects Keep
this sheet in your folder when not in uses

Pupil's Nams Period Orade Shop Noe

Project Started Project Finished Teachers OK.

(MAKE DRAWING HERE)

BILL CF MATERIAL

Nunber | Issued Kind of J
Pese By Name of Piece| Material Te] Wel Lo | Bde Ftd Cost
Type of Finish Cost of Vaterials
Yoe. Serews Used Sand Paper Sheets Other Supplies
Other Supplies Used Taste
Total Cost
Paid Date
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Any School Shop Department
ACCUMULATIVE RECORD OF INDEVIDUAL STUDENT WORK

Hame Grade Home Room Ace

Address Parents Name Phone Number

Qeeupation of Parent or Guardisn

AREA PROJECT BEGUN FINISHED COST DATE PAID j GRADE




Any School Shop Department

WORE ORDER
Kow
LOCATICN
FOR THE DEPARTMENT
DATE

Industrial Arts Department:
Please do the following worke

( DESCRIPTICN OF WORK)

If any materials are needed, they are to be purchased from
and charged to the

Date Wanted

Signed

Prinecipal of School



Any School Shop Department
SUPPLY REQUISITION

To The Office:

Please order the following supplies for the Industrial Arts Departe

mente
Dete
Order YNoe
Vhers to order
Address
Ship Materials by Dete Needed
Quantity Article Catalog Price Actual Cost Date Received
Actual Cost
TOTAL COST Requested by
Plus Frelight Approved

Prineipal
Cost to Department
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The following form is to be reproduced on a four by six inch, ruled
cards:

CARD INDEX FILE

Name Grade HeRe Period

Date Date
Project Cost Date Pald Begun | Finished




CHAPTER VI
SUMMARIZING AND CONCLUDING STATBHENTS

The program of the average industrial arts department in Oklehoma
is too narrow in soope, showing a need of a breadened program of aectivie
tles to £111 the needs of the pupils in an ever-changing industrial worlde

Very little material on the subject of supplies menagement was to
be found in magazines and methods books relating to industrial arts
subjectse If the sugzested methods of procedure as cutlined in the
methods books can be relied upon, many of the shops of Cklahome are
run on & sound basise

Fo high school text book was found which gave suggested methods of
supplies management other than project forms and methods of making and
figuring the lumber bill.

The kind of program recommended to fill the present need in the
industrial arts progrem as shown by the survey is to be found in the
general ghop or a series of unit shopse

The survey showed the average industrial arts program to include
two years of woodwork and cne year of industrial drawinge

Out of a total of one hundred possible returmns of the inquiry form,

In purchasing supplies, the instructor of the average school does
the purchesing with the approval of the prinecipal of the schoocle

It was found that most supplies were bought by requisition and by
competitive bids in the larger systems, while this method was not
prevalent in the one~teacher schoolss Most of the smaller schools allow
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the instructor te purchese his supplies when needed, with preference
given to the local concerns. Most supplies are bought in the loeal citye ‘

The jury agreed that the student clerk operating the store room was
the best method of issuing suppliess Some restrictions were applied
as to small meterials such as serews, lacing, abrasives, etce

Two methods of figuring the cost of studentemade projects were rated
by the jury as being the best practices, they were: the stock bill plus
1/3 to cover the cost of waste, screws, sandpaper, finish, etce, the
other method is identleal except that only 1/4 is added to the stoeck bill
to cover cost of waste and materials other than woode

Less than half of the schools included in the survey received any
sppropriation in the 1939-4C school budgete

Sixteen eases were found where receipts were not useds

The majority of the high school classes ranged from eleven to thirty
while the greater part of the junior high school classes ranged from
twenty to fortye

A study of the methods in use was deemed necessary before recommenda=
tions for a sultable supplies management program could be madee The follow-
ing forms are suggested for use in the average school shops: '

le Project Record Sheet

2¢ Accumulative Record of Individual Work

3e Work Orders For all work dome for the school by the department.

4+ Supply Requisition, to be used in making all purchasese

S5¢ A Card Index Formes To be used in keeplng a handy record of the
individual student's work from day to daye

There is a need for more financial aid to the industrial arts progrem

in order to broaden the scope of the subjects offerede
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In the average industrial arts shop in Oklshoma a number of units
of activity should be added to supplement the woodwork now being offereds
Hore general shops are neededs

Good practices are being used in the issuing of supplies in most of
the shops studiede

The average shop class is not too large for good practices to be
carried out in the manegement of the shops suppliese

The Feed for Further Studye A similar study could be made af'ter & period

of six or seven years to determine the lmprovement, if any, of the
practices of purchasing and issuing suppliese

A study of the sources of materials used in industrial arts classes
would be of wvalues

Methods of earing for supplies used, such as leather, metal, plastics
and wood should be devised and desoribede

A study of the brands and sizes of tools for the different grade
levels would seam to be a worthwhile studye

A careful study of the many materials used in the general shop
ghould be mades This could eventuate in a single page of specifications
for each common material such as shellae, glue, sheet copper, sheet tin,
etes Cost, sources of purchase, unit selling price and other useful
information would be found on each information sheetes
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PROBLEMS OF PURCHASING, STORING, AND ACCOUNTING RELATING TO SUFPLIES
USED IN INDUSTRIAL ARTS CLASSES IN OKLAHOMA

By JAMES C. ELERSON, JR.
ADA, OKLAHOMA
This inquiry form is being sent to one hundred selected teachers in
Oklshoma in order to secure information about current practices in purchasing,
storing, and accounting for supplies used in Industrial Arts Classes in

Oklshoma, Will you please fill in the following blanks?

Name of teacher | “City
Name of School Type of School
Type of Shop

Fill out this table giving your daily schedule and information

Amount* Average xx
Period Ind. Arts Class | of Fee-= Cost Types of Projects
Course Size | for course Per Pupil
EX. WWe 1 20 $ .50 $1.00 Book rack, Tie racks
1,
24
3
4,
5
6.

* This refers to initial deposits or collections to apply on cost of supplies
used,

** Please estimate total average cost of course per pupils
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METHODS OF PURCHASE

Who purchases supnlies? (Check answer) Instructor s Head of Dept.

3 Board of Education 3 Other Methods.

Afe all purchases made on requisition?

—_——

? If not, what percentage of pur-

chases are made on requisition? . There are supplies purchased? (Give

percentage) Loeally ; In state, out of local city ; Out of

3

State s Are materials and supplies purchased on the basis of competi-

tive bide?

(Yes or No)

Comments

IGSUING OF SUPFLIE

Are supplies freely aecessable to students? « 4dAre all supplies

issued by instructor or student supplies eclerk? Please explain

your method of issuinz supplies,

FIGURING COSTS

Who figures the cost in a student made project?

When is the cost fipured?

What method is used in figuring the cost? Please elaborate,
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COLLECTION OF MONIES==--

Check the method of collecting Pbdlowed in your shope Is any portion of the

materials cost paid for by the school? ; How much? .

A fee is charged for each course and is collected in advance. ;

A percent of the estimated cost is paid in advance, and the balance on completion

of the project. What percent? « Each project is paid for on

completion, « Project money is handled by: Office ; Instructor .

Do you use a duplicating (carbon copy) form of receipt for all payments made by

students? If any dther method of collecting is used please give

particulars.

ATNUAL REPORTS

Do you meke an annual report of rececipts and expenditures including per=

pupil-costs, to the superintendent and school board?

Explﬁin{

MAINTENAINCE
What. amount of money was appropriated, in the school board budget, for deparde

mental support for the year 1939-19407

Must all supplies be purchased fpom fees received? Yess ; No

Is fee to cover both project cost and shop maintenance and tool replacement?

« Other comments




Ada, Oklahome
June 10, 1940

Dear Fellow Teacher:

Some time ago you received an inquiry form on, Problems

of Purchasing, Storing and Accounting for Supplies used

in Industrial Arts Shops in Oklahoma, As this is an im=
portant part of my thesis and your cooperation is extrem-
ly necessary in making this study accurate, I am expressing
the hope that you will fill out and return this form at

the earliest possible date,

Thanking you for vour cooperation and kindness, I am

Sincerely Yours,

Jemes C; Bmerson,
Teacher of General Shop
Ada Junior High School
Ada, Ollahoma
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Name of Project

PROJECT AND BILL OF MATERIAL RECORD FORM
Copy drawing and make bill of material before
starting any new project.

Teacher's Ok.

Finished Size

78

THE STOCK BILL

Cutting Size

Number Name

Tx W= 1, Cue Ine Number T x W

L

Student's Name

e ——— W4



Form No. §5-83 — The McCormick-Mathers Co., Wichita, Kansas

Froject Date Began | | | | Date Finished | | | | Total Hrs.

DATE QUAN- CUTOUT SIZE FINISHED SIZE |TtoTAL|cosT PER| TOTAL NOTES OR
e | R NAME OF PART OR ARTICLE KIND OF WOOD ™y [ [ we L, = % - |eo.F.| n.fr. | cosT Check COMMENTS

Total Cost of Wood

DATE PRICE | TOTAL DATE PRICE | TOTAL

o Tt HARDWARE NO: | sicki | cosr e T aiw Taam FINISHING AND UPHOLSTERING S oo
Total Cost Upholstering & Finishing
Total Cost of Hardware Total Hardware
MO. | DAY | YEAR

GRADE____Instructor Charges Paid Total Charges 8




ORDER OF PROCEDURE

JOB ANALYSIS

In the “A” columns, check all the Information and Operation Units involved in this project.
In the “B” columns, check only the new units involved. For unit titles, see Table of -

tents in each of the publications below.

Instruction and Information Units for HAND WOODWORKING — Revised Edition
— Douglass & Roberts

The McCormick-Mathers Company — Wichita, Kansas

Information Units Instruction Units
Unit | Pages | A |B | Unit | Pages | A | B Unit | Pages {A|B| Unit | Pages | A| B
1 10-12 16 | 79-80 1 19-22 17 67-68
2 13-14 17 81 2 27-28 18 69-70
3 15-16 18 82 3 31-32 19 71-72
4 17-18 19 83-84 4 35-36 20 77-78
5 | 23-24 20 | 87-88 5 37-38 21 85-86
6 25-26 21 91-92 6 39-40 22 89-90
7 29-30 22 95 7 | 41-42 23 93-94
8 | 33-34 23 96 8 43-44 24 | 97-98
9 47-48 24 99-100 9 45-46 25 102
10 51-52 25 101 10 49-50 26 104
11 55-56 26 103 11 53-54 27 106
12 60 27 105 12 57-58 28 108
13 | 63-65 28 107 13 59 29 [109-110
14 | 73-74 29 |111-112 14 61 30 [113-114
15 | 75-76 15 62 31 |115-116
16 66
Information and Operation Units in MACHINE WOODWORKING — Robert E. Smith
The McCormick-Mathers Company — Wichita, Kansas
Information Units Operation Units (cont’d.)
Unit | Pages | A|B|| Unit | Pages | A[B | Unit | Pages |A|B | Unit | Pages [A|B
1 1-2 6 | 20-21 26 | 63-64 46 94
2 2-3 7 21-22 27 64-65 47 94-101
3 5-7 8 22-23 28 | 65-66 48 | 104-106
4 79 9 23-24 29 67 49 | 106-107
5 57-58 10 | 24-25 30 | 68-69 50 108
6 59 11 26-27 31 69-71 51 |108-112
7 | 77-78 12 27-28 32 71-72 52 |115-117
8 [102-104 13 29-30 33 73 53 |117-118
9 -[113-114 14 30 34 | 73-76 54 |118-119
10 |127-129 15 31-33 35 79 55 120
11 [135-136 16 | 33-35 36 | 79-81 56 121
12 [142-145 17 | 36-38 37 | B1-83 57 |121-126
13 |151-153 18 | 38-39 38 | 83-84 58 |129-131
| 19 [ 3042 39 | 8485 50 | 131-134
| _Operation Units 20 | 43-46 40 86 60 |136-139
Unit | Pages |A|B| 21 46-47 41 86-88 61 |139-141
1 9-11 22 | 47-48 42 | BR-89 62 | 145-147
2 11-13 23 | 49-56 43 | R89-90 63 | 147-148
3 13-15 24 | 60-61 44 | 90-92 64 | 148-150




Oklahoma A. and M. College INDUSTRIAL ARTS EDUCATION Stillwater
INSTRUCTIONS: Before any student starts a project using any material furnished by this

department, this Estimate Form must be filled out in duplicate form. One copy will be

filed in the departmental office and the second copy will be retained by the instructor

in charge of the student working on the project. The estimated cost will be subject to

revision when the work has been completed. Students will not be permitted +to start a

new project until this form has been filled out and has been signed by the instructor.

Projects started as a requirement in a regularly scheduled course shall be paid for
before the piece work is removed from the building. A project not a part of a regular
course must be paid for before the student begins work on it.

STUDENTY. : BROJIECT.

Started Finished_______ Course Mo

S7TOCK BI/LL

Na ol Nanre of Prace | imd af Woad | 7= | WE | L. [Cubic: thched

Jotal Cu. In. + 25% Waste + /44 = Jotq/ Bd. F- Total/.

+ =144 =______ Bd. Ft
B/LLL OF MATERIAL
1| Board Feet Lumber @ -
2| Board Feet? Lumber @ =
3. Board Feet L umber @ =
7= Sq. F2 Parnel @@
D 39 FL, Parne/ @ =
O] Sq., Fr; Pane/ @ =
7 Hardware =
8| Glue,Sqgndpaper, Dowels, efc. =
9 Seuagre Feet of Frrush =
10| _ Screws @ Each or Dozer =
Il Maintenance K Replacement =
[2. Overhead, Use of Mach,res =

Jota/ Cos?t

Sel/ing Price




---------------------------- AUTO MECHANICS REPAIR RECORD
TULSA MANUAL ARTS DEPARTMENT

R s T 157 R NG L WA

ss JobiNOL oo B R

O I © oo S s 3 R

OB AL i v s e o

PARTS NO. DESCRIPTION cos’

TOTAL

ATERIAL or FEE DESCRIPTION cos’
TOTAL

Signature
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FORMS USED IN CUSHING HIGH SCHOOL

CUSHING, OKLAHOMA

Pedface M- PROJECT RECORD

Project
Project Group..__ . For Instructor’s Files Grade ------
Dy Il . SRR, TR L I Ve,
| Project-==--=--cmmmmmmmem i cme e oo
Date Begun ____________ Date Finished . .ocovocrmomacnenn No. Hours_ . .___
No, Pes. Material Size Quantity Pr. Each Cost

Material Requisition
Date Received .____. __. Project No. __.
270 i S e R PR S S S

N, of Pieces —-n === eSS

Eindiof Material _ - comemvitisss amacmmnss

ST e rare) ST Ep e
TRy e s o = o Lo e e s

T T p R L Te SE T NS

(g SERRE L e

=t

1 1 1 1 1 1 1 1 1
WOODWORK SUPPLY TICKET
50c "

INSTRUCTOR

“-”|)_\,-|I-;- R —




OO s e e DEROOT s

193536
“EQUIPMENT” INVENTORY
1031 Industrial Education Department
193738 TULSA PUBLIC SCHOOLS
ANTITY A,
2 3 o NAME AND DESCRIPTION 1936 1937 1938
o o Weight
(MAKE THIS OUT IN DUPLICATE)
Rlekedi by 036 Checked by.................. ORI o

;V—-Bmm o(ué [Ibencaﬁahle of Rq:mr)
en (Can
[ T T N S D . < ' SV"mls— Stolen

W i Tramrlermd (To Whom Transferred)



FINISH MATERIAL RECORD Noe

Tulsa Manual Arts Department Date Pariod




Teacher shop School

"SUPPLIES FURNISHED BY THE BOARD" INVENTORY
Industrial Education Department

Date

Number
Size
Quantity Weight| Neme Velue
Color]




Ade Public Schools

INVENTORY

8¢

Quantity

Description of Article

Condition

“Bxcellent

Fair

Poor

Approximate
Value






