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NOTE ON THE WORK OF THE ASSOCIATION 
FOR EDUCATION IN INDUSTRY AND COMMERCE 

FOUNDED in 1919. under the Presidency of the first 
Viscount Leverhulme. the Association. familiarly known 
as the "A.g.I.C .... was designed primarily to establish 
contact between British firms carrying on schemes of 
Education and Training for their employees. In the con­
stitution the principal aim of the Association was stated 
to be "the encouragement of definite educational work 
in industrial and commercial undertakings." This" en­
couragement" has taken various forms. The Annual 
Conferences. for example. have provided abundant oppor­
tunity for interchange of views. and discussion of mutual 
difficulties. between representatives of member firms­
Directors as well as those responsible for education and 
training departments. 

Addresses by leaders in business or in education have 
suggested new lines of activity and given a very real 
impetus to inquiries which were subsequently pursued 
by specially appointed committees. The work of these 
committees has been perhaps the most characteristic 
feature of the Association. To them has fallen the detailed 
and difficult business of collecting information bearing 
on the questions under investigation. Such information 
has been analysed and grouped in appropriate synthesis. 
so that a clear picture of the educational methods of 
various firms and the results achieved has ultimately 
been made available. not only to members of the Associa­
tion. but to anyone whose interests were affected or 
involved. 

Most of the reports resulting from these inquiries have 
hitherto been published in pamphlet form: a few have 
achieved a more limited circulation as stencilled docu­
ments. A list of the printed reports and other publica­
tions of the Association appears here as an Appendix. 

ix 



X NOTE ON THE WORK OF THE ASSOCIATION 

Even in the new conditions under which the A.E.I.C. is 
now a part of the larger organization-the British 
Association for Commercial and Industrial Education­
these publications may still be obtained, by anyone inter­
ested, on application to the Honorary Secretary of the .... 
B.A.C.I.E. 

We would make it clear that, in the new conditions 
here indicated, the work performed by the A.E.I.C. will 
not cease. II The encouragement of definite educational 
work in industrial and commercial undertakings" forms 
the Terms of Reference of a Committee on Staff Training 
which is a part of the new organization (B.A.C.I.E.). 
That Committee is largely composed of persons having 
first-hand experience of the kind of work indicated above. 

The gathering of essential information on Education 
in Industry and Commerce, and its issue in appropriate 
form will therefore be continued. 
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TRAINING IN INDUSTRY 

CHAPTER I 

GENERAL INTRODUCTION 

THE original Inquiry on which this Report is based com­
menced over three years ago, but supplementary 
Inquiries, referred to in subsequent paragraphs, were 
carried out in 1933 and 1934 to ensure that the informa­
tion given was brought up to date as far as possible. 

Early in 1931 the Council of the Association for Educa­
tion in Industry and Commerce (now a constituent of 
the British Association for Commercial and Industrial 
Education) attempted to make some differentiation be­
tween what may be called the internal and the ex~rnal 
sides of training for business pui-poses. Much public 
attention was then being given to such questions as the 
qualifications of recruits to industry, the methods of 
training, and the kind of education best suited to develop 
these recruits for the ultimate occupation of responsible 
posts. The Council passed a minute from which the follow­
ing sentence is extracted: .. The adaptation of entrants to 
business ways. effort and enterprise is the crucial process 
in determining their suitability for business, and this 
process should be carried out by business in business." 

This question of .. adaptation" will become all the 
more acute in the future. Whereas. in the past, appren- • 
ticeship was comparatively straightforward, now the 
problem is to secure adaptability to changing conditions 
and new methods. 

While it will be noted that in passing this resolution 
the Council members affirmed their belief in the peculiar 
value of the practical training imparted in an industrial 
concern, they fully realized and appreciated the enormous 
importance of the commercial and technical education 

I 



2 TRAINING IN INDUSTRY 

usually obtainable in institutions conducted by public 
education authorities. Further, as the Council proceeded 
with the Inquiry amongst members of the Association 
to which this resolution gave rise, it became increas­
ingly evident that no strict diiIerentiation is practicable 
between training and education within the Industry itself, 
and the education provided by the technical or com­
mercial college, and that any attempt to separate them 
into watertight compartments would be unwise. This 
view was concisely stated in the following terms in one 
of the replies received to the first Inquiry: .. The selection 
of a man for intensive training is often dependent on his 
work at external classes. For whilst in some cases a man 
is definitely trained inside the business for a certain job, 
well in advance of the time when he will be required to 
take it up, in other cases men virtually appoint them­
selves to various positions through qualifying by means 
of external classes. Such men are given the necessary 
opportunities of inside experience before being promoted." 

No attempt was made to define the exact type of 
training being investigated. Members of the Association 
were encouraged to include in their replies training 
schemes designed for many purposes, and applicable to 
employees of widely varying ages, and in many diiIerent 
sets of circumstances. It was understood that those 
responsible for the Inquiries had in their minds all forms 
of training likely to furnish evidence of suitability (or 
otherwise) for a business career, which are also intended 
to develop the faculties and create the mental attitude 
deemed to be essential for the ultimate assumption of 
business responsibility. 

The Inquiries were subject to various limitations. In 
the first place, constructive replies were received from 
only about forty firms. These firms, however, represented 
a wide range of trades, occupations and ind~tries. They 
also included a number of the largest and most highly 
organized employing bodies in this country (as will be 
seen from the Appendices). The Council were fortunate 



GENERAL INTRODUcnON 3 

also in receiving one memorandum on the methods of 
training carried on by an important firm in India. It 
seemed wise to confine the Inquiries to Association mem­
bers, and this restriction explains what might otherwise 
be regarded as serious omissions. 

The second limitation was imposed by the fact that the 
Association had already instituted several allied In­
quiries, and had published printed reports on "Education 
for Higher Positions in Commerce," on "Education for 
Foremanship," and on "Vocational Training for Manual 
Workers in the Engineering Industry."l For this reason 
the references in the present report to questions discussed 
with some fullness in those earlier publications are 
necessarily brief. 

On the· other hand, matter derived from Conference 
addresses and discussions, or from various investigations 
embodied in Association memoranda, or from an ex­
perience of education in Industry extending over twenty 
years, has been freely utilized wherever it was felt that 
such material would either form connective tissue for 
the report, or provide a background to the question of 
industrial and commercial training. 

A third limitation-more difficult to define-is trace­
able to the reluctance shown by many firms and their 
educational advisers to describe efforts which they con­
sider to be experimental or tentative, or perhaps even 
temporary in their character. In one or two cases firms 
preferred that their contributions to the Report should 
be so worded that neither the firm nor the industry in 
which they are engaged could be identified. This point 
is again referred to at a later stage. 

To a few of those who responded to the Inquiries the 
terms of reference appeared controversial. One large 
concern, for instance, whilst subscribing generally to the 
view that "the adaptation of entrants to business ways 
is the crucial process in determining their suitability for 
business," does not consider that such processes should 

I See Appendix XV. 



TRAINING IN INDUSTRY 

necessarily II be carried out by business in business. OJ. 

Difference of opinion, however, is inevitable and even. 
to a certain extent, helpful. 

It is impossible, even with repeated revision, amend­
ment, and introduction of new matter, to keep a report of 
this description up to date, and to ensure that the schemes 
referred to will be operating exactly as described when 
the report appears in print. Three years have elapsed 
since the first Interim Report was submitted to a General 
Meeting of the Association, and it is hardly necessary to 
recall that these three years have been exceptionally 
critical in Industry and Commerce. Changes in methods 
of organization and control, together with abnormal 
economic conditions, might have materially altered the 
policies of many companies in regard to recruitment, 
training, selection for promotion and other problems 
which a scheme of education in industry or commerce 
is designed to elucidate. . 

In 1933 and 1934 all the important references in the 
Report, and all the appendices, were submitted for re­
vision to those who had contributed them two or three 
years earlier. There were thus virtu:illy two Inquiries 
(1931 and 1933-34), and the remarkable point brought 
out by the second investigation was that the schemes of 
training and education under review showed no appre­
ciable decline, arrangements temporarily in abeyance 
being counterbalanced by ·new developments and im­
provements made in the light of experience. The memor­
andum received quite recently from a very well-known 
distributing house begins with the following paragraph-

Throughout the recent years of difficult trading. no attempt 
has been made here to reduce the Stafl Training Department. In 
fact, the express poJicyof the :Management has beeD and is to 
put more pressure into the training of the Penonnel, and the 
new Training Department is conclusive proof of this. 

It would thus appear that even the rather long interval 
between the first Inquiry and the final revision of the 
Report has served a useful purpose. 
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Throughout the Report no systematic distinction has 
been made between training for office workers and train­
ing for those employed in manufacturing departments, 
though the points of difference are frequently mentioned 
by individual firms. Nor have the methods employed in 
the engineering and allied trades been treated as some­
thing essentially different from those adopted by firms 
not primarily devoted to engineering. Two important 
engineering concerns have, however, contributed Appen­
dices. An Association Report on .. Training of Manual 
Workers in the Engineering Industry," in which several 
types of Apprenticeship Schemes were fully described, 
has already been mentioned. 

While no separate chapter is devoted to the question 
of .. recruitment" there are numerous references-par­
ticularly in the Appendices-to methods used in selecting 
new employees. 

It must be remembered that the Report is a statement 
of fact and a record of experience, not an exposition of 
theories, and that questions which-like Vocational 
Guidance and Vocational Selection-seem to be covered 
adequately and systematically by some other Association 
or Institute are not discussed in this Report. 

e-<C.g6) 

Co 



CHAPTER II 

TYPES OF TRAINING INCLUDED IN THIS REPORT 

THE Inquiry on which this Report is based was deliber­
ately expressed in rather general terms, and those to 
whom it was addressed were encouraged to mention in 
their replies anything that seemed relevant. M a conse­
quence the types of training described by those firms 
which responded vary enormously in character, and to 
a certain extent also in their immediate aim and purpose. 
The diversity of the information supplied is made evident 
by a glance at the Appendices outlining the training 
schemes of fourteen well-known concerns. It would be 
quite impossible to reduce these schemes to anything 
like a common denominator, but the synopsis given in 
later paragraphs outlines briefly what will be found in 
the Appendices and also indicates the main sub-divisioll5 
of the Report itself, in which much of the valuable 
material contributed by member firms appears as lengthy 
quotations. 

STAFF TRAINING DEPARTMENTS 

The methods by which the training is controlled and 
organized vary almost as widely as the details of the 
training imparted. Even the phrase "training depart­
ment" is used in different senses. There are factories 
in which a training room or training department means 
simply a section of the works in which new employees, 
or employees being transferred to a new occupation, are 
instructed in the correct methods of carrying out the 
apparently simple manipulative processes on which they 
are to be engaged. On the other hand, the training depart­
ment may be-as in a large distributing ho~ series 
of rooms suitably furnished and equipped, together with 
a specially qualified training staff of as many as half a 

6 



TYPES OF TRAINING INCLUDED IN THIS REPORT 7 

dozen persons. The members of the training staff have 
a wide responsibility in introducing new employees to 
the general policy and organization of the firm in addition 
to the technique of the particular work which they are 
taking up. The idea in this case is apparently to give 
the new employee a correct general impression of the 
firm's business principles and traditions, as well as a 
working knowledge of its standard procedure.1 The 
initial training in cases such as these is usually followed 
up by group meetings, by the detection and correction 
of errors, and in other ways. This conception of a training 
department is elaborated in Appendix III (Harrods Ltd.). 

In several instances the firms making substantial con­
tributions to this Report carry on wide and comprehen­
sive schemes of education, administered by a Works 
Education Department, but in other cases the oversight 
of the educational activities is entrusted to the Employ­
ment Department, or to an office that exists primarily 
for some other branch of personnel management. 

TYPICAL WORKS EDUCATION SCHEMES 

Attempting a brief generalization applicable to various 
manufacturing firms, we find that the schemes of training 
and education (it is impossible to demarcate accurately 
between the two) fall into the main categories outlined 
in the following paragraphs. 

In some cases there is a Day Continuation School or its 
equivalent, providing the general foundation for subse­
quent training. 

Alternatively, there may be a series of regulations 
under which all young persons are expected or required 
to take up suitable evening studies, and with this may be 
coupled incentives of some sort to encourage regular 
attendance and steady work. 

1 To a certain extent the .. Initiation Schools," arranged by a few 
firms for new employees, have a simlr"ar objective but, being oo~ed 
to juniors, are much less ambitious in character, and the informatiOn 
given is expressed in simpler terms. 



8 TRAINING IN INDUSTRY 

This leads naturally to a policy by which educational 
achievements receive suitable recognition. Further refer­
ence to this is made in one section of the Report. 

As a supplement to the provision made either by the 
company or by the Local Education Authority for 
general education, and possibly concurrent with it, we 
find in many cases arrangements made by the firm for 
courses of internal lectures, group meetings, discussion 
circles or conferences. To this part of the subject, also, 
a considerable section of the Report is devoted. 

Turning to training on quite difierent lines, we have 
several interesting examples of the means adopted by 
firms to provide that range of varied experience without 
which the acquisition of theoretical knowledge from 
classes or lectures would so often prove insufficient­
"a ballQ.on without ballast." 

This aspect of the question is discussed under the 
heading of "Training by Systematic Variation of Ex­
perience." It is certainly one means by which the present 
tendency to extreme specialization may be to some extent 
overcome. Several contributors to the Report describe 
T~ee or Pultilship Schemes, and to these various refer­
ences are made. 

As a background to all this there is generally a wide 
range of other activities carried on among employees by 
the Education or Training Department. In no two cases 
are these exactly alike, and, as a matter of course, a 
Works Education Department does many things, either 
generally or for individual employees, to which only 
passing reference can be made in the abridged descrip­
tions that constitute the Appendices to the Report. It 
is probably a safe generalization that a Works Education 
Department should be a service department, its resources 
in the way of advice and information being at the dis.­
posal of any employee or group of employees seeking to 
take advantage of them. It is a matter of common 
knowledge that many young men and young women 
have spent time and money unwisely on courses of study 
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which they would probably not have undertaken had 
they received sound advice beforehand. 1 

.. EXTERNAL" EDUCATION IN RELATION TO 
" INTERNAL" TRAINING 

Although this Report is primarily concerned with 
training within the industry, we must not underrate the 
essential part played by public educational institutions, 
and the co-ordination of external education with internal 
training. Though the classes may be carried on by the 
Technical or Commercial Colleges, the motive for attend­
ance is often found within the industry-hence the 
intimate connection. These external aids to training are 
specially important in the case of small firms and others 
who are not in a position to operate training schemes 
themselves. There is no doubt that the facilities available 
at public institutions could be used by such firms to a 
far greater extent than is the case. Surely it is the duty 
of someone in every well-organized business house to 
bring the existing local facilities for part-time education, 
principally in the evenings, before the notice of all who 
ought to be interested. Even in the larger towns the 
resources of the local colleges and institutions are not so 
fully understood as they ought to be. 

Help in this direction is specially important when given 
to young persons in the ranks who wish to qualify them­
selves for work of greater difficulty or responsibility. 
It is most essential that, wherever possible, exact in­
formation be given, both about educational institutions 
with their classes, lectures and courses, and about pro­
fessional bodies of good standing, and the examinations 
which lead to membership of these bodies. Information 
and guidance necessarily lead up to the particular methods 
by which the firm recognizes systematic and successful 
study. The well-thought-out and comprehensive scheme 

1 The functions of a Works Education Department were outlined in 
an article by the Chairman of the A.E.I.C.! pub~shed in TM JotWRal 
of Adull EducaJiOfl, October, 1933, and repnnted m pamphlet form. 
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of recognition adopted by one important company is 
described in an Appendix. But here again the methods 
adopted vary considerably, as bet~een one firm and 
another. 

At the present time great importance is rightly being 
attached to salesmanship, and to the training required 
for work of this description. While no attempt is made 
here to traverse the ground so fully covered by the 
Government Committee on Education for Salesmanship, 
it seems expedient to include several brief paragraphs 
describing the means by which certain firms train em­
ployees in a knowledge of their products before appoint­
ing them to positions as traveller or representative. The 
principle underlying these training methods is obviously 
the belief that anyone attempting to sell his firm's 
products (whether they be machines or bottles of milk) 
should have some accurate knowledge of them, their 
preparation and properties, and the organization behind 
their distnoution. 

The methods of training and education described in five 
of the Appendices have characteristic features which 
differentiate them from those found in even the largest of 
ordinary business houses in this country. For the first 
time this Association has been able to publish particulars 
of educational work in India, and the memorandum on 
"Technical Education in Jamshedpur" is of unusual 
interest. (Appendix VIII.) 

Again, it is well known that British Railway Com­
panies have accepted responsibility for the training of 
their enormous and widely scattered staffs. Three Appen­
dices describe the training schemes of three leading com­
panies. and there are various references elsewhere to the 
educational activities of these companies. (Appendices 
XI, XII and XIII.) 

SCHEMES OF A NATIONAL CHARACTER 

There are also training schemes conceived not for the 
staff of a single company, but for persons employed by a 
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number of moderate-sized units, federated or associated 
for this and other purposes. These schemes are national 
in their character and studies on parallel lines may be 
undertaken at many centres, distributed so as to meet 
the requirements of the industry. An interesting example 
of this type is the training organized by the National 
Federation of Launderers. (Appendix X.) 

Of outstanding importance is the Education Scheme 
of the Gas Industry, of which the tenth Annual Report 
appeared in 1933. Full particulars of this national 
scheme are available in pamphlet form,1 but in appro­
priate chapters of the present Report will be found some 
account of how the largest of the Gas Companies avails 
itself of the arrangements planned for the entire industry. 
(See Chapters III, V, VII and X.) 

THE CONTINUED EDUCATION OF THE ADOLESCENT 
WORKER 

Although not referred to at length in other parts of 
the Report, there are two frequently occurring branches 
of education which call for special mention at this point. 
These are the physical training department and the Day 
Continuation School or its equivalent. Systematic in­
struction in gymnastics and-less frequently-swimming 
forms a very important part of the typical works educa­
tion scheme, and has a value in many directions other 
than the mere acquisition of good physical development. 
In some cases firms beginning to experiment in the 
education of their employees have introduced physical 
training first of all. This gymnastic instruction may 
have been a development of the works athletic club, or, 
as is usUally the case where a separate education depart­
ment exists, an integral part of the works education 
scheme. In many factories and business houses pre­
vision is made for physical instruction for employees 
of all ages, in addition to the more regular and e,·en com-

a The Institution of Gas Engineers, 28 Grosvenor Gardens, London, 
S.W.I. 
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pulsory classes provided for juniors between certain age 
limits. 

But where a Day Continuation School is carried on, 
instruction in gymnastics and swimming to junior em­
ployees usually fonns a part of the school curriculum, 
thus providing a most valuable supplement to the tuition 
given in the classroom, the laboratory, or the workshop. 

It has been proved beyond question that systematic 
physical training, by properly qualified instructors, 
during the adolescence of junior industrial workers, 
minimizes the tendency to stunted growth, fiat-foot and 
curved spine which are apt to afBict young persons who 
have to stand for long hours at machines. 

In 1930 the Association for Education in Industry and 
Commerce invited its member firms to express their 
opinions on the value of the Day Continuation School as 
an instrument in adolescent education. Thirteen firms 
contnouted to the useful symposium of views and ex­
perience resulting from this invitation. The IIChools 
descn"bed varied widely in size, in type, in management, 
and in the age limits between which attendance was 
required. In some cases the firm maintained the school 
themselves in part of their own premises: in other cases 
the employees were sent to schools forwhich the respon­
Sloil\ty rested almost entirely with the Local Education 
Authority; and in at least one case the school was man­
aged and maintained by the Education Authority, but in 
buildings specially erected for the purpose by the firm 
supplying the majority of students. The duration of 
attendance seemed to vuy between a minimum of two 
years and a maximum of five, while the number of hours 
per week attended also varied, one complete working 
day (or the equivalent of two half-days) being perhaps 
the time devoted to school attendance in the greatest 
number of cases. There is probably no type of education 
in which the co-operation of employer and Education 
Authority can be arranged more directly or with a greater 
advantage to all concerned. 
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Attendance at a Day Continuation School is important 
for another reason, and one which closely concerns the 
subject of this Report. Several of the pioneer schools 
associated with industrial concerns have been in full 
operation for many years, and have long since emerged 
from the experimental stage. Some of them were com­
menced 16, IB, 20 or 21 years ago. Thousands of students 
have profited by the schemes for attendance, and among 
them are many of the young men and women striving 
to fit themselves for responsible posts with their respec­
tive firms. As a connecting link between the education 
of the ordinary day school and whatever specialized 
promotion training may be available at the age of, say, 
20, the value of the Continuation School is obvious. At 
the same time, it is interesting to find that the curriculum 
of the leading Day Continuation Schools is in no case 
narrowly vocational. 

Indeed, if the syllabuses are carefully examined, they 
will be found to embody-so far as is possible within the 
limits of time and circumstances-a liberal education in 
the full sense of the term. 

That the Day Continuation School may play a con­
siderable part in the training and promotion policy of a 
firm was clearly indicated by Mr. George Cadbury in a 
letter to The Times (dated 15th January, 1935). Mr. 
Cadbury said-

Sixteen members of our Higher Management Staffs have 
gTaduated through the Day Continuation School; fifteen men 
with University Degrees attended the School in their early years 
with the Firm; twenty-two men have gained high technical 
qualifications following on their career at the School; ninety-six 
of our Sales Representatives have passed through the School. all 
having gained their positions in competition with outside can­
didates. 

Important examples of schemes for attendance at Day 
Continuation Schools are those carried on by Cadbury 
Brothers (Boumville), Lever Brothers (Port Sunlight), 
Tootal Broadhurst Lee Company (Bolton), Reekitt and 
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Sons (Hull), Mather and Platt (Manchester), Boots Pure 
Drug Company (Nottingham), W. & R. Jacob (Dublin), 
and C. & J. Clark (Street, Somerset).l 

Of the Statutory Day Continuation Schools, contem­
plated in the 1918 Education Act, the only remaining 
example is at Rugby, but even in this case the active 
support of local employers has doubtless contributed 
much to the marked success of the school 

Closely allied to the Day Continuation School, though 
difiering from it both in organization and in curriculum, 
is the Works School for Apprentices, fully described in 
Appendix IX by Messrs. G. and J. Weir, Limited, Cath­
cart, Glasgow. 

Limitations of space prevent any lengthy discussion 
of the Day Continuation School question in this Report. 
but the practical value of eonlintlily in adolescent educa­
tion cannot be too strongly emphasized. The firms men­
tioned above, in building up their educational policy, 
have fully realized this fact. Expressed in another way 
.. the Day Continuation School prolongs for boy and girl 
wage-earners the precious years of youth. with its school 
ways, school companionships, and school discipline for 
mind and body." 

1 For aD account of the D.C.S. mo,",ment, _ Day Cg,aIi.""UO' 
Seltool&. by A. Abbott, C.B.E., aDd R. W. FefIU8OD. (Sir 1_ PitmaD 
Ii Sonl.) 



CHAPTER III 

ATTENDANCE AT EXTERNAL CLASSES, BOTH GENERAL 

AND TECHNICAL 

SPEAKING on Careers in Industry and Commerce at a 
meeting of the Association for Education in Industry and 
Commerce, Sir Francis Goodenough said: "For many. 
years a steadily growing number of employers have~ 
realized that for the fullest and best development of 
industry it is of the highest importance that most careful 
and thorough attention should be given to the education, 
training and development of the human factor in in­
dustry." Vital as this development may be to the 
employer or to industry generally, it is of peculiar im­
portance to the business entrant hoping to prepare for 
the ultimate assumption of responsibility. 

In the work of preparation many factors can assist 
and many methods may be adopted. In special cases 
there may be a definite" trainee" or "pupilship" scheme. 
but more often there is nothing so systematic, and the 
employee must make the most of the opportunities that 
come his way. Viscount Leverhulme, addressing the 
Cardiff Business Men's Club, said: "Industry is full of. 
examples, even to-day, of men who began their working 
life at the lowest rung of the ladder, and who have risen 
to positions of great responsibility, but no one has risen 
who finished his education on leaving school." 

CC OPPORTUNITIES" IN BUSINESS 

The Journal of Careers has published many informative 
articles on "opportunities" in the service of various 
large-scale business houses. But" opportunity" has an 
individual as well as a general application in commerce 
and industry. Consider the cases of two typical juniors. 
One will do his work just well enough to escape serious 
censure, whilst complying with the letter rather than the 

15 



16 TRAINING IN INDUSTRY 

spirit of the firm's educational requirements. Another 
youth, probably of similar type and origin, gives to his 
work that little bit extra in either quality or quantity 
that makes all the difference between excellence and 
mediocrity. At the same time he utilizes as fully as 
possible the resources of the company's education scheme, 
and afterwards supplements these by more advanced 
studies directed towards some recognized and appropriate 
goal. This youth makes full use of the opportunities 
offered; the first does not. But this aspect is often over­
looked by those who discuss the chance of If getting on" 
in the service of some particular firm and who are only 
too ready to blame the employer because a certain young 
man fails to secure promotion. After all, the question 
of training is, to some extent, the old story of the horse 
and the water. 

In view of the admittedly close relation between 
internal training and external education, it seemed 
desirable that one section of the Report should deal with 
incentives to attendance at external classes, both general 
and technical, and should briefly survey the relation 
between training within industry and that given in pub~c 
technical and commercial classes. 

From the standpoint of industry it is possible to 
visualize three zone~_ ot educational activity. First, we 
have the generartechnical and commercial education 
which Local Education Authorities provide. In the second 
place, there is the education instigated, inspired and 
assisted by commerce or industry, but conducted by 
public institutions. This may be held to include courses 
leading up to the examinations of various professional, 
technological, and scientific bodies, or following curricula 
laid down by some industrial federation or similar body. 
In the third place, approaching more closely to the 
centre of gravity of this Report, there are forms of 
training and education in which commercial and in­
dustrial concerns act on their own responsibility, without 
necessarily making any direct reference to the education 
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obtainable outside. but at the same time assuming that 
employees take advantage of external classes as a back­
ground to the more specialized training imparted .. within 
the industry itself." 

THE PART PLAYED BY TECHNICAL AND 
COMMERCIAL COLLEGES 

Of great consequence in this connection is the fact 
that technical and commercial colleges are undoubtedly 
moving towards a more complete realization of the 
requirements of industry. The programme of any im­
portant commercial college is in these days a far more 
comprehensive affair than is realized by many business 
people even in the town in which the college is located. It 
is still possible to find men in business who imagine that 
the outlook of the local commercial college is limited to 
shorthand. book-keeping and a few simple" tools" used 
by the ordinary clerk I Of colleges not under public 
control. some have reached a standard of efficiency which 
enables them to supplement usefully the work of municipal 
institutions. 

A good many enterprising firms have more or less 
extensive programmes of even.i!lg classes of their own 
and-less frequently-part-time day classes. of quite 
a general character, recognized in some cases by the 
Board of Education as an Evening Institute or. ifheld 
in the daytime, as a Works Day Continuation School. 
Such classes, however, are only briefly referred to in this 
Report. They have been the subject of fuller memoranda 
issued by the A.E.I.C. 1 

INCENTIVES TO STUDY IN EVENING CLASSES 

.. Recognition by employers of educational effort on 
the part of employees," although already discussed at 
some length in earlier reports, is summarized in the next 
Chapter because, as elsewhere stated, .. the selection of a 

I See Appendix xv. 
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man for intensive training is often dependent on his work 
at external classes." Moreover, the material collected 
for this Report contained, almost without exception, 
references to the encouragement given by many pro­
gressive industrial and commercial houses to young 
employees-and, in varying degrees, to employees of 
all ages-to take the fullest advantage of provision made 
locally for technical and commercial education. This 
form of educational enterprise is clearly outlined in the 
following communication from the General Manager of 
the Gas Light and Coke Company-

It is the policy of the Directon to encourage all employeet to 
improve not only their technical, but also their general education, 
in such a way as would best IIeIVe the interests of both the com­
pany and the individual employee. 

Assistance is given by the payment of claaa, laboratory, anel 
examination fees, subject to the requirement of regular attend­
ance at classes, and travelling expen!lel are also paid where the 
attendance at classes takes an employee out of his normal way 
between the office and the home. Arrangement. have also been 
made whereby the Company buys boob or instrument. that may 
be necessary for student., anel is repaid by them on the instalment 
system. • 

The taking of single subject. where group courses are available 
is not usually approved, neither is help given when an employee 
wishes to take correspondence classes, unleu the drcUll1stancee 
of the case are exceptional. 

As I said above, the education scheme is not limited to helping 
those whose work is of a technical nature; assistance is also giYeD 
to promising members of the clerical Ita1I who wish to take 
such examinations as that for the B.Com. of the London Uni­
versity, or those of the Chartered Institute of SecretarleI. and 
similar bodies. 

Certain classes of employees whose work is of a technical 
nature are encouraged to obtain Degrees or pass the examinatioDa 
under the Education Scheme of the Institution of Gas Engineen. 
and although this is not in all cases strictly a condition of employ­
ment. the prospects of promotion depend very largely on the 
passing of the appropriate examination. This applies chiefly to 
the Technical sta1I of the Chief Engineer's, Gas Sales. 'and Dis­
tribution Departments. and. to mention one example. an Assistant 
in the Laboratories would have little or DO chance of promotion 
to the rank of Chemist if he did not obtain a Degree in Scie1IaI. 
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This statement represents in general terms the atti­
tude of many member firms towards publicly controlled 
educational activities which, after all, are very closely 
connected with schemes of training conducted strictly 
within the industrial organization itself. In practically 
every communication received, a similar policy in regard 
to attendance at part-time classes is either specifically 
mentioned or implied. 

The reference to "group courses" in the above quota­
tion is important. In the old days students could take 
single subjects connected with their trades. The group 
course linked theory with practice by compelling a study 
of principles as, for example, the association of Mechanical 
Drawing and Workshop Arithmetic or Practical Mathe­
matics with Engineering Science in one course. 

Quite apart from encouragement given to employees, 
either collectively or individually, to pursue their studies 
at suitable institutions, there are many ways by which 
the technical or commercial college itself can be encour­
aged. Employers do not always take the active part they 
might in visiting the classes, in serving on advisory 
committees, in making known the educational needs of 
their industry, or in giving or lending equipment. Ad­
mittedly, all these things are done by many firms and in 
many places, but there is room for extended activity, and 
by means such as these the employer can prove to the 
employee that he really believes in education. 

The very practical memorandum circulated among 
proprietors and managers of laundries by the National 
Federation of Launderers, and reproduced in Chapter X, 
has an interesting bearing on this point. Other effective 
aids to evening study are: departmental canvassing by 
the Works Education Officer, and short meetings in the 
works, a member of the firm presiding while a persuasive 
and well-informed representative of the L.E.A. speaks 
and answers questions. 



CHAPTER IV 

RECOGNITION OF EDUCATIONAL EFFORT 

REALIZING the importance of co-operation between 
business houses and local educational institutions, the 
A.E.I.C. some years ago conducted an inquiry into the 
recognition of educational effort on the part of employees. l 

It was hoped that by analysing and comparing the 
policies of various finns some guidance might be given 
to other employers wishing to co-operate with the schools 
of the district, and willing also to show their appreciation 
of studies undertaken by employees. 

In its simplest fonn this co-operation with external 
classes consists in bringing before the notice of employees 
the educational facilities of the district and in returning 
fees to those who attend appropriate classes with some 
degree of regularity. In the past a scheme for the return 
of fees has probably been the first step taken by an em­
ployer who wished to show his interest in his employees' 
education. In its most complete fonn this recognition 
takes cognizance of successes in a large number of properly 
graded and well established examinations of undoubted 
standing, as well as of the means adopted to prepare for 
these examinations. Between these two extremes there 
are many fonns and degrees of encouragement and 
recognition. 

It must be admitted that examinations are not the 
only, and perhaps not even the best. test of conscientious 
part-time study. but to the employer who has little 
contact with educational matters and who lacks skilled 
advice, success or failure in well-known examinations 
provides a convenient-although not altogether reliable 
-standard of judgment. 

I "RecognitioD of Educational Effort: Report OD Iaquiry iDto the 
recognitioD of Examination Sua:esses and return of fees paid by 
employees." AE.I.C., 1929 and 19300 

:zo 
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IS UNDUE WEIGHT ATTACHED TO EXAMINATION 
SUCCESSES? 

Quite recently a writer in The Human Factor stated 
that II examination success counts more than ever to­
wards getting a job." In many quarters undue weight is 
certainly attached to examination successes and some 
employers have been criticized for restricting their choice 
of new employees-particularly for office work-to those 
who have matriculated or obtained a School Certificate, 
overlooking the fact that the School Certificate and 
Matriculation examinations were designed primarily for 
a different purpose. Into this highly controversial 
question of School Certificate and Matriculation it is 
impossible to enter here, but until some more suitable 
evidence of attainment is provided many employers will 
continue to use Matriculation as their standard, in 
the absence of any other with which they are equally 
familiar. 

Equitable recognition of successes gained by persons 
already in employment provides the employer with an 
even more difficult problem. With the best of intentions 
it is impossible for the average business man to dis­
criminate between innumerable public examinations, 
either in regard to their strictly educational value, or in 
regard to their bearing on the occupations of the students 
concerned. The employer probably tries to find out what 
other firms do in similar circumstances, and frames his 
own policy of recognition in the light of information 
collected from various sources. 

A case harder to judge is that of the student who, for 
several years, pursues a carefully planned group-course 
at the local technical or commercial college, but who 
takes no examinations other than those arranged in­
ternally by the college authorities. The appropriateness 
of the course attended and the thoroughness of the work 
done are surely the real criteria by which the student's 
efforts should be assessed, but an accurate estimate of 
these things means expenditure of time and trouble on 

HC.g6) 
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the part of the employer or departmental manager. as 
well as a somewhat detailed first-hand knowledge of the 
institution attended. And so .. the path of least resist­
ance"-which may also be the safest or even the only 
practicable path-is once more followed. and the em­
ployee is expected to produce. as concrete evidence of 
progress. the certificate of some reputable examining 
body. 

A further difficulty may be created by variation in 
the standard of assessment. Students have been known 
to take. in the same year. the internal examination at 
the end of the course at the local collese. and the pro­
fessional examination for which that course was a prepara­
tion. to acquit themselves very creditably in the one and 
badly in the other. Such cases are. no doubt. extreme. 
but they have been known to occur. 

METHODS BY WHICH SUCCESSFUL STUDY IS 
RECOGNIZED 

Even when one considen those studies in which success 
is vouched for by the gaining of a well-known certificate 
or diploma. there is wide variation of both principle and 
practice in the methods of recognition. For instance. 
there are single subject examinations and there are ex­
aminations in groups of subjects. frequently leading by 
stages to the diploma or associateship of some pro­
fessional or scientific body. In providing incentives to 
study one employer may concentrate on the group ex­
amination; another will offer rewards for successes in 
single subjects. Sometimes eligibility to receive recog­
nition is limited by conditions of age. occupation. or 
length of service. 

Evidence collected in the Inquiry already mentioned 
suggests that methods of reward faU broadly into four 
categories. The first. and probably the simplest. is the 
payment of honoraria on a scale graded to suit the 
difficulty of the examination or, possibly. the closeness 
of its bearing on the daily work of the employee. Even 
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where this method is adopted the values of the honoraria 
vary surprisingly. as between one firm and another. 
There has been. however. during the past few years an 
interchange of opinion between prominent companies 
using this method which may lead to some approximation 
towards greater uniformity. both in the values of the 
rewards and in the lists of examinations recognized. 
One of the most complete schemes of this description 
is given as an Appendix 1 to this Report. but the schemes 
of some other firms are similar. The list of examining 
bodies approved by Messrs. Lever Brothers is almost 
identical with the lists adopted by several other manu­
facturers. 

The second method of recognition. which may be 
regarded as a variation of the first. consists in merely 
refunding the examination fee. together with the whole 
or part of the fees incurred in preparation for the ex­
amination. As this preparation is frequently by corres­
pondence the tuition fees. as well as the examination fees. 
may be quite substantial. 

The third method of reward may seem easily justified. 
but it is also easy to criticize. It consists in giving a 
wage increment to the successful student. It may be 
urged that the qualified employee is of more value to the 
firm than the unqualified. But this argument is liable 
to fallacies and. in any case. the employer is endowing 
the successful candidate for a long time-conceivably 
even for his entire period of service-on the strength 
of something achieved during his comparative youth. 
Considerable experience of education in industry suggests 
that recognition of this kind is expensive. and in extreme 
cases quite unjustifiable. 

UTILIZATION OF EDUCATIONAL RECORDS 

The fourth method. which is practised by some very 
large concerns. is to record duly the particulars of 

I Appendix VI: Lever Brothers. Ltd.. Port Sunlight: Scheme of 
Prizes &Dd A .. -ards for ContiDued Education (September. 1931). 
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academic successes on the service records of the in­
dividuals concerned. This may mean a great deal or it 
may mean very little. It will only be of real value to the 
students if successes are notified to their departmental 
heads, and if the records are carefully and sympathetic­
ally referred to when promotions are being made or 
advancements granted. If the information is permanently 

, pigeon-holed and not utilized, its influence on the sub­
sequent careers of the students is not great. Very serious 
discouragement may even be the result if records are 
compiled, only to be put away and forgotten or ignored. 
If reports are asked for they should be used. 

As regards the utilization of educational records it 
may be of interest to mention the exact procedure adopted 
by Messrs. Cadbury Brothers. In this firm the Employ­
ment Department (I) gets out an annual list of examina­
tion successes; {2} draws the attention of the Directors 
concerned to successes gained by employees; (J) records 
the information in the various appropriate files; (4) again 
draws attention to them at the time of the Annual Wage 
Revision. 

So long as an employee is in attendance at the Day 
Continuation School and is systematically called up at 
Junior Wages Revision, it is fairly easy to obtain all the 

. desired information about educational achievements. 
Employees above this age are invited to complete a form, 
or otherwise give notice of any success that they may 
attain. Pass lists are also scanned for the names of 
employees. 

The procedure of Messrs. Reckitt & Sons is similar and 
includes-

I. Immediate notification of successes to the Directors 
specially concerned. 

2. References in the annual report of the Company's 
educational official. This report includes a complete list 
of the year's successes and is sent to every Director. 

3. Recording of successes on "classes" file card. 
4. Recording of successes on "individual" record card. 
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The individual records' are always referred to when 
promotions, selection for special training, etc., are being 
considered. 

Because of the many diverse factors that must be 
taken into account in making promotions, the methods 
adopted by these two companies are probably as effective 
as any that can be devised. 

Possibly the ideal course for general adoption is a 
combination of all four methods of recognition described 
in this chapter, or a compromise between them. On the 
other hand, the privilege of being selected for special 
internal training, or for a period of full-time study or 
foreign travel, is perhaps of greater value to the successful 
evening student than any of the more tangible and 
immediate rewards discussed in earlier paragraphs. 

ENDORSED CERTIFICATES IN COMMERCE 
The Board of Education scheme of Endorsed Certifi­

cates in Commerce will provide a suitable objective for 
many commercial students who were not attracted by 
the examinations of existing professional bodies, and will 
often simplify the employer's task of equitable recogni­
tion. The participation by school or college in the award, 
and the emphasis laid on regular attendance in an ap­
proved course, as distinct from mere examination success, 
should safeguard the thoroughness of the work done, 
while endorsement by the Board insures national stan­
dard and national currency. The fact that no profes­
sional body acts as or third party" in granting these 
certificates differentiates them from the National Cer­
tificates for which many technical students prepare. If, 
as a consequence of this scheme, more commercial stu­
dents were permitted to attend part-time day classes a 
further important advance would be made. 



CHAPTER V 

TRAINING BY LECTURES, DISCUSSIONS AND 

CONFERENCES 

IT is difficult to maintain a clear distinction between the 
Lecture Course and the Discussion Circle, as the one 
merges into the other, and in some cases lectures alternate 
with informal discussions. There is an increasing tendency 
for the formal lecture to be superseded in importance by 
the discussion or the conference, although several firms and 
federations arrange fairly extensive lecture programmes. 

It may be asked why work of this kind is not left 
entirely to the technical colleges and other institutions 
carried on by Local Education Authorities. Broadly 
speaking, all general education and even the ordinary 
technical and commercial subjects should be entrusted 
to publicly maintained schools and classes. But there 
are circumstances in which, for some special reason, the 
more direct participation of the employer is necessary. 
When instruction in the organization of a particular 
industry is required, or detailed information on the 
processes carried on in that industry, it is not always 
possible for a public institution to provide lecturers or 
teachers having the highly specialized knowledge and 
practical experience. Arrangements may, of course, be 
made for college lecturers to spend some time in works 
familiarizing themselves with processes. and there are 
instances in which this method has been successfully 
adopted. as in the Laundry Industry, but it is not gener­
ally applicable. Nor are firms always willing that their 
technical officials should take on college lectureships. 

LECTURES AND DISCUSSION CIRCLES ARRANGED 
BY FIRMS 

As will be seen from some of the illustrations men­
tioned later, only prolonged experience in an industry. 

26 
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with specialization in some particular section of it, enables 
the lecturer to deal authoritatively with the more intricate 
points of industrial technique, and to answer confidently 
the difficult questions put to him in the discussion which 
should always follow the lecture. These questions and 
answers are of special importance and interest when 
lecturer and questioner are members of the same 
organization. 

Lectures for foremen, and courses on industrial ad-, 
ministration for potential executives, afford perhaps 
the best examples of the way in which the well-staffed 
firm-or group of firms-can conduct training of this 
nature. Some of the advantages are obvious. An in­
ternal course, for instance, can be carried on under the 
conditions of time and place most convenient to those 
who wish to attend, and some of the best results have 
been achieved in courses held at the request of a par­
ticular grade or section of employees. The syllabus, also, 
can be so framed as to have the closest possible bearing 
on the industry with which the students are connected, 
although, as will appear from the examples quoted below, 
it is highly advisable to broaden the basis of the course 
by including a certain amount of economics and industrial 
organization, treated quite generally. 

Training for Foremanship is briefly considered in a 
later section of this Report. 

It is not proposed to discuss here the holding of Works 
Evening ClaSses in subjects which are normally provided 
by the local Education Authority, although several ex­
tensive programmes of such classes are organized by 
firms contributing to this Report, and there may be 
quite good reasons for providing ordinary evening classes 
at the works. 

The Inquiry of 1931 brought to light particulars of 
many schemes ranging from quite formal lecture courses 
through more or less official study groups and confer­
ences, to discussion circles and meetings organized en­
tirely by the particular sections of employees taking part 
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in them, and additional information was obtained in 1933-
34. Details will be found in the various appendices, but 
several points of contrast or resemblance may be men­
tioned here. 

It is noteworthy that very few-if any-of these 
arrangements had ceased to function between 1931 (the 
time of the Inquiry) and 1933, when each Appendix was 
revised by its author. Methods may have been changed 
in the light of experience, but the central ideas remain. 
An interesting case is that of the Supervison' Voluntary 
Training Course, conducted for some years by a London 
manufacturing firm (see Appendix XIV). Although the 
earlier courses arranged by this finn were, in a sense, 
voluntary, the approach was made by the Company. 
Now the approach to the Supervison is made by the 
Joint Supervisors' Committee. This increasing measure of 
autonomy-or, shall we say, of spontaneity-is impor­
tant. A works department responsible for educational 
arrangements must avoid the tendency to become 
bureaucratic if the best results are to be achieved. F orm­
erly the course was attended by twelve supervison and 
eight outstanding employees who were not supervisors: 
now it is limited to twelve supervison only. This change 
confirms the experience of some other companies, which 
is that employees of a particular grade often discuss 
with greater freedom in the absence of persons holding 
positions of either greater or smaller responsibility. In 
other words, foremen like to confer with other foremen: 
$arge-hands with other charge-hands; and so on. 

A third modification of method in the course mentioned 
is that an informal discussion is to take place after each 
lecture and visit instead of the supervisors being expected, 
as formerly, to submit written reports. The subjects 
included in the programme were selected by the super­
visors themselves. 

The syllabuses of this course, and of many others 
designed for similar purposes, are open to one or two 
criticisms, which, as it happens, are quite easily met. 



TRAINING BY LECTURES 29 

A title such as "Costing" or "Psychology" may 
appear in the syllabus, while the time devoted to it­
perhaps two or three evenings-seems quite inadequate. 
I t is obvious that, in these circumstances, and for the 
type of student concerned, the lecturer cannot do more 
than introduce the subject in broad outline to his audience, 
drawing their attention to some of the more iniportant 
directions in which Costing or Psychology, as the case 
may be, bears on their daily work and links up with 
other sections of the course they are attending. Students 
who wish to pursue the subject beyond the limits imposed 
by this necessarily sketchy mode of treatment can 
generally find evening classes in which much fuller and 
more systematic study is possible. 

THE CLASS LEADER OR TUTOR IN WORKS 
TRAINING COURSES 

Another criticism is that a course to which many 
different lecturers contribute, each dealing with his or 
her special branch, tends to discontinuity and loses 
definiteness of aim. In some cases this difficulty has been 
completely overcome by the appointment of some suitable 
person as a kind of class leader or tutor, to help in the 
discussions and provide the connective tissue {although 
giving few, if any, of the lectures}. 

The method of the class-leader has been successfully 
applied in several training courses arranged by Messrs. 
Cadbury Brothers, Limited, Bournville. In one instance 
the course is held during working hours and attended 
by selected girl clerks who are already doing fairly 
responsible work, and who aspire to further promotion. 
In addition to lectures describing the general principles 
of Office Organization and the procedure adopted in each 
of the main offices of the firm, prominence is given to the 
general relation of the offices to the manufacturing 
departments, the interdependence of the two sides of 
the business being one of the main factors in determin­
ing the curriculum. Economic History, Economics and 
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Psychology are introduced to some extent, and entrusted 
to special lecturers, but, in the great majority of the 
subjects discussed, the lecturer is a Director or a Depart­
mental Head who speaks on a subject of which he or she 
has knowledge based on long practical experience. Prizes 
have been awarded for the most complete and best kept 
notebooks. Although no promise of promotion is given or 
implied, attendance at the course is generally regarded u 
an avenue to ultimate advancement. 

If a class of this description realizes its aim, it should 
enable students to see the various sections of the business 
in true perspective, and to visualize the relation between 
producer, distributor and consumer. 

POTENTIAL EXECUTIVES IN THE LAUNDRY 
INDUSTRY 

A scheme with similar ultimate aims, but conceived 
and carried out on quite different lines, is the "Young 
Launderers'Movement." This movement, which is said 
to be "fathered and mothered" by the National Federa­
tion of Launderers, is really distinct from the systematic 
educational work described in Appendix X under the 
title of "Technical Education in the Laundry Industry." 
The Young Launderers' Movement originated in-and 
still centres round-the Young Launderers' Congress. 
The general idea of the Congress can best be conveyed 
by quoting from the notice displayed in The FederaJilnJ 
Journal for August, 1933-

All young executives and trainees for management are urged 
to attend the tenth Young Launderers' Congress, to be held in 
the Chatsworth Hotel, Matlock, from Friday evening, 29th 
September, to Tuesday evening, Jrd October.... Senior 
Launderers are also urged to encourage any young people con­
nected with their businesses to attend this useful gathering. 

The programmes of these Congresses were formerly 
published in The Young Idea, a small magazine duplicated 
in the offices of the Federation and circulated among the 
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scattered young executives. Recently The Young Idea 
developed into an eight-page printed pamphlet called 
The Young Launderers' Supplement issued with the 
monthly Federation Journal. 

The policy of the Young Launderers' Movement includes 
the establishment of local groups, intended to function 
quite apart from the Congress, though doubtless deriving 
inspiration from it. Naturally the most successful of 
these groups is in London, where the young people 
hold well-attended monthly meetings at the Federation 
headquarters. 

Short references to Staff Lectures occur in the memor­
anda furnished by several other companies contributing 
to this Report, while the term .. Discussion Circle," or its 
equivalent, also appears frequently. Sometimes the 
scheme has in it an admixture of the social element, which, 
rightly used, may be of considerable value, as in the Pro­
gress Club of Boots Pure Drug Company. 

DISCUSSION CIRCLES AND FOREMEN'S 
MEETINGS 

Lectures are given throughout the winter to the 
apprentices at the works of Mavor and Coulson by 
members of the staff. These are held in the evening. 
The training scheme of this company also includes educa­
tional visits, meetings with foremen, and a Discussion 
Circle. Members of the staff are sent to attend confer­
ences and to visit other firms. When visits to factories 
and places of interest are arranged for the apprentices, 
members of staff may participate also. 

As a matter of fact, illustrative visits play an important 
supplementary part in the lecture or discussion circle 
schemes organized by many firms. 

Messrs. Mavor and Coulson's Discussion Circle and 
Foremen's Meetings are thus described by the company-

We have had in existence a discussion circle, which meets once 
a week; it is attended by the young men in our business, who 
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have had a good technical training. but who desire to develop 
points of view on general questions. At each meeting four mem­
bers of the group are asked to put forward lubjects for discussion 
at the next meeting. These four lubjects are put to the vote, 
and the one receiving the most Votel ia the lubject for discullSion 
at the next meeting. In this way every member baa & lay In the 
selection of subjects discussed, and ia therefore more Inclined to 
take an interest, and to study it before the meeting. 

We believe there are possibilities in this method, and the 
attendances have been well maintained. 

A monthly meeting is held, at which all the foremen 
and the management attend. (This is additional to a 
weekly "production meeting.") The meeting with fore­
men is largely educative and is arranged to ensure that 
the finn's policy receives the same interpretation in every 
department, and so that the foremen may receive guid­
ance in the carrying out of their work. The subjects 
placed on the agenda include Accident Prevention, Sug­
gestions, Examination of Plant, etc., New Home Office 
Regulations, points raised at meeting with representatives 
of the men, and similar matters. 

"THE BUSINESS CIRCLE" AND U THE MANAGERS' 
CLUB" 

Turning to a finn engaged in work of quite a different 
character, we find the method of conference and dis­
cussion freely used by the Spirella Company of Great 
Britain. The memorandum received from this company 
includes the following references-

Although these are not primarily educational in function, we 
have two other means whereby we endeavour to train the mem­
bers of our business who hold positions of some responsibility. 
We have what we call a .. Business Circle." The total member­
ship of the Business Circle is now about 130, and is composed of: 
All directors, factory managers, forewomen, IUpervisors, and 
foremen on the maintenance side of the works; sales, depart­
mental, and office managers, correspondents and sec:retaIia­
in fact, aU members of the person.nel who are responsible for the 
work of one or more under them. 
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Business Circle meetings are held after office hours once a 
month during the winter months-October to March-()f each 
year, and while they are mainly social in character, at these 
meetings some point of interest to the business is discussed; a 
debate is held; or else a lecturer is engaged to talk on some topic 
of general interest, after which the meeting is thrown open for 
discussion. 

The Business Circle has an annual business meeting, at which 
the activities of the past year are reviewed and a new Committee 
elected for the coming season. Any member of the Business Circle 
is eligible for office, and the voting is done by ballot among the 
members themselves. This Committee is entirely responsible for 
the management of the Circle during its year of office, and 
arranges the social and business programmes, subject to approval 
by the Executive. 

We have found that there is a tendency for the factory and 
office workers to remain very definitely apart. They never get 
an opportunity of meeting to hear one another's difficulties and 
points of view, and this Business Circle is an endeavour to bring 
together the factory and office workers so that they may better 
know each other, talk over business matters with one another, 
and ultimately have better understandings of one another's 
personalities, difficulties, ambitions, etc. 

This Business Circle has what I might call one further stage of 
development, known as the "Managers' Club." The Managers' 
Club consists of members holding the more responsible, senior 
positions throughout the office and factory. These members, 
therefore, as you will appreciate, must necessarily also be Business 
Circle members, but the seniors thereof. The Managers' Club 
meets as often as may be necessary, but its appointed times are 
once a month for the winter months. 

The Managers' Club takes the form of a dinner at a local hotel, 
and following the dinner, matters of policy connected with the 
business are discussed, and where it is thought advisable these 
matters will again at some later period be talked over with the 
members of the Business Circle. 

The Managers' Club again provides an opportunity for social 
intercourse, and we find it particularly useful as a means of 
introducing to the senior members of the English Company 
visiting managers from our various other branches abroad. 

Both the Business Circle and the Managers' Club encourage-­
and provide opportunities for-the members to talk in public 
before their fellow members; the Executive pursue this policy 
with an educational intent, as they believe that the art of easy 
public speech is a definite asset in business. 
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In the same memorandum attention is drawn to the 
Committee system, through which all the departments 
are linked up. Summaries of all matters brought forward 
by the various committees are, by means of analysed 
minutes, presented to the executive for consideration. 
Obviously, such an arrangement must have considerable 
educational value, even though it be planned in the first 
instance for an entirely difierent purpose. 

THE TRAINING OF A DECENTRALIZED STAFF 

When the staff of a company is more or less decen­
tralized, special methods must be used. These are neces­
sarily intensive in character, if employees are assembled 
at headquarters for training or instruction. For instance, 
Boots Pure Drug Company hold periodically a course 
of one week's duration which consists of lectures by 
Directors on the policy of the Company and by Managers 
on the work of their respective departments. Opportunity 
is given for discussion. Here, also, visits are paid to 
offices and departments under the leadership of a guide 
who is competent to explain methods and processes. 
This course has been attended by a number of selected 
persons from shops, offices, and works. One result is to 
show how the various parts of the firm are linked together 
in one large and comprehensive whole. 

For a limited number of those employed by the same 
company, there is the II Progress Club." Stated briefly, 
this is a lunch club, held fortnightly during the winter 
months. Members are nominated by Directors and hold 
their membership for three years. Lunch is followed by 
lectures and discussions. About half of the lectures are 
given by members of the firm on their own departments: 
the remainder being given by outside speakers on matters 
of general interest. Membership of the Oub is generally 
confined to the Nottingham staffs. A longer account of 
this club and its activities will be found in an earlier 
Report published by the A.E.I.C. I 

I "Education for Management" (Appendix III). 
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OTHER EXAMPLES OF WORKS LECTURES 

Lectures appear more than once among the methods 
of training adopted by Reckitt and Sons (see Appendix 
IV). In certain cases juniors attend lectures given by 
Departmental Managers, in addition to the systematic 
education received in the finn's Day Continuation School, 
between the ages of 14 and 18. 

For senior employees there is the Staff Association, 
comprising heads of departments, assistants and foremen. 
Fortnightly lectures are given, alternately by the Com­
pany's staff and by outside lecturers. Officials of the 
firm generally speak on some phase of their own work, 
while the lectures given by others usually form a course 
in some subject of interest to all business men. 

The many-sided scheme of Personnel Training in the 
Metropolitan-Vickers Electrical Company, Manchester, in­
cludes a section described as "Training for Professional 
Employment." After indicating the theoretical and 
practical provision made in two distinct apprenticeship 
courses of an advanced character, the account states that 
the young men attend a series of weekly lectures given 
by members of the company's staff which are held at the 
works during the evenings. These lectures cover a works 
course, dealing with practical workshop problems, to­
gether with lectures by the managers of the various 
sections of the works in turn. Those receiving this train­
ing are encouraged to attend foreign language classes 
arranged for groups of three or four students. 

The company also attaches importance to the experi­
ence gained by service on the Council of the Apprentice 
Association. It is considered that the experience gained 
by the officials of such a body in the handling of its 
affairs, in negotiation and in the organization of its 
activities, has a high value and forms a definite part 
of the training schemes. The Apprentice Association 
Council governs matters of mutual interest. arranges 
visits to other works. inter-section sports. social activities, 
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etc. It also controls the apprentice magazine, Tiu Roto" 
which is issued quarterly .. (See Appendix VII.) 

EDUCAnONAL ARRANGEMENTS ON GREAT 
RAILWAY SYSTEMS 

The training arrangements of great railway companies 
belong necessarily to a different category from those of 
any ordinary finn or factory, however large and highly 
organized. They must be studied in the Appendices if an 
adequate conception is to be formed (see Appendix XI, 
London, Midland and Scottish Railway; Appendix XII, 
London and North Eastern Railway; Appendix XIII, 
Great Western Railway). It is, however, important to 
mention at this point some of the classes and lectures for 
railway employees conducted exclusively by the com­
panies themselves, which are distinct from those provided 
by-or in co-operation with-Local Education Author­
ities, University Colleges, and other public bodies. 

Particulars are given by one of the leading railway 
companies of classes for instruction in the methods of 
goods and passenger station working. These are held at 
convenient centres throughout the system. An ingenious 
arrangement-one which would be appreciated by many 
men working irregular hours in other occupations L-is 
that whereby the lesson is repeated the following week 
in order that staff working early and late in alternate 
weeks can conveniently attend for a full course. The 
syllabus comprises a series of forty-eight lessons spread 
over two sessions. In addition to the instructional classes, 
special lectures are given at convenient centres on nearly 
every branch of railway activity. The lecturers and 
instructors are in all cases members of the Company's 
staff who possess a wide experience of the subject on 

I Quite recently. in a well-known Mid1aDd factory. arrangements 
were being made for a series of fortnightly talb. embracing all aspects 
of the company'. policy. The foremen and supervisors attending the 
inaugural meeting decided unanimously that it would be an advantage 
to have each "talk" given twice in order to accommodate the three 
shifts. The times chosen were 8 a.m. and 3.30 p.m. on every alternate 
Wednesday. 
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which they are required to speak. After each meeting 
questions are invited and discussion encouraged. No 
fee is charged and travelling facilities within a reasonable 
radius are given to those desirous of attending. It is 
interesting to find that this strictly internal arrangement 
has been supplemented by co-operation with a number 
of local educational authorities who provide instructors 
on other subjects suited to the needs of railway employees. 

A highly specialized, but none the less important 
piece of equipment is the miniature, electrically worked 
railway, used for instruction classes on signalling at the 
Victoria Station, Manchester. It is understood that there 
is similar equipment at one or two other places. 

INFORMAL DISCUSSIONS AND DEBATES 

Provision for informal discussion is made also in the 
training schemes of these three railway companies. For 
example--

In certain of the larger centres of the (London and North 
Eastern Railway) system, the staff have formed Debating and 
Lecture Societies for the discussion of any subjects affecting rail­
way operation or organization. As will be appreciated, the range 
of subjects is a very wide one, and the existence of the societies 
has proved to have had a very beneficial effect upon the staff 
from the educational point of view. The societies are not con­
trolled by the Company officially in any way, but the Company's 
Officers take a prominent part in the way of preparing lecture 
papers and initiating discussion, as well as by their frequent 
attendance at the meetings, and they render, by the offer of 
essay prizes or in other ways, any assistance they can in fur­
thering the objects of the Societies. The Company also provide 
meeting rooms for the periodical discussions of the Societies. 

In the communication from this company reference is 
made also to the help received from Institutes, Libraries, 
Literary Associations, and popular Lectures-as well as 
to many other educational enterprises. 

From the London, Midland and Scottish Railway 
Company very similar evidence is forthcoming­

Locomotivemen's Mutual Improvement Classes, which are 
well attended by members of the Motive Power Department, are 

4-(C.96) 
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regularly held at a large Dumber of stations. At these meetings 
lectures are given on subjects having a very direct bearing on 
the men's vocation, and most useful and interesting diacusaiona 
take place. At practically all the larger centres there are railway 
institutes, supported by the Company, at which memben of the 
staff meet for social and educational purpoaea. Some of theM 
institutes contain excellent libraries, and lectures and debate. are 
a regular feature. 

Lecture and Debating Associations are encouraged 
also by the Great Western Railway Company. Here, 
too, reference is made to certain correspondence courses 
which are arranged for the benefit of staff unable to 
attend ordinary classes. 

Whatever be the true place of correspondence tuition 
in our educational system, there is no doubt that in 
several scattered organizations correspondence courses, 
directed by the industry itself, have been found service­
able for more or less isolated employees. Correspondence 
tuition is mentioned by the National Federation of 
Launderers, and by United Dairies, as well as by the 
Railway Companies. 

To those engaged in educational work for some mod­
erate-sized organization, whose employees are probably 
concentrated in one town, possibly even in one building 
or gf/mp of buildings, it must appear a task of enormous 
difficulty to frame an education scheme for a &taft whose 
numbers run into six figures, scattered over a large area 
of the British Isles. Full details of the railway companies' 
schemes are given in the appendices previously mentioned, 
and these must be carefully studied if an adequate con­
ception is to be obtained of the scope and methods. 

TRAINING ARRANGEMENTS IN THE GAS 
INDUSTRY 

In the educational arrangements of the Gas Light and 
Coke Company provision is made, not merely for formal 
classes, but also for discussions of quite an informal char­
acter. Technical classes are conducted by members of 
the Company's instructional staft as a supplement to the 
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external classes, mentioned elsewhere, which employees 
are expected to attend. (See Chapter IlL) 

In the Company's lecture room cinematograph appar­
atus has been installed with great advantage. 

Employees of the Company also utilize the educational 
facilities of the British Commercial Gas Association, and 
those which are provided in a somewhat different way 
by the London and Southern District Junior Gas Associa­
tion. The arrangements are outlined by the Gas Light 
and Coke Company in the following paragraphs-

Under the auspices of the B.C.G.A., Salesmen's Circles have 
been formed, the object of which is, as the name implies, the 
training of those engaged on the sales side of the industry. Meet­
ings are held once a month during the winter, and lectures are 
given on technical and semi-technical matters of which it is 
desirable that salesmen should have knowledge. Discussion 
follows after each lecture to provide an opportunity for the 
interchange of ideas, and for the obtaining of further information 
on points arising out of the lecture. 

Members, and more particularly junior members, of the Com­
pany's technical staff are encouraged to join the London and 
Southern District Junior Gas Association, in which case it is 
necessary for them to have some definite qualification such as 
the Ordinary Certificate in Gas Engineering or Gas Supply of the 
Institution of Gas Engineers. This Association meets once a 
month during the winter, when papers on technical matters are 
read, followed by discussion. 

In Chapter X will be found an account of .. Refresher 
Courses" arranged by the same Company. 

CONFERENCE AND DISCUSSION IN THE DISTRIBU­
TIVE TRADES 

An important application of the conference method is 
found in some of the leading retail stores. .. Group Meet­
ings," for example, take a prominent place in the Train­
ing Department activities of Harrods Ltd. In Appendix 
III particulars are given of weekly, fortnightly, or monthly 
meetings provided for nearly a dozen groups or sections 
of the staff, ranging from assistant buyers and assistant 
executives to hairdressers and lift operators. 
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THE .. CASE" METHOD OF INSTRUCTION 

In accounts of lectures, discussion circles and talks, 
attended by foremen and others, reference is frequently 
made to the II case" method of instruction in which those 
present discuss what action should be taken, or what 
ought to happen, in some hypothetical but quite probable 
combination of circumstances. Experience shows that 
when works lectures or discussion circles are arranged, 
with an experienced official as lecturer or leader, II cases" 
arise quite naturally in the discussion. Nearly always 
some member of the audience puts a question on these 
lines: II In our department recently . . . What should 
have been done, Mr. Blank, in a case like that?" And 
so real "cases" take the place of hypothetical ones. 

Naturally, the value of such discussions depends largely 
on the degree of sympathetic understanding between 
lecturer and questioner. 

But the full application of the case method involves 
much more than the impromptu discussion of a question 
raised-possibly on the spUr of the moment-at the end 
of a lecture. It requires preparation and study of the 
problem, by individual students, prior to the meeting at 
which it will be considered. Many firms can supply cases, 
derived from their own experience, suitable for use in 
public classes where this method of training is employed. 



CHAPTER VI 

THE PART PLAYED BY SYSTEMATIC VARIATION 

OF EXPERIENCE 

IN the Inquiry of 1931 some importance was attached 
to schemes whereby promising young men and women 
enjoy successive opportunities, either with their own or 
with associated firms, for systematically varied ex­
perience, calculated to broaden their outlook on the 
business in which they are placed. It was hoped that 
arrangements of this kind would form a considerable 
section of the report. This mode of training is no novelty, 
having been mentioned many years ago at an early con­
ference of the A.E.I.C., but in the replies sent in to the 
Inquiry it received less prominence than had been ex­
pected. Perhaps this is due to the fact that training by 
means of systematically varied experience is an in­
dividual rather than a general question. To quote one 
reply: .. It would be inaccurate for us to talk about our 
scheme of training within the factory: we consider the 
requirements of each individual." In other words, an 
itinerary of experience is usually planned for one person 
and generally requires adaptation or modification before 
being extended to others. 

Another factor was the natural reluctance of some 
firms to publish full details of any arrangement which 
might require considerable modification before· being 
accepted as part of the firm's normal training policy. 
On the other hand, inter-departmental transferences 
may have been regarded as matters of ordinary business 
routine rather than as a form of training. Whatever be 
the reason, it is interesting to find that a few contributors 
to the Report-especially to this section of it-preferred 
that their names should be omitted. 
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A SCHEME FOR SELECTION AND TRAINING OF 
POTENTIAL EXECUTIVES 

The well-thought-out scheme described in the follow­
ing paragraphs is a case in point-

We select boys who have been to a public ec:hool or who have 
a good record in the ordinary IeCOndary ec:boola, and lubmit them 
to a test by the National Institute of IndUitrial Ptycbology. If 
the test shows that they have an aptitude for the work _ have 
in mind and particularly for training .. leaden of men, they are 
tint taken into our works offices, which are lepar&te from the 
commercial office, and there they deal with the coUection of 
statistiCi and recorda (of which we have a creat variety). They 
then spend some time in the .. ltandarda office," whicb deale 
with our manufactured producte, and become familiar witb the 
physical and chemical teste which are appUed to our producte, 
after which they spend lOme time in the planning office to enable 
them to get thoroughly conven&nt with the operations in the 
works and particularly of routing. 

Afterwards they are sent into the works, and are put in the 
care of our most competent workmen to lNrD the Varioul pr0-
cesses through which our raw material paIRS and ita treatment 
right up to the finished article. Following this, they lpend some 
time in each of the finishing proceues and 10 on to the dispatch 
end. Each young man Itaya in one Iection long enough to be 
able to do the job" on his own" without special assistance, then 
he passes on to another eection, and 10 on. 

Upon the completion of training in the mills, each trainee Is 
assigned to one of the regular under-managen, who Ia made 
responsible for him. The trainee accompanies the uDder-manager 
in his "round" of the mills, and takes over, as far .. Ia possible. 
the clerical work connected with reports and recorda. He thUl 
obtains a good grounding in the art of management, and is ready, 
in case of a vacancy arising. or mn .. amongst the ata1f. to take 
over the larger duties. 

During all thia period we give every encouragement to our 
trainees to take advantage of any educational facility whidl 
bean OD their work. Towarda the end of the training period we 
endeavour to send them to a Technical Institute whicb specialius 
in training for our particular industry. 

These arrangements are a good example of what one 
might expect to find in the policy of most well-organized 
concerns. namely. systematic provision for selecting and 
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training young persons, in numbers sufficient to meet 
future executive requirements. 

Here is another illustration from a business of a differ­
ent character-

For those who are likely to be appointed to positions of manage­
ment, we always put the young men through a full course of 
factory training, starting at the commencement of the mixing of 
the dough, right through the processes of the cutting machines, 
baking, etc., to the finished article, and find it to be of very 
great ad\'antage by their having practical experi .. nce of the 
various processes. so that they in tum can supervise the work and 
instruct othen efficiently. 

During the holiday seuon we put some of the younger managers 
to take the place of travellers while on their holidays, so as to let 
them see something of the selling side also. 

LIMITATIONS IMPOSED BY GEOGRAPHICAL AND 
ECONOMIC CONDITIONS 

In a factory somewhat isolated from large towns and 
also from other works, the problem presents itself differ­
ently, as is apparent from the next quotation-

On the other hand, in the isolated conditions in ~'hich we are 
working, it is not easy to give these local boys a "ide enough 
experience and outlook. We should like the opportunity of 
exchanging them "ith promising young people of a similac age 
for a year or two's experience in some other well organized 
business. \\'e have not up to the present been able to arrange 
this. 

The well-known shipbuilding firm associated with the 
name of Sir Archibald Denny, referring more particularly 
to the office employees, says: .. As far as these are con­
cerned I may say that we endeavour to give all our lads 
as much of a general training as possible, that is, to put 
them round the different departments in our minor 
houses. In view of certain connections \\'e have with 
India and other places abroad \\'e ha'\'e frequently found 
situations for members of our staff overseas, and, gener­
ally speaking, I think I may claim that their training 
here has contnbuted in no small measure to their success 
in their new spheres." The letter from which this quota tion 
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is taken emphasises that both the business and the town 
in which it is located are of moderate size, and this 
is, of course, a factor in the problem. 

This quotation, in common with many others made 
originally in 1931, was submitted to its author for veri­
fication during the subsidiary inquiry of 1933-34. The 
comment was that "during the last few years we have 
been unable, due to the limited amount of work going 
through our yard, to fully extend these training facilities 
to our young men. We certainly endeavour to give the 
young members of our staff a good general training, and 
when we again increase our staff we hope to revert to our 
former arrangement." 

A further example of training by variation of experi­
ence is tersely summarized by another company in two 
sentences: "A system of transfer from office to office is 
in operation for a selected few with a view to adminis­
trative work. The period spent in each office depends on 
the type and variety of work therein." 

From the information available one forms the general 
impression that this privilege of .. Varied Experience" 
is in most instances restricted to "a selected few." 

INTERCHANGE WITH ASSOCIATED COMPANIES 

Regarding the staff of Messrs. Unilever Limited and 
Lever Brothers' London House, it is stated that " As far 
as possible transfers are made from one department to 
another. so that the brighter members of the staff can 
gain a wide knowledge of the business. This applies not 
only to the Head Office, but transfers are also effected 
between the Head Office and associated companies." 

The moving ·of employees from one department to 
another, on what are really educational grounds, takes 
place in the works of Reckitt and Sons, where also some 
individuals who are qualifying for higher positions are 
brQught from branches to the Head Office for further 
experience. Similar interchanges have taken place with 
associated firms. Another method adopted by Reckitt 
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and Sons (and, doubtless, by other firms) is the appoint­
ment of a skilled worker to train a group of learners. 
The very close association between external education 
and internal training, under the same company, is further 
illustrated by the following extracts from their memor­
andum-

The selection of a man for intensive training is often dependent 
on his work at external classes. For whilst in some cases a man 
is definitely trained inside the business for a certain job, well in 
advance of the time when he will be required to take it up, in 
other cases men virtually appoint themselves to various posi­
tions through qualifying by means of external classes. Such men 
are given the necessary opportunities of inside experience before 
being promoted. 

Even a well-qualified specialist, newly appointed, may be 
advised and helped to qualify in other directions, with a view 
to future developments. 

III another concern where the function of Planning has 
been raised to a position of great prominence, it is con­
sidered that some time spent in the Planning Office is a 
valuable incident in the training of young men who are 
really destined for more permanent positions in other 
departments. In the same factory, the experiment has 
been tried of giving experience in manufacturing depart­
ments for, say, six months, to young men in some of the 
offices. chosen on a basis of temperamental suitability. 

The provision of diversified experience is again men­
tioned in communications from two organizations so 
dissimilar as the Tata Iron and Steel Company, India, 
and the Little Laundries. 

J AN EXAMPLE FROM THE TEXTILE INDUSTRY 

Should the method of systematically varied experience 
become practically automatic it will probably develop 
weaknesses. In minds of certain types, the knowledge 
that the sojourn in one department is for a very limited 
period, and that it will be followed in any case by trans­
ference to another kind of work, must create an atmos­
phere of unreality. This view seems to find support in 
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the following extract from the memorandum of Tootal 
Broadhurst Lee Company, Limited. Referring especially 
to "Merchanting," the Head of the Company's Education 
Department says-- . 

As the organization and procedure of most of the cloth depart­
ments is fairly uniform, the earliest training of a youth or of a 
university apprentice consists of giving him the first ltage of 
work in a department, and passing him into lucceeding ltages by 
promotion, on ability alone, for the next higher ltage. Training 
is not given as a progressive experience automatically, but is 
obtained as service and by promotion on ability. This may not 
appear to be an organized training as distinct from progreu; 
but the system of giving lpecial apprentices a defined period in 
different departments and on each job in one department was 
found to be defective, and has been discarded in favour of the 
above system. The objection to the latter Iystem is that entrants 
do not feel the urge to work their way up, and they do not 
appreciate the value of small economies and of competitive effort. 
On attaining ability for one of the higher grades of departmental 
work, as "first man," "second man," etc., under a manager, a 
youth may be transferred to a higher grade of work in another 
department with a view to his taking further responsibility in 
that department later. 

PROLONGED PRACTICAL EXPERIENCE ESSENTIAL 

Somewhat unconventional, but at the same time quite 
sound views on this question are stated in a confidential 
letter from a Director of one company. 

Our practice, as far as special training is concerned, is to select 
a limited number of boys of superior educational attainment, 
character, and intelligence, with a view to training them &I 

managers. This training involves a four-year course of actual 
work on the machines, etc., in the various departments. 

We consider that a detailed knowledge of practical work­
acquired by prolonged personal work-is essential. Although 
paid at a different rate, and in the matter of holidays, etc., treated 
as sta1l employees during their period of training, these trainees 
are in every way" on all foun" with factory worken. They have 
to clock on, clock 011, and for the purposes of work and diacipline 
are entirely under the manager of the department in whkh they 
may at the time be working. We do not dry nune them, or "try 
to lead them to being interested in their work by giving them 
plenty of variety .. or any nonsense of that sort. I think that a 
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good deal of the "spoon-feeding," mind-study, and vocational 
training which we hear about to-day creates slip-shod, lazy 
managers rather than the reverse. If fellows have to be coaxed 
and psycho-analysed into doing their jobs, it is almost certain 
that they will not do them well." 

A case in which the initiative may be taken by the 
employee desiring a wider range of experience was men­
tioned by Messrs. Rowntree and Company in the Interim 
Report of I93I. The following paragraph explains the 
position. It refers primarily to girls holding the Com­
pany's Secretarial Certificate, or equivalent qualifications. 

Any clerk of 2.5 years of age or under who has obtained four 
Royal Society of Arts Advanced Certificates or passes examina­
tions of equal value, or who has the Company's Secretarial 
Certificate, may apply to be transferred to any other department 
in order to gain further business experience. Such transfers will 
be made at the discretion of the Staff Office and in the interests 
of the Company. 

THE RESPONSIBILITY OF DEPARTMENTAL HEADS 
AND SUPERVISORS 

The comparative scarcity of information on this aspect 
of business training may be due to the wide difference of 
interpretation put upon the inquiry by the firms ap­
proached. For example, an official of one company, 
having a good reputation for progress in educational 
matters, says: If I am afraid we have nothing to con­
tribute to the inquiry on Training within the Industry 
as this is left entirely to department heads and super­
visors." 

Perhaps, after all, the If varied experience" method of 
training plays a larger part than the evidence suggests, 
but the variation is not necessarily either automatic or 
systematic. It may not be altogether neglected, even 
if it is not specifically mentioned, and where it appears 
to be lacking, its absence may be due to the fact that 
there is no call for it, or to one of the reasons indicated 
in an earlier paragraph. Probably, however, many 
departmental heads and supervisors are giving-more or 
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less subconsciously-opportunities and facilities that 
really cover the ground, but it has not occurred to them 
to set out their practice in such a form that it could rank 
as a training scheme for the purpose of this Report. 

SOME DIFFICULTIES INHERENT IN THIS METHOD 
OF TRAINING 

Two difficulties which sometimes arise in applying the 
method of training discussed in this chapter are indicated 
briefly in the two paragraphs which follow. They are 
mentioned on the suggestion of one member of the 
A.E.I.C. who has prolonged experience of Education in 
Industry. 

First, there is-perhaps naturally-an unfortunate 
and unfair tendency in some quarters to retain very 
promising men who excel in the work of their department. 
There is thus a danger that the firm's scheme for varia­
tion of experience may be less energetically pursued in 
practice than in theory. Where this retardation exists, 
determined efforts on the part of the management may 
be needed to ensure that youths of outstanding ability 
are moved on with the rapidity merited by their 
qualifications. 

In the second place, as the proportion of really well­
educated youths and girls in industry increases, it may 
sometimes be necessary to inquire whether the officials 
controlling these young persons, though possessed of 
indispensable technical knowledge and long experience, 
have themselves reached a sufficient standard of educa­
tion and breadth of outlook to understand and deal tact­
fully with the trainees committed to their charge. Noth­
ing could be more regrettable than for the young man 
from public school or university to assume an attitude 
of intellectual superiority towards those who, for the 
time being, direct his work and teach him the business, 
or for the statl controller to be out of sympathy with 
educational and academic qualifications. 



CHAPTER VII 

TRAlXEE AXD PCPILSHIP SCHEMES 

THE pupilship system seems to occur chiefly in the 
engineering industry, and particulars of several schemes 
intended for graduates, or for other suitably qualified 
young men, have been published elsewhere. That of the 
Queen's Engineering Works, Bedford, is a case in point. 

In this Chapter several schemes are descnbed and 
these are taken from quite a variety of industries. The 
amount of detail given depends on the completeness of 
the information furnished by the Company carrying on 
the scheme. 

PUPILSHIP SCHEMES IN THE GAS INDUSTRY 

Two examples in an industry closely allied to engineer­
ing are described by the Gas Light and Coke Company. 
This body has instituted a Pupilship Scheme in con­
nection with gas sales and another in the Chief Engineer's 
Department. Of the former scheme, which is intended 
for well-educated boys between 16 and 18 years of age, 
it is stated that the pupils are given opportunities of 
seeing all branches of the work undertaken by, or relating 
to, the Gas Sales Department. The experience given is 
most varied and comprehensive, and at a certain stage 
the pupils are expected to obtain ordinary and higher 
grade certificates in Gas Supply of the Institution of Gas 
Engineers. 1 

Engineering pupilships in the same company are open 
to candidates of not less than 20 years of age ""ho have 
taken a good degree in engineering or science. After 
varied and practical training. the engineering pupils are, 
during their last year, attached to the Distnl>ution and 
Gas Sales Departments in order that they may be able 
to study the various problems that arise in connection 

I See refeJftICe to EducatioD Scheme of the Gas lDdusay OD page ••. 
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with the distribution and supply of gas to consumers. 
They are expected to obtain the diploma in Gas Engin­
eering of the Institution of Gas Engineers. 

TRAINEE SCHEME OF MESSRS. UNILEVER AND 
LEVER BROTHERS 

At the London section of Messrs. Unilever, Limited, 
and Lever Brothers, Limited, there is in operation a 
Trainee Scheme summarized in the following paragrapha-

Candidates are selected straight from the univenitiee and given 
a three-year intensive course at Asaoc:iated Companiee, at home, 
abroad, and at Head Office. These men are trained to fill executive 
positions. 

The scheme is not confined to men coming direct from the 
universities only. Candidates who are already members of the 
staff of Head Office or one of the Associated Companiee may be 
put forward, and, if they are selected, they are also given a course 
of training to fit them for executive positions. 

It will be seen that every effort is made to train progresaive 
members of the staff, and that no trouble ia spared to find thoee 
men who are eventually to fill important positions in the organiza­
tion and thus solve one of the most difficult problems with which 
industrlal concerns are faced to-day. 

TRAINEE SCHEMES OF MESSRS. MORLAND AND 
IMPEY, LTD. 

Messrs. Morland & Impey, Ltd., of Northfield, Bir­
mingham, submitted for the purpose of this Report 
extremely detailed information regarding their system 
of training. The synopsis prepared from this material 
has been approved by a Director of the Company. The 
scheme falls naturally into three sections. The first and 
second dealing, respectively, with Executive Trainees 
and Junior Office Staff are summarized here: in a later 
section of the Report references are made to the third, 
which concerns Sales Staff and Salesmen. 

EXECUTIVE TRAINEES working for Messrs. Morland & 
Impey are divided into three groups. Group A has a 
period of training for three years; Group B a training of 
one year and a half; Group C comprises members of 
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Group A and Group B who take a University course or 
the new London School of Economics Business Adminis­
tration Course as a part of their training. 

Members of Group A must have attended a public 
school until the age of 17 or 18. and passed an exam­
ination of matriculation standard; their age on entry 
may vary frol1l 18 to 21. Those in Group B come between 
the age limits of 22 and 24 on entry. and must have ob­
tained a satisfactory Univer!'ity degree. following a public 
school education. Members of both groups enter into an 
agreement with the Company. All groups have to pass 
the Company's doctor for physical fitness. 

Trainees in Group C may vary in age on entry from 
22 to 25. and are required to have obtained outstanding 
reports from their departmental heads during their train­
ing of eighteen months or three years. Then the Company 
will pay for the trainee to take a two-year business course 
at a University selected by them or at the London School 
of Economics. 

After the period of training has been completed the 
Executive Trainee will. if satisfactory. be appointed to 
the Junior Executive Staff under one of the following 
classes-

I. Non-managing positions in offices. 
2. Non-managing positions on the selling side. 
3. Managing or Executive positions. 
The managing or executive position is one which en­

tails the control over a number of people. or includes the 
functions of planning. organizing and administering the 
policy of the Company. For example: Assistant to Works 
Director; Assistant to Managing Director; Cashier; Mail 
Order Manager; Stock Room Manager; Time Studies 
Manager; Buyer; Dispatch Manager. 

After the completion of training it may be found in­
advisable. owing to the trainee having insufficient ex­
perience. to appoint him to an executive position. or 
there may be no immedate opening. in which case the 
trainee will be engaged on routine work in a non-executive 
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post for a period of not more than two years. In this 
category are positions as assistant in one or other of the 
following sections of the business: Sales Department; Mail 
Order Department; Factory Control. Department; Time 
Studies Department; Dispatch Department: Accounts 
Branch. 

There are four grades of staff in this company; General 
Oerical, Senior Clerical, Executive and Managerial. The 
trainee will be appointed automatically to the general 
clerical staff, and if he consider himself eligible for appoint­
ment to a higher staff he will make application to the 
Staff Grading Committee. 

JUNIOR OFFICE STAFF. Under the same company, 
boys and youths between 16 and 21 years of age are taken 
into offices. They are required to have had a Secondary 
School education and must be able to produce satis­
factory school reports. One of the conditions of service 
is that the employee agrees to attend the Day Continua­
tion School for one day per week until he reaches the 
age of 18. Attendance at school is counted as work done 
and is paid for as such. (The same privilege of attendance 
at day classes is given the other boys who are employed 
either in works departments or as apprentices to skilled 
trades). 

TRAINING IN A SMALLER CONCERN 

One of the characteristics of the Laundry Industry is 
the relatively small size of most of the units. Special 
interest, therefore, attaches to the following communica­
tion from Miss E. B. Jayne, Managing Director of Little 
Laundries, Ltd. 

I receive pupils, usually girls of 16 to 18 yean of age, just leaving 
school, for a three-year apprenticeship course of training. They 
receive DO sa1aIy for the first three months which is a atrictJy 
probationary period. 

At the completion of the probationary three months 
they are granted a holiday of two or four weeks as desired, 
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and then enter as apprentice workers receiving a suitable 
weekly Wage. 

They are transferred from department to department, learning 
the work everywhere and becoming commercially efficient in each 
before transferring to another, and are expected when efficient to 
fill any temporary vacancy which may arise. As soon as poSliible 
they are given a measure of responsibility as .. charge hand" over 
a section, watching and charting the progress of output, and 
gradually brought on to higher positions as sub-administrators. 

During the three-year course they attend classes organized by 
the National Federation of Launderers on methods of laundering, 
and other lectures on industrial matters such as organized by the 
Welfare Institute or Industrial Welfare Society. At the end of 
the three-year course they are expected to be competent to take 
a position as assistant manageress or forewoman in charge of a 
department. 

Further information about Training in the Laundry 
Industry will be found in Chapter V (" Young Launderers' 
Movement ") as well as in Appendix X. 

THE TRAINEE SCHEME OF MESSRS. ROWNTREE 
&: CO. 

The Trainee Scheme of Rowntree & Co. has been fully 
described for the purpose of this Report, and the account 
given below was recently revised to ensure that it corre­
sponds accurately with present conditions. 

Trainell Schemll. This scheme is an attempt to provide for the 
firm's future requirements in the way of trained and capable 
executive officers. The direction and control of the scheme is in 
the hands of one director, who is advised by a committee known 
as the StaB Development Committee, composed of senior execu­
tive officers drawn from each main branch of the business. 

Trainees are recruited both from existing staB and from out­
side, the usual age limits being from 17 to 25, although certain 
exceptions have been made. They are finally chosen by a com­
mittee of directors and managers. who separately interview each 
selected applicant and award marks in respect of a number of 
listed qualities, grouped broadly under the headings of per­
sonality. intelligence, and education. Allowance is made in cases 
where special qualifications are desired, as, for instance, older 
applicants who have had some specific business experience. 
Candidates are also given a psychological test and are required 

S-(C.961 
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to pass a medical examination. Appointmenta are made definitely 
on a probationary basis, trainees being required to lign an agree­
ment stating that their contract is terminable at any time, IUb­

ject to one month's notice on' either side. The probationary 
period is three years, during or at the end of which the Company 
may terminate the contract if it comes to the decision that the 
candidate is unlikely to become a luccessful executive officer or 
salesman. 

The trainee is intended to get a thorough grasp of the general 
work and routine organization of one of the main branches of 
the business, those showing aptitude for any particular function 
being selected for training in that function. Care is alao taken to 
give trainees a knowledge of the Company's policy and practice 
by means of courses of lectures on these and related topics. and 
regular meetings of the trainee staff, at which business condi­
tions are reviewed and matters of current trade interest are 
discussed. All trainees, with the exception of those engaged in 
purely clerical work, e.g. accountancy, are expected to spend a 
certain period working in the factory. In addition to the training 
in the general work of the department, trainees are given frequent 
opportunities to do special jobs, and to .. sit in" at meetings of 
various committees, to attend trade exhibitiona and industrial 
conferences, and wherever possible to fall temporary vacancies, 
such as replacing travellers on holiday, or members of other ltaffa 
who may be away from work. The progress of trainees is care­
fully watched by the Staff Development Committee. A depart­
mental report on each trainee is sent in every lix months. These, 
together with reports from the Staff Office and the Education 
Officer, are discussed by the Development Committee. Trainees 
who obtain a series of consistently bad reports are dismissed. 

It is expected that by the end of the probationary period of 
three years trainees will be placed in suitable positiona. The 
scheme has not yet been in operation lufficiently long to Ihow 
how this will work out in practice, but our experience 10 far 
indicates that permanent positions are available for trainees 
before their training has been completed. Appointment to luch 
a position. however, does not remove the trainee from the con· 
trol of the Staff DeVelopment Committee. This normally would 
not occur until a man had reached the age of about 27. or a 
position of some responsibility. 

METHODS ADOPTED BY RAILWAY COMPANIES MlD 
BY A LARGE ELECTRICAL COMPANY 

Although descn"bed in somewhat difierent terms certain 
arrangements of other companies may be appropriately 
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included in this chapter. These are" Traffic Apprentice­
ship" and "Civil Engineering Graduateship" on the 
London and North Eastern Railway System, .. Engineer­
ing Pupilship" on the London, Midland and Scottish 
System, and "Training for Professional Employment" 
in the service of the Metropolitan-Vickers Electrical 
Company. 

Traffic Apprentic6slliP,' L.N.E.R. The Company have a 
limited number of positions known as Traffic Apprenticeships to 
which young men are appointed in two main ways--

(i) By special selection from candidates straight from Uni­
versities or Public Schools; and 

(ii) By means of an annual competitive examination from the 
staff. 

An equal balance of appointments from these two methods of 
recruitment is aimed at. The Traffic Apprentices undergo a 
special course of training covering a period of three years, during 
which time they are mostly supernumerary to the establishment 
and see something of practically every phase of traffic commercial 
and operating work. Throughout the training period their work . 
and progress is specially supervised by Committees of the Depart­
mental Officers, and they receive salaries which are in the nature 
of a subsistence allowance. The programme of training covers 
short spells respectively at small country stations, large parcels 
and goods offices, yardmasters' offices, dock offices, engine sheds, 
district passenger. goods, operating and locomotive running offices 
(including visits with disbict inspectors or canvassers). as well 
as some time in head offices. 

Civil EngiMmng Graduaksllip " L.N.E.R. A small number of 
civil engineering graduates are accepted for a course of training 
in railway engineering work. The course extends over three 
years and. after a probationary period of six months. the men 
receive salaries as subsistence allowances in the same way as 
traffic apprentices. Their training is supervised by a committee 
of the Company's engineers.1 . 

Engineering Pupilsllip. L.M.S.R. A very limited number of 
Pupils are accepted in the Works of the Chief Mechanical En­
gineer's Department. at about 21 years of age, for a course of 
training extending over two years. for which a payment of [IOO 

has to be made. During the course they are paid wages at the 
rate of 4OS. per week. Whilst an honours degree is not essential, 
candidates are required to be of a suitable educational standard. 

I See also Appendix XII. 
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The training given covers all the shops in the particular IeCtioD 
(e.g. Locomotive or Carriage and Wagon) in which they are 
specializing. 

Engineering Apprentices, or Pupils already in the eervice, who 
are exceptionally well reported on and who have done well in 
their theoretical technical education, are eUgib1e for consideratioa 
as Engineer Pupils under a higher echeme referred to ellewhe~ 
in this Report.1 

Training 10f' Prolessio"al Employmsm: M6kopolillJ,,- Vid.r. 
Company. Two ap~nticeship coursea are arranged for the 
training of recruits for ultimate profesaional employment. 

I. Young men are recruited from universitiN or certain lenior 
technical colleges who have obtained a degree or diploma in 
engineering. Two schemes of training under thia heading are 
arranged-

(a) Those who come direct from a university after obtainin, 
a degree. 

(b) Those who are lelected on leaving a public or IeCOndary 
school to enter· the works for a year', ~liminary practical 
training and then proceed to a univeraity, retumin, to the works 
during their summer vacation periods, and comp1eting their final 
practical training after they have obtained their degree. 

2. Those who are recruited from public and IeCOndary IChooll 
who have attained at least matriculation ltandard of education 
are accepted in the works for an apprenticeship of four years' 
duration. These apprentices are required to attend the College 
of Technology, Manchester, or the Royal Technical College, 
Salford, throughout their apprenticeahip, for part-time technical 
instruction, and monthly reports are obtained on their work and 
progress. Many of these follow special coursea of training leading 
to the External HonoUR Degree in both Electrical and Mechanical 
Engineering of London University.-

I See also Appendix XI. 
I See also Appendix VII. 



CHAPTER VIn 

TRAINING FOR ADMINISTRATIVE AND EXECUTIVE 

POSITIONS WITH SPECIAL REFERENCE TO 

FOREMANSHIP 

IN the foregoing chapters of this Report the basis of 
arrangement has been the method rather than the objective 
of the training, but it is necessary to indicate how these 
methods can be directed towards the equipment of em­
ployees for holding positions of certain types. To do this 
fully would have involved the inclusion of chapters 
dealing specifically with Apprenticeship, Training for 
Clerical Work, Education for Management and Education 
for Foremanship. Apprenticeship was, however, discussed 
at some length in a previous Report of the A.E.I.C.,l 
and is also referred to in some of the Appendices. For 
these 'reasons only a few paragraphs of the present 
Report are devoted to Apprenticeship. 

Comparatively little new information on training for 
ordinary clerical occupations was supplied in response to 
the Association's inquiries between 1931 and 1934, 
though the methods of office training adopted by various 
member firms are mentioned here and there, both in the 
body of the Report and in the Appendices. 

Preparation for administrative and executive positions, 
as well as specific training for Foremanship, is in a some­
what different category. On two occasions the A.E.I.C. 
published pamphlets entitled "Education for Manage­
ment," though it must be admitted that little or no 
attempt was made to indicate methods of preparation 
for the higher grades of management. That task would 
have been rather outside the provinces of the A.E.I.C., 
and would probably involve a more comprehensive and 
authoritative treatment than it could receive from any 

I VocaliOflal Training for Manual Worllws i.. 1M Enginewin: 
Induslry. 
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single association. The two A.E.I.C. Reports did, how­
ever, suggest lines of preparation for positions carrying 
quite a fair measure of responsibility, and the second 
Report included a serviceable bibliography of what may 
be called .. management literature." 

TRAINING FOR FOREMANSHIP 

The organizers of the Fifth International Scientific 
Management Congress, held in 19Jz, invited the Associa­
tion for Education in Industry and Commerce to con­
tribute a paper on Training for Foremanship. The lines 
to be followed by the Association in preparing its Memor­
andum were indicated by this prescribed title-

How to organize in the enterpriM ibelf. the behnica1 and 
mental preparation of the foremen in respect to the appUcaUon 
of rationalization. 

The Association having twice published Reports on 
Education for Foremanship, the Memorandum submitted 
to the Scientific Management Congress in 19JZ was 
regarded as supplementary to the second of these. The 
substance of the Memorandum is reproduced here in an 
abridged form. 

Education for Foremanship engaged the attention of 
the A.E.I.C. for over twelve years, and was the subject 
of frequent discussions, investigations, and reports. The 
first Report was issued in October, 19zz, and was soon 
"out of print." During the years that immediately 
followed, schemes of training in industry developed in 
various directions and Foremanship Training certainly 
received more attention than previously. With a view 
to estimating the progress that had been made, the 
Council of the Association in 1927 asked one of their 
number I to carry out an inquiry. The results of this in­
vestigation were embodied in the second Report, issued 
in 1928, in which the subject of Foremanship Training 

• Mr. Perd~ Leedl of Reckitt a Saas. Ltd., HDU. 
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was discussed with some fullness. 1 (It should. of course. 
be understood that much of what is here said. regarding 
Foremen. is equally applicable to responsible Forewomen.) 

The Council of the Association. to whom the question 
was referred by the British Provisional Committee of 
the Fifth International Scientific Management Congress. 
made two principal decisions. In the first place. it was 
agreed that the subject of Foremanship training should 
be discussed as comprehensively as was possible within 
the limits of a brief memorandum. and should not be 
confined to the" technical and mental preparation neces­
sitated by Rationalization ... • In the second place. it was 
felt that the whole subject of Foremanship Training in 
Britain is one that develops slowly. The position reached 
in 1928. summarized in the Report then published. had 
not changed materially in 1932. except in so far as the 
status of the foreman or forewoman had been affected 
by such factors as rationalization. increased mechaniza­
tion and the fuller use made of functional management. 

The importance of adapUibility has already been em­
phasized in Chapter I. In the mental equipment of the 
foreman. or prospective foreman. it is an obvious neces­
sity. if he is to keep pace with rapidly changing industrial 
conditions. 

THE NEED FOR A RISING STANDARD OF EDUCATION 

At the present time some employers meet this need­
at least in part-by engaging men of superior education 
with the deliberate intention of promoting them. after 
a period of intensive and varied factory experience. to 
positions as foremen or departmental managers. This 
policy may tend ultimately to create functional rather 
than departmental officials-members of a production 
staff rather than foremen of the conventional type. Any 
scheme of Foremanship Training undertaken by a firm 
must. however. concern itself with those who attain 

I See AP~Ddix xv. 
I See page 58. 
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control of their departments through the ordinary pro­
cess of promotion, as well as those who have been intro­
duced from elsewhere by reason of some special qualities 
or qualifications. 

SOME GENERAL CONCLUSIONS IN REGARD TO 
FOREMANSHIP TRAINING 

Close contact with this question during twelve years 
enabled the Council of the Association to draw certain 
conclusions. These are based upon general impressions, 
and any attempt to be dogmatic would be out of place. 

First: although the facilities for technical and com­
mercial education are widely distributed and generally 
good, only a few colleges appear to offer any specific 
preparation for foremanship. While some actual or pros­
pective foremen doubtless avail themselves of classes 
in such subjects as Costing, Economics, Transport and 
various problems of Industrial Administration, there 
must be many to whom the ordinary classes of technical 
or commercial colleges make little or no appeal. The 
special courses for foremen, based on either the "case II 
method or the "conference II method, which in recent 
years have met with marked success in a few institutions, 
have not yet become at all common. 

Second: in the absence of any systematic public pro­
vision the responsibility for arranging educational courses 
specially adapted to the requirements of foremen seems 
to devolve generally on the employer, who mayor may 
not accept it. If the duty is undertaken it may be dis­
charged in various ways. For example, a promising 
young man may be sent to a full-time course in Industrial 
Administration. Alternatively, the employer may devise 
series of discussions, conferences or lectures, conducted 
either by lecturers engaged from outside the business or by 
experienced and responsible works officials or, preferably, 
by a combination of the two. By this method the advan­
tages of training are much more widely distributed. 

Third: the number of firms prepared to incur the 
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trouble and expense involved in making their own pro­
vision for foremanship training is relatively small, and 
present industrial conditions do not favour any con­
siderable extension. 

Fourth: theoretical preparation will avail little if it is 
not supported by sound practical experience, sufficiently 
long and sufficiently varied, including if possible some 
exercise of responsibility in minor executive capacities. 

EFFORTS TO ENCOURAGE THE MOVEMENT 

A voluntary organization, such as the Association for 
Education in Industry and Commerce, could assist the 
movement by systematically collecting evidence and 
experience from those who have attempted to deal with 
the question, and by disseminating the information so 
gathered among those that have the inclination to take 
up the work but are waiting for guidance. 

Training by systematic variation of experience is 
generally applicable to those who are regarded by the 
management as the foremen and forewomen of the future. 
Those who cherish-perhaps more or less secretly­
ambitions in the same direction, but who have not so far 
II caught the eye" of those in authority, do well to attend 
lectures or discussion circles on Industrial Administration 
and similar subjects, whether arranged by their employers 
or by the local Commercial or Technical College. 

It would be difficult to answer with any degree of 
certainty the question: II Is specific Foremanship Training 
on the increase?" The answer is probably in the affirma­
tive, but the supporting evidence must sometimes be 
sought in directions other than those of the class, the 
lecture, or the conference. 

THE INFLUENCE OF RATIONALIZATION AND OTHER 
PRESENT-DAY TENDENCIES ON TRAINING FOR 
FOREMANSHIP 

Foremen, by reason of their somewhat limited powers, 
are not likely, as a rule, to play any part in bringing about 
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the process commonly referred to as Rationalization of 
Industry. On the other hand, they may be called upon 
to assist in giving effect to changes necessitated by this 
process, and may find their duties or positions materially 
affected thereby. For this reason it seems desirable that 
both present and prospective Foremen and Forewomen 
should have Rationalization and other recent develop­
ments in the organization of industry explained to them 
in their appropriate economic setting. Two examples 
illustrating the educational treatment of this question 
have been supplied to the Association and these, curiously, 
came from firms engaged in the same industry. 

In a full and valuable communication received from 
Messrs. Rowntree & Co., there occur the following para­
graphs-

In addition to the main feature of our training, there are cer­
tain other features which have the same en4 in view. One of 
particular interest in connection with the terma of the present 
inquiry was a series of lectures extending over two Winter Ses­
sions on .. Rationalization in Theory and Practice." The course 
was specially designed to give to the Company'. administrative 
stalI a comprehensive and up-to-date account of the progresl of 
Rationalization in England and Europe, available material being 
supplemented by first-hand knowledge gathered during a tour 
of the Rhine industrial area. Then we have had during the past 
three Winter Sessions voluntary evening discussion groupl of 
foremen, which met weekly, and which were held to give memberl 
an opportunity of improving their powerI of expression and 
reasoning, the need for, and the importance of which are empha­
sized in the report on the training for foremen. 

The number of overlookers who attended the lectures on 
Rationalization was relatively .mall, but the fact that the time 
of meeting was somewhat inconvenient may partly account for 
this. Experience seems to indicate that in the ranks of foremen 
and forewomen, as elsewhere, there is a minority of keen alert 
men and women who strive after the ideal outlined by Mr. George 
Cadbury in his introduction to the Report,l and who take every 
opportunity to keep themselves well-informed of industrial 
developments. The majority are mainly concerned with their 
everyday work, which, however, they perform with a high degree 
of excellence and efficiency. Thus the real problem of this work 
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of mental preparation of foremen is how to awaken an interest 
in the matters which, whilst not directly connected with the 
daily work of the factory, do actually affect it, and those engaged 
on it. The position is complicated by the feeling of insecurity, 
which such a trade depression as the present one inevitably 
breeds in men who feel its effects without being able to under­
stand them or their causes. 

Men tend to shun the discussion of topics which may possibly 
increase their apprehensions and fears. There is, undoubtedly, 
Bome ground for the fear that Scientific Management and 
Rationalization in one way or another may re-act to the disad­
vantage of the foreman as such. The one may restrict his scope 
and authority, the other may take away his job. If this be the 
case the need for enlightenment is all the greater, so that the 
problem becomes mainly one of method. 

It should be noted that in this company the term 
"ovetjooker" is roughly equivalent to "foreman." 

The ideal referred to is that suggested by a former 
President of the Association in his Introduction to its 
I928 Report. Realizing the magnitude and importance 
of the economic and industrial changes that were then 
imminent or already in progress, the author of this 
Introduction, Mr. George Cadbury, said-

A Foreman occupies a very important position between the 
management and the workers. To the management he represents 
the workers and their individual capacities and interests; to the 
workers he represents the management, passing out to them the 
instructions he receives. 

and again-
There would seem to be a special appropriateness in the 

appearance of this Report on Foremanship at this juncture. 
Industry is passing through a phase comparable with that 
through which it passed a hundred years ago. The presence of 
well-informed foremen capable of interpreting these changes will 
simplify the tasks confronting managers and directors of our 
great businesses. 

HISTORICAL APPROACH TO PRESENT-DAY 
PROBLEMS 

In another case the question of Rationalization and 
associated post-War problems has been introduced 
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historically as an important section in a syllabus of 
lectures dealing with .. The growth and present state of 
British Industry." The students on whose behalf this 
syllabus was drawn up were largely of the prospective 
Foreman and Forewoman types and were employed by 
Messrs. Cadbury Brothers. The course was as follows-

PART I. Historical-

1760-1800. The Birth of Modem Industry. 
1800-1830. Early Struggles. 
1830-1870. The hey-day of laissez-fai" and of the 

one-man business. England as the 
.. workshop of the world." The develop­
ment of modem banking. The effect of 
improvements in communications. 

1870-1914. Competition from abroad. The Industrial 
and Commercial Development of France 
and Gennany. Trusts and Cartels. 

1914-1919. The War and II Mass-Production." 

PART II. Present-day Tendencies-

The Application of Science to Industry­
(a) Technical Research. 
(b) Scientific Management. 
(c) Advertising and Marketing. 
(d) Rationalization. 

British Industry in the Post-War World. 
Recent developments at home and abroad-Prospects 

of the coming decade. 

Experience showed that the second part of this cour3e 
lent itself to considerable expansion, while the first or 
historical part could with advantage be somewhat con­
densed to meet the wishes and requirements of students. 
There is much to be said for the historical approach to 
this subject. but the earlier phases must not be treated 
so fully as to destroy interest in the II Present-day 
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Tendencies" by relegating that part of the curriculum to 
the last few weeks of the session. 

In a brief note from another Company with a highly 
developed education scheme, it is stated that .. In our 
own Staff Association we have had a number of Lectures 
on Economics, some of which have touched on Ration­
alization; but although these lectures are attended by 
our Foremen we can hardly refer to this as definite 
training." The position here indicated is believed to be a 
common one. 

THE GENERAL ATTITUDE OF FOREMEN TOWARDS 
RATIONALIZATION AND SCIENTIFIC MANAGE­
MENT 

In this connection the following further extract is made 
from the communication already extensively quoted. 

The Foremen of to-day, in a factory such as this, are, generally. 
speaking, adults with little use for book learning or theories, but 
with keen interest in their jobs and in anything likely to help 
them to get better results in the workroom. In this case a course 
of lectures on Scientific Management or some similar topic may 
not be so effective for the .. mental preparation in respect of the 
application of Rationalization" as a series of discussions on .. How 
Scientific Management is going to affect us as foremen." 

It is the usual experience of firms giving attention 
to this branch of industrial education that, as far as 
possible, the method of the conference should be adopted 
in preference to that of the class or formal lecture. Only 
by this means can the problems considered be given a 
close personal application. Every encouragement must 
be given for free discussion, and there must be no ground 
for suspicion that what a man says may be used to his 
detriment in some other connection. Whether the confer­
ence takes place in work hours or immediately after the 
closing time of the factory. will be determined by local 
conditions, but every reasonable incentive to regular 
attendance should be offered. Illustrative visits can 
become a valuable feature of the course. 
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THE POLICIES OF VARIOUS COMPANIES IN SELECT. 
ING AND TRAINING PROSPECTIVE FOREMEN 

It may be of interest to reproduce here the views ex­
pressed some time ago by two British Railway Com­
panies and several manufacturing firms engaged in a 
variety of industries on the selection and training of 
prospective foremen. A fundamental principle accepted 
quite widely (but perhaps not in every case) is that the 
men selected must have had some experience in minor 
supervisory capacities such as .. Leading Hand" or 
.. Charge Hand." He must also give evidence of posses­
sing such qualities as adaptability, tact in handling men, 
personality, organizing ability, and a thorough knowledge 
of the work to be done. At least one firm emphasises 
the view that organizing ability is of greater importance 
than a high degree of technical skill. 

Further information on methods of selection and 
training is given in the quotations that follow. 

(II) Foremen are recrnited from men who have aatisfactorily 
dep,.!!tized for foremen in cases of holidays or illness. 

Men are selected from those in the ranks who have shown 
initiative. resourcefulness. 'and efficiency. 

Most suitable senior applicant is selected to fill vacancy, and 
prior to appointment must have passed through the various 
grades of the work he will be called upon to supervise. Must also 
be favourably reported upon by superior officers. 

(b) In the Mechanical Engineering Department the more 
promising pupils and apprentices are interviewed by a special 
committee of the Company's officers with a view to transfer 
either temporarily or permanently to the Locomotive Running 
Department, which controls the operatiou of Iocomotivea in 
traffic, as well as rnuning repairs at engine sheds or depots 
throughout the system. At a number of these depots the men 
in many cases are nominated by the committee to start as super­
numerary rnnning foremen with a view to training for super­
visory positions in the department. 

It has always been our custom to pick out the most suitable 
man from amongst the trained members of our own sta1I. In" 
such selection we not only take into consideratiou manual ability, 
but we also have in mind that such a man must be able to control 
his fellow workers. 
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(c) The great majority of our foremen have risen to their 
present positions by gradual stages, starting in many instances 
as youngsters in the departments of which they are now heads. 
Although there are some branches of work where we have to 
engage those who have learnt their knowledge outside these 
works, our general principle is to look to the workers themselves 
to provide in time responsible heads of departments. 

(d) When selected for the position of foreman, the person is 
given a short training generally in the form of spending a few 
days with retiring holder of the position. When pronounced 
competent he assumes charge. 

Opportunities are given to foremen for consulting with each 
other, and they are encouraged to develop qualities for leader­
ship. 

(e) The initial stage is to encourage all ordinary or premium 
apprentices to attend Evening Classes in technical subjects con­
ducted by Local Educational Authorities at the various centres, 
except in the case of London, where instruction is provided at 
the Company's Mechanics Institute at Stratford. A limited num­
ber of the more promising apprentices are then allowed to attend 
Day Classes at Technical Colleges. A small number of scholar­
ships for jull-linu courses at the University Engineering Colleges 
are awarded each year. 

In this way the Company gradually obtain qualified men for 
supervisory and higher positions in the workshops, who during 
their apprenticeship, and subsequently, are moved freely from 
one section of work to another in order to gain a thoroughly 
practical knowledge of their work to combine with their theoreti­
cal studies. Temporary periods of duty in relieving foremen 
arising from vacancies, illness, or holidays, also afford valuable 
training for supervisory positions, and enable the Company to 
pick out the best type of men from all points of view for per­
manent appointment. 

In the Locomotive Running Department also, it may be added 
that the men in the lower grades at many of the engine depots 
form Mutual Improvement Classes for studying the subjects con­
nected with their work. The Company give every encouragement 
in the way of providing accommodation for meetings, as well as 
diagrams. models of machinery. or other materials. The more 
experienced men at the depots. such as drivers. frequently act as 
instructors. and in this way develop qualities of leadership which. 
in addition to a sound knowledge of the subjects. are essential for 
the good foreman or supervisor. 

The Company have instituted instructional classes at a Dum­
bt-r of centres for Undermen and Gangers in order that they may 
gain a thorough knowledge of their work both on the practical 
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and theoretical sides. This, again, giYel the men every oppor­
tunity of qualifying for promotion, and at the aame time enables 
the Company to select the mOlt luitable men for poeitiona luch 
as Permanent Way Inspector. 

The Company in October, 1930, established a Signalling School 
at York, where special instruction it provided in referenc.e to 
mechanical signalling, electrical signalling, and telegraph and 
telephone installations. This school enables men to be trained 
for taking up supervisors' posts involving an all-round knowledge 
of these specialized branches of work, and good results are already 
being achieved. In our Traffic Departments opportunities of 
training men for the higher positions are frequently provided in 
connection with reliefs, which assist materially in obtaining the 
best type of men for permanent appointment when vacancies occur. 

CHANGES BROUGHT ABOUT BY POST-WAR 
CONDITIONS 

(j) Prior to the War we made one type of product which 
changed comparatively little, and we employed pract.ica.lly no 
men with any technical education. 

Operatives were engaged from applicant. who called looking 
for work, and foremen were those who had Ihown ability in the 
work they did and some initiative and willingneu to take charge. 
Usually these men had been employed for a considerable number 
of years. 

Since the 1920 boom our old businesa baa fallen 011 enormoualy, 
and we have had to replace it by taking on new lines. 

This has shown the necessity for foremen with broad vie .... , and 
with a higher standard of education than previously waa n_ 
sary. The replacement of foremen of the old type it a matter of 
very considerable difficulty. 

We now consider that it is necessary to engage boys with a 
secondary school education, and for them to attend evening 
classes and part-time day classes in order to give them sufficient 
mental alertness to deal with the many problems that arise in 
connection with the new types of work which all department. are 
doing. 

We co-operate with the Local Education Authorities and have 
engaged youths on the recommendation of school masters, with 
the declared intention of giving them traiDing in our work 80 

that, if they show reasonable ability, they will later qnalily for 
foremen's positions. 

This does not mean that it will be impo6Sible for an elementary 
school boy who is engaged in the ordinary way to become fore­
man. but it will be increasingly difficulL 
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In our opinion it is impossible to say, without actual trial, who 
has qualities of leadership and initiative, but it is quite clear that 
in our works to-day a man must have a much better general 
education than hitherto to be a capable foreman. 

Many of our foremen contrive to attend technical courses, but 
we have no special internal educational facilities. 

A conference is held monthly when general matters are dis­
cussed, and trade papers and journals are available in our canteen. 

We have quite recently tried interchanging foremen between 
departments for a week with the object of getting an original 
viewpoint. Some excellent suggestions have been made as a 
result, and all the men who have been exchanged agree that it 
has given them a better idea of the other department's difficulties. 
They lIuggellt the period should be for a fortnight, and it seems 
to us that such an interchange is of material benefit to the firm. 

(g) So far as training is concerned, the man of open mind is 
more receptive to the essentials of his trade, which in the future 
will undoubtedly include a more complete knowledge of human 
nature, enabling the individual rather than the group to be fully 
capitalized. 

The most urgent problem we have to face in this programme of 
training refers to a wider view of the firm's activity as a whole, 
and the necessity of each foreman recognizing his own develop­
ment in relation to the departments preceding and following. 
In association with this phase of development the successful 
foreman must be taught to recognize that .. planning ahead" is 
far more necessary than of old, and that to keep pace with modem 
demand he must become a man of thought as well as a man of 
action, recognizing the responsibility he carries towards quality 
production in relation to quantity. 

The successful foreman will not only recognize the weak spots 
in the men under him, but will intensively train towards perfec­
tion in process. 

He will recognize that it is no longer sufficient to give an order, 
as intelligent application of effort is only possible by under­
standing" why" in the daily round of routine. 

(h) We realize that this is becoming increasingly important at 
the present time, and the attention which the Association has given 
to this matter has been of great help to the writer. Obviously, a 
long period is required to make an efficient foreman, so that one 
can only speak of partly-trained men. 

We have selected from among our boys certain who have 
characteristics which we think will help them to become good 
foremen. 

They spend one or two years in the chief foreman's office and 
act as clerks and messengers for him. They thus become familiar 

6-(C·90) 
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with the "lie" of the place, with the varietiea of raw materiala 
which we use, their preparation and treatment, and particularly 
of routing and transport. 

If these boys show promise they are taken into the milla and 
start at the very beginning, acting .. assistant. to the men in 
charge of the difterent department.. There ia thia difference 
between these boys and those who are training for management: 
they are generally younger to commence with, and they stay in 
each department longer than the trainees for management. 
Furthermore, when they are old enough they actually take on a 
man's job until they are thoroughly efficient and can do the job 
without assistance. In addition, having had experience in the 
foreman's office, and knowing the proceaseI anterior to and 
following that in which they are engaged, they are encouraged 
to make suggestions as to better methods of handling and treat· 
ment. Up to the present we have been very pleased with the 
aptitude these young men have shown. 

RECENT INDUSTRIAL CHANGES HAVE NOT LES­
SENED THE IMPORTANCE OF TRAINING 

The case for foremanship training is effectively stated 
in another extract from Messrs. Rowntree's memorandum. 

It is desirable in considering thia problem to take account of 
the fact that the present tendency in industry ia to circulDSCribe 
and definitely limit the foreman's function in the organization, 
and to introduce specialized managerial assistant. to take over 
responsibility for several of the technical branches of the work of 
the old·time foreman. His job tends to become mainly that of 
producing a given output with given materials, according to 
standard instructions within a stated period of time, with a given 
personnel which may be hedged about with factory rulea and 
working agreements. Thus limited his job tends to become 1e91 
important in itseU, although it still may be a necessary step in a 
promotion scheme to higher ranks. Added to this tendency is the 
fact that advance of Rationalization will inevitably bring about 
a reduction in the number of foremen's positions, either by allow· 
ing them to lapse as they become vacant, or by demotion of the 
less efficient members of present staffs. 

But having taken these points into consideration the problem 
of training is no less urgent and necessary. 

Some of the opinions expressed in this chapter con­
verge and lead up to a few important generalizations. 
For instance, we are told that "the successful foreman 
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must be taught to recognize that 'planning ahead' is far 
more necessary than of old" and that" he must become a 
man of thought as well as a man of action." Again, "to 
the workers the foreman represents the management, 
passing on to them the instructions he receives." In 
industry there is an increasing tendency towards spe­
cialization which, in its highest forms, must necessarily 
pass into the hands of a few individuals, holding positions 
of considerable responsibility. It follows that foremen, 
and other executives of similar status, must be prepared 
to adapt themselves frequently-sometimes at short 
notice-to new processes and procedure introduced by 
the management on the recommendation of specialist 
advisers. All this seems to emphasize the point made 
in the introductory chapter, and in an earlier part of 
this chapter, that adaptability is a matter of the utmost 
importance. 

HIGHER ADMINISTRATIVE POSTS 

Reference has already been made to the prominence 
given to Training for Foremanship by the Fifth Inter­
national Congress for Scientific Management (I932). 

In the programme of the Sixth Congress of the same 
series (London, 1935) the Education and Training Sec­
tion deals with "Methods of selection, education and 
training of personnel suitable for high administrative 
positions." This comprehensive subject is divided into 
four sub-sections: preliminary education; sources of 
recruitment and methods of selection; objects and 
methods of training and further education; avoidance 
of excess and waste of personnel selected and trained for 
high administrative positions. 

The Education and Training Section of the Con­
gress attracted twenty-four papers, from ten different 
countries. 



CHAPTER IX 

PREPARATION FOR SALESMANSHIP 

SEVERAL members of the Association furnished brief 
particulars of the methods by which suitable employees 
are introduced to the technique of selling the goods 
produced by the firm. 

TOOTAL BROADHURST LEE COMPANY 

The merchanting side of this company's business falls 
broadly into three categories: (a) clerical, (b) producing 
cloth, (c) sales organization. The training appropriate 
to those on the sales side proceeds on the following 
lines. 

As a preliminary to his work II on the road," a man 
transferred or appointed to the "travelling" selling staff 
is given a course of instruction, inside the works and 
warehouse, consisting of-

(a) Instruction on cloth manufacture, in addition to 
any technological instruction he may have received prior 
to his appointment as a salesman. 

(b) Instruction given by the manager of each depart­
ment whose cloth he has to sell, dealing with detailed 
infonnation relating to the marketing of the cloth, i.e. as 
to suitability for wear or special markets, and the" guar­
antees" which are given with the cloth. 

After this training "in the goods," the salesman is then 
introduced to the art of selling and the science of saks 
organization, under the direct supervision of the Sales 
Manager. 

This is followed by a probationary course "on the 
road," which takes the fonn of accompanying a regular 
salesman in his daily routine and of practice in selling 
under his supervision. Later he is transferred to the 
reserve staff where he takes on temporary relief work; 
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when a territory falls vacant he is appointed to the regular 
staff. 

In order to keep the staff salesmen up to date, they are 
brought into the House twice a year for "refresher" 
courses; during their absence from the "road" for these 
courses their work is done by the men in training. In sales 
organization they are given instruction in the organiz­
ation of their work pertinent to sales service to their 
customers. 

Salesmen for foreign markets are given experience in 
the Shipping Office, and usually" go out" in company 
with an experienced salesman in the market on their 
first journey. 

ROWNTREE 8t CO. 

As regards the training in salesmanship it is this com­
pany's practice to select youths and young men who 
appear to have the right type of personality, character, 
and education (and in the case of adults, experience), 
and to give them an intensive course of training in the 
Sales Department of the firm's headquarters. They are 
then appointed as auxiliary travellers on probation for 
a period of six months, at the end of which time, if they 
prove to be satisfactory, they are retained as auxiliary 
travellers and elected to permanent grounds when 
opportunity offers. 

TRAINING OF SALES STAFF AND SALESMEN AT THE 
WORKS OF MESSRS. MORLAND 8t IMPEY 

One of the avenues to promotion for juniors in the 
offices of this Company appears to be through the position 
of Sales Learner and suitable youths may be transferred 
to that section. 

The sales learners section is recruited from those 
between 16 and 22 years of age who have not merely 
attended a secondary school and gained satisfactory 
reports, but who have also been favourably reported 
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on by the departmental managers of the offices in ~hich 
they have worked. Attendance at the Day Continuation 
School until 18 years of age is again a condition of service 
and training. 

The learner is trained with the definite object of his 
being ultimately a senior salesman. If he is considered 
satisfactory after his period of training he will be given 
a junior salesman's post on signing an appropriate agree­
ment with the firm. The number of youths available 
from this source is necessarily small, and the main supply 
of j~ior salesmen comes from outside. Youths of gram­
mar or public school origin, with 3-4 years' experience in 
general commercial office work, who desire to take up a 
salesman's life, are the type desired. 

Junior salesmen commence between the ages of 19 and 
23, being recruited from the sales learners. This is the 
last stage of the embryo salesman's training. If he proves 
satisfactory he may be appointed to a scnior salesman's 
post, in which case a further agreement is signed, or he 
may be given an executive position. 

A salesman trainee may be 2S years of age or upwards. 
They are usually of grammar school or public school 
type, and mayor may not have selling experience. 
Alternatively, a young man may have had sound selling 
experience in similar lines with another finn. These 
trainees receive a course of trade training during from 
eight to twelve weeks-thereafter the usual salesman's 
agreement is signed. 

A young man of this type is trained with the definite 
object of his being capable of promotion anywhere on the 
sales side where his talent may eventually lead him. If 
he is found satisfactory at the end of the probationary 
period, and if he is to be placed on the pennanent sales 
staff, an agreement is signed. This can be tenninated 
by either side giving one month's notice, and contains a 
two years' restriction clause regarding working for com­
petitors on the territory on which he has worked for this 
finn. 
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RECKITT 8t SONS 

With respect to salesmanship, a definite scheme of 
training has been established. Young recruits are first 
given a period of intensive training at headquarters, 
where they are made to follow the courses of actual orders 
through office, warehouse, and factory. When new lines 
are marketed, also, men are brought to headquarters 
for a special course of instruction. 

The new salesman is then given practical training with 
an experienced man, and afterwards works his territory 
under a senior representative, with whom he is in close 
and constant touch. He is also in vital touch with head­
quarters, as he reports at least three times a week, and 
part of his work, in addition to actually selling the goods, 
consists in the placing of advertisements. 

In connection with this he is encouraged to study ad­
vertising, so as to be in a position to make the very best 
use of all the selling helps that reach the trade through 
his hands. Certain selected men are encouraged to take 
the examinations of the Advertising Association. 

USE OF AN EDUCATIONAL TEST 

It is the custom of another firm to require all internal 
applicants for travellers' posts to pass a qualifying educa­
tional test. Preparation for this examination involves 
the reading of several prescribed books, the syllabus 
being revised annually. There is no doubt that the 
prominence recently given to Salesmanship in many 
quarters, coupled with the understandable desire to 
escape from monotonous factory work, tempts very many 
persons to present themselves for appointment as travel­
lers, and some of them are quite unsuitable, on educational 
and other grounds. 

The examination result, naturally, is only one of the 
many things that must be considered by those selecting 
future representatives, but it does serve to eliminate some 
of the unqualified. On the other hand, many persons 
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who show to great advantage in an examination would 
fail badly as commercial travellers. 

UNITED DAIRIES 

Salesmanship training of more than one type appears 
in the educational arrangements of this company. While 
the more general subjects are entrusted to teachers 
appointed by the London County Council, salesmanship 
is in the hands of the company's own officials. For junior 
employees, the instruction is largely given at schools 
of the London County Council, but senior employees 
can receive appropriate training in a model shop provided 
by the Company, to which assistants are sent from time 
to time for a week's course. The arts of window dressing, 
of counter display, and of salesmanship are taught prac­
tically, but part of the time is devoted to lectures on 
which notes are taken and papers set. 

Appropriate training is given, both collective and in­
dividual, to those who aspire to be rounds salesmen. 
Among the subjects explained to the employees are the 
processes through which milk passes in an up-to-date 
bottling plant. A special manual has also been prepared 
for the information of these men. 

THE SPIRELLA COMPANY 

Highly specialized methods are adopted by this Com­
pany. The selling side of the organization is largely 
decentralized, and placed in the hands of many local 
representatives. With a view to standardizing the pro­
cedure of these representatives, an extremely detailed 
scheme of instruction, calculated to meet almost every 
conceivable situation, is circulated in pamphlet form 
among them. Courses of instruction at headquarters are 
also provided from time to time. 

The view that those who aspire to sell a thing should 
have adequate knowledge of its manufacture and proper­
ties, finds abundant support in all the memoranda where 
this branch of training is mentioned. 
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If a business house exists primarily for retail dis­
tribution it is natural that salesmanship-understood in a 
slightly different sense-should supply the motive for 
most of the Training Department activities. It would be 
interesting to know when systematic training for retail 
salesmanship was first introduced. One concern appears 
to have arranged salesmanship classes thirty years ago. 



CHAPTER X 

MISCELLANEOUS MAnERS 

(a) VARIOUS TRAINING METHODS FOUND SUITABLE 
BY PARTICULAR FIRMS, OR IN PARTICULAR INDUSTRIES 

WHEN analysing the information on which this Report 
is based, one finds frequent references to training arrange­
ments that cannot readily be included in any of the pre­
ceding chapters of the Report. These have been collected 
here, and the r~sult is a chapter made up of sections 
having little connection with one another, but none the 
less important on that account. 

TRAINING METHODS ADOPTED BY J. LYONS a: CO. 

In an address to the 1931 Conference of the Association 
for Education in Industry and Commerce, Sir Isidore 
Salmon described many of the methods by which his 
firm trains employees in very large numbers, and for a 
great variety of occupations. The title of the address: 

, "Through the Mill to Success," clearly indicated the 
policy underlying and inspiring this training. The very 
interesting account which follows is abridged from the 
address and, at the "proof" stage, was submitted to the 
firm for verification. 

Sir Isidore Salmon expressed regret at the lack of fore­
sight shown by many parents in selecting careers for 
their children. (This regret is shared by other firms 
connected with the Association.) 

The job where smart clothes may be worn and hands will not 
be soiled seems to be regarded as likely to give a social superiority 
outweighing other and more solid considerations. 

Of course, this results in many workers arriving in time at a 
dead end with no outlet for ambition or opportunity for the 
development of ability. It is scarcely necessary for me to say 
there is a wide sphere and bright prospects in many trades which 
are overlooked by those seeking careers for their children. 

78 
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Great importance is attached by J. Lyons & Co. to 
the policy by which business entrants, whatever be their 
probable ultimate destination, go through "a rigorous 
and constructive training," beginning on the lower rungs 
of the ladder. 

Messrs. Lyons are not content to engage skill, ability 
and judgment from outside for the running of their very 
large organization. They realize that they have a vast 
store of these qualities to hand among the members of 
their own staff, and their training methods are designed 
to utilize and develop them for the benefit of the business 
itself and of the individuals concerned as well. 

In his address Sir Isidore gave special prominence to 
the training of salesmen and of tea-room staff, as the 
following interesting quotations will show-

The training of salesmen presents especial difficulties because 
of the diverse nature of the work and of the districts covered. The 
agricultural areas require different handling from that required 
by industrial districts; the more select suburbs cannot be dealt 
with in the same way as thickly populated localities. 

We divide this training into three categories--
I. The Learner Salesman-a special class taken into service 

on recommendation or nomination. 
:I. The training of salesmen who already have selling experi­

ence. 
3. The training of salesmen who come to us with no experience 

at all. 
The Learner Salesman takes a two- or three-year course divided 

between the Tea Agents Department, the Wholesale Bakery 
Department, the Confectionery Sales Department, and the Tea 
Dispensary at our Greenford Factory, by which time he is usually 
fitted for a definite position as salesman in one of the departments 
mentioned. 

Those who have had previous selling experience are shown the 
working of departments with which they may come into con­
tact in their task. They are shown over the bakeries which give 
them first hand information of what goes to the preparation of 
the goods they will sell. The hygienic methods pursued and the 
care taken in production give them a knowledge of and confidence 
in what they will offer to the public, and usually arouse a spirit 
of pride in the organization which they are joining. They are 
shown in the actual working how their orders are treated from 
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the time they are received at headquarters, until the goods are 
packed and dispatched by railway van. The training concludes 
with instruction in the Motor Department, and until passed out 
as an accomplished driver, with a fair knowledge of the mechanism 
each will have to control, they are not allowed to start work as 
salesmen. 

Those with no experience at all are put through a similar 
course of instruction, but in addition have to spend some time 
with experienced salesmen, working di1Ierent types of areas, 
before they are allowed to work alone. To promote initiative 
conferences of these travellers are held at intervals, when criti­
cism is sought, problems discullSed, and difficulties smoothed out 
or removed. 

The teashop section of our business calla, of course, for a very 
different kind of training, and the many branches of catering in 
which we are engaged require teaching which varies considerably 
according to the particular work involved. Many people seem to 
think that in order to be an efficient waitress it is only neceaaary 
for a girl to put on a "Nippy" cap and apron. But the work of 
a waitress demands special efficiency, and the girls who have 
passed through our schools have responded wonderfully to their 
tuition. From our waitress staff have come some of our most 
valued servants--women who occupy important and responsible 
posts, which demand tact, understanding, and vision to ensure 
the smooth working of a huge organization devoted to personal 
service to the public. 

Before a girl joins our splendid army of "Nippies" she must 
go to our school. There, while on probation and on salary, sbe 
is instructed and practised in the many details necessary to 
enable her to become qualified for her prospective job. She is 
taught the value of personality, deportment, tidiness, alertness, 
and general demeanour. She is shown how to carry a tray with 
the greatest degree of safety, how to change a tablecloth with the 
least expenditure of energy and the minimum of dilcomfort to 
those around, the proper places on a table for various pieces of 
china, glass, cutlery, the correct service for wines, spirits, and 
mineral waters, and the checking up of customers' bills. 

This tuition is given at a centre through which some 8000 
pupils pass in the course of a year. The curriculum is arranged 
for training not only new staff, but staff passing from one grade 
to another, including those promoted. It is neceaaary that every­
body who is to assume any degree of control must be closely 
acquainted with our methods of working, and have an exact 
knowledge of departmental procedure. Therefore a highly impor­
tant feature in this training centre is that those appointed to 
teach are picked members of the staff on the way to promotion. 
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These teachers spend one year in the centre before passing to 
higher positions. 

Word of mouth instruction is amplified by practical demonstra­
tions. There is a model teashop and a model teashop counter, 
as well as demonstration soda fountains. To these are added 
cinematograph displays in which the pitfalls are made obvious, 
and the precise elements of our teashop and higher services 
depicted. Nor are these demonstrations restricted to waitresses; 
manageresses and inspectors are given the advantage of training 
courses, and a somewhat unique part of the manageresses' train­
ing takes the form of a class in our laboratories. It will be realized 
that the reasons behind many of the instructions issued by our 
lICientific staff regarding the hygienic methods of handling foods 
are not understood by the staff who have to carry out the instruc­
tions themselves. Therefore, the why and the wherefore are 
explained to the manageress at the laboratory itself, and the 
significance of the instruction demonstrated. 

That the educational activities of this Company are 
not restricted to the vocational side will appear from 
this further quotation-

Business efficiency is not in our eyes the end-all of existence. 
We encourage our people to play well, and we believe that the 
majority of those who do play well and take a reasonable interest 
in healthy recreation are more able to tackle their daily tasks 
with zest. 

We realize the importance of providing avenues for ambition 
to explore, and courses are arranged at Institutes where staff 
from certain departments can study folk dancing, literature, 
speech-making, history, social and economic problems, etc. The 
Principal in charge of this section is a University woman, and a 
fully trained teacher. 

Our employees are encouraged to take personal pride in them­
selves, to report the slightest physical disability, and to take 
advantage of the many facilities for maintaining good health. 
The Lyons Club provides recreations ranging from chess to cricket,. 
from dominoes to amateur theatricals, from rowing to debating 
circles, and from bowls to boxing. There are, indeed, in the 
Lyons Club nearly 20,000 members, who have what is probably 
the largest and finest sports area in the country. 

REFRESHER COURSES 
The Gas Light and Coke Company mentions these 

courses. 
It is not always appreciated that once a man is trained 
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he does not remain so for an unlimited period. In the 
gas industry. where development is both rapid and 
varied. the best trained man soon becomes out-of~te. 
unless he can be kept abreast of the times. Especially 
is this so in the case of gas salesmen and gasfitters. who 
must be experts in their respective capacities. Keeping 
its employees up-to-date may not present much difficulty 
with a small company. but in a large undertU.ing em­
ploying a small army of men a more difficult problem is 
presented. to the successful solution of which this Com­
pany attaches very great importance. With this end in 
view. refresher courses are held by the Company at ""hich 
theoretical and practical instruction is given in all the 
latest developments and in special points where experi­
ence shows that difficulties are met with. 

To keep these courses thoroughly practical a special 
bureau analyses reports of these difficulties and keeps 
the instructors informed about them. These are amplified 
by the issue of a monthly bulletin. technical data sheets. 
and other technical literature. 

Refresher courses are mentioned by some other con­
tributors to this Report. 

(b) PRI!'lTED Oil STENCILLED MATTER AS AN AID 
TO STAFF TRAINING 

Pamphlets. leaBets. circular letters and other material 
suitable for distribution among employees. particularly 
those recently engaged. are a necessary adjunct to most 
schemes of training within the industry. In some cases. 
also the Works Magazine serves a similarly useful purpose. 

From many examples of the leaBet class one may be 
selected which is issued to new girl employees at Port 
Sunlight, over the joint signatures of the Office ControUer 
and the Principal of the Staff Training College. (An 
equivalent circular is provided for junior male employees). 
The conditions of subsequent advancement are there set 
out and reference is made to the facilities for attending 
day classes at the Staff Training College. 
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A short leaflet issued by Harrods emphasized the 
necessity for legibility in hand\llriting-an idea worthy of 
more general adoption. 

Many firms use the Works Magazine as a medium for 
giving employees essential facts about the company's 
policy or processes. One good example is the series of 
articles in The Beacon describing with some detail the 
new factory of Boots Pure Drug Co. Similarly, in OUTS, 

the attractive little magazine issued by Reckitt & Sons, 
there appear from time to time illustrated accounts of 
the work done in various departments. Many other 
instances of the same method might be quoted. 

It may be argued that these printed descriptions make 
a less vivid impression than the lantern lecture or the 
conducted tour of the factory or store, now an accepted 
custom with some firms, especially as regards new em­
ployees. On the other hand, the printed account is 
permanently available for future reference, and is prob­
ably compiled with a high standard of accuracy and due 
sense of proportion. 

All efforts of the kind described in this section have, 
as one of their objects, the enlargement of the employee's 
mental horizon, so that it includes some knowledge­
superficial, perhaps, but accurate so far as it goes----of 
what happens in departments other than his own. Where 
an Initiation School is held for new boys and girls the 
first step in this direction is provided by the illustrated 
lectures and conducted visits forming important parts 
of the programme. 

In the United States instruction of this kind received 
recognition-as did training for Foremanship-a good 
many years ago. One recalls a pamphlet, entitled .. Selling • 
the Organization to the New Employee," which described 
various methods of imparting quickly the information 
essential to employees recently engaged. 

It is refreshing to turn to a circular on staff training 
directed, not to the employees whom the firm (or firms) 
wish to train, but to the employers themselves and to 
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their more responsible officials. Such a memorandum is 
issued by the National Federation of Launderers. and the 
essential parts of it are here reproduced from TIN Feu,,,· 
lioll Jotmt4l (April. 1934)-

HOW LAUNDERERS CAN CO-OPERATE WITH 
LAUNDRY CLASS LECTURERS TO MAKE TilE 

CLASSES AS USEFUL AS POSSIBLE 
I. Get to know the Ledurera. You will find tht-y will be ,lad 

of your co-operation. 
a. Invite them to your laundrit'8. 
3. Let them know they will be _lcome in future ""ben they 

want to investigate any practical problem. 
4. Visit meetings of the class occasionally by arrangement. 
S. Make it possible for your people to attend ~guwly and 

punctually even if it means inconvenience. 
6. Show your people you take an intenst in their work at the 

class. Make a practice 01 inquiring from tht-m the next mominl 
as to the nature of the lubjecta dealt with. etc. 

Ascertain whether your people have understood all that baa 
been taught. You may find that they ne>ed further urlan.tions. 
or perhaps that they want a little assistance in improving their 
knowledge of arithmetic or other general education. Do what 
you can to assist them and let the lecturer know of theae 
difficulties. 

7. Arrange as far as possible for Itudenta to know lomethlnR 
about the work of departments, other than the one in wlUch 
they are actually engaged. 

8. Do not belittle the importance of theoretical knowledge gh'en 
at the class. 

9. Do not expect the lecturer to teach actual laundry procellMS. 
That is your business. The lecturer', businNII is to tx/,ltJi. the 
processes. 

10. If possible feCOgnUe in lOme tangible form the securing of 
a certificate. 

II. Consider the possibility of inducing .'OI'kers not luiuble 
for the Laundry Chemistry Clasa to attend at leaat one e"'ening 
class, in order to continue their senerai education. 

The authors of this memorandum are certainly to be 
congratulated on the extremely frank and practical 
nature of the advice given. 

To bring their activities before the notice of employees. 
firms carrying on extensive education schemes adopt a 
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variety of methods. Messrs. Rowntree & Co., for example, 
publish and distribute in the form of a handy (pocket-size) 
booklet their" Educational Programme" for each session. 
Messrs. Cadbury Brothers issue an "Educational Supple­
ment" with the September number of the Bournville 
Works Magazine, which is supplied to every employee. 
And, of course, many other publicity and propaganda 
methods are employed also, in the hope of "bringing the 
horse to the water." 

(c) ACCOMMODATION FOR STAFF TRAINING IN 

WORKS AND BUSINESS HOUSES 

When some group or grade of employees desires a 
course of lectures or a series of meetings for discussion, 
it is not always easy to find entirely suitable accommo­
dation within the business premises and available at 
the right time. This difficulty has been satisfactorily 
overcome by a number of firms, but the rooms at the 
disposal of students are not always described in the same 
terms. The question of lectures and meetings in the 
evening is much simplified if the firm has an educational 
building, such as a Day Continuation School, or Institute, 
or a block devoted to various social and recreative pur­
poses, in which suitable rooms are at the disposal of older 
employees when not otherwise occupied. For example, 
in the works of Messrs. Reckitt & Sons, Hull, the Francis 
Reckitt Institute, which was given by one of the Directors 
to provide accommodation for social and educational 
work, is used for practically all activities of this description 
carried on by the Company. The staff association lectures 
and classes in various subjects, as well as many meetings, 
take place on these premises, which during the day-time 
accommodate the Continuation School, dinner-hour lan­
tern lectures, and other activities of a social or recreative 
character. 

In the same way, the Staff Training College of 
Messrs. Lever Brothers, Port Sunlight, furnishes suitable 

1'-iC.961 



86 TRAINING IN INDUSTRY 

accommodation for a great variety of educational work 
among employees of all ages. 

Similar arrangements are made in the Day Continuation 
School buildings connected with the Bolton factory of 
Tootal Broadhurst Lee Co., and at Bournville the ex­
tensive Day Continuation School buildings, erected some 
years ago by Messrs. Cadbury Brothers, are a centre of 
much educational work carried on in the evenings by the 
Company's education department. The large social block 
in the Cocoa Works of Messrs. Rowntree & Co., York, 
serves the same purpose. 

In the Gas Light and Coke Co. a large proportion of 
the training and educational work is conducted in the 
workshops, laboratories, etc. at Watson House, but there 
is also a training centre at Stratford for the Eastern 
Section, and centres at Brentford, Brentwood, Grays and 
Southend for part-time training. Moreover, a good pro­
portion of the training takes place on the district through­
out the whole of the Company's area, in which case 
the men and boys are attached to the various District 
Offices. 

In addition, there is a certain amount of training work 
carried on at the Company;s various manufacturing works, 
where apprentices· are accepted for training in various 
crafts, and also at the Stove and Meter Works at Hagger­
ston, Harwood Terrace, Fulham and Pound Lane, 
Willesden. 

Training in an organization so widespread as a Railway 
Company must be largely de-centralized, and accommoda­
tion has to be secured in many. different towns. The 
Appendices contributed by three great companies bring 
out this point clearly. 

Incident3.I references to meeting places for classes and 
lectures will be found in other sections of this Report. 

In a retail distributing house the problem may be of 
a different character. For the work of staff training at 
Harrods, admirable rooms are available, these having 
been furnished and equipped in an u~to-date manner, 
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with due regard to both educational and business 
req uiremen ts. 

By a system of movable partitions, quite large meetings 
can be held for the discussion of questions that are im­
portant to employees of certain grades, and the rooms 
are conveniently situated close to the Staff Manager's 
office. 

But the accommodation for staff training in industrial 
and commercial concerns is by no means limited to class­
rooms, workshops, and laboratories. As already stated, 
realistic provision is made in some cases, for example, 
the model teashop, model teashop counter, and demon­
stration soda fountain used in the training scheme of 
J. Lyons & Co.; the model shop with provision for in­
struction in window and counter display provided by 
United Dairies; and the miniature electrically worked 
railway utilized in instruction on signalling by the L.M.S. 
Railway Co. at the Victoria Station, Manchester. In a 
number of factories and business houses cinematograph 
apparatus is available to illustrate the theoretical instruc­
tion given to members of staff. 



APPENDIX I 
MESSRS. ROWNTREE & COMPANY'S SCHEME OF 

TRAINING WITHIN THE INDUSTRY 

ENTRANTS 

THE bulk of the entrants into the Cocoa Works may be grouped 
roughly according to age and educational attainments--

(a) I4-IS: elementary school children engaged for factory 
work which is relatively unskilled. 

(b) 16-20: secondary and public school girls and youths who 
are engaged as technical apprentices, office juniors, or office 
trainees. 

(c) 20 upwards: university graduates engaged as trainees, or 
adults with special quaJifications, e.g. chemists, salesmen. 

SELECTION 

Those in group (a) have to pass psycho-physiological and 
medical.tests to ensure a minimum standard of mental capacity 
and physical health, and in the case of girls especiaJIy, their 
aptitude for various types of manual work. Those in groups (b) 
and (c) are required to pass medical and psychological tests, and 
in some cases educational tests as well, the standard being graded 
according to the type of vacancy. During the past two or three 
years the recruitment of youths and young men for the offices 
has been restricted to those engaged under a special .. trainee .. 
scheme, and details of this scheme will be given under a separate 
heading. 

TRAINING 

The training of factory workers, i.e. those in group (a), is 
intended to place them in possession of the best technique, and 
is organized in a very definite way. It is not proposed to explain 
this, by reason of the limitation placed upon the present 
investigation. 

Girls in group (b) usuaJIy begin work in the messenger service, 
in which they learn the general layout and the personnel of the 
factory. After about nine to twelve months in this work they 
are transferred to one of the following branches of office work: 
calculating machines, shorthand and typewriting, or general 
clerical work. In making such transfers the result of the selection 
test and the tastes of the individual girls are taken into account. 

Graded practical training is given in the office departments, 
and girls are required to attain certain minimum standards of 
proficiency in both the theory and practice of their work by the 
age of 20, i.e. 

89 
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(/I) G.rtnlll Cltds ."" MlIClli ... OJ-GIor. 
Royal Society of Arts Inurmediate Certificates in Eng1iab, 

Arithmetic, and two other approved subject.. 
Non. It is possible that this clause may be alUred in the 

near future to allow" cultural" instead of commercial subjects to 
be taken in a pproYed cases. 

(b) SIIorlllaM Typists 
The Company's Grade II Shorthand Typists' examination, con-

sisting of the following tests-
(I) Knowledge of Eng1iab language (2 hours' paper). 
(l) Shorthand: 100 words per minute. 
(3) Typewriting: .50 words per minute, together with MSS. and 

display work (about one hour's paper). 

(e) ComplomeW OJ-aIors 
The Comptometer Diploma of M~. Felt a: Tarrant. 
Shorthand is compulsory for all juniors. 
Oasses in shorthand, complometry, and typewriting are held 

after work hours, whilst intensive training for lpecial work is 
given periodically. In cases where juniors are engaged in work 
which does not train them for senior POSts. they are given training 
in some other branch of office work, luch as book-kC't"ping or 
typewriting, or the manipulation of calculating or printing 
machines. 

These are the requirements which junior girl c1erlu are eltpKted 
to fuW. General clerks are recommended to continue their 
studies up to the advanced stage of the Royal Society of Arts 
examinations. Shorthand typists are recommended to qualify 
for the Grade I Shorthand Typists' ex.amination and the Com­
panY'1 Secretarial urtificate, 

SECRETARIAL CoURSE FOR GIRL CutRItS 

M its name indicates, the Secretarial Urtificate examination 
was designed with the object of providing a standard of ability 
and attainments for luch posts as secretaries to Directors and 
Divisional Managers. The ordinary commercial examinations in 
themselves were felt to be hardly comprehensive enoulth. either 
in scope or subject-matter, for this purpose. It is not to be 
eltpKted therefore that suitable classes for the examination would 
be included in the prospectus of classes organized hy the Local 
Education Authority, For the benefit of clerks who wished to 
prepare for this examination, a serieS of spKial cou~ has been 
held at the Cocoa Works during the last three or four winter 
sessions. The aeries includes English. Secretarial Practice, and 
Rowntree Organization, Policy and Practice. In addition to 
these, clerks attend the usual classes in shorthand and typewriting, 
AlthOUltb no definite time limit is set, the course in effect takes 
about three years to complete. 
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.. TRAINEE" SCHEME 

This scheme is an attempt to provide for the firm's future 
requirements in the way of trained and capable executive officers. 
The direction and control of the scheme is in the hands of one 
director, who is advised by a committee known as the Staff 
Development Committee, composed of senior executive officers 
drawn from each main branch of the business. 

Trainees are recruited both from existing staff and from out­
side, the usual age limits being from 17 to 25, although certain 
exceptions have been made. They are finally chosen by a com­
mittee of Directors and Managers, who separately interview each 
selected applicant and award marks in respect of a number of 
listed qualities, grouped broadly under the headings of personality, 
intelligence, and education. Allowance is made in cases where 
special qualifications are desired, as for instance, older applicants 
who have had some specific business experience. Candidates are 
also given a psychological test and are required to pass a medical 
examination. Appointments are made definitely on a proba­
tionary basis, trainees being required to sign an agreement stating 
that their contract is terminable at any time, subject to one 
month's notice on either side. The probationary period is three 
years, during or at the end of which the Company may terminate 
the contract if it comes to the decision that the candidate is 
unlikely to become a successful executive officer or salesman. 

The trainee is intended to get a thorough grasp of the general 
work and routine organization of one of the main branches of 
the business, those showing aptitude for any particular function 
being selected for training in that function. Care is also taken to 
give trainees a knowledge of the Company's policy and practice 
by means of courses of lectures on these and related topics, and 
regular meetings of the trainee staff, at which business conditions 
are reviewed and matters of current trade interest are discussed. 
All trainees, with the exception of those engaged in purely 
clerical work, e.g. accountancy, are expected to spend a certain 
period working in the factory. In addition to the training in the 
general work of the department, trainees are given frequent 
opportunities to do special jobs, and to .. sit in" at meetings of 
various committees, to attend trade exhibitions and industrial 
conferences, and wherever possible to fill temporary vacancies, 
such as replacing travellers on holiday, or members of other 
staffs who may be away from work. The progress of trainees is 
carefully watched by the Staff Development Committee. A 
departmental report on each trainee is sent in every six months. 
These, together with reports from the Staff Office and the Educa­
tion Officer, are discussed by the Development Committee. 
Trainees who obtain a series of consistently bad reports are 
dismissed. 

It is expected that by the end of the probationary period of 
three years trainees will be placed in suitable positions. The 
scheme has not yet been in operation sufficiently long to show 
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how this will work out in practice, but our experience 10 far 
indicates that permanent positiona are available for trainees 
before their training has been completed. Appointment to sucb 
a position. however, does not remove the trainee from the control 
of the Staff Development Committee. This normally would not 
occur until a man had reached the age of about "7 or a position of 
some responsibility. 

TRAINING OF SALESMEK 

Candidates for an ordinary position .. wesman should be about 
the age of twenty-two, and they should have had experience 
with a good-c1ass retail or wholesale confectionery or grocery 
firm. They are first interviewed b, a Divisional Sales Manager, 
and asked to fill up a special application form. If they pus this 
stage they are then interviewed by the Headquarten Sal .. 
Manager, whose interview is supplemented by a special psycho­
logical test. Those who are detinitely selected are then given a 
short period of intensive training at headquarten, which includes 
a few days in the Sales, Advertising, Demonatration, and Visitors' 
Departments, together with a tour of the factory. Thia is followed 
by about a month under the direction of the localsuperlntendent 
who places them with regular aa1esmen, and gives them oppor­
tunities of doing some minor aales work_howrooma, and so on. 
At the end of this month they go out definitely .. auxiliary 
travellers, starting with experience with a ahow van, taking minor 
calls, then as sick and holiday reliefs and assisting in special 
aales campaigns. This part of the training may take from two 
to four years, according to the man', aptitude for the work and 
the opportunity for promotion. A conatant check is kept on 
their work and selling costs, and their progreu is reviewed every 
six months. If found to be satisfactory they are finally appointed 
as vacancies arise. 

GENERAL 

One important factor in this training work is the Company', 
policy of promotion, and its practice of advertising inside the 
works vacancies on the administrative ,tafI. Equal opportunity 
is offered to aU employees to rise to positiona of responsibility, 
and, other things being equal. first preference it given to an exilt­
ing employee. Success in passing approved examinationa is. of 
course, taken into consideration by the Company when making 
promotionS to the higher grades. 

The Company also seeks to provide or arrange reaaonable 
opportunities for the education and training of employees who 
wish to qualify for promotion. The application of thiI policy has 
the effect of bringing to the notice of the management pouible 
candidates for higher posts who might in other circumstancea 
be passed over, and by publishing the opportunities available it 
stimulates the ambitious young men and women to qualify them· 
selves for promotion. They are further encouraged to do thiI by 
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a .pecial arrangement, under which any clerk of not more than 
2,5 yean of age who baa obtained four R.S.A. Advanced Certifi­
cate! or passed examinations of equal value, or who has the 
Company'. Secretarial Certificate, may apply to be transferred 
to any other department in order to gain further business experi­
ence. The Company has, moreover, an educational grants scheme, 
the purpose of which is to assist clerks who might be debarred 
for financial reasons from pursuing these advanced studies. 
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SCHEME OF TOOTAL BROADHURST LEE COMPANY 

FOR TRAINING WITHIN THE INDUSTRY 

INTERNAL training for positions of responsibility in the works has 
not materially changed since the evidence was given for the 
" Report on Education for Management," issued by the Associa­
tion in 1925. 

On the merchanting side of the business the chief occupations 
are (a) clerical-including correspondence (home and foreign), 
accounts and statistical work, (b) producing cloths, i.e. determina­
tion of texture, finish, colour, and design (to be executed by the 
works), laying-in stocks of these cloths in advance of a "season," 
and responsibility for the sale of the cloths; (c) sales organization: 
by representatives calling on buyers in the retail and wholesale 
trades at home and abroad. 

CLERICAL 
Girl correspondence clerks have usually received a secondary 

school education, and on engagement are placed on probationary 
work under tuition, in a special department (a section of the 
education department) for a few months. During this time they 
are "lent out" for short periods to various departments, as 
required, for temporary work during absence of staff clerks or in 
times of extra work. With this experience they become acquainted 
with various styles of dictation and composition, together with 
technical terms about cloth, and with names and places at home 
and abroad. Clerks who have received "outside" tuition in a 
foreign language are given opportunities to undertake occasional 
correspondence in that language. 

MERCHANTING 
As the organization and procedure of most of the cloth depart­

ments is fairly uniform, the training of a youth or of a University 
apprentice consists of first giving him the first stage of work in 
a department and passing him into succeeding stages by promo­
tion, on ability alone, for the next higher stage. Training is not 
given as a progressive experience automatically, but is obtained 
as service and by promotion on ability. This may not appear to 
be an organized training as distinct from progress; but the 
system of giving special apprentices a defined period in different 
departments and on each job in one department was found to be 
defective, and has been discarded in favour of the above system. 
The objection to the latter system is that entrants do not feel 
the urge to work their way up, and they do not appreciate the 
value of small economies and of competitive effort. On attaining 
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ability for one of the higher grades of departmental work, as 
"first man," "second man," etc., under a manager, a youth may 
be transferred to a higher grade of work in another department 
with a view to his taking further responaibility in that depart­
ment later. 

As .. first" or .. second" man to a manager, the youth would 
be introduced to the selection of new designs, and to negotiatiollA 
with cloth manufacturers and finishers in the buying of cloth, or 
with customers in the selling of the cloth offered to the market. 

SALESMEN 

As a preliminary to his work" on the road," a man transferred 
or appointed to the "travelling" selling ataff ia given a course 
of instruction, inside the woru and warehouse, consisting of­

(a) Instruction on cloth manufacture, in addition to any 
technological instruction he may have received prior to his 
appointment as a salesman. 

(b) Instruction given by the manager of each department 
whose cloth he has to sell, dealing with detailed information 
relating to the marketing' of the cloth, i.e. as to auitability for 
wear or special markets, and the .. guarantees" which are given 
with the cloth. 

After this training .. in the gooda," the salesman Is then intro­
duced to the arl of uU;", and the IeUfIU of .alu organiu.tioD, 
under the direct supervision of the Sales Manager. 

This is followed by a probationary course .. on the road," which 
takes the form of accompanying a regular salesman in his daily 
routine and of practice in selling under hia aupervision. Later 
he is transferred to the reserve ltaff, where he takes on temporary 
relief work; when a territory falls vacant he Is appointed to the 
regular staff. 

In order to keep the staff salesmen up to date, they are brought 
into the House twice a year for "refresher" courses; during their 
absences from the "road" for these courses their work is done 
by the men in training. In aa1es organization they are given 
instruction in the organization of their work pertinent to aa1es 
service to their customers. 

Salesmen for foreign markets are given experience in the 
Shipping Office, and usually .. go out" in company with an 
experienced salesman in the market, on their first journey. 
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'TRAINING DEPARTMENT ACTIVITIES AT 

HARRODS LTD. 
THROUGHOUT the recent years of difficult trading, no attempt 
baa been made here at Harrods to reduce the Staff Training 
Department. In fact, the express policy of the Management has 
been, and is, to put more pressure into the training of the per­
sonnel, and the new Training Department is conclusive proof of 
this. 

The new premises comprise nine rooms, one of which, the large 
lecture hall, can be divided into two, three, or four rooms by 
means of soundproof partitions. Special lighting devices have 
been introduced in the lecture hall to give to the meetings colour 
in more ways than one. New metal furniture has been used 
to furnish the rooms, so that the whole atmosphere is one of 
modernity, and the first impression of the store received by all 
new members of the staff is one of up-to-date efficiency, which, 
however, is tempered with the warmth of personal attention 
and understanding which are essential qualities of the staff of any 
Training Department. 

OBJECT IN TRAINING 

The aim of our training is to teach the staff to think for them­
selves, to visualize their work in its relation to other depart­
ments, and through co-operation with other sections to take an 
interest in the activities of the store as a whole. To achieve this 
result, the training must be varied constantly, so that it appeals 
to the imagination of the staff, being p~nted in such a way 
that they not only learn but enjoy learning. The following is 
our scheme of training put as briefly as possible-

Training D~arlmtml. The personnel of the Training Depart­
ment numbers seven. The personnel of the store is well over 6000. 
It is therefore apparent that a certain amount of the training 
must be decentralized, i.e. done through the executives of the 
different sections. In describing the work, therefore, it is simplest 
to divide it into two sections, centralized and decentralized. 

CENTRALIZED TRAINING 

This falls into three groups­
t. Initial Training. 
2. Group Meetings. 
3. Research and Error Follow-up. 
I. Initial Training. All new members of the staff report to 

the Training Department, buyers and executives alike, as well as 
staff for Selling and Non-selling Departments. 
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To the selling staff training in system is given every morning 
of the first week (this embodies instruction in the use of the 
various books, an explanation of the store organization, history 
and layout, and a tour of certain departments which aflect them). 
At the end of their second and third weeks they return to the 
department for a review in system and store directory respectively 
80 that at the end of three weeks we feel that they are famjliar 
with the store organization and layout. 

Non-fJelling staff come up for one morning only for a discussion 
of store organization and layout. Instruction more detailed than 
this cannot very well be given by the Training Department, as 
the needs of the non-selling sections vary 110 tremendously, and 
new employees are usually assigned to a senior who trains them 
in the special work of the department. 

We have already mentioned the importance which we attach 
to the promotion of the feeling of personal attention being 
extended to the staff by the personnel section and executives, 
and in this connection we may mention that the Staff ManaRer 
makes a point of interviewing all new employees personally 
during their first week of employment. 

2. wO'UP Meetings. Group meetings we have found to be 
extremely valuable. in promoting the feeling of co-operation 
within and between departments, and we have therefore developed 
this aspect of our training to a very great extent. The subjects 
discussed and the method of conducting these discussions vary, 
of course, with the status of the group, but their main value lies 
in the fact that they help the staff to lose the purely depart­
mental attitude towards store problems, and to think of things 
from a store-wide point of view. 

The following group meetings are held-
Assistant Buyers. • • 
Assistant Executives (Non-selling) 
Cashiers 
Contingents • 
Demonstrators 
Hairdressing Staff 

(Store Events discussed) 
Junior Selling Group (Girls) 
Junior Student Group (Boys) 
Lift Operators 
Selling Representatives • • • 

(A six months' course for Salespeople 
selected by Buyers) 

Telephone Order Oerks • 

Weekly 
Fortnightly 
Monthly 
Weekly 
Fortnightly 
Weekly 

A recent and interesting development of the work this year 
has been the group meetings held with the non..-elling sections, 
such as Advertising, Bought Ledgers and Marking~ff Room, 
Correspondence, Mail Orders, Sales Ledgers, Staff Restaurant 
and Workrooms, and these have served to bring the non-selling 
staff into closer contact with the selling staff. 



APPENDIX III 99 
Students. Special training schemes have been organized for 

students under two categories-
(a) University graduates take a two-year course. including the 

merchandise system and the selling system, and prepare them­
selves during this time for an executive position. 

(b) Students from 16-18 years of age of good education take 
the selling system, and then work out a three-year course in 
different departments, with a view to working in one of them 
eventually. 

(There are only men in these groups.) 
Contingents. We have a group of saleswomen, mostly University 

graduates, who come under the immediate supervision of the 
Staff Controller, as a .. Flying Squad" for special selling events 
or to replace staff away ill. They acquire experience in different 
departmental systems through being placed in many different 
departments by the Staff Controller. Each contingent is given 
one week's initial training in the Training Department in system, 
selling, and so on. Thereafter they meet once a week in the 
Training Department with the contingents' group to discuss 
organization, salesmanship, fashion, textiles, etc . 

.. Big Bangs." With a staff of seven in the Training Department, 
it is obviously not possible to maintain direct contact with a 
staff of six to seven thousand through the group meetings only, 
and in order to make contact with the entire staff we organize 
from time to time special .. Big Bangs," partly as a stimulus to 
the staff and partly as a means of publicity for the department. 

We have one of these campaigns about every six months, 
running it always on different lines. At one time members of 
the Management addressed the staff on .. Friendliness to the 
Customer." Another time a special show of Christmas mer­
chandise was displayed in the Training Department, and talks 
given on Suggestion Selling. 

Fashion Studies. At the beginning of each season special 
fashion studies are organized for the fashion staff, so that they 
are acquainted with the style trends not only in their own mer­
chandise, but also in allied merchandise. In this way we feel we 
are ensuring that the customers receive better service from a 
fashion point of view. 

3. Research and Error Follow-up. This branch of our training 
speaks for itself. Through the group meetings we have encouraged 
the assistant buyers and executives to report to us difficulties 
encountered by them, and they have learned to realize that 
individual cases of error are of greater value than mere generalities. 
For that reason we are notified by them of errors and system 
difficulties, and are so enabled to do individual follow-up work. 

DECENTRALIZED TRAINING 

Departmtmlal Meetings. In order to avoid the danger of train­
ing becoming too theoretical and divorced from the needs of the 
departments, we have developed our decentralized training to 
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quite a great extent. Departmental meetings are held in the 
departments every week by the buyen and aaaistant buyeR 
alternately, the meetings being devoted to Merchandiae and 
aspects of Service respectively. 

The subjects of these meetings are luggested through a weekly 
bulletin issued by the Training Department, the bulletinl being 
so worded that they contain a concrete idea to be eaaily enlarged 
upon by an executive, comprise an element of humour and vitality, 
and appeal not only to the fashion eection, but aIao to the hard· 
ware and food eections. Reports of the departmental meetings 
are sent to the Training Department, together with any luggeetione 
made by the staff, comments 00 the bulletin, and 10 00. 

This year we introduced a new plan which met with great 
success. Arrangements were made for certain buyeR to talk to 
the staffs of departments selling allied merchandiae. For inltance, 
the buyer of travelling rugs lpoke on hie merchandiae to the ltaft 
of trunks and dressing bags; the buyer of lineDl dilcullied the 
fashion trend of linen with the furoilhing Ialeemen, and 10 on. 
This aspect of training we hope to develop more fully in future, 

OTHER ACTIVITIES 

Apart from this scheduled training within the Itore, the train· 
ing work consists of various other activities-­

I. Presentation of Plans and Reports. 
2. Preparation of Manuals. 
3. Giving of Pre-employment Teets. 
4. Organization of a Reference Library. 
S. Arrangements for Evening CIasaes. 
I. PresllnlaliQfl of Plans .nd R,porlI. Yearly plane and half· 

yearly reports are drawn up and submitted to the Management 
in order to keep them advised of the progrese of the work. 

2. PrepartJtiQfl of MAnN,,". Rules, policies, and manuall of 
standard practice are drawn up for the guidance of the ltaff, such 
as the Staff Guide, The Responsibilitiee of an Alaistant Buyer, 
System Manual, Merchandise Manual, Lift Operators' Manual, etc. 

3. Pre_ployment Tests. Pre-employment Tests are given in 
the Training Department. These are given &I follow.­

Assistant Buyers. 
Salespeople. 
Students. 
Counting House Junion. 
4. Refer",," LibrAry. A Reference Library, containing more 

than three hundred volumes, forms an important item in the 
equipment of the Training Department, and. being subsidized by 
a grant from the Management, is free to the sta1I. 

S. Ellen;,., ClASses. During the winter montha, evening claalee 
are held on the premises for the staff from 6.30 to 7.30. The8e 
are free to all members of the sta1I, and include Commercial Law. 
Interpretation of Accounts, Appreciation of Engliah, French, 
German, Shorthand, Typewriting, and Physical Culture. 
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STAFF TRAINING ARRANGEMENTS OF 

UNITED DAIRIES LTD. 
THB problem of Staff Education confronting a multiple shop 
organization is altogether different from that of most industrial 
undertakings. One factor which must be borne in mind when 
considering the educational and training methods adopted by 
the Company, is the large area over which the staff is distributed, 
making it difficult to get them together. The problem is further 
complicated by the entirely different types of people engaged in 
the various branches of the Company's activities. Some of the 
difficulties will be understood when the diversity of occupation 
is realized. The Company employs saleswomen in some eight 
hundred shops, and its salesmen visit every street in the Metro­
politan area. In addition there are plant workers who are con­
cerned with the processing of the milk, and the large office staffs. 

VOCATIONAL TRAINING CLASSES 

One feature of the Company's educational work, which carries 
staff training beyond its usual application, is concerned with the 
training of prospective junior employees. Under this scheme, 
classes have been arranged in conjunction with the local Educa­
tion Authorities, at certain Day Continuation Schools and 
Institutes. They are attended by girls leaving school between 
the ages of fourteen and sixteen, who wish to become clerks or 
saleswomen in the Company's service. Applicants are interviewed 
by the Welfare and Education Officer, or, where this would 
involve a long journey, by the local person responsible for engaging 
staff, and are given written and oral tests of a practical nature. 
Those who complete these tests satisfactorily are then inter­
viewed by the Committee of Management for the school nearest 
their homes. Thus there is a double check on the applicants' 
luitability. 

A word about the committees referred to above may not be 
out of place; these consist of the Directors or Managers of the 
section of the Company where the girl will be ultimately em­
ployed, the Principal of the School, and the Company's WeUare 
and Education Officer. It has been found a very happy arrange­
ment to have at least one lady, generally the wife of one of the 
directors or managers concerned, on the committee. 

The term "Vocational Training Classes" is somewhat mis­
leading, as although the Company's system of book-keeping and 
the principles and practice of salesmanship are taught, these 
subjects only occupy about 25 per cent of the syllabus, the other 
75 per cent being devoted to ordinary scholastic subjects. While 
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some of the subjects are given a vocational bias, IUch &I including 
under arithmetic practice in giving change, making out billa, and 
long and cross tots, they are of luch a nature that Ihould Itudents 
fail to reach the standard required to obtain employment witb 
the company, the training is of very real value to them in seeking 
other employment. 

The Company provides instructora in Salesmanship, but the 
Education Authorities assume fun responsibility for the c1assea 
and the teaching of the other lubjects included in the curriculum. 
At the end of each term, special tests approved by the Education 
Authorities are set in connection with the vocational lubjrcta. 
These testa are drafted and corrected in the office of the Welfare 
and Education Department. 

After they have spent about two terma in one of the c1assea, 
girls who appear likely to be satisfactory are found practical 
training, consisting of ten hours per week lpent in one of the offices 
or shops, in the area where they will lubsequently be employed. 
This still further helps to bridge the gap between IIChool and 
business. 

The Company undertakes to find employment for thoIIe who 
satisfactorily complete the course and paM the required testa. 
The period of training for girls leaving elementary achool. ia from 
nine to twelve months, while for thoee who have received a 
secondary or central school education, only lix months may be 
necessary, the exact length being determined by the girls' ability 
and progress, and the frequency with which vacancies occur. 

A progress report on each girl is sent to the Welfare and 
Education Department after she has been in employment for 
six months. Throughout the whole course of training and 
employment the c:o-operation of parents is encouraged and private 
interviews with the Welfare and Education Officer are arranged. 

Not least among the benefita of thia acheme are the oppor­
tunities it provides for-J)hysical and mental development during 
an important period of adolescence, and the facilities it offers 
for the training of character; while the link it provides with their 
future occupations gives the Itudents a ltimulua which would 
be lacking in classes entirely divorced from business. 

The scheme has been in operation for eight years. and lOme 
eight hundred and fifty girls have p&SlIed through the classes. 

SCHOOL FOR SALItSWOIIIU( 

The instruction of probationers and saleswomen is carried out 
at the Company's Training School. In the first instance the course 
was of one week's duration, but thia proved to be inadequate and, 
consequently, the period of instruction wall raised to a fortnight. 

A whole appendix might very wen be written on the nature of 
the instruction to be given, but it must suffice to outline the 
underlying principles upon which it is based. Experience proved 
that to endeavour to impart technical knowledge alone wall not 
sufficient, and that to be a success the instruction must have an 
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educational background in order that the knowledge acquired 
might be used intelligently. In addition, an endeavour must be 
made to develop latent qualities of character, and to interest 
trainees in the Company through an understanding of its policy 
and administration. 

The Training School is conducted in a model shop, the tech­
nical instruction being given by an expert in salesmanship. 
Besides learning something of the changes that have taken place 
in the production and di8tribution of dairy produce, trainees 
receive instruction in window and counter display, and a know­
ledge of milk, dairy produce, and sundry goods. Service to cus­
tomers, personality, character and personal efficiency are also 
dealt with, and attention is paid to the question of stock and 
stock-keeping, and the laws and regulations governing dairy 
produce. Practice is given in completing the forms in use in the 
Company's shops, and in giving change and making out bills. 
A visit is also paid to a bottling depot. Ample opportunities 
are afforded for practical work, particularly in relation to window 
and shop display, and service to customers. 

PuBLIC AND SECONDARY SCHOOLBOYS 

A number of public and secondary schoolboys have been 
selected for special training which will fit them to occupy posi­
tions of responsibility. This course extends over a period of 
years, the candidates spending from six to nine months on each 
of the various branches of the Company's activities. A Manage­
ment Committee is responsible for the selection and supervision 
of these trainees, and regular reports on their progress are ren­
dered to this committee. 

TRAINING ROUNDS SALESMEN 

In addition to the training already described, members of the 
staff receive pamphlets dealing with subjects connected with their 
work, and lectures are arranged from time to time, as this has 
been found the best method of approach to rounds salesmen, 
for whom a special manual has also been prepared. 

EVENING CLASSES 

All employees are given every encouragement to continue their 
education by attending evening classes. Under this scheme fees 
are refunded for approved courses, which need not necessarily be 
directly concerned with their work, providing that attendances 
are satisfactory and good reports are received. Prizes are also 
awarded for passing certain recognized examinations. 

CONCLUSION 

It will be seen from the foregoing paragraphs that the Com­
pany recognizes the great importance of employees receiving 
proper training, and that it has addressed itself to the solution 
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of its individual problema, bearing in mind certain important 
principles. 

Training consists not only of instruction in the duties to be 
performed, but serves as an introduction to the Company, ita 
policy and methods of administration. In the cue of juveniles 
with no previous experience of busine&ll life, care ia takeD to lee 
that their fust impressions, which are often permanent, are 
founded on a correct knowledge of the traditions they will be 
expected to uphold. They learn the importance to the organiza­
tion of the work they are to perform, and an effort ia made to 
develop character and ~rsonality. 
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METHODS OF TRAINING ADOPTED BY 

RECKITT & SONS, LTD. 

IT will perhaps be best to state at the outset that in most cases 
we have no cut and dried schemes for training inside the business, 
and, further, that it is not always possible to consider such 
training as altogether distinct from that given by outside organiza­
tions, such as the Local Education Authority. 

As a general manufacturing firm, we have to deal with a num­
ber of isolated cases requiring individual attention, rather than 
with groups of men, all of whom require the same training. For 
such units we have not found it possible, or indeed desirable, to 
frame a comprehensive system of training, preferring to take such 
action as is most suitable to individual needs. 

All youths, when first engaged, are interviewed by the Educa­
tion Department, and are at once advised as to suitable studies, 
courses extending over several years being planned for the more 
ambitious youths. Supervision of studies throughout their career 
then becomes part of the routine work of the Education Depart­
ment, whilst their training inside the business is undertaken by 
departmental heads, by whom they are sympathetically handled. 

Where such supervision of work and study is carried on, it is 
an easy matter, by comparing notes, to decide which youths are 
suitable for promotion. 

The arrangements mentioned above are followed up in a variety 
of ways, as follows-

I. Our Day Continuation School for employees of 14-18 years 
of age. 

z. A comprehensive set of regulations, requiring all youths to 
take up suitable studies, with which is coupled a Reward Scheme. 

3. Lectures by Departmental Manager (in certain cases only). 
4. Moving employees from one department to another for the 

sake of experience. 
s. The exercise of care in placing employees in positions for 

which they are best qualified. 
Other expedients, actually employed more frequently in the 

factory than in the office, are-
6. The appointment of a skilled worker to train a group of 

learners. 
7. Help given by experts to students weak in certain subjects. 
8 •. Time allowed for study during working hours. 
For each class of student, certain minimum attainments are 

tabulated. Engineers and electricians, for example, are expected 
to reach National Certi.ficate standard, the best students being 
encouraged to pursue their studies further. 

lOS 
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The methods mentioned above can be regarded u, broadly 
speaking, the system on which we work. 

The selection of a man for intensive training is often dependent 
on his work at external classes. For whilst in lOme case. a man 
is definitely trained inside the business for a certain job, well in 
advance of the time when he will be required to take it up, in 
other cases men virtually appoint themselvel to variou. poai­
tions through qualifying by meana of external classe.. Such men 
are given the necessary opportunitiea of inside experience before 
being promoted. 

The training of individuals who are qualifying for higher poai­
tions is carried on in a number of ways. Some are allowed to 
attend Hull University College or the Technical College during 
work hours, to supplement the training they are receiving inllide 
the business. In exceptional circumstance., an employee may 
be sent to the University for a whole-time course. Othen are 
brought from branches to the Head Office for further experi­
ence, and similar interchangell have taken place with associated 
firms. 

Even a well-qualified specialist, newly appointed, may be 
advised and helped to qualify in other directions, with a view to 
future developments. 

It should be stressed that opportunitiea are equal to all who 
show the necessary ability. Whilst a clever youth from a public 
school may mark himself out for promotion lOOn after entering 
our employ, on the other hand, youthl who have had only an 
elementary school education have, in the past, by .beer gUt, 
application and ability, proved their worth, and won the right to 
special training for important positions. 

Mention should be made of our Staff Association, comprising 
heads of departments and assistants from office and worb. Fort­
nightly lectures are given, alternately by memben of our own 
staff and by outside lecturers. Those given by our own memben 
generally deal with lOme phase of their work; the other lectures 
are usually a course in lOme subject of interest to all buSineSll 
men. 

Certain selected men on the Office Staff are encouraged to take 
the examinations of the Advertising Association. 

With respect to salesmanship, a much more definite acheme of 
training has been established. Young recruitl are first given a 
period of intensive training at headquarters, where they are made 
to follow the courses of actual orders through office, warehouae, 
and factory. When new linea are to be marketed, also, men are 
brought to headquarters for a special course of instruction. 

The new salesman is then given practical training with an 
experienced man, and afterwards worb his territory under a 
senior representative, with whom he is in close and constant 
touch. He is also in constant touch with headquarters, as he reporta 
at least three times a week, and part of his work, in addition to 
actually selling the goods, consists of the placing of advertisementl. 
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In connection with this, he is encouraged to study advertising, 
so as to be in a position to make the very best use of all the selling 
helps that reach the trade through his hands. 

The ultimate aim of our various training schemes is to produce ,­
a highly-trained and efficient staff of workers, and to create a 
reserve of well-qualified men on whom we can draw when oppor- . 
tunities occur. 



APPENDIX VI 
MESSRS. LEVER BROTHERS, LTD. 

NOTES ON THE STAFF TRAINING CoLLEGE, 
PORT SUNLIGHT, AND SCHEME OF PRIZES AND AWARDS 

FOR CoNTINUED EDUCATION 
MANY developments have taken place at the Staff Training 
College since it was instituted by the late Lord Leverhulme in 
1917. At the present time the educational facilities provided by 
the Company to their junior employees at Port Sunlight may be 
briefly summarized as follows--

I. Factory Girls 14 plus 10 16 plus. One full day each week for 
two years at the College. The eligible girls are divided into two 
equal sections, one of them attending on Tuesdays and the other 
on Wednesdays. 

The main 8ubjects taken each session are English, Arithmetic, 
Hygiene, Domestic Science, Handicrafts, and Physical Training, 
and, in the summer-time, SwimIning. In addition, there are short 
periods for reading and discussing a daily newspaper, for free 
study, and for hobbies. 

2. Factory Boys 14 plus to 16 plus. The boys similarly attend, 
half of them on Thursdays and the other half on Fridays. 

The main subjects for boys are English, Arithmetic, Geography, 
Industrial History, Chemistry, Electricity, Free-hand Drawing, 
and Physical Training. 

3. Office Students 16 plus to 18 plus. As these students are 
School Certificate or Matriculation people, their curriculum is 
chiefly vocational, and they attend four hours per week for one 
year, and two hours per week for the second year. All first year 
stUdents take English and Commerce, and either Shorthand 
and Typewriting or Arithmetic and Book-keeping. Second year 
students take Shorthand and Commerce or Arithmetic and 
Book-keeping. 

4. A ppr6fltices 10 SMiled Trades. During the winter months 
these employees attend the College every Saturday morning. 
The classes are tutorial in character, according to the various 
trades and National Certificates. In addition, apprentices during 
the first two years of their apprenticeship attend the College one 
afternoon a week for classes in English, Advanced Arithmetic, 
Chemistry, Cost Accountancy, and Free-hand Drawing. 

S. Cllmtistry Appr6fllices. Special tuition is provided one half­
day a week for students entering for the intermediate London 
B.Sc. Examination. 

6. EIJ6fling Classes (Voluntary). During the winter months 
evening classes are provided at the College in all stages of English, 
Arithmetic, Shorthand, Book-keeping, Commerce, and several 
foreign languages. Students attending are expected, at the end 

log 
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of the session, to take the Royal Society of Arts Examinatioos 
acamling to the stage in which they have been studying. The 
fees are refunded to all students who make 85 per ~nt of the 
total attendances. 

In addition to these facilities. an Education PrUe Scheme has 
been provided by the Company since 19U. This Kbeme bas 
worked extremely -11, and many students have been eocoura~ 
to take the advanced stages of various Royal Society of Arts 
Examinations, National Certi1icates, and t:nivenity degrees. 

In order to eocourage the members of the sta1I and all emplo>­
in the factory and offi~ at Port Sunlight, Unilever House, or 
any Brancb Office, to attend evening clasaes, the Company refund 
the class fees to all students taking COUI'1Ie8 of study, directed by 
the Local Education Authorities, who make 85 per ~nt of the 
possible attendance at their classes and sit for the ~ 
examinations. 

In addition to the payment of class fees, the Company oilers 
a special scheme of prizes to be awarded annually according to 
the results in examinations held by the-

University of London and Provincial Uniwnitiea. 
Institute of <llemistry. 
Institution of Civil Engineers. 
Institution of Mechanical Engineers. 
Institution of Electrical Engineers. 
Chartered Institute of Secretaries.. 
Incmporated Secretaries' AslIociatiOll.. 
London Association of Accountants. 
Institute of Cost and Works Accountants. 
Advertising AslIociation. 
Institute of Transport. 
Royal Society of Arts. 
London Ouunber of Commerce. 
London City and Guilds and other Public Examining Bodies 

of similar standard. 

Prizes are usually awarded in books. or in payment of fees 
in amnection with further education, or, by atrangemebt with 
the Company, in cash towards the expenses of • Continental 
holiday. 

(The Prize Scheme covers the Matriculation, Intermediate and 
Final Examinations leading to B.A., B.Sc., and B.CoIn. Degrees; 
Associatesbip of the Institute of Chemistry; Graduate or 
Associate Mem~of the various Engineering Institutions; 
Associatesbip of other bodies recognized by the Company; as 
_n as approved single subject examinations of the City and 
Guilds of London Institute, the Royal Society of Arts, and other 
examining bodies of similar standing.) 
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PERSONNEL TRAINING IN THE METROPOLITAN-

VICKERS ELECTRICAL CO .• LTD. 
TilE training of personnel for a large engineering works covers 
the organization of further experience of many kinds. all of 
which are necessary for "the adaptation of entrants ... by 
business in busint's.~." The assistance of educational institutions 
is es.'lential to enable the individual to obtain theoretical instruc­
tion given by such external bodies in order that he may undt'r­
stand the problems with which he is confronted unless parallel 
coursc.'s are organized by the works concerned. which is unneces­
sary where atit'quate facilities for such instruction already exist. 

Training with the Metropolitan-Vickers Electrical Company 
may be considl'red under four main groups of personne1-

(AI The professional engineers. 
(B) The artisans. 
(C) The general non-engineering stafl. 
(D) The women. 
Fully-trained employees under these four headings are essen­

tial to the eHicient working of the whole organization. and any 
individual in each group has ample opportunity to progress and 
develop if the neces.'IaI)' ability and keenness are displayed. 

GROllP A: TRAINING FOR PRon:SSloNAL EMPLOYMENT 

Two apprenticeship courses are arranged for the training of 
recruits for ultimate professional employment-

I. Young men are recruited from universities or certain senior 
technical colleges who have a degree or diploma in engineering. 
Two schl'ml's of training under this heading are arranged-

(a) Those who come direct from a university after obtaining 
a dl'gn'e. 

(b) Those who are selected on leaving a public or secondary 
school to enter the works for a year's preliminary practical 
training and tht'n proceed to a university. returning to the works 
during their summer vacation periods. and complete their final 
practical training after they have obtained their degree. 

1. Those who are recruited from public and secondary schools 
who have attained at least Matriculation .tandard of education 
are acCt'pted in the works for an apprentiCt'ship of four years' 
duration. These apprentices are re~uired to attend the College 
of Technology, Manchester, or the Royal Technical College. 
Salford, throughout their apprentiCt'ship, for part-time technical 
instruction, and monthly reports are obtained on their work and 
proRTt'ss. Many of these follow special courses of training leading 
to the External Honours Degree in both Electrical and Mechanical 
Engineering of London University. 

III 
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Practical training for theae groupe conaista, in the main, of a 
series of transfers from one department to another, to familiarUe 
the apprentices with the manufacturing method. ueed, and at the 
same time they are encouraged to acquire information regarding 
the organization and problems which exist in each d~nt. 
When the apprentices are transferred, reporta are obtained from 
the foremen on their work, prOgre88, and general attitude. 
Towards the completion of their apprenticeship the apprenticel 
specialize in a particular section of the works, .uch as manu­
facturing, design, research, commercial, or accounting, and are 
given opportunity to enter the departm.entl where they will 
obtain the necessary experience. They &lao attend a aeriea of 
weekly lectures given by members of the Company'. staff which 
are held at the works during the evenings. These lectures cover 
both a works course dealing with practical workshop problema, 
and also lectures by the managers of the various sections of the 
works in tum. They are encouraged to attend foreign language 
classes arranged for groupe of three or four atudentl. 

GROVP B: TRAINING FOR ARTISAN EMPLOYMENT 

Boys of 14 to 161 years of age are ae1ected for a Trade Appren­
ticeship Course. Candidates from elementary, junior technical, 
central, and secondary schools are ae1ected after an examination 
and a personal interview at the works. They aerve a probationary 
period in the works of from six to twelve months, at the end of 
which they are bound to one of the following tradel: Fitting, 
turning, tool making. moulding. instrument making. pattern 
making. armature winding. etc.; during their apprenticeship 
they are given experience in various departmentl appropriate to 
their trade. Periodical reports are obtained from the foremen. 
and tests on craftwork are made every six months. They are 
encouraged to attend evening clasgee at the local technical 
schools. but such attendance is not compulsory; tru- who 
attain a satisfactory standard are given the opportunity to 
attend the part-time day courses at the College of Technology, 
Manchester. or the Royal Technical College, Salford. The Com­
pany pays their wages while they are absent from the works. aD 
school fees. and also for the necessary textbooks. etc. It is not 
essential that the trade apprentice. continue evening cla88 work 
until they are 21 years of age in order to become efficient workmen. 
but those who do so and obtain the required standard of technical 
education are considered for promotion to test departm.entl. 
drawing offices. commercial departmentl. etc .• as juniors, and 
they have the opportunity to obtain executive positions with the 
Company if their progress is .ufficiently satisfactory and they 
have the necessary ability. 

During their apprenticeship they attend the works school each 
week for instruction in practical work complementary to their 
workshop experience; this instruction is not alternative to that 
which they receive at the evening and part-tilDe day technical 
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courses. In order to encourage good workmanship and progress 
two trophies are competed for each year, one open to boys under 
191 years of age, and the other to boys under 21 years of age. 
Special facilities for further training are arranged for the winners 
of these trophies. 

Some years ago an Apprenti£,tl Association was formed for the 
purpose of fostering espriL de crwps and the general healthy 
development of the boys in social and athletic activities outside 
works hours. This is divided into two sections corresponding to 
the professional and artisan grades of apprenticeship. Each sec­
tion has its own officers and committee who organize social and 
athletic activities. The officers of each section form the Appren­
tice Association Council, which governs matters of mutual 
interest, arranges visits to other works, inter-section sports, 
social activities, etc., and controls the apprentice magazine, The 
Ro/rw, which is issued quarterly. The Company believes that 
experience gained by the officials of such a body in the handling 
of its affairs, negotiation, and the organization of its activities, 
has a high value and forms a definite part of its training schemes. 

It is the Company's policy to recruit its junior professional 
staff from among those who complete their apprenticeship courses 
satisfactorily, and the Company continues its interest in the 
subsequent careers of these juniors and, in selected cases, arranges 
further progressive training. Arrangements are made for a 
sequence of transfers from one section to another, and for other 
suitable training to enable these men to progress to more respon­
sible employment, and for specific posts either with the company 
at home or abroad or with customers. 

GROUP C: GENERAL NON-ENGINEERING STAFF 

This section is almost entirely composed of the costing and 
works accounting staff dealing with all matters relating to wages 
and works costing and accounting proper. The juniors in these 
departments, who show that they will profit by further instruc­
tion, are trained in various subsections by transfers from one 
class of work to another, and are encouraged to take courses of 
study at evening schools in accountancy and allied subjects. 
Periodical reports on their work and progress are obtained, and 
their promotion depends upon the keenness and ability shown. 
A junior has the opportunity to rise to any of the higher positions. 
University graduates, who have a particular interest in works 
accounting, are trained for employment in the more senior posts 
in works accounting. They are given preliminary workshop 
experience and, in the later stages, are transferred to the various 
sections of the Works Costing and Accounting Departments for 
specialized training. 

GROUP D: TRAINING OF WOMEN 

This group may be subdivided into four parts-

I I. Women supervisors, research workers, and engineers. 
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, 2. Canteen workers. 
3. Women workers engaged on manual operationa. 
4. Women office staH. 

I. The technical women research workers. engineers, and super­
visors have usually had full-time University or Training College 
courses leading to a degree or diploma. They are specialists in 
their own sphere, and upon entry into the works they are given 
an opportunity to become familiar with the Company's products, 
and usually have a period of special training. In lOme CIUlel 

women have been trained entirely in the works in conjunction 
with special courses at evening schools. 

2. The canteen staH consists of kitchen maids. waitreSBel, cooks, 
clerks, storekeepers, buyers, and supervisors. While it is unusual 
for any worker in the kitchen to progress to the supervisory and 
higher grades, the clerical staH may make such progress that they 
become supervisors, but supplementary training in domestic 
science classes at suitable schools is essential. It is customary 
to permit domestic science students from training colleges to 
have two or three months' experience with the canteen staff. 
This aHords opportunities to select future personnel. 

3. Women workers are engaged for manual operations of a re­
petition nature. Those who show the necessary progress and ability 
obtain promotion to positions as foremen's clerks, charge hands, 
or forewomen. Classes for young girls employed on this work are 
organized in order that they may take greater interest in their 
work and increase the value of their work; the programme for 
this class of work is being extended. Other clas&es are arranged 
for those who wish to become works clerks. 

4. Girls in the offices are employed as stenographers, copy­
typists, dietaphone operators, routine clerks, tracers, compto­
meter operators, hollerith operators, time and wages clerks, 
accounting clerks and secretaries to the head. of departments. 
Classes in shorthand, typewriting, dictaphone and comptometer 
operating, English and arithmetic are held on the premises after 
works hours. These &{e comparable with those given by evening 
schools in the district, but they have the advantage that particu­
lar reference is made to matters and methods whieh concern the 
Company's business, and entail less strain on the girls as they 
attend for not more than two evenings per week, instead of the 
usual three evenings per week at evening schools. The works 
classes finish at 7 p.m. instead of 9 p.m. or later. Girls who wish 
to train as tracers attend tracing classes to become familiar with 
the particular type of printing, methods of layout, neatness. and 
general tracing practice required in the drawing offices. No 
vacancy on the staH is filled by a new entrant until every eHort 
has been made to find a suitable employee within the organiza­
tion, and girls are transferred progressively from one occupation 
to another. 

A number of non-vocational classes are arranged and a 
nominal fee is charged. The Women', Supervision Department 
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is responsible for the organization, and instruction given in the 
non-vocational classes. 

GENERAL 

It will be noted that in the courses of training arranged for 
each group, the necessity of combining internal training with 
that which may be obtained at the various colleges or schools 
organized by educational bodies is emphasized, as the knowledge 
acquired from each course is complementary. On the one hand, 
the trainee learns the intricate and particular requirements of 
his present position (and possible future positions) with the Com­
pany, and on the other, he gains the theoretical knowledge of his 
special branch without which it would be impossible for him to 
succeed. 

• There is a Works Club open to all male employees, and the 
women have access to some sections. There is a complete series 
of clubs covering cricket, football (both rugby and association), 
hockey, athletics, tennis, bowling, fishing, shooting, and boxing. 
In addition there is a dramatic and operatic society, debating 
society, lending library, chess and draughts club and billiards 
club, all organized by those employees drawn from both staff and 
manual workers who are interested. Each is run independently 
and has its own committee. The management gives every encour­
agement and support to these various activities, but does not 
centralize any organization, thus encouraging individual keen­
ness and enthusiasm. Such contact between employees, par­
ticularly between staff and manual workers,. is recognized as 
leading to a team spirit within the Company which is a most 
valuable asset, and assists in the development of its employees 
to their own benefit as well as that of the Company. 
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MEMORANDUM ON THE DEVELOPMENT 

OF TECHNICAL EDUCATION IN JAMSHEDPUR 
(Contributed by the Tata Iron & Steel Co., Ltd. 

Jamshedpur, India) 
I. PRIOR to the inception of the Jamshedpur Technical Institute 
in ~21, the problem of securing suitable technically trainea 
Inmans for the Tata Iron & Steel Company was a very difficult 
one indeed. It was absolutely necessary to find ways and means 
of imparting such technical education, as the establishment and 
the development of the Tata Iron & Steel Company were then 
established facts. It was recognized by the leaders of the industry 
that the success of an enterprise depends upon the eventual 
manning of the industry by the sons of the soil. It was con­
sidered suicidal to depend on imported experts for ever. It was 
therefore decided to start a Technical Institute in Jamshedpur 
to enable the Indian graduates to qualify themselves for superior 
positions in the works, as it would have been a short-sighted 
policy to encourage the manufacture of steel in this country 
without at the same time encouraging the training of Indians to 
make steel. 

II. THE TECHNICAL INSTITUTE 

The Technical Institute has the following several divisions-

I. Technical Institute. 
2. Foreign Training. 
3. Apprentice School. 
4. Technical Night School. 
5. Apprentice Scheme, 1927. 

I. The Jamshedpur Technical Institute was started, and the 
first batch of twenty-four students was recruited during November, 
1921. The minimum admission standard was I.Sc. with Physics, 
Chemistry, and Mathematics. The students were drawn from 
the various provinces in India every year as follows-

HC.g6) 

Bengal • 
Bihar and Orissa 
Punjab • 
Madras. • 
Sir Ratan Tata Trust 
Rest of India • 

Total . 

5 
10 

3 
3 
2 
I 
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The Institute gave an intensive training in Iron and Steel 
Metallurgy and the allied subjects. The coune extended over 
three years. During the first two yean the atudents attended the 
institute and the works every alternate week, and in the third 
year they were given specialized training in one department only, 
and spent the whole time in the works. During the three yean 
of their apprenticeship they were paid RI. 60 per month. 

In January, 1932, the Training Scheme u mentioned above 
was modified in accordance with the plant requirements. Under 
this new scheme, which is working now, the atudents must be 
graduates either in science or in engineering of a recognized 
Indian or foreign University or College. About ten admisaiona 
are made every year. They are divided into two Classel, .. A" 
and "B." The "A" class men have ulually high academic quali­
fications and, in some caaea, possesI foreign iron and lteet 
works experience, whereas the .. B" clasa men are ordinary 
graduates. It is expected that the former class will ultimately 
fill the positions of Superintendents and Assistant Superinten­
dents, and the latter those of Foremen and Assistant Foremen in 
the works. It should, however, be emphasized here that there is 
absolutely no bar to a "B" clasa man ultimately riaing to • 
position open to an "A" class man. The only difference lies in 
the initial salary on employment, which for the .. B" class is to 
be somewhat lower than that for the .. A" class. 

The course of training is identical for both the classes, and 
extends over a period of two years, of which eighteen montbl 
are spent in general training in the VarioUi departments of the 
works, and the remaining six monthl in • lpecia1ized training in 
one particular department. One member ot the ataff lpends bia 
time chiefly in the works, and IUpervisel and helps the atudents 
in their work. No lectures are given during the day, but three 
times a week they are required to attend evening lectures on 
Metallurgical Processes. Works Maintenance, Cost Accounting, 
and Industrial Economy, etc., which are delivered by experienced 
officers of the Company, experts in their own aubjecta. These 
lectures are also open to other qualified employees provided 
accommodation is available. There are now 31 students on the 
roll. 14 of whom are old Technical Institute atudents, and the 
rest have been recruited under the new ICheme. 

They receive no stipend in the first year, but are paid RI. 15 
(" A "Class) and RI. So (" B" Class) per month in the aecond 
year. Special foreign trained graduatea are paid RI. 200. month 
throughout the COUt'!le. The whole ICheme, however, is at preeent 
under consideration, and a Bub-c:ommittee has already been 
appointed to examine it carefully and modify it in the light of 
past experience and future requirements. 

The Institute is at present administered by • Committee 
responsible to the General Manager and the Agents. 

The Jamshedpur Technical Institute is the only ODe of ita kind f in India. Here students live and breathe the atmosphere of the 
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ltechnique for which they are to be trained. Here they not only 
get theoretical training, but practical experience, by actually 
coming in contact with men, machinery, and materials. There 
are now 127 past students employed in the works, 104 under 
contracts, and 23 without. One of them has already been placed 
in charge of an important department, while several others hold 
responsible positions. Some of the Production Departments, such 
as the Open Hearth, the Rolling Mills, and the Blast Furnaces, 
are at present practically manned by technical graduates who 
have successfully replaced foreign experts. It may perhaps, 
therefore, be stated with pride that the 1&c.hnica1 .. lnsti1l:t~_!!.ilS 
alEll!Y justified its existence. 

2.FlWiign-·Tiaining:~The Steel Company has also a scheme 
under which past students of the institute, who show sufficient 
ability in the works, are sent abroad for a year's training. Up 
till now seven students have been sent out under this scheme, 
the entire expense being borne by the Company. Financial help 
has also been given partly to two other students who went abroad 
for experience on foreign plants. 

3. ThB AppyenticIJ School. This was started in January, 1932, 
with the object of building up a band ofJ~al._.d.isciplined. self­
res~ct!!!u~illed.work.men. There1s-aday-time school for these 
apprentices. Accommodation is available for 250 boys at present, 
each studying two days a week in the school. The school course 
is of four years' duration during the five years of apprenticeship. 
Attendance at school counts as work for purposes of pay. The 
standard for admission is the Middle English pass, with an age 
limit of IS to 18 years. Fifty adInissions are made every year, 
but the number will be increased to seventy-five from 1934. 
The course comprises General Education, Elementary Science, 

l
and Technology as. requir .. ed. in the works. In recruiting, prefer­
ence is given to .dependents QOQc.;Ll emE!0Iees. 

Apprentices are given a five yearii'··coui-se of practical training 
in the works of the Tata Iron & Steel Company, working four 
days a week for four years and whole time in the last year. The 
entire cost of training is borne by the Steel Company. This is 
adIninistered by the same comInittee as for the Technical Insti­
tute. The working of the scheme is being very carefully watched, 
and further improvements and modifications are contemplated 
in the near future. 

I This school has become very popular, and there is a great 
competition for admission. Incidentally, it may be mentioned 
that this has given a strong impetus to Primary Education in 
Jamshedpur. Whereas in 1930 there were only 1350 boys reading 
in the Primary Schools, there are at present 3000. The parents 
of these boys hope that after passing out of the Middle English 
School, they will be adInitted into the Appre#ce School. 

4. Thll TfJchnical Night School. This is a separate establishment. 
This school is run on a fee-paying basis, and is supported by the 
Steel Company and the Provincial Governments. It is divided 
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into two-a Junior School in which the teachin, is done in 
Vernacular, and a Senior one in which the teaching is through 
the medium of English. The lChool is open to the residents of 
Jamshedpur. Most of the men who attend the IChool come from 
the Maintenance Departments, and Itudy Mechanical and Elec­
trical Engineering. It has also been decided to introduce Trade 
Courses to meet the requirements of the Steel Company and ita 
subsidiaries. The course extends over aix yean. There are at 
present seventy students on the roll Thia lChool is UluaUy 
patronized by the younger foreman clasa. 

5. Appr",tiCl Selle_, 1927. In 1927 the Steel Company a1ao 
started a properly organized apprentice department. Thia is 
administered at present by the lame committee AI for the Tech­
nical Institute, and inc1ude_ 

(i) Students from Collegea who wish to come for .. vocation 
training" without pay. 

(ii) Students from Collegea who have passed their lecture 
course, and wish to attend for two and a half to three yean in 
order to qualify for a College diploma or a degree. 

(iii) Students who have passed the Matriculation and have to 
do a five years' course in the Maintenance Departmenta. 

(iv) The sons of .. Mistriea" who wish to do a five yean' coune 
in a particular shop. 

In reference to (i) and (ii), the ICheme is very popular, and a 
large number of applicationl are received every year from the 
various Engineering Collegea in India. The number of admissions, 
however, is limited by the accommodation available in the lhopa. 
and does not exceed thirty-five at anyone time. Up till now 
ninety-eight students have taken advantage of thia ICheme, and 
twelve of them have been employed by the Steel Company. 

In reference to (iii) and (iv), recruitment wu atopped in view 
of the starting of the Apprentice School The followin, .tate­
ment shows the present position in respect of the&e apprentice_ 

Employed on completion of training 38 
Transferred to other departmenta 

during training. 57 
Discharged • 35 
Resigned 14 
Died. • :I 
Under training J2 

158 -
III. It is a recognized fact that the Technical Institute in 

J amshedpur has come up to the expectatiODl of ita buildera. The 
graduates of the Institute have played a very important part in 
the Indianization of the Company. and the majority of them are 

\
hOlding important and responsible positions in the worlu. The 
Steel Company has taken a very broadminded view of technical 
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education, and has backed its belief by bearing the major portion 
of the cost. As the apprentices come from all over India, the 
educational activities of the Company have been very beneficial 
in furthering Technical Education in this country. This should 
be accepted as a contribution to the benefit and welfare of the 
whole of India. 

Octobet', J933. 
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APPRENTICE TRAINING IN THE WORKS OF 
G. & J. WEIR, LTD., CATHCART, GLASGOW 

AN Engineering Establishment engaged in the manufacture and 
development of specialized plant must gather together a technical 
personnel with expert knowledge of its products, and continually 
train men in its own particular field. 

The technical training provided by colleges and evening schools 
forms only the basis upon which such expert knowledge can 
be readily accumulated. The formation of habits of industry, 
observation and consistent study are essential, and encouragement 
towards this end should be given to all employees. Particularly 
is this necessary among the youths entering the establishment. 

Great care should be taken to create an atmosphere which 
will stimulate and maintain an active interest in the products 
of the firm, their manufacture, operation, and development. 

The main flow of youths through an engineering works is 
usually in the form of apprentices, a very suij;able field from 
which to choose lads for Junior Staff positions, as vacancies 
arise. Apprentices come from homes of widely varying circum­
stances, having received their education at different types of 
schools. By careful selection all Junior Staff positions can be 
filled with lads of the right type, having the required charac­
teristics and qualifications. This method of staff recruiting has 
been adopted by the firm for many years with gratifying results. 
The selection is based upon the reaction of the lads to the work 
in the shops and works school, and to the amount of technical 
knowledge they have acquired at either evening or day classes 
held by the Educational Authorities in Glasgow. 

The Principal of the works school receives reports of the pro­
gress and conduct of apprentices in the Works Departments 
twice a year, and selects lads for Junior Staff positions as vacancies 
arise. The process of selection lasts through the greater part of 
the apprenticeship period. The intimate contact with appren­
tices in the school and the Apprentice Engineering Society pro­
vides better opportunities for judging the character and potential 
ability of the lads than the workshop reports. 

Several methods of organizing the works school have been 
tried during the fifteen years since its adoption as a definite part 
of apprentice training. The present system is the result of these 
experiments, and is unlikely to be greatly changed in the future. 
The school results are better than those obtained by the earlier 
methods, and less friction occurs between the works departments 
and the school due to the withdrawal of apprentices. 

The apprentices attend school for fifteen weekly periods at 
regular intervals during apprenticeship. The school hours are: 

123 
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Monday to Friday, 9.0 a.m. to 12.30 and I.", to '.30 p.m.; 
Saturday, 9.0 a.m. to 12 noon. 

The schoolroom is large and well lit, having formerly lerVed 
as a drawing office. Each student is provided with a table 6 ft. 
by 3 ft., drawing board, T-aquare, mathematical and steam 
tables, drawing and blotting paper, ruler, pen and ink. The 
room is equipped with cinematograph, and facilitiea for experi­
mental demonstrations. Lantern slidea are used for Wustrative 
purposes, and diagrams for sketching parts of machine. requiring 
descriptive notes. 

A class consists of twelve to fifteen apprenticel, and the IChool 
curriculum is divided into fifteen groups-

FIRST YEAR-

Steam Generating Plant. 
Prime Movers (Steam and Internal Combustion Ensine.'. 
Auxiliary Machinery. 

SECOND YEAR­

Ferrous Metals. 
Non-ferrous Metals. 
Displacement and Kinetic Pumps. 

THIRD YEAR-

Feed Heaters and Feed Heating. 
Condensers. 
Air Extraction Apparatus. 

FOURTH YEAK-

Evaporators and Distilling Machinery. 
Feed Water Circuits. 
Air Compressors. 

FIFTH YEAR-

Internal Combustion Engine •• 
Marine Power Plants. 
Land Power Plants. 

Besides th~ regular COUrsel, special weeks are arranged for 
lads desiring fa sit for 1oca1 examinations, such as the entrance 
examination to the day or evening classea of the Royal Tech­
nical College. Training for external ICholarshipi is given to lads 
of exceptional ability. 

The subject-matter in the school curriculum is arranged in 
relation to the firm's products, and assume. the continuous 
attendance of apprenticel at evening classea. This servea as an 
additional urge to apprentices to continue their evening studies, 
and those who do so derive the most benefit from the work done 
in the school. 

For lads who reside near the works, evening classea are held 
during the autumn and winter months in the works IChool in 
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conjunction with the Glasgow Education Authority. A Friday 
tutorial class grants to the apprentices the facilities of the school 
for drawing and the preparation of home-work for evening 
classes. 

An Apprentices' Engineering Society, whose officials and com­
mittee consist of apprentices elected annually by ballot, arranges 
lectures, social evenings, and visits to works in the vicinity of 
Glasgow, and provides a further opportunity for observing the 
characteristics and ability of the apprentices. 

From the description given, it will be seen that the purpose of 
the Ichool il to show the appreciation of the firm of the efforts 
exerted by the apprentices to equip themselves for future service 
in the industry, and their desire to take an active part in these 
efforts. 



APPENDIX X 
TECHNICAL EDUCATION IN THE 

LAUNDRY INDUSTRY 
(Abridged by the Editor of this Report from a 
pamphlet bearing the same title, issued by the 

National Federation of Launderers, Ltd.) 
DURING the last few years there has been a growing realization 
within the Laundry Industry of the need for and practical advan­
tages of technical and commercial education. 

It was in the autumn of 1928 that the experiment was made of 
holding evening classes at the Federation Offices at 17 Lancaster 
Gate, W.'I.. There were four of these classes at first: (I) Govern­
ment Regulations; (2) Engineering; (3) Advertising; and (4) 
Staff Training; all of these subjects, of course, being treated 
from the point of view of the Laundry Industry. The following 
autumn a further experiment was made with a class for Wash­
housemen. 

These experiments were so successful that classes have been 
held at 17 Lancaster Gate each spring and autumn since 1928, 
though the actual subjects have varied from year to year. 

This movement soon spread to the provinces, and with the 
willing co-operation of various technical colleges, classes on the 
general subject of Elementary Chemistry for Laundries (and in 
a few cases on Engineering) have been held in Birmingham, 
Brighton, Burnley, Cardiff, Hull, Leeds, Leicester, Liverpool, 
Middlesbrough, Newcastle-on-Tyne, Nottingham, Portsmouth, 
Salford, Colchester, Norwich, Worksop, Cambridge, Southport, 
Sheffield, and Scarborough. Additional centres are opened from 
time to time. 

Since 1928 there have been about 2000 students at these 
various classes. 

The British Launderers' Research Association has for the most 
part supplied the lecturers for the classes on technical subjects 
held at Lancaster Gate. At the provincial classes the lecturers 
have been drawn, as a rule, from the permanent staff of the 
institutions, though in a few places special lecturers have been 
selected. 

In order to systematize and co-ordinate the tuition given at 
these different classes, and to make it as practically useful as 
possible, the lecturers at the provincial classes have been invited 
to spend three or four days in London each year at ~ .. hat was 
first called a Tutorial Class, but is now known as the Conference 
of Laundry Class Lecturers. These annual meetings (held in 
1930, 1931, 1932, 1933 and 1934) have been devoted primarily 
to lectures by members of the Research Staff, and visits to 
representative laundries, but the opportunity has also been taken 
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each year to discuss the general subject of technical education 
for the Laundry Industry. 

They have proved 80 beneficial that they will be continued. 
As a result of experience gained in theM various waYi. it wu 

decided in 1933 to endeavour to arrange similar coune. at the 
various centres in order to prepare the Wl1 for a Ifilem of 
certificates of national standing. so devised that the certificate. 
granted will be of equal value. whatever be the place at which 
the student has studied. The Cant National Examination. based 
upon the standard syllabus. wu held in 1934. 

The scheme. together with acholarships. medals. and prizes. 
has been approved by the Association of Priacipala of Technical 
Institutions. Officials of the Board of Education have also 
expressed their approvaJ. and have o1fered to act in an advisory 
capacity when necessary. 

On the Central Committee. or Examining Board for 1933-4. 
are representatives -of the Board of Education. National Federa­
tion of Launderers, the British Launderers' Research Association, 
the lectUlers who take part in the coursea at provincial centres, 
and the Association of Principals of Technical Institutions. 

The subjects taught at the London Headquarters of the 
Federation include­

Washhouse Methods. 
Simple Chemistry, Physics. and General Science. 
Washing Materials. Processes. Methods. etc. 
Practical Engineering for Laundries. 
Principles of General Departmental Management and Office 

Control, including Book-keeping for Laundries. Costing and 
Industrial Psychology. 

Salesmanship for Laundry Executives. 
Salesmanship for Laundry Carmen. Driver-ea1esmen, and Can­

vassers. 
Correspondence CoUl'9f'S are also available on lOme of theM 

subjects. 
The first four subjects are taught by highly qualified members 

of the British Launderers' Research Association staff. and the 
other subjects are also in the hands of experts. 

The Federation issues a very full syllabus of Laundry Chemistry. 
on which examinations will be based. While this syllabus indi­
cates the ground to be covered, it does not luggest the method of 
treatment or the order in which various portions should be dealt 
with. A valuable measure of disa'etion is thus left to lecturers 
at different centres. 

E1forts are now being made to induce laundry executives to 
persuade the younger workers to attend continuation classes in 
general education, in order to prepare themselves for the technical 
classes when they are a little older. 

For more advanced education, acholarships are offered. Tu 
FederatiOfi ]uumal for February, 1934. gave particu.lan of four 
scholarships, tenable at a three months' course of theoreti~ and 
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practical work in the laboratories of the British Launderers' 
Research Association at Hendon. Four other scholarships are con­
templated. These will provide nine months special study at any 
approved technical college. 

In addition to widely distributed classes and lectures, training 
by the method of Conference and Discussion is carried on at the 
Young Launderers' Congresses, and local groups mentioned in 
the body of this Report. 



APPENDIX XI 
EDUCATION AND TRAINING OF STAFF ON THE 
LONDON, MIDLAND AND SCOTTISH RAILWAY 

RECRUITMENT, ENTRANCE AND EFFICIENCY TESTS 
THE London, Midland and Scottish Company's arrangements 
for the education and training of stall are of a comprehensive 
and extensive character. 

In normal times it is the Company's practice to recruit the 
clerical stall by taking on juniors at IS to 17 years of age, who 
have successfully passed the entrance examination. They are 
trained by being placed to various duties in tum, and in the case 
of the Traffic and Goods Departments they are, moved about the 
line from one place to another. 

This practical training is supplemented by providing educa­
tional facilities in a large variety of subjects, and such facilities 
are, generally speaking, available to all grades of statl of any age. 

The entrance examination for clerical stall comprises the 
following sUbjects: English, Geography, Arithmetic, Shorthand, 
and Handwriting. 

At 18 years of age the individuals are required to pass an 
efficiency examination in the following subjects: English, Rail­
way Geography, Rules and Regulations, Arithmetic, Shorthand 
speed. In this test there is a supplementary paper for boys con­
taining questions applicable to the work performed in the depart­
ment in which the examinee is employed, and for girls one on 
office routine. 

The Company's educational scheme provides-
(a) Classes for junior clerks who are preparing for their effici­

ency examination. 
(b) Classes for clerical statl of any age who desire to improve 

and increase their knowledge of goods and passenger station 
clerical work. 

(c) Classes and lectures at evening schools, universities, etc., 
by arrangement with local education and university authorities; 
open to all salaried statl, irrespective of age. 

(II) Lectures and discussions on a variety of subjects of special 
interest to railwaymen; these are open to all stall, irrespective 
of age or grade. 

Provision is also made for Trade Apprenticeship, Engineering 
Apprenticeship, and Pupilship. 

The various facilities available under these heads are briefly 
dealt with as follows-

CLASSES AND LECTURES CONDUCTED EXCLUSIVELY BY THE 
COMPANY 

(a) Railway Commnciai Classes. The centres for classes in 
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Railway Goods aDd PuatoD~ Station working an b~ at impor­
tant stations aDd d~pots throughout the wbole of the I}~m, 
aDd the classes, ~tc., are 80 ~ aa to nable aU ataiI at 01' 
near the ceDtrH to take full advantage of the bcilitirl olleftd. 

The instruction is usually glftO betwftD the boon of 6 and 
8 p.m., aDd in most cases each IesMla ia rrpeated the following 
week in order that sta.8 working earty aDd late turns of duty 
may CODftnieDtly atteod fill' a complrte coune. 

This coune, in a aeries of forty~ight Ies80aa lJRad over two 
aessions. cova-s every braDch of railway ltatioll deriaI work. aDd 
makes provision for study of the LM. a: s. and othrr railways. 
with principal junctions. connections, ateamship routes, etc., 
also fill' Commercial Eoglish, Precia Writing. etc. 

These clasaes are primarily intend~ for I&Iaried atafI, bat 
ot.hen may attend on special applicatioa being made. 

(b) Blocll Sip.Jli.t Clauu. ID additioD to the aboft, cIaI.s 
fill' instruction on signalling are rrgularly ~Id at the Company's 
School of Signalling at Victoria Statioa, "aDC~, whicb is 
equipped with a miniature electricaUy wor~ railway. IUock 
Signalling classes are also carrird OD at a Dumber of othrr ltatim& 
The signalling classes are OpeD to sta.8 of aDY age 01' grade, 

(el SpmM LKn.r.s. The subjec:b d~aIt with at the I«tUftl 
touch upoo all of the many branches of railway activity, aDd 
iDclude--

The Audit Office in Relation to Station Acxounting. 
Bridge Reconstruction. 
Carta8e of Goods Trallic. 
Cheapeoi.ng of Transit of Tra1Iic: througb Liverpool 
Claims. 
The Class 4 Standard Compoud E.ngiDe. 
The Class 4 StaDdard Freigbt E.ngiDe and the Class 7 Frright 

Eogine. 
Coaching Accounting Methods at Station. 
Coal WOI'mgs aa A..ffecting Railway lWotenaDce. 
The Commercial Activities of the Goods and Puaen~ Drput-

meots. 
Composition of Points and CroasiDp. 
Demunage, IDUmal Vile!', and Siding ReaL 
Drpartmeotal Accouotaocy. 
Dock and Canal WOI'kiDg. 
Free Alongside Ship Amulgemeo1s. 
Gauges and Gauging. 
Goods Accouotiog Methods at Statioas. 
Goods Drpartmeot Statistics: Necessity for their Compila-

tion. 
HaDade TrKe Recorder. 
Head Office Accounting. 
Historical DevelopmeDt of Locomotive Desip. 
IllDel' WOI'mgs of Motor Vehicles. 
The Locomotive Boiler: The Story of its EYOlutiaD. 
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Locomotive Boiler Fittings. 
Locomotive Valve Gears. 
Lubricators and Lubrication. 
Mechanical Appliances in Rolling Stock Maintenance. 
Measuring and Mca.~uring Instruments. 
Micro~xamination of Metals in Locomotive Manufacture. 
Modern Hoad and Rail Transport. 
Oxy·acetyll'ne Welding. 
Permanent Way Maintenance and Renewals. 
Profiling and Measurement of Wear on Railway Rails. 
Railway Administration-Rates and Charges. 
Hailway Brakes. 
Hailway Electrification Development. 
Railway Signalling and Signalling Equipment. 
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Safety Precautions in Connection with Loading and Handling 
of Goods Traffic. 

Salesmanshi p. 
Screw Threads. 
Some Auxiliary Locomotive Fittings. 
Three-cylinder Compound Engines. 
The Use and Development of Containers. 
The Walschaert Valve Gear. 
The instructors and lecturers are in all cases members of the 

Company'. stall who possess a wide experience of the subject 
on which they are required to impart knowledge, and at every 
Oll't'ting questions are invited and discussion is encouraged. 

The staff are allowed to attend all the classes and lectures 
free of charge nnd travelling facilitil's, within reasonable radius, 
are given to those desirous of attending. 

CLASSES UNDER LoCAL EDUCATION AUTHORITIES 

The scope of the work has been extended by the co·operation 
of a number of local education authorities, nnd the following 
are the arrangements nt present in operation-

Lcmdo". Classes for salaried stall are run in conjunction with 
the London County Council at the North·Western Polytechnic, 
at which the following subjects are dealt with-

Arithmetic. 
Dook.kccping and Accounting. 
English. 
French. 
Geography. 
German. 
Office Routine. 
Shorthand. 
Typewriting. 
Economic History. 
Railway Station Office Work (Goods and Coaching). 
All subjects of the Gmduateship and Associate Membership 

Examinations of the Institute of Transport. 
,«>-(C·961 
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In many cases clerks are given time off in order that they may 
attend these classes. Textbooka are lent to the atudenta for the 
period of the course, and tuition fees are paid by the Company. 

Derby. Salaried staff may attend the local evening achool. in 
the following subjects: Commercial Correspondence, Commer­
cial Arithmetic, English, Geography and Shorthand. At the 
Derby Technical College salaried ltaft may attend c1aue& in all 
subjects of the Graduateship and ASIOCiate Membership Exam­
inations of the Institute of Transport. In each caae the Company 
pays the whole of the fees. 

Holyhead. Classes in commercial and technical lubject.& are 
open to all staff on whose behalf the Company paY' the feel. 

Birmingham. Salaried staff may attend cla.ue& at the City of 
Birmingham Commercial College in all lubjecb of the Graduate­
ship and Associate Membership Examination. of the IDltitute 
of Transport. The student paY' half fees and the Company paY' 
the remainder. 

Manchester. The Manchester Municipal High School of Com­
merce in all subjects of the Graduateship and AIIIociate Member­
ship Examinations of the Institute of Transport. The atudent 
pays half fees and the Company paY' the remainder. 

LECTURES AT UNIVERSITIES 

Arrangements are in force with the Universities of Edinburgh, 
Leeds, Manchester, Nottingham, and Sheffield, and also the 
Glasgow and West of Scotland Commercial College for the 
attendance of salaried staff at lecturel at Edinburgh, Leeds, 
Manchester, Nottingham, Sheffield, and Glasgow. At Manchester 
the Company pays the whole of the fees, and at the other centres 
stafi pay a nominal fee only, the balance of feel being paid by 
the Company. 

Courses of lectures are delivered on the following lubjects, 
and at each centre the cycle of lubjects iB completed in four 
years-

Railway Law. 
Railway Economics. 
Railway Operation. 
Railway Geography. 
At the London School of Economics (University of London) 

the Company pays the fees on behalf of salaried atafI who are 
permitted to attend lectures on the following subjects-­

Accounts of Traders and Companies (Parts I and II). 
Business Administration and Organization. 
Commercial Railway Economics. 
Economics of Transport. 
Elements of Transport. 
General Economics, with special reference to Transport. 
General Statistics. 
Operating Railway Economics. 
Railway Accounts. 



APPENDIX XI 135 
Railway and Commercial Geography of the United Kingdom. 
Railway Statistics. 
State Control of Transport. 
The Growth of English Industry, with special reference to the 

period after 1760. 
The Law of Carriage by Railway. 
Works and Factory Accounting and Cost Accounts. 

At the close of each session students at the Railway Commercial 
and Block Signalling classes are tested as to their knowledge of 
the subjects dealt with, and prizes and certificates are awarded to 
those attaining a certain standard of proficiency. Examinations 
are also held in connection with the classes and lectures organized 
by the local education and university authorities. Particulars of 
all successes gained are entered on the staff record cards, and 
taken into consideration when the question of promotion arises. 

TRADE ApPRENTICES 

Trade Apprentices in the Chief Mechanical Engineer's Depart­
ment are recruited from boys up to 16 years of age who have 
attained a good standard of education. They are accepted without 
any premium and in the majority of cases are confined to a par­
ticular trade. The wages they receive are on a scale graded 
according to age, and they are employed on the grade of work 
appertaining to the craft in degrees of importance which mainly 
run parallel with their rates of pay. They continue as Appren­
tices until attaining 21 years of age when, unless they can be 
absorbed, their services with the Company terminate. 

A good proportion of the Trade Apprentices are the sons of 
members of the Company's staff. 

ENGINEERING ApPRENTICES 

A limited number of Engineering Apprentices between the ages 
of 16 and 18 are taken each year in the Chief Mechanical Engineer·s 
Department at the main Works. Applicants must show by pro­
duction of a school certificate or equivalent that they have 
reached a suitable educational standard. The course of training 
covers a wider range than is the case with Trade Apprentices, 
and this is divided as opportunity arises between the Shops in the 
particular section, e.g. Locomotive, or Carriage and Wagon, in 
which they are engaged. 

No premium is required in the case of Engineering Apprentices 
who are paid according to age and in accordance with the scale 
for Trade Apprentices. 

Engineering Apprentices are required to attend technical 
classes and are granted facilities to attend classes for one whole 
day per week without loss of pay. 

In the Signal and Telegraph Department also there are a 
number of Engineering Apprentices who are given similar 
educational facilities. 
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Engineering Apprentices are required to eerve until they attain 
21 years of age. 

PuPILS 

A very limited number of Pupils are accepted in the Works 
of the Chief Mechanical Engineer'. Department at about Zl yt'artI 
of age for a course of training extending over two yean, for which 
a payment of £too has to be made, and during the coune they are 
paid wages at the rate of 409. per week. Whilst an honoun degree 
is not essential, candidates are required to be of a .uitable 
educational standard. 

The training taken coven aU the Shope in the particular 
section, e.g. Locomotive or Carriage and Wagon, in which they 
are specializing. 

So far as the future prospects of an Engineering Apprentice or 
Pupil are concerned, everything depends on the man'. qualifi­
cations after his training and the openings that arise. 

No guarantee of permanent employment ill given either to 
Apprentices or Pupils on completion of training. 

Engineering Apprentices or Pupils already in the llerVice who 
are exceptionally well reported upon and who have done well 
so far as their theoretical technical education ill concerned are 
eligible for consideration as Engineer Pupil. under a higher 
scheme referred to elsewhere in this report. They will normally 
be expected to have obtained an engineering degree, but thia 
requirement may be dispensed with under exceptional cir­
cumstances. 

OTHER ACTIVITIES 

Locomotive Mutual Im/Wt1IJemna' Clluu •. Locomotivemen'. 
Mutual Improvement Classes, managed by the enginemen them­
selves, are held usually on premises provided by the Company, 
and are well attended by members of the Motive Power Depart­
ment. These classes exist at a large number of ltations. At the 
classes lectures are given on .ubjects having a direct bearing on 
the men's vocation. 

Railway Imlilutes, tl&. At practically aU the larger centres 
there are railway instllutes, .upported by the Company, at 
which members of the Ita1I meet for IOcial and educational pur­
poses. Some of these institutes contain excellent libraries. and 
lectures and debates are a regular feature. 

AmbulafIU Work. The L.M. a: S. Railway in England is a 
centre of the St. John Ambulance Association. and clasges for 
the training of men in ambulance work exist at a large Dumber of 
stations throughout the length and breadth of the line; at a 
few of the larger centres Sick Nursing Classes for girls and women 
are also held. 

In connection with the ambulance classes, annual competitions, 
both for men and women. are held, culminating in a final competi­
tion in which nine or ten of the teams successful in the district 
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and preliminary competitions take part. Prizes are awarded in 
all these competitions. 

In Scotland the ambulance work is organized as a Brigade of 
the St. Andrew's Association, and similar arrangements for classes 
and competitions are in force. In addition, an annual competi­
tion takes place between L.M.S. teams from England and Scotland 
respectively. 
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SURVEY OF EDUCATIONAL FACILITIES 

FOR RAILWAY EMPLOYEES 
LONDON & NORTH EASTERN RAILWAY 

EDUCATIONAL work plays a very prominent part in the policy 
of the London & North Eastem Railway, following the traditions 
of certain of the constituent companies which in 1923 were merged 
in the new amalgamated Company, and the Company are at all 
times ready to take any progressive measures in the matter of 
education which will fit their employees for higher posts in the 
service, and which in tum tend to improve the general efficiency 
of the organization. They have clearly recognized the value from 
the economic point of view of the mental development of their 
employees, and the comparatively brief account which follows 
will give some indication of the Company's educational work. 
Broadly speaking, the Company's educational activities may be 
summarized under ten main heads--

I. Qualifying Examination for Junior Clerks before Appoint­
ment to Permanent Staff. 

2. Continuation of Education of Clerical StaJI in Railway 
Subjects. 

3. Probationary Clerks. 
4. Traffic Apprenticeships. 
5. Education of Apprentices in Technical Departments. 
6. Civil Engineering Graduateships. 
7. Mutual Improvement Classes. 
8. Institutes and Libraries, including Literary Societies. 
9. Debating and Lecture Societies. 

10. Staff Magazine. 
The following brief comments refer to ea~h of the foregoing 

subdivisions in order-

I. QUAUFYING EXAMINATION FOR JUNIOR CLERKS BEFORE 
ApPOINTMENT TO PERMANENT STAFF 

Candidates before appointment to clerical positions in the 
Company's service are required to pass satisfactorily an entrance 
examination bearing on general education, which comprises 
tests in Dictation, English, Composition, Mathematics, Geography, 
Intelligence, and General Knowledge. This examination normally 
takes place between the ages of IS and 17 years, but every 
junior, before being appointed as a Permanent Clerk, requires to 
pass what is known as a .. qualifying examination," which is 
normally taken at the age of 171 years. If successful the junior 
is appointed to the Company's permanent staff on his eighteenth 
birthday. All candidates are required to take English, Commer­
cial Arithmetic, GeneIal Railway Knowledge, and a paper on 
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Present Duties (which includes questions on Elementary Railway 
Geography), and Shorthand and Typewriting (unless specially 
exempted). If unsuccessful, a junior is allowed another attempt 
three months later, but if he failJ at the second attempt his ser­
vices are dispensed with. 

2. CoNTINUATION OF EDUCATION 01' CLERICAL STAFF IN RAILWAY 
SUBJECTS 

The next phase of the clerk's education is entirely optional, 
and in this connection the Company incurs annually considerable 
financial expenditure. 

In the first place the staff are given every encouragement 
and facility to attend evening classes in Pas!lenger and Goods 
Station Working and Accounts and Train Signalling Regulations. 
These are held at numerous centres according to demand and are 
conducted by expert members of the staff, no fee being charged 
to the student. To a small extent similar classes are conducted in 
Locomotive, Stores, and Engineering Accounts and Statistics 
for clerks engaged in thO!le particular departments. 

As a next step the Company have, by arrangement with the 
various universities in England and Scotland, instituted evening 
courses of lectures on Railway Operating, Railway Economics, 
Railway Law and Railway and Commercial Geography, at about 
a dozen of the principal centres on the system, and here also the 
Company afford every opportunity and facility to the ltaff to 
attend. In respect of the!le cour!les a nominal fee of .51. per IUb­
ject is charged to the student. 

Both in respect of the railway classes and the university courses, 
examinations are held at the end of each session and certilicates 
issued to successful candidates. In the case of the university 
subjects the examination certificatel are issued by the university 
authorities. A" Final Certificate" is granted by the Company to 
all those who qualify in five subjects stipulated. 

3. PROBATIONARY CLERKS 

The Company appoint each year as Probationary C!erb a 
limited Dumber of youths between 16 and 18 yeaJ'l of age, who 
have passed an examination. of matriculation standard. Exemp­
tion is granted from the entrance and qualifying examinations. 
The Probationary Clerks are placed in definite positions, but their 
work is specially supervised by committees of the departmental 
officers, and, as far as circumstances permit, they are moved 
about to widen their experience. In common with other members 
of the Company's clerical staff, they are entitled to sit for the 
Traffic Apprenticeship Examination, of which particulanl are 
given below, before attaining the age of 2.5 years. 

4. TRAFFIC ApPRENTICESHIPS 

The Company have a limited number of positions known as 
Traffic Apprenticeships to which young men are appointed in two 
main ways--
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(i) By special selection from candidates straight from uni­
versities or public schools; and 

(ii) By means of an annual competitive examination from the 
staff. 

An equal balance of appointments from these two methods of 
recruitment is aimed at. The Traffic Apprentices undergo a 
special course of training covering a period of three years, during 
which time they are mostly supernumerary to the establishment, 
and see something of practically every phase of traffic commercial 
and operating work. Throughout the training period their work 
and progress is specially supervised by committees of the depart­
mental officers, and they receive salaries which are in the nature 
of a subsistence allowance. The programme of training covers 
short spells respectively at small country stations, large parcels 
and goods offices, yard-masters' offices, dock offices, engine sheds, 
district passenger, goods, operating, and locomotive running 
offices (including visits with district inspectors or canvassers), as 
well as some time in Head Offices . 

.5. EDUCATION OF ApPRENTICES IN TECHNICAL DEPARTMENTS 

The importance of providing technical instruction to appren­
tices in the Locomotive, Civil, and Electrical Engineering Depart­
ments will at once be fully realized, and the Company have 
inaugurated throughout the whole system a comprehensive 
scheme of instruction of this nature for both ordinary and premium 
apprentices. Apart from one notable exception referred to later, 
viz. the Stratford Mechanics' Institute, the apprentices attend 
classes provided by Local Educational Authorities, and, so far as 
evening classes are concerned, the Company remit the fees of 
all .ordinary apprentices attending such classes subject to their 
making 80 per cent possible attendances (apart from illness or 
other special circumstances), and to a satisfactory examination 
report being received at the end of the session. At six of the 
larger locomotive centres upon the system, a limited number of 
about one hundred apprentices (both premium and ordinary) 
are allowed to attend day classes, either two half-days or one 
whole day per week. In addition, a limited number of student­
ships at the University Engineering Colleges are awarded to 
students in the Locomotive Department who succeed in passing 
a competitive examination. The Company pay full wages to 
these students while they are attending the colleges. 

6. CIVIL ENGINEERING GRADUATESHIPS 

A small number of Civil Engineering graduates are accepted 
for a course of training in Railway Engineering work. The 
course extends over three years. and, after a probationary period 
of six months, the men receive salaries as subsistence allowances 
in the same way as traffic apprentices. Their training is super­
vised by a committee of the Company's engineers. 
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7. MUTUAL IMPROVEMENT CLAssES 

At many stations the staff in VariOUI departments have formed 
Mutual Improvement Classes. and the Company provides them 
wherever possible with accommodation (including lighting and 
heating) in which to hold their meetings. The clasaea usually meet 
on Sundays and study the subjects connected with their work. 
one of the more experienced memben acting as instructor. Theee 
classes are particularly numeroul in the Locomotive and Police 
Departments. The Company give every encouragement. and 
provide diagrams. models of machinery. or other useful material. 

8. INSTITUTES AND LIBRARIES. INCLUDING LITERARY SocntTlEI 

Throughout the system there are approximately forty inatitu~ 
of varying sizes which. in most cases. occupy buildings which 
have been specially provided by the Company. whilst in addition 
the Company render financial assistance toward. their main­
tenance and upkeep. In the majority of cue. the libraries form 
a very important part of the functions of the institutes. and it 
may be mentioned that over 100.000 volumes are comprised in 
these libraries. a Bpecial eection of which is devoted to books on 
railway subjects. The Stratford Institute (London) is probably 
the most important. which. in addition to a membenhip of 2000 
and a library of 10.000 volumes. haa important educational 
functions. and conducts upwards of aixteen classes each _ion 
in various subjects. several of which are intended primarily for 
locomotive apprentices. A Locomotive C1asa for driven. firemen. 
and cleaners has recently been introduced at this Institute which 
has proved very Buccessful. Certain institute. also include in their 
syllabus each winter a series of popular lecturea on general sub­
jects which are of educational value. 

In addition to the foregoing. there are quite a number of .mall 
lending libraries of technical railway books establiahed in varioUI 
head and district offices. to which the staff have a.ccesa without 
charge. 

9. DEBATING A~D LEcTUU SocIETIES 

In certain of the larger centrea of the Iystem. the staff have 
formed Debating and Lecture Societiet for the diacuasion of any 
subjects affecting railway operation or organization. AI will be 
appreciated. the range of lubjects is a very wide one. and the 
existence of the lOcieties baa proved to have had a very beneficial 
effect upon the staff from the educational point of view. The 
societies are not controlled by the Company oflicia11y in any 
way. but the Company'. oflicen take a prominent part in the 
way of preparing lecture papers and initiating diacUSSlonl. as well 
as by their frequent attendance at the meetings. and they render 
by the offer of essay prizes or in other ways any usistance they 
can in furthering the objects of the 1Ocieties. The company also 
provide meeting rooJDS for the periodical diacuasions of the 
lOcieties. 
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10. STAFF MAGAZINE 

Whilst the Company's staff magazine necessarily contains a 
good deal of information relative to the social side of railway 
life, the inclusion of articles of real educative value is not lost 
sight of. Articles frequently appear bearing on various aspects 
of railway working, and experience shows that these are very 
much appreciated. 

In conclusion, it may be stated that the Company is fully alive 
to the importance of improving the general intellectual standard 
of their staff, and no opportunity is lost of taking any steps 
within their power with this object in view. 



APPENDIX XIII 
GREAT WESTERN RAILWAY: EDUCATIONAL 

FACILITIES FOR STAFF 
EDUCATIONAL facilities of an extensive nature are provided by 
the Great Western Company in subjects which will assist the 
employees to qualify themselves for higher positions in the 
service. 

It is the general practice of the Company to recruit its staff at 
school-leaving age, and junior members of the clerical staff are 
encouraged to attend classes in Shorthand, Typewriting, Mathe­
matics, English, etc., which are arranged in conjunction with 
the London County Council Evening Institutes and similar 
institutes in other parts of the country. 

Senior members of the clerical staff are afforded facilities for 
attending instructional classes in subjects appertaining to trans­
port undertakings at the London School of Economics (Uni­
versity of London) and other Universities and Technical Colleges 
in towns served by the Company's system, the fees of which are 
borne by the Company. These classes comprise such subjects as 
the following-

The Law of Carriage by Railway. 
Railway Statistics. 
Railway Economics (Operating and Commercial). 
Rate-making. 
Goods Station Working. 
Control Systems in Railway Working. 
Railway Accounts. 

Courses of instruction in Signalling and the Safe Working of 
Railways are held under the Company's own auspices at various 
centres throughout the system, and these classes are open to 
wages grades, as well as to members of the clerical staff. The 
lecturers are members of the Company's staff who possess an 
expert knowledge of the subject, and at the close of each lecture 
questions are invited and discussion allowed. In order that prac­
tical demonstrations may be given in conjunction with the lec­
tures, the lecture rooms at Paddington and certain other centres 
are equipped with a miniature section of railway, complete with 
signalling apparatus. etc., and other actual signal box appliances 
are also provided. For the benefit of staff at remote stations and 
others who are unable to attend the lectures, correspondence 
courses are arranged in this subject. 

Station Accountancy Classes, which deal with Passenger, Par­
cels, and Goods Accounts Methods, in addition to classes providing 
instruction in Goods Rates and Station Working, are also held at 
various centres on the system, the lectures in each case being 
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given by qualified members of the Company's staft. Correspond­
ence Courses. are arranged in Station Accountancy. Railway 
Salesmanship is another subject in which c:laueI are held at 
various centres. 

Studentships at local Technical Collegea are awarded to 
selected apprentices in the Chief Mechanical Engineer's Depart­
ment at several places. 

Lecture and Debating Societies are encouraged and supported 
by the Company. and lectures are provided on subject. of general 
interest as well as upon matters connected with transport under­
takings. The G.W.R. (London) Lecture and Debating Society 
holds an annual Prize Essay Competition. open to members of 
the Company's staft. in connection with which prizes are awarded 
for the best essays submitted upon a given subject, and the 
prize-winning entries are subsequently read before a meeting of 
the society. This society also possesses a well-equipped bbrary 
of books on railway and kindred subjects. which are of particu­
lar value to students attending the VariOUI classes. and are loaned 
to members of the society free of charge. 

A limited number of men specially selected from the staft may 
be given an opportunity of undergoing a course of training in 
subjects pertaining to the conduct of the bUline&& of the Company. 
Candidates for appointment to these courses must be recom­
mended by the heads of their department.. No application for 
special training is considered unle&& the applicant holds a .. Merit" 
Certificate in the Company's Signalling or Station Account. 
Examinations, or has attended one course of lectures and gained 
a First Class Certificate at any of the recognized institutes at 
which educational facilities are obtainable by the Staft' During 
the period of training each selected candidate is detached tem­
porarily from the position which he holds and is required to take 
up duty in other positions at such places &I may from time to 
time be decided upon. The progre&& made by each candidate is 
reported upon at least every six months, and the right is reserved 
to discontinue at any time the training of any individual candidate 

Courses of instruction of a combined practical and theoretical 
nature are provided for certain grades of manual workers. Classes 
are held at the principal depot. from which road motor vehicles 
are operated to enable drivers to acquire a thorough knowledge 
of the mechanism of the vehicles they drive. 



APPENDIX XIV 
PEEK, FREAN & CO., LTD. 

PROGRAMME OF SUPERVISORS' VOLUNTARY 
TRAINING COURSE 

EACH Course, which is two months in duration, is confined to 
Supervisors only, and limited to twelve in each Course. It 
consists of seven talks, four visits to Departments other than their 
own, two visits to outside Works and two sessions for discussion 
on the outside visits. The informal discussion after each visit, 
preferably during the same week, takes the place of writing up 
a report. Two items are arranged for each week. The talks 
commence at 2.30 p.m. and, including questions, last about an 
hour. The Employment Manager is in the Chair at both talks 
and discussions so as to ensure that there is a free and informal 
atmosphere. 

Talks include such subjects as .. The Policy of the Firm"; 
.. The Functions of the Employment Department"; .. Planning"; 
.. Costing"; .. Sales and Advertising." Each Course is opened by 
the Works Director, who talks on the more confidential aspects 
of the Company's business: other talks are given by the experts 
in the Firm on the particular subject chosen. 

Each Course is ended with a summary of the ground covered 
during the two months. Opportunity is given to criticize the 
Course and to make suggestions for its improvement. 

Courses of the present series differ from previous Courses in 
three main directions--

I. Although the previous Courses were, in a sense, volun­
tary, the approach was made by the Company, whereas now the 
approach to the supervisors is made by members of the Joint 
Supervisors' Committee. It will, of course, be understood that 
the names of volunteers are submitted to the Management for 
their approval, so as to avoid too many being away in one depart­
ment at a time, and so on. 

2. Previously twenty took part in the Course. Twelve of these 
were supervisors and eight were outstanding employees. The 
Courses are now limited to supervisors only, since there was 
an objection on the part of the supervisors to having others of a 
lower status joining in with them. 

3. An informal discussion takes place after each talk and visit 
instead of the supervisors having, as in former courses, to give 
a written report. 

With regard to the writing up of reports, experience has shown 
that this aroused a violent antipathy on the part of supervisors, 
who appeared to feel that it was like going back to school. ';1'0 
many of them, too, writing up reports of any kind was a laborious 
task. 

The subjects in the syllabus were asked for by the supervisors 
themselves. The Company accepted all the suggestions they made, 
and has included none of its own. 
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THE MORE RECENT PUBLICATIONS OF THE 
A.E.I.C .• AND PUBUCATIONS OF THE B.A.C.E. 

AND THE B.A.C.I.E. 
A.E.I.C. PuBLICATIONS 

TIl, City Livery Companies: Tlleir Seruice to Education. Presi­
dential Address by Sir Francis Goodenough. C.B.E .• June. 1932. 
Price.6d. 

An Educational Policy for an Industrial Nation. Presidential 
Address by Lord Eustace Percy. June. 1931. Price 6d. 

Young Mm in Industry and Commerce: Modem Tendencies 
and Character Training. By Viscount Leverhulme and others. 
June. 1930. Price 19. 6d. 

Report on .. Education for Higher Positirms in Commerce." 
Including Employers' Evidence, Memoranda from nine British 
Universities, and Foreword by Sir Kenneth Lee, LL.D. October. 
1929. Price IS. 

Report on .. Education for Manag_t." Revised Edition with 
extensive Bibliography and Appendices, giving various schemes 
of Management Training. May, 1928. Price IS. 

Report on .. Education for Foremanship." Second Edition. with 
seven Appendices. February, 1929. These reports are supplied 
at reduced rates in quantities of not less than one dozen, for use 
at Foremen's Meetings, Study Circles, etc. Price gel. 

Report on .. Training for Manual Workers in the Engineering 
Industry." Second Edition, with extended references to American, 
German, and Swiss. as well as British systems of apprentice 
training. April, 1930. Price 2S. 

Towards Education at the Top. Presidential Address by Sir 
Max J. Bonn, K.B.E. July, 1929. Price 6d. 

A New SchnM for Training ill Business Administration. By 
Mr. Richard Burbidge, General Manager of Harrods. July. 1929. 
Price 6d. 

Education and Training in th, Transport Service. By Mr. 
Frank Pick. July. 1929. Price 6d. 

Education for Responsibility. By Mr. William Clower. May, 
1929. Price 6d. 

TIl. Function of Education. Presidential Address by the late 
Lord Riddell. June, 1928. Price 6d. 

Parl-timtl Commercial Education. By Principal J. W. Rams­
bottom, M.A., M.Com .• Director of the City of London College. 
June. 1928. Price 6d. 

Education and Industry. Presidential Address by Sir David 
Milne-Watson, LL.D., D.L. June, 1927. Price 6d. 

Why UIII Want Education in Industry. Presidential Address by 
Alderman George Cadbury. June. 1926. Price 6d. 
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B.A.C.E. AND B.A.C.I.E. PmtUCATIO'" 

B..um" I. July. 1933. 
BtJJm.2. January. 1934. 
Bulleli" 3. July. 1934. 
Bulleli.4. January. 1935. 
Reporl 0lu,. Muli.., 011116 B.A.C.E • ., 1M MatlSiofl H_. 

Tuesday. 2nd May. 1933. 
Reporl 01 1M I,..upral M",i.., 01 1M B.A.C.l.E." MenA.,., 

Taylors' Holl. Friday. 27th April. 1934. 
RIU'" DtfVuop-flls i" E..,lislt EtlllUJliora .. Aiclt AIJId R~i'" 

,MfII lor Commercial DutlP"",,". 
Com_cial EtlllUJliora i" S&oU.,.tl. By J. B. FriuU. City Educa­

tion Officer. Edinburgh. 
Tiu Trai"i.., 01 1M R.,.il Dislribulor. By S. A. WilIiam_. 

Principal LC.C. School of Distributiou. 
Reporl 01 1M Com",;u,e OfIIrulnAeliOfl i" MotlIn 1.11"1"4161. 
Reporl 01 1M Com",iItu 0fI PosI·cmijiuIU EdllUliofl lor 

Commeru. 
All these publications may be obtained from the Honorary 

Secretary of the British A.'I!IOCiatiOil for Commercial and Indus­
trial Education. 

(Other publications have been issued for tbe information of 
members of the Associations only.) 
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• Edition. In demy 8vo. cloth Cilt. 144 pp. I .. lid. net. . ~~. 

PROSPECTUSES: HOW TO READ AND UNDERSTAND THEM. By PHILIP 
- TOVBY. F.C.I.S.. and H. LAMBBRT SMITH. B.Se. Second Edition. In 

demy 8vo. cloth gilt. 109 pp. a .. 6d. net. 

PRACTICAL SHARE TRANSFER WORK. By F. W. LJDINGTOK. In erOWD 
8vo. 123 pp. a .. 6d. net. 

, .. QUESTIONS AND ANSWERS ON SECRETARIAL PRACTICE. B,- E. J. 
HAMMOND. Fourth Edition. Revised by G. K. BUCKIIALL. A.C.I.S. (Honl.). 
In-demy 8vo. cloth gilt. 250 pp. li .. net. 

EXAMINATION NOTES ON SECRETARIAL PRACTICE. By C. W. ADAM •• 
I A.C.I.S. Secolld Edition. In crown 8vo. cloth. 80 pp. I .. lid. net. 

INCOME TAX 
INCOME TAX LAW, PRACTICE, AND ADMlmSTRATIOJ. By F. F. 

SHARLBS. F.S.A.A.; R. P. CROOM·joHNSOII. LL.B .• K.C.; 1.. C. GRAHAM­
DIXON. oltll. I",," T",.ple. Bamslef'-aJ..Law; and W. J. ECCOTT,!cwm"ly 
011. 01 H.M. Principal lmpukw. 0/ T." ... In crown 4to. half leather 
gilt. 1432 pp. £4 4s. net. Three volumes. 

DICTIONARY OF INCOME TAX AND SUR-TAX PRACTICE. By W. E. 
SNBLLlNG. Eighth Edition. In demy Ivo. half leather gilt, 732 pp. £i .. 
net. -

BURN'S INCOME TAX GL1DE. By JOHN BURNS. W.S. In crown Ivo. cloth 
gilt. 214 pp. lis. net. Ninth Edition. 

INTRODUCTION TO INCOME TAL By E. D. FRYER. A.LA.A. Fourth 
Edition. In crown Ivo, cloth, 96 pp. Is. Id. net. 

SNELLING'S PRACTICAL L~COME TAX AND SUB-TAL In crown, Ivo 
cloth. 182 pp. 3s. lid. net. Fourteenth Edition. 

INCOItlE TAX FOR PROFESSIONAL STUDEn'S. By W. T. BAXDR, B.Com., 
I C.A. In demy 8vo, cloth gilt, 180 pp. 71. Id. net. 
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ECONOMICS 
THE GENERAL TARIFF OF THE UNITED KI~GDOll: LAW AND REGU· 

LATIONS. Compiled by A. S. HARVEY, H.M. Customs a .. d Excite Deparl­
menl. In demy 8vo, cloth gilt, 188 pp. os. net. 

AN INTRODUcrION TO INTERNATIONAL TRADE AND TARIFFS. By 
R. A. HODGSON, B.Com. (Lond.). In demy 8vo, cloth gilt. 208 pp. GL net. 

ECONOMICS OF THE ENGLISH BANKING SYSTEM. By W. J. WESTON. 
M.A •• B.Sc., of Gray" 1,.,., Barrisln--"'-LlJw. In demy 8vo, cloth gilt, 
136 pp. 2s. 64. net. 

DICTIONARY OF ECONOMIC AND BANKING TERMS. By W. J. WESTON, 
~ .• B.Sc.; and A. CREW. Barrislw-"'-Law. In crown 8vo, cloth, 248 pp. 
is. net. Third Edition. 

ECONOMIC GEOGRAPHY. By J. McFARLANE. M.A., M.Com. Fourth Edition. 
In demy 8vo. cloth gilt, 688 pp. lOs. 6d • 

• THE PRINCIPLES OF ECONOMIC GEOGRAPHY. By R. N. RUDIoIOSB 
BROWN. D.Sc. Third Edition. In demy 8vo. cloth gilt, 223 pp. Gs. 

THE HISTORY OF COMMERCE. By T. G. WILLIAMS. M.A .• F.R.Hist.S .• 
F.R.Econ.S. In demy 8vo, cloth gilt, 343 pp. 3s. 6d. 

OUTLINES OF THE ECONOMIC IIISTORY OF ENGLAND. By H. O. 
MEREDITH, M.A.. M.Com. Second Edition. In demy 8vo. cloth gilt, 
430 pp. 71. 6d. 

A SURVEY OF ECONOMIC DEVELOPMENT. By J. F. REES. In demy 8vo. 
cloth gilt. 330 pp. 7s. 6d. net. 

MAIN CURRENTS OF SOCIAL AND INDUSTRIAl. CHANGE. By T. G. 
WILLIAMS. M.A., F.R.Hist.S., F.R.Econ.S. In crown 8vo. cloth Ifilt. 
320 pp. 08. net. Second Edition. 

THE PRINCIPLES OF BUSINESS ECONOMICS. By JAMES STEPHENSON, 
M.A .• M.Com., D.Sc. In demy 8vo. cloth gilt. 853 pp. 108. 6d. net. Second 
Edition. 

ECONOMICS OF THE MANUFAcrURI~G BUSINESS. By W. A. STEWART 
JONES. F.C.W.A •• F.S.S. In demy 8vo. cloth. 160 pp. 8s. 6d. 

"ECONOMICS FOR BUSINESS MEN. By W. J. WSSTON. M.A., B.Sc. Ia 
crown 8vo, cloth gilt, 230 pp. 88. 6d. net. 

PRINCIPLES OF ECONOMICS. By L. A. RunNER, Ph.D. Ia medium 8vo, 
cloth gilt, 862 pp. l8s. net. 

A TEXTBOOK OF ECONOMICS. By W. J. WESTON, M.A •• B.Sc. In demy 
• 8vo. cloth gilt. 460 pp. 7s. 6d. 

ECONOMICS OF INST ALMENT TRADING AND HIRE PURCHASE. By W. F. 
CRICK. In demy 8vo, cloth gilt, 126 pp. lis. net. 

CORRECT ECONOMY FOR TilE MACIIIN[ AGE. By A. G. MCGUGOR. 
Second Edition. In demy 8vo, 274 pp. 7s. 6d. net. 
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"'THIS AGE or PLENTY. By C. M. HATTBRSLBY. M.A .• LL.B. Fiftb 
Edition. In crown 8vo. 427 pp .• paper. a .. G ... net; clotb. II .. aet. 

A FAIR WAGE. By.EDWARD BATTEIf. PtI.l.Mecb.E. 100 pp. !a. lid. aet. 

ECONOllICtlOr THE INDUSTRIAL nSTE)!' By H. A. SILvaalllAlI. B.A. 
(Econ.). In demy 8vo. 348 pp. 7 .. lid. net. 

'II THE SUBSTANCE OF ECONOllICS. By H. A. SILVBaIiAII. B.A. (£Con.) 
Ninth Edition. In demy 8vo. cloth gilt. 370 pp. 6 .. 

ECONOMICS or PRIVATE ENTERPRISE, THE. By J. H. JOllEI. M.A. 
Second Edition. In demy 8vo. clotb gilt. 462 pp. 1 .. lid. aet. 

ECONOMICS OF THE WHOLESALE AND RETAIL TRADE. By JAII.I 
STEPHENSON. M.A .• M.Com .• D.Sc. In demy 8vo. cloth. 292 pp. , .. 

ECONOltllCS OF PRODUCTION AND EXCHANGE. By hlll!l SUPREIIIO •• 
M.A .• M.Com .• D.Sc.; aad NOEL BaANTON. B.Com. 1n demy 8vo. clotll, 
484 pp. 7 .. 6d. 

ECONOllICS OF BA.NKL,(G, TRADE AND nNA!,(CE. By JAil" STBPREIfIOII 
and NOEL BRANTON. In demy 8vo. cloth. 382 pp. 7 .. lid. 

• ECONOltllCS OF THE IMPORT AND EXPORT TRADE. By Hlaollo 
NAGAOIU. In demy 8vo. cloth. 235 pp. i .. 

ENGINEERING ECONOMICS. By T. H. BuaNMAIi. B.Sc. Hans. (Lond.). 
B.Com. (Lond.). F.I.I.A .• A.M.I.Mech.E .• M.I.Mar.E. In two vola. Each 
in demy 8vo. cloth gilt. Third Revised Edition. Book L EI'm~nl. or 
Industrial OrganlzatioD and Management. 280 pp. 810 ad. net. Book IL 
Works OrganizatioD and Management. 312 pp. 8 .. 6d. net . 

. INTERNATIONAL COMBINES IN MODERN INDUSTRY. By ALPUD 
PL'OMIlEIl. B.Litt .• M.Sc. (Econ.). LL.D. In demy 8vo. cloth gilt. 190 pp. 
710 Gd. net. 

L'(TERNATIONAL ORGANIZATION. By R. YORKE HEDGES. U •. D .• of 
way's It.". BMf'isIer-at-Law. In demy 8vo. cloth gilt. 212 pp. 10.. ad. 
net. 

PITMAN'S ECONOMICS SERIES 
General Editor: PaOl'&SSOR J. H. JOMBS, M.A. 

Each in large crown 8vo, bound in limp keratol, gilt. 

A PRIMER OF ECONOllIC GEOGRAPHY. By L. W. LYDB. M.A., F.R.G.S •• 
F.R.S.G.S. 220 pp. iiI. net. 

BRITISH ECONOllIST8. By FRANCIS C. HOOD. M.A. 106 pp. !a. ... net. 

BUSL~SS FORECASTING. By J. H. R.!CBARDSOII. M.A.. Ph.D. 110 pp. 
!1. Gd.net • 

• CURRENCY AND BA~G. By D. T. JACK, M.A. 204 pp. k. net. 

F.CONOllIC FtJ'NCTlOXS OF THE STATE. By R. H. SoLTAV. M.A. 184 pp. 
iIonet. 



PITMAN'S BUSINESS HANDBOOKS 19 

FINDING CAI'ITAL FOR BUSINESS. By DAVID FINNIE. M.A .• C.A. 126 pp. 
28. 6d. net. 

INTERNATIONAL TRADE. By D. T. JACK. M.A. 126 pp. !L lid. net. 

METHODS OF REMUNER1TlON. By R. WILSON. M.A .• B.Sc. 108 pp. 
2a. lid. net. 

OVERHEAD COSTS. By SIR HBNRY N. BUNBURY. K.C.B. 96 pp. 28. lid. net. 

PRODUCTION. By HUBBRT PHILLIPS. M.A. (Oxon). 168 pp. 080 net. 

"'. SOCIALISM. By ROBBRT RICHARDS. 114 pp. 28. lid. net. 

TRANSPORT AND COMMUNICATIONS. By K. G. FBNBLON. M.A .. Ph.D. 
) 10 pp. 2a. lid. net. 

VALUE AND DISTRIBUTION. By HUBBRT PHILLIPS. M.A. (Oxon). 174 pp. 
IiL net. 

MUNICIPAL WORK 
COSTING SCHEMES FOR LOCAL AUTHORITIES. By J. H. BVaTo •• 

Second Edition. In demy 8vo, 144 pp. IiL not. 

LOANS AND BORROWING POWERS OF LOCAL AUTHORITIBS. By 
J. H. BURTON. In domy 8vo, cloth gilt, 228 pp. 780 &d. net. 

LOCAL GOVERNMENT OFTHE UNITED KINGDOM AND THE IRISH FREB 
STATE. By J. J. CLARKB, M.A .• F.S.S., of Gray's /r .... BMrisI,r-/II·Lalll. 
Ninth Edition. In demy 8vo, cloth gilt, 738 pp. 1280 &d. not. 

SOCIAL ADMINISTRATION INCLUDING THE POOR LA WS. By J. J. CLARKB, 
M.A., F.S.S. In demy 8vo •. cloth gilt. 852 pp. 1;')80 net. Second Edition. 

KATES AND BATING. By ALBBRT CRBW, Barrisln-tll·Lalll. Eighth 
Edition. In crown 8yo, cloth gilt, 509 pp. 1280 6d. not. 

IlUNICIPAL BOOK·KEEPING. By J. H. MCCALL, F.S.A.A. Fourtb 
Edition. In demy 8vo, cloth gilt, 130 pp. 780 &d. 

IlUNlCIPAL AUDIT PROGRAMMES. By S. WHITBHEAD, A.S.A.A. 
Second Edition. In domy 8vo, cloth gilt. 116 pp. IiL net. 

IlUNlCIPAL ACCOUNTING SYSTEMS. By S. WHITBHBAD. Second Edition. 
In demy 8vo, cloth gilt, 168 pp. iL 

IlUNICIPAL STUDENT'S EXAMINATION NOTEBOOK. ByS. WHITBUAD. 
Second Edition. In crown 8vo. cloth, 335 pp. 780 lid. net. 

MUNICIPAL COST AND WORKS ACCOUNTS. By GEORGB ARTHUR BRYANT, 
F.C.W.A. In demy 8vo, cloth gilt, 118 pp. 1080 lid. net. 

AMEKlCAN CITY GOVERNMENT. By W. MDBRSON, Pb.D. In domy 8vo, 
doth gilt, 686 pp. 21 .. net. 

MUNICIPAL SERIES. Tho Organization and Administration of the Va..;ou, 
Departments of a Municipal Office. Edited by W. BATBSON. A.CA., 
F.S.A.A.-

TRAMWAYS DEPARTMENT. By S. B. NORMAN MARSH • ..4«""",am._ 
III. Birmi"8"a... Corporalin Tramways. In demy 8vo, cloth gilt. 
170 pp. 6 .. net. 
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GAS UNDERTAKING. By EDWUI UPTOII. F.S.A.A. In demy 8vo. cloth 
gilt. 130 pp. .10 net. 

TOWN CLERK'S DEPARTMENT AND TOE ,JUSTICES' CLERK'! 
DEPARTMEl\'T. By A. S. WRIGHT and E. H. SIJlOUTO... In demy 
8vo. cloth gilt. 268 pp. 710 lid. net. 

WATERWORKS UNDERTAKING. By FUDRRICK J. ALBA ... F.S.A.A .. 
F.I.M.T.A .• A.C.I.S. In demy 8vo. cloth gilt. 314 pp. 1010 lid. net. 

EDUCATION DEPARTMENT. By ALnKD E. 11'111. B.Sc .• LLD. In demy 
8vo. cloth gilt. 2S1 pp. 710 lid. net. 

PUBLIC HEALTH DEPARTMEl\'T. By W. A. LaOJlARD. elml elM-lt.tt4 
Slalisli&itJlI '" 1M Publit; H.tJlIA D.pllf'lmml. B'rmi",A_. In demy 
8vo. cloth gilt. ISS pp. 610 net. 

BATING DEPARTMENT. By A. H. PUCOCK. M.A .• A.S.A.A .• I_p_ 
alell .If. "11U1I1tJlIl. In demy 8vo. cloth gilt. 96 pp. 6 .. net. 

MUNICIPAL ENGINEER AND SURVEYOR'S DEPARTMEH. By EU&ST 
J. ELFORD, M.Inst.C.E .. ChtJrlH~d Civil ElItill_. M.I.Mech.E .• etc. In 
demy 8vo. cloth gilt. 237 pp. 10 .. 6d. net. Second Edition . 

. ADVERTISING AND SALESMANSHIP 
THE DICTIONARY or ADVERTISING AND PRlmSG. By G. J. FU"H' 

WATBR and ALn*D BunKH. In crown "to. half leather gilt. 480 pp. 
42110 net. 

THE PRINCIPLES AND PRACI'ICE or ADVERTISING. By R. SIMMAT. 
M.A. In demy 8vo. cloth gilt. SOO pp .• illustrated. Iii. net. 

1lT0RECRAIT. By S. A. WILUAMS. M.A. In crOWD 8vo. cloth, 143 pp. 
a .. 641. net. 

PRL'ClPLES or RETAIL DISTRIBUTION. By S. A. WILLIAMS. M.A. III 
crOWD 8vo. cloth gilt. 218 pp. i .. net. 

SUCCESSFUL RETMLlNG. By Eo N. SIIIOII" III umy 8vo. cloth gilt. 
210 pp. .10 net. 

THE CRAIT or SILENT BALESHANSIDP. A Guide to Advertiaement 
Coastruc:tioa. By C. MAxwEu. TRBGVRTBA and J. W. FRIIIGS. Size 
61 in. by 91 in •• cloth. 98 pp .• with illustratiom. a .. &do net. 

BALES COUNTERCRAfT. By WlLLlAJI G. C.-na. M.P.S. III clemy 'vo. 
cloth gilt. 224 pp. 7 .. Id. net. 

PERSONAL SALESHANSmP. By R. SJIlIUT. M.A. III demy 1Y0. dotJa 
gilt. 96 pp. ... Id. net. 

BALESHANSmP. By WJLUAII MAXWnL. In crOWD 8yo. cloth gilt, 238 pp • 
... net. 

SALESMANSmP. By W. A. CoUIOII and G. E. GRIIiSDALB. III crGWJl8vo. 
cloth. 168 pp. ... lid. Det. 



PITMAN'S BUSINESS HANDBOOKS 21 

TRAI~INO FOR MORE ULES. By C. C. KNIGHTS. Second Edition. In 
demy 8vo. cloth. 264 pp. 6 .. net. 

AN OUTLINE or ULES MANAGEMENT. By C. C. MIGHTS. Sec:oAd 
Edition. In demy 8vo. c:loth gilt. 184 pp. 8 .. Id. net. 

TECIINIQUE OF ULESMANSHlP. By C. C. KNIGHTS. Sec:ond Edition. 
In demy 8vo. c:loth gilt. 249 pp. 6 .. net. 

BUILDING RETAIL SALES. By C. C. KNIGHTS. In demy 8vo. cloth gilt. 
230 pp. 6 .. net. 

MORE ULES THROUOH TilE WINDOW. By C. C. KNIGHTS. In demy 
8vo. cloth gilt. 170 pp. 8 .. Id. net. 

PRACTICAL SALESMANSHIP. By N. C. Fowu •• JUDI'. In crOWD 8vo. 
337 pp. .. .. Id. net. 

BET AIL IIANAGEMENT. By CONLura L. BoLLING. In damy 8vo. c:loth 
lilt. 484 pp. 16 .. net. 

RETAIL SALESMANSHIP. By CUNLlFPB L BOLLING. Second Edition. In 
demy 8vo. cloth gilt. 284 pp. 7 .. Id. net. 

SALES MANAGEMENT. By CUNLlFPB L BoLLING. Second Edition. In 
demy 8vo. c:loth gilt. 372 pp. 10 .. 8d. net. 

SALESUEN'S AGREEMENTS. Compiled from the proceedings of a lpecial 
Conference of the Incorporated .Association of Salea Managen of Great 
Britain. In demy 8vo. cloth gilt. 84 pp. 6 .. net. 

THE OUTFITTER'S SALESMAN. By E. OSTlcx. M.A .• L.C.P. In crOWD 8vo. 
doth gilt. 170 pp. 6 .. Det. 

rEmLES FOR SALESllEN. By E. OSTICK. M.A.. LC.P. Second Edition. 
In crown 8vo. doth gilt. 174 pp. Ii .. net. 

PSYCHOLOGY AS A SALES FACTOR. ByA.j.G.uNLY. SecoodEdition. 
In demy 8vo. doth gilt. 224 pp. 710 Id. net. 

1l0DERN SALES CORRESPONDENCE. By D. M. WILSON. In demy 8vo. 
doth gilt, 80 pp. 810 8d. net. 

DIRECT MAIL ADVERTISINO. For the Retail Trader. By H. DaNJI&TT. 
In damy 8vo. cloth gilt. 220 pp. 7 .. Id. net. 

SALES AND ROUTINE LETTERS FOR THE RETAIL TR.tDEB. By H. 
DaHNKTT. In demy 8vo. doth gilt. 204 pp. "I. &d. net. 

fRAlNlNG FOR TRA VELLINO SALESllli~. By FuNIC W. Saau8.s.u.a.. 
In c:roWll 8vo. cloth gilt. 90 pp. I .. 14. net. 

A.DVEBTISINO AND THE SHOPKEEPER. By HuoU) W. Euy. In c:rown 
8vo. 160 pp. a .. Id. net. 

ROUTTh~ OF THE ADVERTISING DEPARTMENT. By lUGINALD H. W. 
Cox. In demy 8vo. cloth gilt. 202 pp. 10.. Gd. net. 

ADVERTISEMENT LAY·OUT AND COPY· WRITING. By A. j. WAtICINS. 
In c:roWll 4to. cloth, 130 pp. Iii. net. 
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PRAClICAL TIPOGRAPHY AND COP! WRITI~G. 
FAlUlaa. In demy 8vo, cloth gilt, 110 pp. , .. net. 

BUSINESS LE'n'ER PRAClICE. By J. B. OPDyclEa. 
demy 8vo, cloth gilt, 602 pp. 7 .. 81. net. 

By CouaTIII1' U. 

Filth Edition. la 

SELLING BY POST. By HAaoLD W. ELRY. la foolKap lYO. leatheret ... 
64 pp. 1 .. net. 

THE OUTDOOR SALES FORCE. By P. E. WlLSO.. la crOWD 8vo. clotb. 
146 pp. 8 .. 84. net. 

SUCCESSFUL DUYING. By E. N. SUIOK •• la clem)' lvo, cloth gilt, '291 pp. 
10 .. 84. net. 

IlA.RKET RESEARCIL By R. SlIlIlAT. M.A. la demy Ivo, c10th gilt. 
128pp. I .. net. 

THE PBL."-ClPLES AND PRACllCE or lIARKETIJG. By R. SlIlIlAT. M.A. 
In clemy 8vo, cloth gilt. 247 pp. U .. 84. net. 

PRAClICAL AIDS TO RETAIL SELLI!'fG. By A. EDW .... D HAIlIIOKD. 
In demy 8vo. cloth gilt, 180 pp. 8 .. Id. net. 

PLANNED SELLL"-G. By JOH'" W. PowaLL. A.M.C.T.EDJ. la demy 8vo, 
cloth gilt. 228 pp.. 8 .. Ia. net. 

ADVERTISING THROUGH THB PBESS. By N. Hun.L la decy Ivo, 
cloth. 146 pp. , .. net. 

PBAClICAL PRESS PUBLICITY. By A. L Cuna.. In demy Ivo • .clotb. 
95 pp. 8 .. 84. net. 

SHOtt FITTINGS AND DISPLAY. By A. E. HAIIIIO.D. ID deay lyo' 
cloth. 142 pp. , .. net. 

WINDOW DRESSING. By G. L TllIlIl... In crOWD 8Y0. clotb. 85 pp. 
t .. net. 

ART OF WL'iDOW DISPLAY. Edited by H. AsHFORD Dowx. In crown 
4to, buckram, 220 pp. !l .. net. 

COMlIERCIAL PHOTOGRAPHY. By D. CH .... L ... Sec:ond Editiou. Ia clem)' 
8vo. cloth gilt, 316 pp. 10 .. 14. net. 

HINTS AND TIPS FOR COMlIERClAL ARTISTS. ByBaa .... RDJ.PALu .. 
Second Edition. In crown 8vo. 122 pp. , .. aet. 

TRAINING IN COMMERCIAL ART. By V. L DAJfva... la crOWD 4t.o. 
10 .. GeL net. 

TICKET AND SHOW CARD DESIGNL'iG. By P. A. P ..... sa •• Ia foolKap. 
180 pp. 4to, cloth. a .. 114. net. 

TYPES AND TIPE I'ACES. (From Mo4ent A4wrliri..,., By C. M. 
TUGURTBA. In crown 4to. quarter cloth. 48 pp. !I. No net. 

THE ART AND PRACTICE or PRLvrL'iG. Edited by WII. ATD... ID .~ 
volumes. In crown 8vo. cloth gilt. Each 7 .. 84. net. 

PRINTING. By IL A. MADDOX. Second Edition. In demy Ivo, clotb. 171 pp. 
iI. net. 
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THE COlUPLETE JOURNALIST. By F. J. MANSFIELD. In demy 8vo, cloth 
gilt, 389 pp. 128. 8d. net. 

BUB·EDl'rl~G. By F. J. MANSFIBLD. In demy 8vo. cloth gilt. 264 pp. 
1010 8d. net. 

,JOURNALISM. By SOIiB MASTBR! 01' THE CRAFT. In demy 8vo. 232 pp. 
610 net. 

MODERN JOURNALISM. By C. F. CARR and F. E. STEVBNS. In demy 8vo. 
cloth gilt. 252 pp. 71. 8d. net • 

. ,JOURNALISM AS A CAREER. Edited by W. T. CRANFIBLD. In demy 8vo • 
. , cloth. 108 pp. 610 net. 

PITMAN'S POPULAR GUIDE TO ,JOURNALISM. By ALpRED KINGSTON. 
• Fourth Edition. In crown 8vo. cloth. 124 pp. 210 841. net. 

PITMAN'S PRACTICAL ,JOURNALISM. By ALFRBD BAKER. Second Edi. 
tion. Revised by E. A. COPB. In crown 8vo. cloth, 180 pp. 810 6d. net. 

SHORT STORY WRITING AND FREE·LANCE JOURNALISM. By SVDNBY 
A. MOSBLEV Third Edition. In demy 8vo. cloth gilt. 232 pp. ilo 841. net. 

THE TRUTH ABOUT A JOURNALIST. By SVDNEV A. MOSELEV. In demy 
8vo. cloth gilt, 352 pp. lOs. net. 

NEWSPAPER WRITING AND EDITING. By W. J. BLBVER. Ph.D. Revised 
and Enlarged Edition. Size 5f in. by 8 in .• cloth. 482 pp. lOs. 6d. net. 

HOW TO WRITE PLAYS. By BASIL HOGARTH. In crown 8vo. cloth. 172 pp. 
3s. 8d. net. 

THE WRITI1'tG WA Y. By J OtlN STEEKSMA. In demy 8vo, cloth gilt. 160 pp. 
lis. net. 

, WRITING FOR THE FILMS. By L'EsTRANGE FAWCETT. In crown 8vo. 
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INTERVIEWING. By W. V. NOBLB. In crown 8vo. cloth. 96 pp. 2s. lid. net. 

THE CIIILDREN'S AUTHOR. By CHRISTINB CHAUNDLER. In croWD 8vo. 
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LAW 
SLATER'S MERCANTILE LAW. Ninth Edition. by R. W. HOLLAND, 

O.B.E .• l\I.A .• M.Sc., LL.D .• Banis/w·al-Law. and R. H. CODB HOLLAND. 
B.A. (Lond.). Banis/eNd-Law. In demy 8vo. cloth gilt, 643 pp. is. 841. 

INTRODUCTION TO COMMERCIAL LAW. By NORMAN A. WaBB. B.Se. 
In demy 8vo. cloth. 175 pp. lis. 

COMPANIES AND COMPANY LAW. By A. C. CoNNBLL, LL.B. (Lond.). 
Fourth Edition, Revised by W. E. WILKINSON. LL.D. In demy 8vo. clotb 
gilt. 422 pp. 6110 
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IIANUAL 01' COMPANY LAW AND PRACTICE. By LalLI. KADDOC" 
BfM'ri'Itw .... z.-. In clemy 8vo, cloth silt, 437 pp. 10.. ... 

COMPANY LAW. By D. F. Da L'HOI'B RAJnulfo. M.A., LLD .. all4 
E. E. SPiCaR, F.C.A. Sixth EditioD. Edited by H. A. R. J. WILIOIf, 
F.C.A., F.S.A.A. In demy 8vo, cloth gilt, 498 pp. 10.. 1UIt. 

THE LAW 01' .JOINT STOCK COliPAXIES. By w. J. WaITOIf. M.A., B.Se. 
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