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CHAPTER I

IjITRODUCTIOH

Introduction To The Study

Problem and purpose of the study .— Perhaps you would like

to locate a book on "educational programs of a vocational nature

maintained by business and industry" which shov.^ what these pro-

grams contain, what uses are made of them, and why.

Or you may seek a report which describes the use made of

training-within-industry programs during World War II.

You would perhaps like to know what present-day journal

thought is, concerning the practical application of the Business

and Industrial Educational Program, as revealed by training execut-

ives and others in the field.

What type of program does one authority suggest as a means

of preparing high-school youth for employment? Is the gap be-

coming ever wider between the classroom and the job, with an

approaching 100 perrcent second8.ry-school atteddance, of which

only about 10 per cent go on to higher and more extended educ-

ation? must beyond-the-school education becoijie increasingly a re-

sponsibility of industry? How well suited are present-day, with-

in-industry educational programs to such a possible eventuality?

This paper is, in nature, an annotated bibliography in which

-1-
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may be found references to things that have been written about

these and other topics which relate to beyond-the-classroom or

within-industry education, its purpose is to present to students

and those responsible for their guidance and their instruction,

ready references to materials which may be helpful in planning

for and in adjusting to business and industrial careers.

To this end the endeavor is, to make it possible for youth,

particularly high-school youth and the young employee to become

better informed concerning what industry has to offer in the way

of training, its nature, and its purposes.

with both learning and industrial time at a premium, it

seems important that subject-matter for references and consulta-

tion be as readily available as possible, in fulfillment of that,

the well-annotated bibliography would seem a likely aid.

Short sketch of method and sources of materials ,— uoncerning

the organization of the bibliography, the objective has been to

bring together the best writings which describe just what educa-

tion maintained by business and industry is, to this end numerous

books and other materials have been examined, out of which seventy

have been annotated and indexed.

The pages following the introduction, it will be observed,

form chapter li of the paper, known as the bibliography. This is

composed of a subject matter index and the annotations.

The purpose of the subject index is to assist the reader by
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pointing to definite subject-matter contents to be found ir. the an-

notations. This subject index has an educational veloe also in

showing at a glance the nature of the subject-matter field as a

whole,

iiach subject of the index is heyed to the annotations by

referring both to the annotation number and to the page on which it

occurs. This gives speed and facility in locating areas of in-

terest.

The keyed annotation numbers ’.vhich seem of major importance are

underscored in the subject index.

Chapter III (the final chapter of the paper; is given to a summary.

This consists of a short general suimaary, a bibliography, and an

author index.

The short general summary explains special aspects of the

bibliography and gives a short conclusion statement.

The bibliography found in the summary refers to works that

were helpful in laying out the plan for the paper.

The index contains two lists. The first of these is a list

of authors of the annotated materials. These are also keyed to

the annotations by giving both the annotation number and the page

on which it appears. A second list is that of companies mentioned

in the annotations as having training programs. These are also

keyed to the annotations.

Concerning the nature of the sources of the reference mater-
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ials, these consisted largely of those of the catalogues of lib-

reries and well-known indexes to books end publiscations.

The management areas concerned with education in business and

industry aa those of supervision, personnel, industrial end public

relations, marketing and research.

Headings under which materials in these areas appear are,

employee training, industrial training, industrial education

programs, training within industry, and training.

The above indicates the method of organizing the bibliography

and the sources of the references composing it, A wider consid-

eration involves the setting for the bibliography.

At the outset if was felt that one consulting the biblio-

graphy might have, for one reason or another, a limited know-

ledge of education to be found in industry. In accordance with

this thought, a section following that of the introduction to the

study, will be found a short orientation to the bibliography. This

contains definitions of basic terms, some viewpoints of contemporary wri

|ers, and a chert showing the scope and nature of the educational

programs within the plant.

The purpose of the orientation is to give a background for

the bibliography which follows in Chapter II,

Limitations of the study .— Closely assoc ieted method or plan

is that of defining what may reasonably be accomplished within the

time allotted to the study.

Therefore since the time available for the study is limited
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5

Therefore since the tine available for the study is limited

and its possibilities seemingly quite vdthout limit, the biblio-

grapl:^’’ does not purport to be in ar^^ way exhaustive for the field.

As far as possible, chronologically, the citations are lim-

ited to the period of 1940 through 1947. This period may then be

considered to contain what we raay call, current thought. In this

period may be found pre-war, v/ar, and post-war literatiare. How-

ever, v^hen any reference has seemed to be outstanding or signi-

ficant, for one reason or another a w'ork or volume of an earlier

period has been includ.ed.

Other studies in the field .— The present investigation re-

sembles in some respects studies made by Edith Dvilinskey 'll at

the School of Business Administration at Boston University in

1932. James McPherson 2j at the same school in 1945 also con-

ducted a similar study. Both of these investigations are in the

nature of a historical and general subject-matter digest.

The aim of this paper, as has been already amply stated, is

the presentation of reference materials for consultation 1:^ the

student, young employee, or teacher as investigator in the sel-

ection of materials representing current, first hand thought and

opinion.

'U Dvilinsky, Edith, Training of Personnel in American Industry .

XUnpublished Master's Thesis, College of Business Adroistration,
Boston University) Boston, Massachusetts, 1932.

2/ McPherson, Janes Roland, Trends in Employee Training in Post-

Vyar Industry. (Unpublished Master's Thesis, College of Business
Administration, Boston University) Boston, Massachusetts, 1945.
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Reasons for selecting the problem ,— From a major study of

libraries, in the selection of a large reference reading list for

. general research, the need for a wider use of other shelf mater-

ials seemed apparent. It was concluded from this that, in many

cases special reference collections to be used for parallel or

directed reading covild be profitably used by student and teacher

in anticipating vocational adjustments to the field of work in after

school life.

The study is also an out-growth of a belief that any aid to

education which v/ill in any way help to eliminate the "empiracle”

in life will make for a better coordinated application in both

learning and earning.

Further, with an ever increasing social and economic complex-

ity, and with youth seemingly ill prepared to face life and its

problems with only a high-school education, youth should have

every possible chance to learn v/hat business and industry both off-

ers and expects of the young employee.

Brief Orientation to Within-Industry Education

Definitions of basic terms .— To define all of the terms v/hich

might properly be called basic to the subject seems quite imnecess-

ary. A clear understanding, however, of the terms comprising the

title of the paper, “Educational Programs of a Vocational Nature

|r Maintained by Business and Industry", seems highly desirable.

Education . The process or manner of training youth for

their station in life, ij

1/ Webster, A. Meriam, Webster * s New International Dictionary .

G. and C. Meriam Company, Springfield, Massachusetts, 1939> p. 818.
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Program. A brief outline or explanation of the order to be
pursued or the subjects en,braced in any endeavor. 1/

Vocation . Pursuit of a regular or appropriate employment. 2/

Business. A commercial or industrial establishment or enter-
prise. In the broader sense business is any operation for
profit

.

Industry . Any department or branch of an occupation or busi-
ness employing large capital outlay. 4/ narrower
sense we may think of industry as a production process
known as manufacturing,

Jucius ^ in a chapter on "Training Operative Employees"

defines both training and education. Training is a term used

widely and its definition is needed here along with education.

To quote Jucius; training* is meant any process by which the

skill and ability of employees to perform specific jobs is in-

creased. This may be contrasted vath the term 'education* by

which is meant here general increase in knowledge by understanding

of employees which better fitsthem into their environment."

Thorndike ^ gives us a basic psychological concept that,

education takes place when one is able to do something that one

could not do previous to the learning opportunity of doing.

1/ Ibid. p. 1977

2/ Ibid. p. 2854

'y Ibid, p. 362

4/ Ibid. p. 1271

^ Jucius, Michael J,, Personnel Management . Richard D. Irwin,
Incorporated, Chicago, Illinois, 1947, p. 242,

6/ Thorndike, Edward L., Human Learning . The Century Company,
New York, 1931, p. 12.
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V/hat we are aiming at here is a good definition of Educ-

ational Prograins , combining the thoughts expressed above, these

programs may seemingly be thought of as proposed methods of

action through the doing of which one is enabled to do that which

one could not do previous to the learning opportunity.

It might be further stated in this connection that educ-

ational philosophy accepts the responsibility as a result of the

psychological opportunity of so instructing as to enable the indiv-

idual to live more harmoniously with his fellow men, and to exer-

cise in so doing, worthy self-satisfaction to himself, in worth-

while pursuits. This can seemingly be summed up thusly. That

education in business and industry, any education effort, is

both the process and the measure of our "learning by doing",

Again, as to training. Green speaks of training in this

manner. Training carries a meaning of restricted use connotating

learning-process situations where the acquisition of skill in

technical or commercial problems is the goal.

Contemporary authoritative viewpoints.— Relative to the im-

portance of adequately satisfying the training needs of an organ-

ization, Green ^ cited above, sounds a warning.

If the training needs of an organization could be satis-
fied by buying some textbooks and hiring a teacher, there
would be no need for this book. Some companies have tried

2/ Green, James H, ,
Organized Training in Business , Harper and

Brothers, New York, 1928, p,2.

2/ Ibid. p. 52,
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to biQT their training over the counter .... Unless a company
is willing and prepared to put its ovm experience and time
into a program (under proper guidance when that is necessary)

,

the program v;ill not fulfill the needs of the company. Train-
ing programs must be custom built and notwo v/ill be exactly
alike. Expert guidance may be properly utilized and prepared
material used to supply specific units, but the frame work
of the program must be designed to meet the needs of the com-
pany.

Again Green X/ points out, "No public educational program can

be called complete unless it is based upon an intelligent survey

of the needs of the community to be served."

In respect to the above, the industrial or business estab-’

lishment is but another community in nature, differing only in

type.

MacDonald 2/ expresses a belief which may even today, pos-

sibly, be shared by a surprising number of people.

The old-school point of view tov/ards employee training v;as

that employees should secure all their education in school and
that no educational activities need or should be carried on
by the company itself beyond those that might be necessary
to instruct the new employee in the details of his position
....Obviously such training is of the hit-or-miss kind.
The nev; employee first spends a short time listening to

• the department head explain the v/ork of the department.
He is then given a desk and some work to do and told that
the person next to him will ansvrer any questions he may want
to know regarding the vray in v.'hich the work is to be done,
the result of such a haphazard plan is that the employees
make many unnecessary mistakes and acquire information re-
garding the duties of their positions in a most unsystematic
manner.

Again, Uiven and Hey el sound a similar note; ^
\l Ibid. p. 155

2/ MacDonald, John H., Office Management . Prentice Hall, Incor-
porated, Nev; Yor^,l;37, p. 523.

Viiiren, Alexis R.
,
Carl Hey el. Practical Lanagement Research .

McGraw-Hill Company, Incorporated, Nev/ York, 1945, p. 113.
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In recent years, ”green help" has, next to insufficient

help, been the most frequent answer encountered in any in~

vestigation of why something went wrong, "Green help" may
be an asnwer to a complaint, but it is an inadequate one and
is certainly not stated correctly. It should be more pro-
perly "insufficient training". In that way the r esponsibility
is put where it belongs. It is taken from the employee end
placed squarely on management. The Government’s Training-
Within-Industry Division has in this connection strongly em-
phasized an excellent motto in its "J, I, T," (;job-Instructor

Training) prograias; ’If the worker hasn’t learned, the instruc-
tor hasn’t taught’,

Gilbreth and Cook 1/ express much the same thing in another

way:

The test of the x'oreman’s ability as an instructor is

not only his production record but also the development of
his employees into people who can solve their job and per-
sonal problems. It is as teacher that the foreman has the
finest chance to show how far he has progressed in the art of
communication,

Within-Industry educational program chart,— This chart immed-

iately following is for the purpose of showing the nature and scope

of an educational training program maintained by large company. The

chart is reproduced by the courtesy of the Westinghouse Electric

Corporation,

To get a quick grasp of content, one may, for instance, take the

block headed "Graduate Students", and note the items of object, source,

training and placement which composes. Viewing the ten blocks of

activity thusly gives a good picture of within industry educational

training,

?Jhile this program is representative of large company training there

are those programs of lesser scope depending upon the size of the

company and its educational policy. It should be born in mind however,

that a training program may be a "paper program" only, with but few
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Priotad In U.9.A.

EDUCATIONAL PROGRAM
M^stinghouse Electric Corporation

East Pittsburgh, Pa.

STENOOHAPHIC MISCELUNEOUS

To pnparaooU^ grad-

u»t«i for portions re-

quiring tecnaical knowl*

To prepare tehool

graduitea for pontioaa r^
quiriog teohnieal know!*

lool gnd*
uatea for pcmlions re-

quiring teoiuucal knowl-
edge and eieoutive a^-
ily.

Training men tc be

supervisors and enabling

those who to become
more proficient.

To provide adequate
and competent sten>
graphic serrioe.

To repare voung men
and women wno wish to

"Learn While They
Earn", to fill more im-
portant positions in in-

dustry.

To provide advanced
instruction in subjects

of interest to members.

To bring advantages
of headquartera educa-
tional work to the field

fbrces.

Bngtiwxjjng and Com-
mercial CoUegee of -the

U. 8. and Technical

Scboola of other eoun-

trien.

Aaemblying and test-

ing variona kinds of appa-
ratus.

Shop work is supple-

mented by weekly confer-

ences with engineers or

eseeutives who are re-

sponsible for the design,

manufacture, and sale

of the apparatus.

Each student is given

an individual schedule in

accord with bis voca-

tional intereat.

Superviied shop

work afford-

opportunity to

acquire experience with
theseven M's in industry.

Men
Machinery
Materials

Methods

Qradoate students at

the completion of their

training are assigned to
regular mA with the
company or operating
companies, the assign-

ment depending upon the
interest of tho men and
the work avulable.

Each hundred grad-
uate students completing
the course dividn rough-
ly as follows:

Comnurdal 31

Research Application
Design 35
ManiuMturi^
With OperatingCc^

panics ...S
Miscellaneous

Engineering
f Meebamcat
\ Electrical

Sales Correspondents
Worke Accounting
Planning and Scheduling
Insptttion and Teat
Series
Shop Practice

prentices, wesungoouss
Teohoicai Night School

Graduates, Graduate In-

termediate Training Stu-
dents, Workmen with
eauivalent education.

Men who are already

superyison in the line

organisation^ schedule
twit plganing, eost,timo>

study methods, and
inspection, and tseting

departments.

Business Colleges, High
Schoole, and Night
Schools.

Employes and Pros-

Mostly the bales Or-
ganisation, inclutfing Ex-
ecutives and Eogbeers,
also Service Department
and Subsidiary Com-
panies.

Practical experience in

the shop and four houra
per weu in the class-

rooms on related sub-

jects such as mechanical
drawing, meohinics, En-
glish, psychology, eco-

nbmios, management,
cost, shop systems, and
principles of mathenmtics.

One year oonne dis-

cussing foremaosbip
problems.

Actual work in variocs

departinents.

Weekly discussions of

foremaosbip and super-

visory problems.

To develop the per-

sonal qualities of the

eupervisor, particularly

with respect to leade>
ship and to enable him
to acquire a true per-

spective regarding his

responsibilities and op-

portunities: to obtain a
correct understanding of

the company's ideals,

policies and management
oy ibowing more nearly

the doee relationship and
interdependence between
the supervisor's job and
the work of all other de-

partments, thus improv-
iDg his genera! knowledge

by contact and exchange
01 opinion with others.

Shorthand.
Typewriting,

Dictaphone Operation,

Use and Spelling of

rechnical Words.
Stenographio Manual.

Course length for men:
Fundamentals of £n-
meeriog 4 yrs.

Preparatory. . 1 to 2 yrs.

Accountancy and Bus-

inees Adm. ^yn.
For Women

'

Commercial 5 yrs.

Preparatory 1 yr.

Advanced Stenog. . . 1 yr.

Clerical Training. . .1 yr.

Sewing 2 yrs.

Cooking 2yn.
Calcitiating Machine
Op^ting 1 yr.

For Men and Women'
English and American-
isation for Foreign

Bom 1 yr.

Technical courses in

Dttign and Application

of Electrical Apparatus
for Central Stations, In-

dustries, and Transpor-

tation (land and marine).

Companiea.
Also Testing .Service,

and Opevating Practice.

Business Courses:
Organisation
History
Patentand'Comm.Law
Business Relationship

General Coursea:

Advanced Science
Advanced Math.
Popular Science
Spanish
English
Effective Speaking
Special Lecture Coone

on modem subjeet in

Science, Aft» and Lit-

erature.

Inspection tripe.

Inspirational and in-

fonnationsi study courses

carried on through con-

ference groups and cor-

respondence methods.

Pattern Mideen
Machutists
Too! Midiers

Printers

To_ students already

working, the placement
is automatic to more re-

sponsible poeitioas or

transfer to more tech-

nical work.
Present alumni are

found in manufacturing,

engineering and sales

departments.

Many are supervisors

and executives.

The women are ad-

vanced from clerical to

eteoographio and thence

to secretarial work.

To maintain dose co-

operation with edooa-

tional institutions.

Coliegsi,

N'l^t Conraet,
Extension Depts.

Pablie Behocis,

Correepondenea
&hoo!s

Otherl Reoognised
Nignt Schools

Sixteen War Memorial
Scbolanhipe

Recommend courses

and up-psde those whose
e.bool work prepares

them for more respon-

sible positions in the

r anufacturing, sales, and
engineering depts.

Graduate cooperative

courses leading to doc
grees of MB. and Pb.D.
with the University of
Pittsburgh

Cooperation with Ea-
jueenng CoUegee in

Teacher Ttaining

Cooperation with the

Ordinanee Department
of UB. Army in Maou-
faeturing Training for

Officers

'Courtesy of Westinghouse Electric Corporation





educational activities actually in evidence.

Although of necessity brief, the orientetion section is perhaps

useful in suggesting several points which the reader may wish to keep

in mind in turning to the reference mater ials or bibliography of

Chapter II of the paper, which follows this section.

It is the hope that this bibliography may contain sources of

information valuable to a better bridging of the gap between school

and industry — a gap which has been, and conceivably still is, of

considerable concern to many educators and students.
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CHAPTER II

THE BIBLIOGRAJ^HY

Subject Index

Annotation Page
The Educationa] Program

Basic principles - organization for
business and industry 29, 1, 52

Induction;
Adequate initial instruction 34,11,14,16,27
Proper initial placement 34,27,32
Welcoming and putting new employees
at ease 11,14,27

Inside-the-plant training 46
Orientation:

Acquainting new employees with com-
pany officials, general policy,
benefits, and plant facilities and
equipment 27,14,32,40,

59,60
Job responsibility (employer-employee) 26,14

Outside-the-plant training 46
Sales training for marketing and dis-
tribution 14,22,23
Schools (colleges) having cooperative

training programs 25,11,20
Selection:

Interviewing techniques 47,11,16,25
30,32,52

Testing programs - use of standard
tests and their nature 44,11,16,23,25,

30,38,42,48
Surveys of programs and systems of well-
known organizations 12,25,28,37,

59,62,69
Tables showing program statistics for re-
porting companies 51
Training in the public services (Govern-
mental services) 54
Training in the war industries (World
War II 48,45,49
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Train
Subject Index (Continued)

Training (Purposes of)

:

Annotation Page
To get skilled workers quickly (em-

ergency such as war) 4S
To improve company operation, or re-
build plant personal, or perpetuate
company policy or alter attitudes
and habits 32,36
To ripen experience 58

Training program types:

Apprenticeship 13,4#11 j32,33>
35,41,48

Foreman and supervisory’^ 43,2,11,33,36,
43,48,51,61

Executive 38,36,39,65,
69,72

Cooperative, part-time, diversified. 15
Occupations programs 13
Naturalization schools 12

Rank-and-file 48,34
Salesmen and other distribution
personnel 22,11,23,56
Special training for technical grad-
uates and others of promise 25
Up-grading and promotion 21,4,23
Vestibule schools 60,35
Public relations and safety 2

Training with-industry materials.... 45
Trends in office personnel practice. 52

The Training Department
Direction and supervision 9,20,38,67
Integration with other plant depart-
ments 59,13
Organization and development of
training urograms 9,2,20,31,33,

39,43,59
Organization, staff, and facilities. 25,11,20,24,39
Position in the organizational
structure 25,29
Responsibility for follov/-up, train-
ing evaluations, testing, formiila-

tion of training techniques and de-
velpment.of. standard .ereeedvresj tm 11,5,9,20,41,

43,44,52,63
38,39,44Training costs
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Subject Index (0ontinued)
Annotation Page

Training responsibility to production
department director 13,3-3,48,71
Training-leaving curves 35
Wages paid to learners 46

Training Techniques
Criteria for evaluating training (12
items) 17
Fundamental steps in teaching a job 28,17
Methods of teaching for the various
programs - conferences and lectures 1,3,4,9,29,37
Job descriptions 29,45
Job methods training 29,49
Job instructor training 24,49
Job rating 29,49
Principles of good instruction 28,31,38
Qualities and personality requisite to

good training adjustment 32
Salesman training, selection tests, and
policies of classroom instruction 22

Some maximum lengths of training 33, 46,55,68
Special facilities for training, sound
films and visual aids 34,8,23,25,56,

64
Supervisory training on an elective basis 65
Training for the well-run store 57,11,56
Training in a working organization 71
Training solutions for company problems, 62

General Training Topics
Apprenticeship training-value of 13
British selection and training view-
points 35
Early and present-day apprentice
teachers 27,63
Executives can be trained 72
Foremanship fundamentals 51,38
Is education short-selling industry? .... 73
Need for training executives in the
super'T’isory force 38,28,30,33,41
Selection should be matched vdth
opportunity
Things new’., employees must be told 26
Training and promotion from within 21
Training in industry begins in the
public school 41
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Subject Index (Continued)

Training is necessary to the efficient
absorption of new employees
Training high-school youth for employ-
ment
Trends in industrial training in Great
Britain
Tvifo massive pillars in the personnel
program - selection and training

Reference lists
Bibliography on induction, apprentice-
ship training
Bibliography of training in industry ....

Excellent bibliography in selection
procedures
List of selected references on training
procedures
Training within-industry materials

Annotation Page

38

15

73

39

34,4,9,41
50,51,62

44,47

V„5, 23,44, 62

45
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The Annotations

General theory of vocational education found in business

and industry (oro^raii tx^nes, nature and content) .

—

Complete volumes

1. Allen, Charles R. [^Revised by George P. Hambrecht and R. L,

Welch]] The Instructor. The Lian and The Job , (a handbook for
instmictors of industrial and vocational subjects) New
York, J. B. Lippincott Company, 1945, 399 p.

Work describes techniques or methods for putting things over

from the instinictor to the learner through industrial trsining

courses. Stresses need for the trained instru.ctor in Ar.'ierican

industry. Topics discussed:

Training in the plant
The analysis and classification of trade
Knowledge
Establishing an effective instruction order
Putting it over
Methods of instruction
Lesson planning, etc.

Book is intended for use in devising efficient training in

vocational schools and industry.

2, Beckman, R. 0., How to Train Supervisors (Manual and Outlines
for Determinat Discussion) Harper and Brothers, Publishers,
New York, 1944, 315 p.

One of the more important books on supervisory training.

Book suggests need for a broader educational process. Volume

is divided into two sections, one dealing with the techniques of

training in general, but specifically describes Federal training-

within-industry prograjiis. The second section is composed of

thir^^ outlines on instruction techniques and problems. A book
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found in almost every reading reference l.ist on supervisory

training

,

3. Bergevin, Paul, Industrial -^porenticeship , McGraw-Hill Book

Company, Incorporated, New York, 1947, 280 p.

Contains a list of apprenticeships. Discusses planning,

organization, administration and evaluation of the apprentice-

ship program. Also discusses selection of apparatus, shop and

related instruction. Gives some suggestions on teaching methods.

Has a bibliography on subject of aoprenticeship,

4. Cooper, Alfred i.i.. Employee Training . McGraw-Hill Book Company,
Incorporated. New York, 1942, 310 p.

Book brings together information about employee training,

emphasizing the "rehearsed conference" method of instruction.

The author has taught nimierous industrial, public service, end

college classes, and is authority on the conference method.

Topics treated are:

Developing supervisors as conference leaders
Supervisory; and executive training
Safety training
Public relations training
Vestibule, up-grading and apprentice training

A chapter (ll) is devoted to the organizations of an em-

ployee training department.

5. Cushman, Prank, Training Procedure (a discussion of the pro-
blems encountered in planning, operating, and maintaining
efficient programs in industrial, business, and public
organizations) John Wiley and Sons, Incorporated, New York,

1940, 230 p.

Scope of the discusion is limiited to problems involved in

the training of employed personnel, with the orinciple objective
































































































































































