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'INTROﬂUCTION

- The human factor in industry has been somewhat
neglected in thé pasts It has been thought that the main
consideration was that of securing efficiency in the machine
process of praducﬂion. The progressive business executive
of to-day, however, is realizing that machine efficiency
is somewhat constant,; and the business firm’that is to
reap liberally the rewards of‘industry nust cbnsider the
efficiency of the human factor. Consequently, the mane
agement in most effective industries have provided for
solving the problems whiéh arise from human relations
by providing a personnel department whose chief duties
are to study the reguirements of each occupation, the
careful selection of men for their work, their adequate
training, the fixing of just wages, the maintenance of
proper working conditions, the protection of their em-
ployees against undue fatigue, accidents, disease, and
the demoralizing influences'of a narroﬁ and inadequate
life, and the opening of a channel through which employees
may reach the ear of the management for the expression
of any dissatisfaction with its labor policies.

It is the parpose of this paper to survey the extent,
method, and policies of the personnel work in the department
stores of Kansas City, Hissouria The stores under consider~
ation are, The Jones Store Company, Emery, Bird, Thayer,
John Taylor's, Géorge Be Peck's and Hartzfelds.
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MANAGERIAL ORGANIZATION

Pereonnel problema have axisted in the depart—
ment stores in Kanaaa City since their beginning, but
in no department store does the management provide e
‘"peraonnel department that cares far all the problems of
personnels The functions are performed by a number of
 people, that is, the control is not of a concentrated
typee. Perﬁaps the reason fbr this is;the newness of
personnel managemenf inyihé middle west.y |

In John Taylor's five people handle some phase
of the personnel wWork. Mr. Lee, the general manager,
has general charge of the work. Mr. Coulter, super-
'intendent of the store, hires the selling staff, the
non-selling staff; such as the,porters} telephone
operators,{floormen, inspectors, and those in the mail
order and delivery deﬁartments. The secretary of the
store hires all df the office erce‘ This system for
taking 6are of the employment has:been in effect for
15 years. Nrs. Allan teaches the employees what they
éall "system, " which has to do'with the routine duiies
of the saies"peopie;'such as makinglout sales tickets,
general‘store rulea,'etc. Misé‘Green, whqse title
is sales promoter, has charge'of the store classes for

buyers, heads of departments, and promising salespeople.
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The personnel procedure at Emery Bird's has bheen
changed recently. Formerly a personnel manager was
employed who had charge of the hiring, but in 1928
this was taken over by Mr., Wallace, the superintendent
of the store. At present he hes charge of the selection
of all the employees excebf the executives. Executives
are emplo&ed by the,board of directors with his recom=
mendationss Mr. Slaughter is in charge of education.
These two men and their secretaries have complete control
of the personnel policies. |

In the Jones Store three p60ple have to do with
the personnel work. Mr. Gregory, the superintendent,
hires all the selling, non-selling, and office staff,
except the salespeople who are claesified as "extra
experienced." This group is composed of salespeople
who have had experiénce in the store and who are needed
as extra help. They are employed by his secretary. The
training of the salespeople is conduéted by Mrs. Ellis,
the educational directbr4 This method has beeh practiced
by the‘anes Store for ten years. It was installed
because of the growth in the number of employees and
the need for an educational program.

At Peck's, Nr. Heath; who is the émployment manager,
has charge of all the fundtions dealing with personnel.
However, the store has no training program.
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At Harzfeld's, Miss LaMbuiex is the peréonnel
manager and‘perfdfma the duties of hiring‘ She has an
asaistantvwhb_cbnductS'the trainiﬁg of employees. All
other duties of persohnel are assumed by the superinten-
dent, lr. Seigle. At Harzfeld's, as in all the other
stores, the execdtives are employed by the board of
directors.

It seems to me that there should be some advantages
in ofganizing a personnel department whose members would
have only the problems of personnel. In each store
. the work 1srbeing handled by three or four persons who
have had little training in,persbnnel work, and who do
not have the time to perform personnel duties because of

the nature of their other duties.



RECRUITING AND PLACEMENT

The five department stores have on theif‘regular
force 2,200 salespeople; 325 people oh the office staff,
and 200 executives. xﬁeluding the porters, elevator
boys, telephone operators, inspectors, stock clerks,
delivery and packing department people, and unskilled
workere, the pay roll includes 5;500 people during the
normal periode This number is increased to 6,000 during
“the "rush" seasons. Nearly all of the 2;560 extra
employees required during the “rush"'aeaSOns are sales
peoples. The store with the smallest average number of
employees has 300 people on the selling staff, 50 people
on the office staff, 30 people on the non-selling staff,
and 30 executivess The largest average number on the
payroll of any one store is 800 on the aelling staff,
150 on the office staff, 200 on the non-selling staff and
50 executives.. ' '

”Information for the need for more salespeople
reaches the employment managers in the different stores
~in a number of ways. The Jones Store‘ié the only firm
that uses requisition blanke for extra help. It places
a requisition blank pad in the hands of each department
~head. Xach department in the store has the record of the
sales for the previous year, also the amount of salesk_
expected each day of the weeke Iach departmené.is

budgeted and the number of sales people allowed ia
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détarmined by the éxpected sales for that dqurtment.

Tﬁe sample requiaition blank (Fig. 1) shows that on lay
4th A. Johnson, who is the head of Department No. 64,
is in need of more help. The estimated sales for that day

ia'$800.00, and he is asking for one ﬁorc salesperson.

REQUISITION FOR EXTRA SALES PEOPLE

" Dept. No é .
o Please furnish extra sales people for this department as per Memo below:
< X | 5 — 4—’
N ,& f_ )74’*"— Date required
e L - f
j' J%W‘;' " Estimated Sales 0 0
(DEPT. TOTAL TIIIS DATE) /
/ " No. Extrag-requifed 7 y
St / A {4 i /f g4 LLa® 2
'PLOOR SUPERINTENDENT | R " DEPT. MANAGER \
DEPARTMENT MANAGER PLEASE FILL OUT AND SIGN ABOVE
THIS DATA TO BE FURNISHED BY SUPTS. OFFICE ' REASON HELP 1S REQUIRED
_ THIS DATE.
No. employed same day last year Z P
5 ) y
“No. regulars working now -,éf- ot LT {/- bl g
No. to be added i /
Average sales per person f i i P
. i -
; U1 s
‘F 499-=250 BHS.—5428 : Authorized L% ‘ .
. i ™
483%—MFD. BY THE BALTIMORE SALESBOOK CD/,BAL'TIHGR £s MD.

‘L{'

Fige 1
The department manager in each case indicates the reason
why more help is neceded. In this case a special sale on
a few items is being made. The department manager,
after indicating the above outlined information, tears
the original copy from his book and gives it to.the
floor superintendent, who"0. K's" it by writing his



name in the spacé left for his signatures, On this
particular-requisition, the départment head has indi-
cated that he would like to have Thompson as a saleSe
person in his department if possible. The floor super-
intendent takes all the requisitions for extra help
to the employment managér before ten in the morning.
The employment manager checks over the records, and finds
that nine people were working in this particular depart-
ment the same day last year. He also notes that there
are five regulars working in the department now. He
authorizes the employment of anpﬁher salesperson, and
notifies_Thbmpson to report to the time<keeper for a
tine éard. If Thompson is not available, some other
salesperson is called. The superintendent of the
Jones Store, who has charge of the hiring states that
he is in constant touch with 250 extra people who could
be hired within 30 minutes notice. |

 The need for salespeople in the other stores
. reach the'employﬁﬂnﬁ manager hy wiord of mouth from

the heads of the departments. Sometimes the department
heads 80 to the employment managers office; at other

' times £ha-ﬁ;;gyh@ﬁgfigquad{__ |
' In no store has there been a job analysis made,

consequently, they have no job specification blanks.
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The axecutivda in_qhar@a of employment all.indicatad
,ﬁh&t inasmach aa‘thaﬁr establiahmenﬁ&.weré_amall, they
were familiar with all. the departmenté. and that o
apecification blank ia not necessary.

A1l of the storee indicoted thot whenover possidle.
it wag thelr polioy to f£ill the positions of respone
Bibility from the present force by promotion. One
employexy says that promotion from the ranks tends to
have a very desivable effeot on the employeese. Three
indlcated thot ihay made efforts to hire frionds of the
prosent employeesa The other two indicated that if they
4aid hire &rienaa of the employecs, thoy d&id not do so
becauae of the firenﬁshipa

Vaconcies in the sales force are filled almost
entiraly from voluntary applicationse Three of the
astores have accaaionalxy utilized the sérvices of
private employmanﬁ ageneiga. Ingtitutions of learning
furnish o very few of the employoecs. The office force
in most of the stores 1s recrulted from business cbllegeﬂa
Two firm&,reported that they have;qdverﬁiaed in the nevge
papers fér some of their employeeé» Blind advertisments
~are aevav'un&d; Fo enpl oyees are recruited through |
churches, lo& 308y welf&re boards, or charitable instie

- tutionss All of the stores have a few persons in their
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employ who'belcng‘to~1abor unionsni’Thase.peéple‘are
listed among the non-selling staff. No firw hires
organized labor to £ill the ranks of ﬁhe selling or
| offibe'staffi ,J | | e

| The,émpioyment dffiéeé in most of the stores have
large waiting‘rooms;7equipped wich 1ong‘benches- The
émployment_dffioé at Emery Bird's has glass partitioné
which make it possible for the applicants to see the
employment‘manager'interview others before their turn.
I think this heips the applicant to feel more at ease.
In the ﬁaiting rooms at the Jones Store many inspire
ational posters and plagues are visible. One poster in
particularll thought;quiteleffeétive because it depicted
three athletes beginning a race. In 1arge~§old type was
written, "Any man can start a,joh but it takes a good
man to finish a job right. Are you a good starter and o
'”good .’c‘i.niés‘ac-z':r‘?"w In qther parts of the room the following
other slogans are visible, "Dimes are the daddies of
~dollars." “Ten 10¢ lesks loses soumebody a dollar.®

There are no particular hours at Harzfeld's when

the employment manager interviewé applicants., Miss
. Lallourex ekpléined that many worth-while applicants
would be loat if she did not interview them as they
cames All other stores hire their hélp in the morning

from 9 to 1ll.
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| All applicants;areirequired to £ill out an_appliéa-
tion blank. Tﬁe blanks vary somewhat but in general they
are very similar.’[Tha apblicaticn biank of Pecks and
Harzfelds (Fig.iz) is the same excep§}the name of the
firm. The Jones Store (Fig; 3) has two cards, the
yellow caf& for women and the white for men. The
John Taylor (Fig. 4) énd Emary‘Bird Theyer (Fig. 5)
blank resemble each cother ¢109e1yQ The Emery Bird
blank probably is must complete so I shall descrive it.

. Application blanks are divided into five parts,
the firat_part.deais with guestions of a personal nature,
the second ﬁart,with quest;onsffelating to the work, part
three asks questions abbut the educational preperation,
part four deals with questions relative to the experience
of the applicant, and the fifth part asks for references.
Emety Bird's blank first shows a preliminary states

ment making it clear to the applicant that the pbsition
Whiéh may be given is only tempdrany, and that the firm
reserves the right to diSpénsa with services at any time,
elther for cause brought about by the applicant, or by a
change in business conditions which would make the services
rendered unneceaéary. It is made clear to the applicant
that iflby any acﬁ on her part it becomes necessary to dise
missg her the persons whom she gave as reference will be

notifj‘edc
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APPLICATION FOR POSITION

ELD'S

C}J ~ Date
If married give Husband’s
Name former surname Name
[J Married
Address Nationality Age [J Single
. . ) O Divorced
[ Live at home  Telephone Height Weight [J Widow
[J Keep house What language besides
O Board Education English do you speak
Position Desired- Who recommended you to us?
PREVIOUS RECORD [last position first]
NAME OF EMPLOYER ADDRESS DAIEEMPLOYED | KIND OF BUSINESS POSITION DEP'T | SALARY WHY LEFT

Give Name and Address of Character References

Fig. 2
h ~

Date Dept No

;. Signature of ADPHCANt......oiniiseisssmsessssssssssssesssses
AdAress..evmieoimnn
Phone No....cocconnunisasinmansrorsaees Date of Birth Single

© Married.....oooseciecsinenans WidoW..ooiirvresnnirenions Widower. Dependents

© Education Nationality..
Native or Foreign Born......c......... Declarant.......oconveeroreense 2nd Papers: Yes-No '
Position Applied for Wages Desired

In What Department Are You Experienced?.

Do You Board, Keep House or Live at Home? Have You I'riends or
Relatives in Our Organization? Have You Ever Been in
Our Service Before? . Why Did You Leave?

F143 [OVER]

Men's Application Blank

Fig. 3




Date employed

————

APPLICATION FOR POSITION [‘ﬂ

/ g / \) . ’ : :

c:y// . N ‘ Dep’t
Name - -~ Salary
Address , , - Ap;‘)'r “""?d 5

[

[ Live at home  Telephone
[ Keep house :

O Board Education
Position Desired- Who .
PREVIOUS R
NAME OF EMPLOYER ADDRESS I
Give Name and .
:
A o . =
Fig. 2
| e : — e
Date : Dept No
Signature of Applicant
Address
Phone No. Date of Birth Single
Married......convenne rersensnare WidoW..coreernnernsseesionn WidoWer...ocnrecrirnernencreens Dependents.....coennecsione
Education Nationality.
Native or Foreign Born Declarant........couinnnenenns ..2nd Papers: Yes-No
Position Applied for. Wages Desired
In What Department Are You Experienced?
Do You Boargd, Keep House or Live at Home?... Have You Friends or
Relatives in Qur Organization? Have You Ever Been in
Our Service Before?......ionvirinns ..Why Did You Leave?
F143 [OVER]

Womena ADP(;’\ij%?ti'on‘ Blank

1143
Men's Application Blank

Fig. 3
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APPLICATION FOR POSITION

Date employed

Dep’t
Name - -~ Salary
Address Appr’ove_‘d’ :
O Live at home  Telephone
[ Keep house :
[ Board Education
Position Desired Who
PREVIOUS R
NAME OF EMPLOYER ADDRESS I
Give Name and .
B S
FPig. 2
i Nearest Relative’s Name
Neafest Relative’s Address
) ; Previous Employment.
Employer ....... Address
Length of Service—From ' ; To
WOTKE 28.ervesrsesoooromeeseessssessssssssssssessns Reason for Leaving........
Employer. Address.
Length of Service—From......, To
Worked as Reason for-Leaving........
Employer.. Address..niemnin.
Length of Service—ITToMuu i ininreriiseesmosmensesssssssssosesssons To
Worked as . Reason for Leaving......uooieieennmesens
F143 [OVER]
VUL OULIVICE IDCLULT seiedtorsiniansionsir TV ALY “AZIU T XL UM LICH YU 8 didid
F143 [OVER]
Men's Application Blank
Fig. 3

-19-



Form 28 - ' Application For Employment

John Taylor Dry Good?. Co.

Date
Name " ' Age

Address Tel. No.

Education : . Position Desired (In order of choice)

‘Salary 2
Requested » 3
Which Church Do you Attend?
Present Employment
Were you ever

in our employ? When? Position? Salary?
Do you live at home? | Board? Keep house?

Are you marned? Single? Divorced?
Whom do you support other than self? :
Whom do you know in our store?

REFERENCES
Former Employers Length of Service Why released Salary

Give name under which you worked if different from above

PERSONAL REFERENCES
1
2
3
Date employed Dept. Salary
Fig 4
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; Seetion

~ Have you ever been engaged in speculation, and do you occasionally speculate?

ssms  NOTICE TO APPLICANT

Any posmon which may e given you upon this application may be temporary only, and should we
wish to dispense with your services at any time after date of engagement, or should we WlSh to adopt

- vacations to suit business conditions we shall feel at perfect liberty to do so. This notice is given inas-
- much as we usually do not dismiss except for cause. Should we employ you, we shall consider it our right
- and duty to notify any or all to Whom you have referred us, of any act, which in our opinion would justify

your dismissal.

Employed ‘ Rafe
Do Not Write Above This Line. '

To enabie us to get the replies to our inquiries promptly, from those to whom you
refer us, answer each question fully and accurately.

Date_. 191 - If Telephone? No.

Name in Full— : Age Nationality.
For what position do you apply? ' —Salary expected?-

With what lines of merchandise are you familiar?

‘Have you ever been employed by EMERY, BirD, THAYER Co., and if so When? _ In whatsection? —
"When did you leave? . Why?
How many depend upon you for support? : _ ___Are you in good health?.—

Have you any defects in sight, hearing, speech or limb? - -

Have you ever been in arrears or default in any previous employment? Do you smoke cigarettes?——— -.
(To Male Applicants)
Are your habits sober and temperate and have they always been so? -
(To Male Applicants) 3 -
Have you any unpaid bills"-—_—_—_——-—Are you single, married or divorced?

If married and not llvmg with your husband will he, or if divorced, will your former husband annoy you should you secure a
. . {To Female Apnhcants)

N

position in our store?— - Are you living with parents, relatives or boarding?

‘When you finished school, in what grade were you?

(To Male Applicants)

""Can'you give as reference any one in the employ of EMERY"BIRD, THAYER CO., and if so, who?———— e
‘Would you consider it your duty to report promptly to the supenntendent any act or conduct on the part of your fellow

employes that in your judgment was detnmental to the interests of our business?

Father - Address i -

Give names of your parents:

Mother - Father’s Business : .

If married, husband’s business?
(To Female. Applicants)

Write on the next page in regular order the names and addresses of all your former

employers, etc.
(OVER)



TO ENABLE US TO GET THE REPLIES TO OUR INQUIRIES PROMPTLY FROM THOSE TO WHOM YOU REFER

US, ANSWER EACH QUESTION FULLY AND ACCURATELY.

Give names and addresses of EVERY person or firm you have worked for.

Dept. you were in TIME EMPLOYED
Commence with the first and mention all up to the present time. " it Recelved FROM ___To REII‘?:\IXI\IITQ "
Month | Year Monthl | Year
1st. THEIR NAME Stroct I;I;l.xeir City and Street No. -
City
2nd Street No.
— City -
Srd Street No,
City B
4th Street No.
Cit& o
5th Street No. ‘
| City
6th Street No.
City

I have not worked for any person or pei‘sons whose name does not appear above.

Write in the spaces below names and addresses of persons in good standing (not relatives;or former employers) who have known you for a number of

years, and can vouch for your honesty, character, ete.

1

Names of References Their City and Street; No. -

Their Occupation

No. of Years Acquainte
With You

|
}
{

|

B

I hereby certify that the above statements and the answers to the foregoiné‘ questions are true and correct, and agree if appointed, to abide by all rules and
regulations now in existence or which may hereafter be created, also to faithfully and honestly discharge the duties assigned to me to the best of my

ability. | .

Name T?ansas City Address

(Sigw-#ure of Applicant)

-



Thé questions of o personal nature will be diséussed
firet. The applicant is asked for the name in full, the
age, end the natiéﬁanty; She is,_then acked i she has
any one:depending on her for support, if she is in'godd,.
health, and if ‘she ﬁas any defects in"sight, hearing,
speech, or limb. Male appiicants are asked‘if he smokes
cigarettes, whether he has ever been engaged in apecula»
tion, or i1f he specuiatea ocnasionallv. He 15 asked if
his habits are sober and temperate. Female°appli¢ants
are asked if married and not living with their‘hquand
will he, or if divorced;‘will your'former husband annoy
you should you secure a position‘in the stores Mérried
women are also asked their husbands businesss A1l
applicanta are asked if they have unpaid bllls, if they'
are sinole, married or diVOrced, and if they are livinv
vzth their parents, relatives or tYoardinge | |

‘The first question relating to the work asks the
applicant‘for‘what position she is‘applying and what
galary ane expects to receive. She is asLed with what
lines of merchandise she is ramiliur. V

The only question asked relative to education is
what'grade theiapplicant waé in when she finished Schob;.

That part of the blank‘which deals with the expérience
first asks the applicant to givé'ﬁhe names,and‘s&dréSses

of all employers, the department in which she haé had

. .-'22-» ’



experience, the salary receiﬁed, the lenzth of time:
- employed, and the reason fof leavidg each store. She |
is then asked if she has ever been employed by Lmery,
Birds, and if so when, and in what department. If she
hgﬂ had experience with Imery Bird's when did she leave
and for what reasone. | |

| The refefehce section of(the blank asks for names
and addresseé of four persons, who are not relatives nor
former employers, who can vouch for the honesty and charsc-
ter of the appli :ant. Space is provided for the applicant
to list the occupation of tbé peréons 3iven for reference
and also to indicabe the number of yeurs the applicant
has beeﬁ acquainted»with each person.

After siving this information the applicant signs
 & ataﬁement'oertiﬁyinw that the answers and statements
ziven on the btlank are true and correct, and that if
appointed she will sabide by all rule and regulations
- now in existence, or any which may hereafter be created,l
also to faitnfully and honestly discharse the duties
- assizned to her to the best of her abvility.

Employees who are making application for reeen-
gagement are not required to £ill out a regular appli-
.cation Elank. It is the practice at Hmery Bird's to fill
out an application for re-engajgement, (Fig. 6) which

indicates the department, and the lensth of time the
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'APPLICATION FOR RE-ENGAGEMENT |
NOTICE TO APPLICANT

Any position which may be given you upon this application may be temporarily only, and should we wish to dispense with your serv-
ices at any time after date of engagement, we shall feel at perfect liberty to do so. This notice is given inasmuch as we do not usually dis- .

miss except for cause. Should we re-engage you, we shall consider it our duty to notify any or all to whom you have referred, of any act
which in our opinion; may justify your dismissal, ~ , ‘

£y ‘
e I was formerly in the employ of Emery, Bird, Thayer Co., in the capacity of ............ ... e e
Dept. oo e and left ...................._.. e e 192........ on account of ... ... .
Give below names and addresses of EVERY person or persons you have worked for SINCE LEAVING OUR EMPLOY up to the
} present time. : : : ' :
! o : TIME_EMPLOYED R
| NAMES OF EMPLOYERS .| cITY AND STREET ADDRESs | DEFARTMENT|  SAtapy | S Vo MOLOYED | ppssoNs FOR LEAVING
o
I have not worked for any person or persons, since leaving your employ, whose name does not appear above.
| I hereby certify that the above statements are true and correct, and pledge myself, if re-appointed, to faithfully and honestly discharge
my duties assigned me to the best of my ability. : : : : ‘
|
5 . T Signature of Applicant.
Re-Engaged for ..........ccooiiiniimnien. Date....coomeeen Rate.. ... Address ... ereermeeeecaneteneanees s
: ,
o ;
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applicant haa worked for the firm. Aléo‘request is made
for a list of ail employers, departments worked in, salary
received, timé empioyed,vand reasons for leaving 1l
firms that has been worked for since leaving the employ
of Lmery Dird Thayer. |

In most of the stores the references are consulted
as’900n‘as applicationsis made for a position. ‘Harzfelds,
hoﬁeVef, often do not éénsult thefreférenées until the
Va¢ancy occurs. lHost stores have a blank form which is
sent to the people listed for reference. The John
Taylor rating card (Iig.7) asks the person to rate the
applicant on atility, honesty, satisfaction as an eme
| pldyee, the reason for leaving and the 1engtn of service.

A space is left for remarks.

Form 36

John Taylor Dry Goods Co. |



applicent has worked for the firm. ‘Aléoxrequest’is made
foi a iiat bf ail Qmﬁlbyers;;departméhts ﬁorked in, salary
reééived,‘time empioyed, and reasons Tor leaving 511
firms that has been worked for since leaving the employ
of Emery Bird Thayere. - B |

| In most of tha‘stores fhe refcrenc¢s are consulted
as’soon‘as applicationsis made for a position; 'HarzfelQS,
however, often do not consult the references unt11 the
vacancy occurs. oot stores have a blank form which is
sent to the pedple‘listed for reference. ‘The4thh
Taylor rating card (Fig)?) asks the person to ratelthe
applicant on ability,'honesty, satisfaction as an em=
_ pléyee,‘the reason~fo: leaving énﬁ the 1ength of service.

A space is left for remarks.

— - - -~ e iy

Form 36

Jo]nn Taylor‘Dry Goods Co. o |

»
1034 to 1040 Main St. 1017 to 1023 Baltimore Ave. . [
KANSAS CITY, MO. ‘

Date

Messrs

’

Dear Siri— ‘
M : who states that —he

has been in your employ: in

Dep’t has applied to us for position as

Will you kindly give us in strict confidence your opinion of this person.
Indicate by “X” marks in diagram below, record as you know it.

Yours very truly,
f JOHN TAYLOR DRY GOODS CO.
| SATISFACTORY LENGTH OF
‘ ABILITY HONEST EMPLOYEE | END OF SERVICE SERVICE
| . Left of
{ Good Yes Yes ¢ 1; g: O:cvlvn Years

Fair No No Discharged Months

None | Fair

REMARKS

Signed




The Jones Stofe‘Ocmpany’s rating card, (Fig. 8) in
addition to the above information, asks for a rating

on the general character of the applicant.

[, - O
I

STRICTLY CONFIDENTIAL

In our service from

Employed as

Ability

General character

Reason for leaving

Additional information

Signed
F8-56M-

Fige 8
The employment mensgers place much weight upon the re-
piies received from the references, particularly if
the employée iz -to be hired for wofk in the same sort

of department.ds one in which he has had experience.

2B



The Jones Store Company's rating card, (Fig. 8) in
addition to the above information, asks for a rating

on the general character of the applicant.

s
H
H
-

* GENTLEMEN:
M

Address.

in your service from....cceceoceuennnn... L 2 Y

as

under

has applied to us for a position as......cccccecvececcenn.

and states that we may refer to you for such in- -
formation as we may require. :

Will you be kind enough to fill out spaces on
the reverse side of this inquiry, and give us, in
addition, any information which may be of interest
to us? A prompt reply will be appreciated by
both the applicant and the writer, as we desire to
avail ourselves of this person’s services, and cannot
do so until our information files are complete.

Thanking you for this courtesy, and assuring
you that we will be pleased to reciprocate at any
time, we are

Very truly yours,
THEJoNES STORE @.

Signé\f'

The employment managers place much welizht upon the re-
plies received from the references, particulsrly if
the employee is to te hired for work in the same sort

of department.és one in which he has had experience.



Generally speaking, the applicant is gilven one per-
sonal interview. The number of‘interviewe depends
upon the position to be filled and also upon the
type of appiicant.

The qualities looked for in the apﬁlicant devend
upon the position to be filled. ?or executive positions
poisge is quite necessary, 2ls¢ the ability to inspira
oohfideﬂce in.the employees. It was my privilege to
witheué the handling of a césa which required muoﬁ toct,
no temper and the fcroefullﬂesa 80 necégsary for exe
ecutives. A cﬁstomerfburst into the superintendents
office ﬁnnannounced, staﬁing that she ﬁés “plenty mad"
Sne was interested in having one of the Balespeople‘
"fired," because of some misunderstandin; in the pur-
chase of dishes. The salesperson was'called, and
very tactfully the executive rrouzht the tuyer and
salesperson together, and a 7115.00 sale was affected.
Generally speaking, the office help aﬁd cashiers afe
individuals who are more interested in things than
people.

’For salespeople the.firet requirement mentioned
by all five amployment managers was appearance. Jne
manager aXplaihed that it was not a matter of expen=~

" 8ive clothes, Lut a question of how the clothes were.

3T e



bein; worn by the applicant. Xach employment manager
mentioned thét ihtglligence and the ability to use
correctvﬂng;iah wag & characteristic looked for iﬁ
salegpeople. Empioyment managers seem to agree that
after handling *&1@@peoole for a few months their
ability could bve determined to a large extent by the
initisl interview."Of course they admitted that
uOMLthu ihuy were mistoken on some applicants.

Tne chara cteristic looked for’in applicanté vary
with the departmentse If a vacancy occurs in the shoe,
furniture, or men's furnishinz dep“rtmento, for e;amnle,
the employer naturally 1ooks~for a man to fill the
place. Ifkit is a vacency in the ladies readyéto-wear
department he tries to secure younger women who are
well developed, and who wear their clothes well. He
tries to keep the selling sitaff in the womens coat
departmenh;filled with zirls who are the stronzest
physically in the store, fbr after an hour of 1lifting:
the heévy coats on ahd off the customers only the
stronzest can sucvive. One mana jer says, “We just
uge a little common sense in placing our salegpeople;
we don't try to place a larse, coarse woman in the
noslery or jewelry department. We try to keep the

salespeople consistant with the goods."”

«28=~



In none ofltheafive stores ére all of’the applicants
placed on the waiting 1ist, but a certain group of
“eligiblea" are placed on a Waiting list to be called
- when a Vaéancy arises.

Two stores give a physical examination to all
of their employées,‘ These physical examinations arer
administe?ed by the‘haspiial departments consisting of
thﬂ‘stdfe doctors and nurses. Some employees sare
reluctant atout the examinations; but in each case
the employment manager explains that it is for their
own protection as well as the proteotion‘of the store
‘to know that they are working with people Whg have
all passed the phyéical examination. Of course the
results of the examination are kept atrictly confid-
entlal. The heart, feet, éyea, throat, ears and teeth
of the employee are examined. The'examination also
includes & diagnosis Tor communicable diseases. Speclal
care 1is taken to locate sny tubercunlar employees. A
"follow up" is seldom m#de; occadionally, if an employee
is suspected of having a communicalrle disease an ex-
amination is made.

In one of the other stores all of the employees
who are in the department serving food and drinks are

‘examined periodically. In the other two stores no

“20a



‘physical cxsmination hoe ever been administered on
the ground that 4t is a wasle of bime wnd money.

The ilssouri Vorkmons Compensation Law requires
the stores 4o keep a record of the gorrect nomes and
atGdresses of sach of the e&ploy&aa, and’%he dependoenta,
1 anye |

In making 1t clear to the employee exaatlvaho
are dependents the Jones Store dependent blenk {(Tige9)
axylminw in the fdllcwing ﬁoraa,‘“The word “dependent”
is oana&ruﬁd o mean o relative by blood or marriaze
who ia u@ﬂaally dependent for support, in whole or

part, upon your wagess ihe followlng persons shall

Kindly £ill in the information requested below, before you start to work.

NAME coevresisnrsisesesessnssssstasssssasassssssissassssssnenss
Address »
Occupation ....... rreehiarsasesssarirsrssnsnasres Nationality ...
DEPENDENTS
NAME , ADDRESS AGE RELATION
Daté | . Signature.. .

SUPERINTENDENT’S CLERKS—A card must be filled out for every person placed on
“our payroll, without exception, and filed alphabetically. The files must be cleared and checked
every 60 days. o : -(Over) '

Pige 9




physical cxsmination has ever been administoered on
the ground thet 1t 18 & waste of time and money.

The #issouri Vorkmons Compensation Law requires
the atoraa'to keep & record of the correct names and
addresses of each of the e&ployees, andvthe dependento,
i anye |

In making 1t clesr to the employce exactly'who
are dependents the Jones Storve dependent blonk (Fize.9)
explains In the following %ord&,(“?he word “devendent”
is construed to meun o relative by ktlood or marriage |
who is naﬁ&mlly-d&pendant for support, in whole or

part, upon your wageG. Ihe following persons shzll

Ry,

Al x

: / REGISTRATION CARD—(DDPENDENTS OF EMPLOYEES)

ik e

W

=
;U' :,
S
ot
(o]

We are required by the Missouri Workmen s Compensatlon Law, to keep a record of the
correct names and addresses of each of our employees, and his dependents, if any. The word
“dependent” is construed to mean a relative by blood or marriage who is actually dependent
for support, in whole or part, upon your wages.

The following persons shall be conclusively presumed to be totally dependent for sup-
port upon an employee in the followmg order:
A wife upon a husband legally liable for her support.

A natural, or adopted child or children, whether legitimate or illegitimate, under the age .
of eighteen (18) years, or over that age if physically or mentally incapacitated from wage
earning and dependent upon the employee, with whom he or she is living.

Tt is necessary that this record be kept accurate, and therefore it is imperative that you
notify the office should there, at any time in the future, be a change in your residence, or in
the number or status of your dependents. . k

Yours very truly,

THE\JoNES STORE (@.

Form 2. ' (Over)

Flge 9



ke concluaiv‘ly preuumed to be totally dependent
for supnort upon an amployae in the followins order:
A wife upon a hushond lezally liable for her support.
A natural, or udopted child or children, whether
legitimate or 111egitimute, under the age of (18)
eighteen yeara,.or over that age if physically or
mentzally incapacitated from wage earning and depene
dent upon the employee, with whom he or she is
livinge® o

The Jones Store Compeny blank asks in addition
to the names and dependents, the occupation and
nationality of the employee. fhefJohn‘?aylor blank,
(Fiz. 10) in acidition to the names, addresses and
dependents list, asks the telephone number, whether
married or single,‘aﬁd a record of the nature of any
accident andvthe period of disability. Yo intelligence

or achievement tests sre used in any of the stores

4113 -1i-28 o o L
‘ EMPLOYEE’S DEPENDENTS: REC_ORD -
SECTION - P.R.No. ‘ DATE : 19 !
NAME ) T ‘ AGE
ADDRESS ' - " _TEL. No,
NATIONALITY: : - : MARRIED - SINGLE
: L * DEPENDENTS ' ;
i NAME : ADDRESS . _AcE ___RELATION

L

1 . §

I

Should any change occur in the above list of dependents, 1 agtee to glvc
wmten n’)dce to the Supermtendent s Ofﬁce at once.

 Sined !

Fig. 10
@3l




EXe:

in the hiring procésag The John Tayldi Company, however,
administers an eye test and a hearihg test to all the
selling force. The eye test is particulgrly for color=
blindhess, A stop watch is used in deﬁérmining whether
the employee has defective hearing. '

A character analysis through stohiatry or phren-
ology is not attempted in the hiring process. The
| employment managers Seemed somewhat skeptical about these
methods of analyzingﬂcharacter. However, one store employed
the services of a psychaltrist for a threé weeks périod
two years agoe The experiment was of practically no
value to the store.

Two of the five employment managers say that they
employ quite a number of aalésyecple.with no experience.
One goes so far as to0 say that in a lérge number of

‘cases the salespeople in their store who were the most
efriClent were those who were inexperienced. He says

that in their store they did not wish to develop "sales
gravbers" and thatv;ome of the experienced salespeople
whom he had hired were over zealous in their attitude
. toward sales to the degree that they became inefficient
as éalespéople.

The other three employment managers say that they

try to have experienced salespeople always, but when they

-30a



e&panded'their'aalaa fqrea for “rush" senson salesy they
vere forced io hxre wony who hod had nb gxperience. It
lg the practice of most of the stores to carry the
salespeople, who hove had no exporience, on the "extra”
force, to be used for a feow days each month until they
have had enough experience to be placed on the regular
forcee. The experience requirementé aiffer sqméwhat with
,tha’ﬂepartment, consequently, if o vacancy occurs in
some department anAax@erieﬁeed aalespersah is neccssarys
Many of the office stafl end non-selling siaff in all of
the stores come into the organization without any
proevious experienceo Uften aalespeoyla:are toaken fyom
the floor and placed in the office sorting checks and
abing other ruitine work, finelly being worked into the
office stafl, | |

Tﬁare'are no formal eéumationn&lrequirements,'except
in'ona'atdra, wheré graan&tiaa from the elementary school
io o prerequisite in the selling, non-selling or office
stalfs The lower age requiramaﬁt to some extent is
governed by the ¢hild labor law of Siceourd. If a
gtore hires a boy or zirl vetwoen the ages of 14 to 16
a work permit mast be secarred from the superintendent
" of schools. Two stores attempt. to £i1l thelr junior

. department with workers 14 years of age or overs. The

-3



other stores do7got hire any worker unless he has reached
the age of 16 or has finished the elementary 5chool
The azes among'the selling staff range from 18 to 55
years of age. The rsnge in the officé gtaff is from 20
to 45 years'of agze. The non-selling ages renge frém.le
to 65, Tnefe i8 no maximum sge fof hiring. Generale
the employment menager is intérested in recruiting the
force in such a mannervas to maintain a low average agee.
However, one manager 8ays, “ie are not rumning awzy from
age as mény of our best men snd women are those over 45."
Generally, men who are over 45 are not hired but men_in
the employ are kept until they are much over 60. During
the rush geasons the same proceedure is pracliced relative
to hiring as in normel seasons. The age and educational
requireménts remain the same in all stores. l

- Generally the em@loyee is informed whether she is
hired at the time of the interview. lany times the |
informatioﬁ Comés to the applicant by telephone or postal
card. | |

The employee is introdgced to her work in Peclk's

store in the following manner: After the employee is
hiread by the employment manager she is assigned a
| locker, given a key, and told where the locker room is

locateds After finding her locker, by asking employees

m34u



along the way, she is instructed to go to fhe department
for which she is hired. There she'is introduced to the
work by being shown the sﬁook, prices, and how to maké
out the sales tickets, by either the assistant head of
the deoartment, or one of the sales force.

Induction at Emery Bird's differs somewhat in that
vthe employeé is assigned to the work by the employment
managér. The employment manager introduces the employee
to the time-keeper. Then the employment manager accome
panies the employee to the floor and department in which
he 1s to work, introduces him to the floorman and finally
to the head of the department, who introduces him to the
other members of the department aond shows her the nature
of the work.

The employee is introduced ﬁo the work in the other
stores, John Taylors, Harzfelds and Jones in a similar
manner. The employee goes directly from the employment
managers office to the educational department. However,
before leaving the‘employment managers office.at John
Taylors the employee is given two cards, one to he
pregsented to the time-keeper and the other to the floorman.
The fime-ke@pers~card indicates the section in which the
'employee,is to work, the date she begins, the name,

-address and telephone number and also the rate of selling

35w



cost percent.

whether or not

opace is also available to indicate

the employee nas ever been employed by

John Taylors, and also the section left and the reason for

leaving.
Day on January
46 it states
shows that she
1929, and that
of ﬁhe need of

ghows that the

The sample card (¥ig. 11) indicates that Jean

6, 1930 was re-cmployed to sell in Section
her residence and telephone number and

Waé employed in the store in Novenmber,

she wasg separated from Section 46 because
reducing the selling force. The card

selling cost in this department is four

percent.
o s / TAKE THIS T?,,T:EMEJTEE‘?EZ S ez
"1 NaMmE e}’[""‘ g f}’r f{w*"} e . ,
ADDRESSJ/ /J)y‘/ 5’/?&4 ,\“7 TEL. NoZ/{/Pqu_S:Z "
e YT ryomane 7)) 924
rrane. |
oare
R
DATE
| REMARKS
L
Fig. 11

The floormanagers card addresses the floormanager

and states that the besrer of the card has been employed

for, re-engaged for, or transfered to a certain section.

36



| The}floormanager is instructed to see that the employee
is‘prOperly introduced in the section and instructed as

te the regquirements and business rules. The floormanager
is given instruction to report regularly to the super
intendent relative to the employees progress. Thus, on

on sample card (Fig. 12) lr. Coultér instructed John Swift,
the floormanager, that the bearer of the card has been
;emyloyed for Section 62, that her register number is 162,

and that her locker ia 312.

12-6-28-4159

T:JE THIS TO THE ;OORMANAGER

. Mr. k v, A

P ( emp]oyed for / Zﬂ L
Bear g/has been | rezEngagsdfor | Section '

. : o
See that he or she isrproperly introduced in the Section, instructed

as to our Requirements and Business Rules; and report regularity of
his or her progress to the Superintendent.

Register No//ﬂ/l ..Locker No@_,l/ ,QJ | w/

Figs 1R

4 When the employee has reached the educationai
' department she is greéted by lirs. Ellis in the Jones
- Store; Miss Lalfourex's assistant at IHarzfelds, and lirs.

Allan at the John Taylor Company. The educational

BT
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Rgdifﬁétors in tﬁeir,reapectiveAstores teach the employees
the "store system." Zhe educational directors then intro-
duce the emyldyee to the floormanagers, who in turn
introduce the employee to the nead of the dapartment for
which she is hired. The head of the department familiare
izes the employee with the stock and the other sales-

- people in the department.

AB regérds a follow-up, two personnel managers
indicate that they personally manage to talk a few
minutes with new employees during their‘first week of
worke As far as possible, the interview is held about
the second day. The other employment managers say that
follow~ups were unnecessary since the new employee is
_ undér constant supervision by the hezd of the department
who reports the progress of the employes to the employment
manager and that the éfficiency of the.SaleSPerspn is
shown by her sales. In the office the rating is deter-
nined by the office manager. |

Generally Speakihg, new salespeople are placed
in departments where they are needed ot the time of
hiring. HMany times some particular department will
need more saleapebple during'bertain uours of the day
or certain'seasons of the years. Three of tue five
“atoréa have what they call the contingent force or

"flying sguadron," generally composed of older employees
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’[with.experiéncé in many departmenta and who ﬁigrate
throughout the store and work in any department where
' the need seems the,moétvurgehtu ‘However, occasionally
promising sa1¢3p90ple sométimes are placed on the contine
'gent force first. |

£ the "follow up" reveals the fact that the sales-
 person is notrproducing in the department two of the
‘stores endeavor'to tranafer the salesperson to a
department where she will be able to sell. ,If the -
salesperson_is‘interested‘pértioularly in certain
merchaﬁdise thése two stores, where ever{poséible,
trdnsfer the employee to the &epartméntnof her'interesta

In the other threc stores"the'manaéementfmakes
vefy little change from the‘original pl@cémenﬁ; ,Oﬁé
employment manager.éaid, "We veiylseldom chahge thém’
from one department to another; if ﬁe'aid, we ﬁouid be .
éhahging all‘the ti&ewhecause‘bf;diSquntléé:peOPIé,
who, no mattér vhere we changed them, WQuid~never,bé -
satisfied." Other employmeht managers, hdﬁQVer, take
the attitude that if an employee'is‘diSSéﬁiéfiéd,hé
mnay report‘to the employment managergAan& if the ?equest
for transfer is reasonable it should be made as soon.

ag convenient.
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TDUCATIOW AND TRAINING

Generally, when we think about a person's qualie-
fications for a certain posifion, the first consideration
is to ask how much training has he nad. After inter= |
viewing the employment managers in the departmeﬁﬁistores
- we found that, except in thn Taylor's Wherelalementéry
school graduation is a prereéuisite. there were no
educational requirements in Kansas City.

Congidering the fact that all stores hire employees
who have had no previous eé@erie?ce; it would seem that
the average employee who comes intovthé,department store
ih Kansas City lacks the preparaﬁibn necessary to dis~
charge her duties effectively. If the employee is to
receive the training necessary for efficiency, it is
‘neceggary for the department'store to provide it. Tour
of the five stores have provided for this nced by
installing an educational departﬁent;'ﬁééﬁed‘%§ a’’
director. The manager of the other store realizes
the value of an educational deﬁartment but states that
the store does not have the facilifiesy; oxr the space
' neCeésary to provide for such a departmént. ‘The extent
and method for taking care ofvthe education and training
of the employees in the department étores vary iﬂ the

four etoreg. However, all the managers say that each
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year they are spending more time and money in the
educational department»

In three of the fourkstores_thﬁ-personnel manager
p;ana and administers the educational prdgram. In the .
other store the general ménager, the sales promoter _
and the personnel manager plan the program. The personnel
manager and the sales promoter administer it.

~In most cases the employees are very enthusiastic
about the educational program. They are interested in
anything that will help them sell more goods. Sometimes,
however, if the information imparted is offered in ék
extremely formal manner in which there is no opportunity
for the employees to express themse}ves, they do.ndt
register much interest. Generally speaking women are
more in sympathy with the educatlanal develOpment than -
are men. - One type of employee whnse interest is some~
what hard to ‘enlist is the headwof a department who ,
has occupied this position for a nﬁmber of years and
who’feels that "the old way is the best way.‘regardless.”
An example of this attitude was related by an educational
director who had just introduced into the stoié,a claes
for buyers and heads of départméntsa The éléss meetings
vwere generally held about a month before the buying '
season in order to familiarize the department buyers

with the styles and fabrics that were to be in high
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- Tavor for the coming season. YWhen asked to come to
these meetings, one of the o0ld department buyers replied
that she didn't know whether she could get there or not,
asking the director if anything worth while was to be

- presented. If not, she did not deem it neégésary to

~ leave her department. It is the custom in some stores
to have afternoon teus for department buyers. The
material and styles are presehted to them at this time.
It seems to me that it should not be necessary for the
management to "bait" the department managers by giving
teas in order to present the material. Neither should

- the managemeht tolerate an attitude such as indicated
abqve.

If the management were to make i% aefinitely clear
to department heads that it provides the services of the
education director at a great cost, and that it is
behind this director in éverything that she presented,.
it would tend to make hef work much easier in dealing
with heads of departments and buyers who are in a rut.

The major educétional activities in the department
stores take the form of classes. There are two types
of classess one is the clags in store "systeﬁ,“ the
other deals with all other phases of department store

education. The stores offer no instruction except

Ty



' thaf Which_has some direct bearing on the work to be
ddné. If an employee is taking courses outside the .
store, his record card does not show this interest in
'educational advancement. The management'in'two of the
storas sometimes help the employee pay for a course

. taken outside the store, by bearing a part of the cost
of the courses.. The course, however, must have some
direct bearing upon the work that the particular eme
ployee is dqing in the store. TFor example, John,Taylor
paid one-ha1f or $5.00 of the cost of the salesmanship
course, recently given in Kansas City by G¢f?. Brewer
under the auspices of the Iixtension Division of the
University of Kansas. About fifty people from the
store took the courses A personn61,manager of'another
department store sald that they ioaned‘their,émployees
the $10.00 to take the ¢oursé if'they did not have

the moneyktc sparey subject to repayment within a
reagonable length of time,

The classes in "system" given to the employees are
administered immediately after he is hired. The educas
tional director takes the new recruits from the office
of the employment manager and when all new employees are
hired for the day she conducts the class. Sometimes
this‘class is very small, amounting in some cases to

individual instruction, and at other times, during the

i
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- "rugh" seasons, as many as 75 are in the class. The
edﬁdational director teachea«the}employee how to make
out the sales tickets, C. O. D, tickets, charge tickets,
and all the other types of tickets. She shows them

how to make the extensions, hdw to get the.gooda to the
wrapping department, or how té wrap them herself,

the prdcaedurg in getting the cash to the cashier, and
gétting the change back to the customer. Thé recruits
are then given some genéral information about thé store
rﬁlea, when to be on duty, what kind of clothes to wear,
and how to ring in and out on the time clocke. The
>initia1 system class generally_takes about 45 minutes,
and it is given on the store's timee.

In twd of the larger stores, where:the classes are
large during the rush seasonsg, the management'has Pro-
vided large blackboards and charts showing the'sales books
and all types of blanks which the employee will be tee
quired to fill out. The educational director places
in the hands of each reéruited salesperson copies of
the vblank forms and as she fills in the models on the
blackboard charts, they fill in the blanks that she
has given them. This proceedure is based upon the sound
peychology that we learn by doing.,‘

‘The initial lesson given the cashier takes somew



- what longer than 45 minuteé; generally an hour is spente
1 The recruit is taught how to ring up all types of sales,
' receipte, and disburseménts, The instruction to the

cashier cannot be given in biasseé, as only one cash
" regieter is provided in each of the educational de-

~ partments of the stores. Ariér'the employee is told

" and shown how to ring up each trénaaction and how to
méke‘ﬁhe proper change, the”direétor then gives the recruit
an opportuﬁity to show what she has learned;' |

In all the four S£ores that have educational

departments recruits attends about two classes in "gystem."
'In the Jones Btore they are brchght back repeatedly if
they continue to make mistakes on sales ticketso. This
store has a'systém whereby,thé auditing'department and
delivery department check back to the educatiéﬁal'
director any mistakes founds The delivery boys are
‘given 10 cents every time they report é mistake in én
add;ess back to &he delivéry department'head; This,
of course,,goes against the record of each sales -
méking the miatakeev The samp1e blank (Figs 13) shows
the report that is sent from‘the delivery départment
each day to the educational directar. In analyzing

the blank, we find that on Apri}yl?; 1930, thevdeliqgry

department found ten erroréﬂmade by the aaléSpeople:,
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Delivery .Dept.

DELIVERY DEPARTMENT S e
ERROR REPORT Date L] ] }'f' / 32

ERRORS

2

Wrong Pﬁce

No Price

Mdse, not properly listed

Erasure not O.K.

Two addresses not O.K.

Future Del. not O.K,

Damaged Mdse. not O.K.

Wrong Mdse.

O j0 |~ ;U W (N

Short Mdse.

-
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Own goods not listed

=
—

Omitted Value of own goods
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' Omitted Dept. No. -
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Omitted Clerk No.
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N

Omitted Date
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Wrong Date
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<

Held Mdse. not O.K.
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Enclosed Mdse. not listed

b
L+ -]

Name & Address not written
on encloted package

=
-]

No reason for allowance

)
=]

Allowance not O.K.

[~
Py

No Packihé ‘Memo.

)
L]

No. piecies not listed

b
w

“Del, On” not O.K,

b

Reason for O.K. not checked

)
1]

Straight C.0.D. not O.K.

o]
o

Free Mdse. not listed

N
-1

Will Call incomplete

[
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N
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Incomplete Sales check

Pencil writing on duplicate check not 0.K.
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Wrong Address

w
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w
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[
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X
A

[
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[
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(2]
-1
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Salesperson No. 2 in Department No. 61 did not in-
dibate the number of pieces fo be delivereds sales-;
péréon Noe 6 in Departmenf Hoe. 64 did not.éompleta
ihe'aalea check;'ﬁba 5 in Department No. 67, and Noe 1
in Department 26 gave the wrong address on the sales
'cheok; salesperaon Hos 4 in Department No. 28 changed
the figures on the duplicate with pencil, they did
not correspond with the original bill; salespercon
in department 29 failed to make out a C. Os D. ticket
.pr0perly; salegperson MNoe 10 in Departmenf No« 50
‘failed to write ﬁhe name and address.un_the enclosed
package; salesperson No. 5 in Department 18, and No.
1 in Department 14, ommitted the salespersons number.

- The pample blank (Fig. 14) shows the report that
if forwarded from the anditing departﬁent each day to the
~educational director. Analyzing this blank we find the
aaleapenple; their respective departments, and the type
of errer checked opposite their numbers. It is evident
from this report that most mistakes méda on sales tickets
are “wroﬁg éxtensions.“: The summary errors have refer-
ence to the mistakes made on the blank that is handed

_fﬁ each day by the salesperson asg a summary of sales.

After these reports from the auditing and delivery
department‘come iny, the educational director places the

~information on individual sheets, dne for each employee,
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SALES No._.

'ERROR REPORT

“ DEPT. No.______ _ Date /
- f ,; / /
SUMMARY ERRORS 4 e
RSy A
-~ 1| Omitted Book No, - '
2| Omitted Dept. No.
3| Omitted Clerk No.
4| Omitted Date R
5| Impossible to Rea& / ' \
6 ‘Wrong Addition 1 | \
7 Not Totaled \\
8| No Tally Sent to Audit /
9| Checks Not Voided JAI
10| Amt. of Sale Omitted vV i ]’
' li Amt. of Sale Incorrectly Entered \/
12| Amount Opposite Wrong No; . .
13 B R . 1
14 S N .k : {’l \\.~ .
E BRI MR MR
SALES CHECK ERRORS D[ N\{N SIS T R A NS
<16 |- Clerk’s No, lllegible - - : e et
17| Omitted Clerk No.
18 | Omitted Dept. No.
19 | Onmitted Date N
20| Figures lllegible \ NN -
21| Wrong Extensions \} A\l YIRYI Ll L o] el ] L Vg
22| 'Void Check Not O. K.
23| Void Check Not Sent to Office 3
24| Erasure Not O. K.
25| Wrong Address \ B
26| Wrong Addition \\ i 3
27| Wrong Subtraction B \
28| Omitted Price Each AN 3
29| No Reason for Ajlowance 13
30| '
31
32 )
33 _
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éuﬁmarizing the number and éharacier'of mistakes made
by each individual salesperson. Bach salesperson gets
a statement showing the type and number of mistageé that
he made during the month. |

If a salesperson makes as many as three mistakes
ina week hé‘is brought intO'thﬁ class, and given his
lesson in system over again., Many times in these
follow-up classes in system experts from the wrapping
department give démoﬁstratioﬁs.v
. Nost department sﬁores Sécure the services of
" the “Rétail Stoie'Shoping Servicé:”"Thié organization
jsendg o;tféxperf”shoppérs'who'buy“goodé‘fromycartain
salespeople on whom the management is interested in
securing repdrts. The goods are”ﬁought by the éhépper
and a'coﬁpléte reﬁbrt of the éffidiendy‘of'the salege
persons is‘maaé.‘ The goods remain“in‘the‘étore, and
the report goes to the educational directors The
sampie blénk (Fig. 15) shows that on May 11, 1929, at
10:55, & shoPper viaited the boak department and made
ra purchase from salesperson Rb. 50, The report shows
that the customer was not walted on promptly, but had
to wait three minutes. ‘The reasan for the delay.
however. was that the saleSperson was busy with other

customers. The salesperson's approach was, "Have you
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' RETAIL STORE SERVICE | EORES
. KANSAS_CITY. MO A

Was store properly ventilated? Yes
‘ - PAID, FIRST ' g PAID, SECOND

" Is20(310| 95 | 32|31 |$ Sil|50c|26c|10¢] 5 | 1c]$20/510( $5 (32|31 {$ Sil50c|25¢(10¢| 5e |1e

Remarks: gheck with exchange.

1 Book ~ $2.00
"Exchanged for 1 Book $2.45
_ Paying difference of +45

Book shopper purchased was plainly marked
$2.75, When package was opened, price
had been written over making price $2.45.
Hox containing book was marked $3.45, but
book was not shown to shopper in a box.

T T T e

Fige 15 -
beeh‘waitéd on?" Her appearance was neat, and she was
courteous and interested. Vhen she received thé money
for the goéds she'reﬁeated the aﬁduntkrecei#éd, and
when the change came back the money part of the transace
. tion was re@éatéd.i The'ealespérSOnfwillingly showed the
‘merqhandisé askéd.fcr. but failed to show or suggest
'cther merchandisa;‘;ﬁhe thanked the shopper buf failed to
ask him to call again. The shopper indicated that the
clerk had just 8. faii'knowledge of the Stock displayed,
'but that the sellingﬁeffort was goode 'Theré wag no
indication that the salesperson was inefficient or that

she in any way neglected or improperly treated the shopper.
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RETAIL STORE SERVICE
KANSAS CITY, MO.

‘Store Jones Store Co.;

Address ; , o
Date May 11, 1929 A.M.10:55 P.M. No. V-5
Dept. Book - Salesperson’s No. 50  Or Description:
Sex ' Weight Additional:

Age Eyes

Height - Hair

Service by salesperson prompt? No-3 minutes.
Cause of delay  Other customers.
Salesperson’s approach "Have you been waited on?"
* Salesperson’s appearance Neat A
' Was salesperson—Courteots—InteFested—Indifferent
Did salesperson repeat amount received? First Yes Second Yes
Did salesperson willingly show merchandise? ves '
Did salesperson show other merchandise or suggest other pur-
chases? No ‘ . -
Did salesperson thank shopper? Yes n
Did salesperson ask shopper to call again? No .
Knowledge of stock displayed—Thorough Good Fail

» ’ Limited . None .
Selling effort? Very good Godd Limited None
1If salesperson inefficient, or in any way neglected or improperly
treated shopper, state particulars:

Would shopper voluntarily return to this salesperson to make
purchase for self? Yes _ '
Who, if anyone, other than salesperson, had anything to do with
transaction? Floorman.

Character of such service? Helped make exchange check
Was there delay other than by salesperson? No

Cause? | -

Was department attractive? Yes If not, what was
- wrong? ‘

~ Were display cases and fixtures attractively a,rranged‘l.‘l?%@.

Was store properly ventilated? Yes
PAID, FIRST : PAID, SECOND

$20/$10) $5 [ $2 | $1 | $ Sil.[60c 26¢/10¢ 5c|1c)|$20:$10/$5 | $2 | $1 | $ Sil.|50c|26¢|10¢| be | 1c

Remarks:  gheck with exchange.,

1 Book $2.00
Exchanged for 1 Book $2.45
. Paying difference of +45

Book shopper purchased was plainly marked
$2.75. When package was opened, price
had been written over making price $2.45.
Box containing book was marked $2.45, but
book was not shown to shopper in a box.



 ‘¥fhe shopper eaid that he would voluntarily return_té
”thié'ﬁalesperaan to make a purchase for himeself. @he
ffloorman helped the salesperson muke the exchange check
s the transaction involved an exchange of a book worth
52400 for one worth $2.45, the shopper paying théféﬁ ‘
aentﬁ.in cash. There was'nO‘delay other‘ﬁhan that caused
| by the salempersone The copes and fixtures were attrace
tively arranged, the department was attractive, and the
’etorevwam'prwperlylventilatady

In some of the department stores the educational

 director collects the reports on the miptakes made by

the salce pecple, as revealed by the retail store pervice
blanks, and the reports from the delivery ond auditing
d@partwmnié; The salasperaaﬁ who are guiliy'éf the
aréatemﬁ uumber‘of<mistakea;are bélled,togeﬁher‘and the
directnr points out their errors and teaches them how
to be nore ef;xcient in tn@ futures | o
Beegides the 01MQE65 in ”ator& agat&m," athc
meetznyw are held in gach store. In one stoxe in parye-
ticular the hea&s of the departmnnts and bqyern are
brought together in 8 meetznfa The departmenu heads
and bufers meetingo are ?enerally held from Bs0O to
8130 1n the morning, or from 4:30 to_ 5:00 in the afler=

noone The meetings are generally held once each week
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and lact f:om.sovminutes to an hour., The saleé promoter
generaliy conducts the meetings; sometimes, however, a

- stylist from a New York firm who selis merchandise to
this particulér store‘takes charge of ﬁhe meeting and
presents advance information relative to styles for the
next season. Many times demonstrators show the appli-
cation of a certain product that the store sells. MNuch
of the time of these meetings is taken by an analysis of
the reports from lost sales recordé. Each day every
~salesperson makes opt a daily lost sales and stock report
which is handed to the buyer of the dep#rtment each
eveninge. He writes his comments opposite each itém,“
and the blank is sent to the saléa‘promoter. The sample
blank (Fige 16) states that on April 12, 1930, sales<

person No. 56 lost a sale because the department was
(- | X

; FORM 18
' : }DAIQY LOST SALES
[ A sy
2
REGULAR MDSE. OUT OF STOCK !
a4 T h i i i
; 1 tf gf%-*“z‘g‘g" :.(, { f""‘f 5] *3{ 55,';' ot K yj‘{‘p‘l,él,{/k :
LA S LAan 3
. Xf i . t
_2 oo : ,
» ]
2 w""'?:m" R wr"‘”“”m
SIGNEQ?X} . T v ’

Fig. 16
5O
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and 1ast from.ﬁo minuteé to an hour, The sales promoter

- generally conducts the meetings, 5omet1mes, however, a

B stvllst from a Vew Ybrk finm who sells merchandige to
~this partlcular store takee‘charga of the meeting and
presents advance 1n£ormation ;eiative to étyles for the
next seasbn.~ Many times demonstrators show the appli-
cation of a aertain product that fhe store sells. Much
of the time of these meetings is taken by an analyéis of
the reports from lost éalee_recordé. Each day every
~salesperson makes opt a daily lost éales and stock réport
which is handed to the buyef;of the depértment each
| evenings He writes hie‘cdmmentg‘dpposite each item,M
and the.blank is sent to the‘salés‘promoter. The sample
blank (Figs 16) states that on April 12, 19:30, saless
person No. 56 lost a sale because the department was

{

FORM 18-

DAILY LOST SALES

[ és"; i
{SALES PERSON NO. .

STOCK OUT A Conments
. N \ S\ e A

1 (;af P it { E ;;:.?@@A«?‘:{(&. v‘g\’?.{”«a_&-e.’?
S f o\ -

2 S 4

i W
3 ~ o
‘ ‘NOT/CfARRIED : :

1 u_.,,“,ﬁ,';a b feofi Fd sen A - (A bl

2

3

DAILY STOCK REPORT

REGULAR MDSE. LOW

1 ﬁ’ ;h 282 *’;’« ( /é‘fx/“ﬁf{&»:/ - "’ifj‘ff,{' £ r

REGULAR MDSE. OUT OF STOCK

‘ 1 /f;,fsx{i 1’ H;ﬂ% Heaf

el

C o A § ALl

j2 -
\___A/ . ’
SIGNED= A —___

2
EE




out of Veigay (Brunette) ane.Powder.n The buyers comment
shows that the merchandise‘had<been ordered. The sales=-
pefaon algo lost another sale because she did not carry
'Tek;tbothbruahes.a The buyer says that he does not wish
to order because they already_have too many verities
of toothbrusghes in stbck now. The sales person also says
that the stock is low on Armands Powder; the buyer makes
a memorandum thet he will orders Cotys Paric perfume is
regular merchandise which is out of stock but has been
ordergd. | | , .
h Each month the daily lést sales'reportsvare ree
'bcapitulated into one large report;for‘each ?epartment,f
showing how many aales‘werélost, on what day they were
lost, and on what articles., The particular articles and
number of sales lost fﬁrnish abundant material for come
ments from the persdnnel mahager.(

ﬂBesideé the buyers meetinges most of the stores
.‘have department meetihgs, Sometimes thgsefmeetings are
expended to include all departments selling closely re=-
iated articles, such as all “readynto«wéar“ departmentse.
The salespeople are assembled and the.eduoational
director conducts éiasses in business English, including
é study of worda that are the most,effective in sales

talks, and in the pronunciation of French terms.
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‘mény'times thebfopic Qf éalesmanship is diacussed in
dépa:tment meetings. Miss Green, sales promoter in
John’Taylors, is ueing és a text "Retail Selling,"
written by Helen Rich Norton of the Prince school in
Bostony, and also "The Elements of Salesmanship™ by

P. W. Ivey. | | | |

| Discuesions of styles and fabrice oftcn take much

of the time devoted to the classes. Articles from the
trade Journala also form a valuable part of the class
diecussionu The Gilmore Trainzng Service ip subscribed
for at Harzfélds.’ This service costs,ﬁlzo.oo a yeérg
‘and four 1essons are . sent each.month.v The lessons are
dlacussed eeoh week, generally an Thursday and Friday.
.‘In both John Taylors and Harzfelds a motion picture
machine is used to show proyuction processes and
fabrication. Department meetings are held in two of the
vstofes befo£e4they opéﬁ for business in the morning,
‘and in the.bther two sﬁoresbduring the afternoon on
Thursday and Fridaye There is no ?enaltyqif the classes
are miaséd, ‘except the disfavor of‘the department head.
Usually there 18 very llﬁtle trouble 1n enlisting the
interest of all in the departments. The classes are
uaually informal, the employees taking a part in the
discussion. The tests of their results are the sales

records and the reports from the shopping service.
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}‘ There is no educational program for executivés.
' Nd.éhorthand or fypewriting examinations are ever given
to the stenOQfaphers or office staff, nor are the publié
 or @fofassional schools utilized to train employeese
A1l five stores have bulletin boards distributed
at various places throughout the store. In all five
_ stores bulletin boards axé'located;near the time clockse.
In one store I noticed the time clock itself wes being
used for a bulletin boards Bulletin boards aﬁe‘also
~located in the employees' rest room, in the lunch room,
and near the time«keepers desks The'material posted on
the bulletln boards vary Ifrom store to store: the menu
that is belng served in the cafeteria is posted each
day.ln one stores notices of meetings, new store policy,
and new plans also find their place on the boards in /
the various stotas@ fThe anﬁqunoément of social activities
is o“ften made __tghrou‘gh Vth'e medium of the bulletin board.
_ Beéidésjthe;emplpyeelé_bulletin boards,A¢very,stqre
has bulletin7boarde‘near‘the elevator upon which are
OQted the stores advertisements .in the dally papers,
depicting the bargains for the day.
Only two of the flve stores print a atore paper
or store leﬁterq Thase stores print the paper weekly,
and 1t iB distrlbuted 1n thavpay enveloPe. -The sample
paper, (Fig. 17) "Mongst Us,” issued June 11, 1930,
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‘*MONGST US"’

behind that counter had failed to
understand that merchandise prop-

erly displayed and properly kept -

was one-half sold.

You can take a table of shirts
and have them displayed in an
attractive manner at regular price,
and you can take the same kind
of shirts and throw them into a
jumble on another table, where
they look soiled and mussed, at
one-half the price of those on the
table next to it, and the well dis-
played table will get the crowds
every time.

Price is not the thing that always,
this has been .

sells merchandise;

proven in our own store by several

departments. It is the display of
merchandise—displaying it so that
it will attract even those who sell it.

THINK THIS OVER — Then
get busy and get your merchan-
dise displayed so that it will attract
the customer’s attention.

«“MONGST US’

; .
NUMBER 23

JUNE 11, 1930

Our Inexpensive Dress Shop
now has some of the smartest look-
ing dresses that conform to the
summer dress regulations, both at

' $1675 and $25.00.  You will find
cool white crepes and shantungs
and sheer dark colored chiffons
and georgettes—with either long
or elbow sleeves. If you have any
difficulty in finding just the thing
you want, Mrs. Malloy will gladly

“help you. And remember, yox

[ save 20%! !

Word was received last week
. from Miss Gladish that Bobby,
“their fine Spitz dog, died while
“they were in Boston. Miss Gladish
'and her sister are on a six weeks’
; motor trip and had Bobby with
: them.

, Fige 17
was printed and distributed by Hafzfelds. It first
calls the attention of the empioyee ﬂo the fine values
infthe Inexpensive Dress Shop, describing the garments
und calling the attention of the employee to the fact
that she saves twenty percent. Personals are included.
A ptatement is made relative to the winners of the

sales contest which was held on the third floor June 4,
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‘““MONGST US"”’

Listed below are the prize win- |
ners in the -sales contest on the
+ 3rd floor: .
‘ June 4th

Harrison ... $2.00
Stevens ... 50
Pepperdine ... 50
June 5th
Pepperdine ... $2.00
Willis 50
Stevens ... 50
June 6th
Pepperdine ... $2.00
Richardson ...

’ “Displaying Merchandise”

Quite recently, while talking to
“a salesmanship instructor, the talk
turned to, as to what effect a dis-
play of merchandise had upon its
sale.

‘“MONGST US"'’

 We walked through the store in
which we were, to see just what
effect well displayed merchandise

“had on sales.

In this store, we came to a de-
partment where the merchandise
was very attractively displayed,
and around this merchandise there
were customers, many of them.
This merchandise was not reduced
in price, but was very tastefully
displayed. It had attracted cus-
tomers just as molasses attracts
bees. While on a counter just op-
posite this particular department,

there was a big display of mer-

chandise at reduced prices. This
merchandise, however, was any-
thing but attractively displayed.
The price was attractive but there
was no crowd about it. The mer-
chandise was seasonable — mer-
chandise which should have been
in demand, but the salesperson

Fige 17

was‘printedAaad distributed by Harzfeldss - It first
calls the attention of the empibyee fokthe fine values
iﬁ#thevlnexpensive‘DreBs Shop, describing the garments
und>;alling the attentiah of the employee td‘thékfact
Mthafuéﬁe'éévés twenty percenéQ ‘Persbnals are included.
A atétement is made relati#e to the winners 'of the

sales contest which was held on the third floor June 4,
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5, and 6s The names of the winners and the amount of
prize money received is included. Then appears an article
‘éxmlaining the value'of the proper displaying of mer=~
- chandise, followed by statements in bold type, "Think
hthis over." “Then geﬁ busy and get your merchandise
displayed so that it will attract the customers attens
tioﬁ-“ Many times salesménship tips are includod in the
paper, and problems of the store are dlacuased.

Harzfeld'a have 2 novel mathod of getting the
employee to think about the problems of the store.
Almost every week a prize is announced, through the
medium of the paper, to the emgloyee who suggests the
best solution to a store problems The prlze is generallyv
‘@0.004 A pad of the blanks, such as #hs sample shown,
(Figs 18) and a lodked suggestion box are located‘near

the time clocks. The suggestor writes the problem;
his method of solving it, teaxs the stub from the blank

end places'thé blank in the box, retaining the stube
The contents of‘thé suggestion box are gathered each week
“and the winners number with the problem.and solution is
prlnted in the paper« 8 o

. The Jones Store has a large library of 1500 books |
"which are available for the employeess A majority of
the books are fiction, but there are at least fifty

books on salesmanship and afficiency.
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No 171 | wo_ 111 o
- | SUGGESTION BOX
'RECEIPT 4 ,

S The problem of:

. ‘ is solved by the following supestion:

Retain this stub;
awards are Biven
only on its pre-
“sentation.

Numbers, not names are used, so there will be no favoritism shown
in the selection of the winning supgestions.

. eve Gavm €EvD SRt GuER SR Wk S PUNE SN} SUER GNEA GES) SNED PAE e SUES AN SN SN Sm) GRS G GEE) SN GEEE S - e et ]

Fig. 18 o
Emery'Bird Thayer's has a‘circulating library of

about 1000 bboks, moét of which are fiction. The library
at Jones is located in the educaﬁional:departméntg at
Emery Bird's in connection with the book department of

the store. Pecks haé no library. The libraries at
- John Taylor's and Harzfeld‘a consists of about 26 books
eachs They,are located in‘the offices of the educational
director in each of,thé stores. The books in these
stores are all of a professional nature., The educational
directors in ali the étoras ﬁéve access to trade journals.
Some stores subscribe to foreign publications, particularly

to style magazines from Paris, France.
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"Two stores have merchandise manuals in thair 11brary |
.vwhich describey gives the history, and tell the construc-
tion of all merchandise handled in the store. The
merchandise manual is not as effective ag it was ten
kyears ago, one of the educational dlrectors explained.
This is because new merchandise is being placed on the
market each year and old merchan&iée is being dorpped from
the stocke Consequently, a better service is the loose-
leaf service which furnishes a page for each new product
placed on the market. When a product has 1ost 1ts ‘place
in the market its page in the manual 15 removed, thezeby
keeping the manual uputo-date. |

When asked to what extent the store employees used
the atore library, ‘the educational directors replied,
"Very seldom. Readings are not required in any store
and the employees are not interested in dozng anything
that is not requireds The fact that the library is
located in the offices rather than the rest rooms, in
some of the stores, would have a tendenby not to attract
the atténtion of the’employees. |

When asked how mueh the education and tfaining cost
the store each year, no onevseemed‘ﬁc knowe The time

lost from active work on the floor and the cost of



vMaintaining eduoation&l facilities apparently have not

been consideredo The only clue on the cost that I could

| get was the f&ct that the salary of educationai directors
varied from 345;@0_to 75,00 per_waak.
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 ATTENDANGE, ABSENTEEISM, TARDINESS and DISCIPLINE

The attendance and number of hours worked each
"day is recorded, in four of the five stores, by time
‘clocks, The number of clocks 1n each atore varies
from four to eight.' Samplea of tbree types of time
cards are exhibited, (Fig. 19) two of which are identi-
cal exeept for size. Theae cards, when properly filled,
show the number of the employee, the name, thc department,
" the date ‘the card is placed in the file for use, and the
time the employee “rings in and out“ each morning and v
*aftérnooh duiinw the week. The cards are colleoted at
the end of each week and the timekeeper computes the -
total ‘time spent in the store. ' .
The time clock card used in the Jones Store not
only includes the information given on the other cards,
but provides a space for the amount in dolla:s of the
gempléyee's wagés'for the week.,'It aiao gives-
directions er "rlnglnw in and out" of the store.
Attention is callcd to the fact that any employee
reWistering time fo? another will be dismissea. The
' stub which is attached to the time card is removed by
the employee, and is usad a8 an 5dentification card.

The atub is used to ?aln admittance into the store.
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SALARY RECEIPT COUPON

RECEIVED F ROM THE\joNES ST°R£C°
. Salary in full to and mcludmg date mdlcated
" on back of this Coupon.

.....................................................................

frcs mis SIDE m

o .—Do not break nor bend this card. Always
see that card' goes to bottom of slot be-«'
~ fore recordmg tlme. ' : '

2.—Employees, are 'required ‘to . write name.
and initials on their time card.

Nl ouT [ IN OUT | IN our b ~ e . .
ATM. | NooN AT AT T 1 or. ~ 3—Employees .are their own time-keepers.
R N O I |" - Neglect to register morning and noon in
: L . W | will indicate absence, and charges w1ll be
- ‘ I , T :  made accordmgly P
Lo L - L ] 4—If ‘Coupon is lost, time- keeper should be
SRR E ‘ ' ¥ } ~ notified 1mmed1ately K -
‘{ . .
) . T i ‘
i
[ 5
i ’ 'I F.331—100M—10-29 La Rue
K s L ( : 4;_4%“_‘“_“,,4‘ e b et
fg 19
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| Whnn &igned, this stub ia a salary rece;pt from the
employee to the Jones Store, acknowledzing that the
salarj in fall nas bean reccived to and includinv

. the date on the caupon. The atab also shows the re-
céiver’s sales number.' | ’

' In the store not using time clocks the atten-
_damcé ond time'df‘reéiSterinr in and out of the store
is kept hv a timekeepor, who is located near the en~
 trance of the locker Toom where the employeea must
go before leaving. This store,employsaa few workers
- who belong to a labor unior. The union workers come
to the store bvefore the timekeeper arrives, checking
themselves in by writing thelr number and the time ~
of their arrival on the card provided for this purpose.
If their number is fuana between 1 and 99, 1t is placed
in the column headed 0; if from 100'to 199 1t is placed
in the column headed 1; if between 200 and 209 it is
placed‘in the column headed 2, etce The sample cerd
(Fig. 20) had enough columns to accommodate all éarly‘
comers whose numbersvranged.to 900. However, due to
the sizec of the aard,'it'was nécessary to'trig the last
two columns in order to exhibit it. When'the time~

keaeper arrives the “"time" is tranaferred to the large

card opposite the number of the employee already checked
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ine. ' Ae the non-union employees‘afrivélthéy give their

| numbef to fhé timekeeper,’who‘writea the time or arrival
opposite the number. Two of these large cards (Fig. 21)
‘are used‘each day;‘ One shows thé time checkings for

the morning and @he other for‘the afternoon. As soon

as the "cheék ins" and “check outs" are made for the

day, the timekeeper transfers the time to the 1arge'
loose, leaf sheet (Fig. 22) opposite the name of the
‘emnloyee. The length of time workéd during the week

is ﬂscertalncd by the t;me&eeper from the larze loose
leaf aheets. If the employee has been dropped from the"
gstore's u@TVlCG, the reagon for the separatlon is written
in the syace‘left for remarkse The large timekeeper's
card is designed to keeﬁ‘time for 800 emﬁloyees,;but the
sample wos cut in order to be cﬂhibited‘ | ’

In the stores that use time clocks the honc ty of
the employees and the accasional supervision of an
eﬁecutive, are the only cohéidérationa that keep oﬁe :
eﬁployee from checkinv in and out fdr another. The
periousness of attemnt*nw to stenl from the f;rm by
riaging 1n and out for: another is forcefally explained
to the employee before she starts to Work, She fully
understands that it,meané the loss of her position.

Most df'the,atorcs have been comparitively free from

w85



1 i10

100
101 -
102 -
108
104
105
106

108
109 -

ol

113
114
115
116
117
118
119
120
121
122 -
123
124 .
125
126
127
128
129
130
131
132
133
134
| 185
| 136
137
138
‘139
140
141
142
148
144
145
| 146
147
148
149
150
151
152
153
154 -
155
156
157
158
159
160
161
162
163
164
165
166
167 -
168
169,
170
17
172
173
174 -
175
176.
177
178
179
180
181
182
183
184
185 °*
186
187
188
189
190
191
192
193

1 194

195 - ¢
196
197
198
199

200.
201

202

208
204 .

205

206

207

208

209

210
211
212
213
214
215

216

217 -

218

219

220
221
222
223
224
225

226 °

227
228
229
230
231
232
233

235

236
237

238

239
240

241.

242

248

250
251
252

253

254
255
256
257
258
259
260
261
262
263

| 264
265
266
267
268
| 269
270
211

272

273

274
275
276
277
278
279
280
281

282

283

284
285

286

287
| 288
" 289

290
291
292

293

294

295 .

296

207
208

243
244
- 245
246 Dl

1247 e o)

249

300
301 -

302

303 ...
304

305
306

807

308
309
310

311
312
313
| 314
315
316

317

318

319
320
321
322

325
326

327 .

328

329 .
330 -

331
332

333 -

334
335

836

337

388 .
339

340

| 841
342
343
344
345

346
347
348 -
349
350

351

. 852
8563

854
355

- 356

357
358
359

360"
361

362
363
364
365
366

367 - -
368

369
370
371

372 -

373
374

375
376

377
378
379

380

381

382

383
384

385

386
387

333
389
390

391

394
395
396

323
824

392 FIRat!
393 -

307
398, . ]




such'practicés‘f One Store'manager-h&a“known of only
two cases in the last ten years.

In none of the Tive stores coa1d.I get any
accuraﬁe information relative to the amount of absene
teeism. I asked for statistics showing the absences
of each departmentwfof the different deys of the week
and months of the year. Some store managers say that
maeny days no one is ahsent, but'daring some seasons
‘the number absent is egnal to three percent of the
sales force. ) |
The executives are very seldom absent. The office
force shows a smaller percentage of nbsence than does
the~saieé force. ' |

In all stores a deduction is made from thevwagee of
an employee if she is absent, unléss the absence is
unévoidablew For e#ample, the wages of an employee'ére
not with held’if‘& death dccurs in the immediate family.
In case of excuseable absences the stores do not allow
‘a definite number of days with pay. HZach case is
- dealt with separately, the conditions under which any
employee réceiVee pay is considered grounds for 21l
classes of employees. '

It is the policy in the stores to discharge an
employee for excessive absences. OUne superintendent

says, "“Any employee wno does not have enough interest
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in the work to‘keep?bn the job isn't worth keeping."
Wo store gives a tonue or any other incentive for
regular attendancé.“The mansgement feels that it
pays proper compeﬁsaticn weekly b0 warrent attiendance
every day 1% is‘possible for the employee to be on
the jobe |

It might seem that the percentage of absenteeism
would increase during the "rush" seasons, because the
stores mustvhire,“extras" who arc probably not accustomed
to working as hard s the resh season business demandg.
The con&ensus‘of opinion of the executives is that the
pero@ntggé iﬁjno higher during "rush" geasons than
during normal times. Since no definite record of
absenteeism and tardiness ﬁas'been keptg‘only‘the
opinions of thé'exeautives who deal‘With the{absentees
can ke given. Poaaibly one reason why the percentage
is not any greater during the rush seasonsAis becaaéé
the s&lespébplé,-Who“are‘éorkinw~dn‘é cmeisSibn;‘are'
anxlous to e "on the joh," as their dallj soles
increase their wages increase.

In threc of the stures abgcnce is not venaral
among the workers, bt a certeain ~roup ia abgent COne~
alstently. In a fourth store, tue super;ntendent swys
that absence is general, and that it is a poor organ~

ization which permits a certzin group to be absent

consistently.
uﬁﬁa-\t-



On the average, men are not absent more than
women, nor are unmarried men absent more than married
MEN ‘Unmarriéd women ére not abSenﬁ'mcre‘than married
wWomerls Women over 35 are not absént mnrekthan those
under 35. Neither are men over 40 absent more than men
under 40. lore are absent during the'winter than during
any other Beason, which is-andoubtly'due tb’weather
conditions. Only'oné‘superintendent would venture an
opinion as to the day of the week Qn,which most absences
occur. He says he believed that the middle of the
week.showad'more abseﬁces than the beginning or the
end of the weeks No particular departménts have more
absences than others. In some industriéé where particuu
lar departments show a markéd degree of ahsénteeisﬁ,
the strenousness of the work is usually the cause.

This does not Seém important as a facto: ihythe
degartment stores. |

In taree instanCeQ some member of the firm,
usually the personnel manager, calls all employees
who have,bgen absent for alday or two. Whenever any-
one in thé store is 11l the Insurancerﬁﬁmpany nurse
. . . [
visits the patient. In the other stores there is
no "follow ap” made when an emplbyee is aﬁsent. The

employee is under obligation to call the store.
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‘ Thé number‘of‘days of absence havé nothing to do
with shortening the employee's Vacation, rezardless
of theﬂcluss of employee. Steps have been taken to mini-
mize absence by.informing the employees that if it
becomes chronic, they will be dr0ppea from the employ-
ment of the store. e

Whén an employee is tardy she findé theAtime
clocka locked. In one of the stores the employee is
reguired to.report her arrival to the educétional"
director in order to get the time card "O. X.'ed.""

In another store the late employee gets an "0, XK."
from the personnel manager. Another store requires
an "0. K." on the card from the employment manager.
In the other store the employee must present her cmrd
to the floorman in order to get oredlt for the day's
work. In the store where the attendonce is kept by
the timekeeper, the proceedure is the same ag if the
~employee were on time.

Three personnel managers say that although a fecord
has not been kept of tardiness it is their opinion that
on an avefage not more than one percent of the employees
“are tardy. Representatives from the otuer stores would
not venturé an opinion. Three stores inflict no penalty,

other than a poor standing for the employee. It was
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the policy of one store until two years ago to deduct
a day's wages from the pay 1f an emyloyée were tardy
three timeafﬂuringia veek. However, this policy has been
‘discontinued. The~other‘store dismisses the employee
for ekcessiveftardinéss. ~Thevpér50nnel manazers feel
that tardiness is legitimate rather than habitual,
because it is not confined to one group, but is general
throughdut the stores. Weather conditions cause more
tardiness during the winter than at any other season.
The main problems of discipline in the atcrea are:
disobeyance_of store rules, lack of coeoperation,
failure to meet obligations, and(éfgaments. The floor-
‘man uauéliy is responsible for discipline, hut if a
problem cannot be handled on the floor, it is referred
to the superintendent. Ilany timeé employees Who'beconm
disciplinary problems are discharged. In;no-eﬁtablishé
ment are the.émployees‘reprosented in‘the managenent
by any ty@e bf employee representations. The management
of cach store formqlates its own labor policy. o
problem of major importance, involving‘the creation of
employees committces to negotiate with the management,
have presented themselves. The prcblems'havekbeen

purely individual in nature..
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HOURS, WAGES AND PROMOTION

The number of hours the employees are required
to work differ somewhat in the various stores. The
salespeoplé work from 45 to 48 hours per week. One
store'requiresythéfsalespeople to wcrk.éﬁé hours.
The office force in all stores are required to work
the same number of hours as the sales force. The
executives aie always in the store 48 hours a week
and ﬁany weeks they spend from 50 to 60 hours.

The selling staff in one store report at 8:30
in the morning, are allowed a‘luhch périod of 43
minutes, and check'out at 5:30 in the'efenihgw In
three stores the sales force arrive at 9z 00 o'clock,
are allowed a noon period of 45 minmtea, and cheek out
at 5:30 in the evenlng. The~other stores expect the
same houra except the sales force are reguired to
- check in at 8.50., while the cffica force work the
same number of hours in each store as the sales forge,.
its lunch period 1asts one hour. The ﬁoufs of the
non-selling staff vary, some work eight hours while
others work longers The porters and elevator operators
are reguired to report for duty at 8:00. | |

The employees whb arrive late‘are neariy always

paid the full salary for thé week, unless the employee
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is three or foﬁr héufa’iaﬁéQ-iif ﬁhé‘éﬁployée is late,
or leaves early two or three days during any Week, she
'uaually doea not receive the full weeks salary. The
management wishes ta be reasonable relative to the
degree of 1attitude allowed late arrivals and early
’departurea‘ waever, if the management feels that an
employee is taking advantage of ité leniency the
'employeé is reprimanded seve?ly énd is discharged on
the second offense. | |

In each store the baaia for payinn the ealesyeople
differs.' It will be more effective to describe the
method of each store separate1y¢ “ |

It is the policy of the first store under consider-
ationhte pay mbst of its Balespeople‘a‘flat wage plus
a,commieéion‘ 7waever;lin some departments, particularxy
in the furniture aectioh, the saiesyeogieAaré not paid
a stralght salary plus GOmmiséidn, but are'@aid‘a étraight
ccmmissiohyon all of their sales. In the departments
eellinv on the wage plus commission basis, the salese
preople are given a w5 00 a week drawing account, which
is glVen in order that the aalesperson may have money
for car fare to and from the store and money to spend
for lunche. The aaleaperson'receivea in addition to the

$5.00 drawing account a commission on the total goods
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so0ld each week. The commission in eaoh department

varies according to the Sales of the department. In
departmenta selling goods that have a large unit value,

- such as the ready-to=wear departments, the‘commiasion’

is smaller than in departments in which the average
sale is small. A schedule is arranged for the store in
such a way as to make the wages to salespeople in one
adepartment,apprnximatély the same as in the others.
When the sales df‘any depaftment decrease, due %0
seasbna1 variation,‘BaleapéOple”are withdrawn from the
department end placed in other departments, or laid off
50 that the remaining salespeople will have a gross

sales lérge‘enough to bring the earnings up to approxi-
mately the store averagé"'The superintendent‘says,that
~while the guaranteed Wagé is not as large in their store
as in some others, nevertheless the average wage of their
salespeople range‘aé high as any in the citj; because the
percentage.of‘commiSaion paid £heir salespeople 13;
highera They like this policy'of payment because it
makes‘a mo;e‘equitable Wagé. The salesp5091é who work
hard Will,have a 1arge'groas sale from which ta compute
the wage. ‘If the wage guarantee were higherlthe commis~
sion would be amailer and the loafer would profit by such
a system. The wages of the salespeople in this store

vary from $12.00 a week to 70,00 and !80.00 a week.
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The wage of £70.00 a wéek i8 rare; however, eaiespecyle
in departments having a special salé‘aomﬁtimes are paid
as much as $70400 for'a weeks warkgv The average wage is
about $18400 a weeks o |

The office ‘staff reeeive a flat aalary, the average
heing about @20.00 a weeks The bookkeepers, in addition
to the regular salary, are given a bonus if their books
show a balance without the aid of the auditar‘ The.nonﬁ
selling staff receive a flat wages The axeautivea
recelve a flat aalary plua & bonus based on the amount
of profit made during the year» Mo ether empl¢yees
participa$a 0n a'préfitwaharing basis. 01ld e@piayeea’,
receive christmas gifts and service awards. mis type
of remuneration varies witﬁ the type of emplcyae and
the length of ﬁéfvicé@ The aelling staff, offiae staff,
and non»salling atafs reaeive ﬁheir pay every week. The
_execativea are pald every awq weekss All classes of
workera are paid overtime wages at the same rate as the
regular waggu There 18 no differenea in the pay of men
‘ana wgmanfdeing the sanme wark;‘ The present system of
ﬁage paymént‘haa been in effect‘far aéven years. The
auperintsndant aays that tha aalary schedule will be
dhanged when aondiﬁicna tndiaate that auch a dhange

,ia advisahle;
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. In the next atora unaer aonaideratian tha salea«
: people in all aepartmenta are paid a flat wage each
week plus a eommisaion on. all gooda sold over ﬁheir
quataa; Tha aalary re?iew camea every six months, at
 which ﬁime the aales quota is figurea fer avery ‘salespe r-
son, and the honus paid to thoaa who ﬁell mcre than |
their sales quotasa Thcaa wh@ do nut aell their quatasf'
are paid the same aalary aa if the quota had been madee
It seems someWhat anfair to tha managemant and ta the
other ﬁaleapeopla when a aalesparaan ia given the revuav
lar aalary even though she daes nat sell her quot&, -
bacause auch a aaleaperaon is acsﬁing tha firm more

per unlt af salea than the aonaeientious salesperaon

who 3@113 more than her quota. It is not fair to the
employae. who sel&a mare than her quota, to be wcrking
with a perann who reaeivaa more per unit for the sale

of an arbicle than she. |

" In order o figura the bonus, ik is first necessary

to‘aacartain the 3alas and the wagea paid salespeagle

for each dapartment for a six mnntns pariodu The ~
: aample shows (Figa 23) the aalea far the current weak;
the wages, &he number employed. and ﬁhe salea east per-
cent fcr departmenta 41, 42,43, and 44¢ It also shove
i the total aalea for the last 26 weeks, the wages,
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the wages, the number employed, and the sales cost
percant for'aepartmenta 41, 42. 43, and 44, The o
same 1nrormation for last year 13 shown on the aample.

Laat years rensrd 13 ahown ‘merely for compariaon. _

SALES-WAGES COMPARISON
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 Pig. 23

xﬁ'ﬁrﬁar-ﬁo'find’thé selling cost percent for each

daparﬁmént,the'tOtal wageé'paid'in'the department for

the 26 wecks period is divided by the total sales
 of the department. After the selling cost percent

is found for each department, the sales quota for each

salesperson is found by dividing the wages paid each

employee for the 26 weeks period'by the selling cost
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‘-percent in his p&rticular department¢ nAftéE ﬁhe ééléa
quaha ia found 1% 16 oampared with what the ealesperaan
actually aold.g If the aalaayerson haa not sald her
quata she 15 given anly ger guaranteed wage far tha
- period. 1If she has sold mors than her q&@t&; ghe 1is
paid a bonus. The amamnt of the bonus is founﬁ by multie
plying tha aalea cost percent by the ameunt af geodsv‘
8old in excess of the quota. _ - ' B

' 'The following example ahdwa't&é“wurkiﬁg of the
labor policys Hary Waite is working in Department Jo.
42, and her a&laa'reboﬁd'shoWs‘that'aha;haéféald
38000400 worth of goods during the last 26 weeks period.
" She receiVéS’a guarantee of $15.00 per weeks ‘The
sales wages aOmparipon sample (Fig. 23) show that
' the sales for this period in Department Noe 42 have
been 917,560,30, and that the six salespeople in the
aepartment have received %1953;63¢ The #elling cost
percent, which is faunﬁ.by dividing the total wages
péid‘by the aaléa, is 57yeraent*inf%his.dep&rtménti'l
nividing'théxtétalgwages paid hhé‘saleaparson;vvhiahv
is Qagbaoo,.by,a‘peraent;:thafselliﬁgxaéetfpergent,
we find,her quata'ﬁa»be’$5500409ﬁ‘;Ha;'aalas record -
show $8000.00 worth ofrgaed$ aa1d@~‘Eer.banns»is'tu'
be figured on the $1500.00 sales more than the quotas
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Six pereent of %1500.00 is $90 00, which repreaenta_
he: hunus far tha 26 waaka period.‘ The ﬂaleapeople
_on‘bhe oontingent furce raceive a flat aalaxy only. |
Baaidea tha flat aalary and bonus the aalaau__:
peaple raceiva a apecial nommisaion on “premium
merahanﬁiaa. : Tha firm is &nzioua to sell thia
merchandiae and the salespeople are afferad a premium
in_orﬂar to atimulata more intereaﬁ in selling ite |
‘ The office ataff end tha nun-aelling staff work |
on a flat salary baaia. The exeautivea receive a
_ flat aalany and a honua hased on the profits for the
yoars - o T TR S
Besidea thé'wages, aalaries, ﬁonué; tﬁé.épéciai
eommiaeiuna, thia fzrm gives remuneratian in the form
of a chriatmaa gift to all employees wha hare had a
years experiance in the stores The ahrzstmas presents
are made éﬁch year and the amoﬁnt given is in accor=
danqs mi;h_themnther pf_yeara axpe?;enqe_ the employee
hgé h@d_iﬁ‘the.ﬁtdgaf :Qhe bhriaﬁmgg_p?esent form
of remune.ra.ti__onj __:g_ast,a the firm %1_0;'000;00_. ,éach__ ya'_a.xl'g_'_
Tue following table shows the scheduls for the dise

!

bribﬁtion of cHrisﬁmaa_giftaz
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1 to 5 years experience reoeive 310.00...

5 0 10 0.
156 v 20 *® e w o Baglbo
200" 2 % . w "o ¥50.00
35z w o a 860400
B0z 0 e M 370400
B5 0 40 w7 e 880,00
40 ™45 M o0 Sl 800,00
45'. w50 I - -31001;00

. Tﬁe'salliag ataff, office staff, nonraelling
ataff, anﬁ executivaa each raceive their pay &ti;ha
end of - the weekn Tha unly overtima Wagea are paid
' to meahanics ané portars. They recei?e fram 50 centa
to 75 oents an‘hour. Wha preaant eystam for paying
employaes has been in effect for two yeaxs._;,y SRy
" The baais for paying ﬁha salaa peaple in ﬁhe'.
'naxt aﬁara under oonaidera&ion ia aomeWhat similar
-ta the methad juat éiaauaaad- All aalespaople receiva
a flat wage,s~nd are alsa given a commisaion on all

.Salea ahove the aalea qucta. The salea quata is

"==faund by dividing the aalling cost percant into the

wages of each employee‘ Inatead of arriving at tha
aellina coat percent by divtding ths wagea of a depart~
ment by the Ealea. ‘the selling eaaﬁ peraent is tixed

"-arhitrarily at a certain paraent* The fisuras vory .

'-with departmenta fram tnrae to six percent inclusive.

It is the policy to figure sales gquotas and honuaea
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v,‘on a. monthly: basia instead af on ™ 26 we&ka perind, as
da the policy in ﬁha last etare discuased; Unﬁez this '
- plen a saleaperscn receivea a banua if her aales exceed
 her quota fur any parﬁzculax mgnth‘ buring eny month
when her sales are lov end do nat exceed. her qaata,
“thare 1a no effaet upan hﬁr banua for the mmnthuwhen her
aalea are largeu Under tha aix,months aalary review
~p1an, if an emplcyeea sales are law’ for a month i%
“tenda to raauce the bonus receivaa for the months ﬁhen
the sales are high¢ ‘Probably 'in the long vun this
~mathad,of payment wiil cost the m&nagéﬁant abéut
tha'aame numﬁer ar‘dallarslfcr the salling af‘goods
as bhe air m@nﬁhs methadn The spaamedic sa&eaperaon
~ however, who works hard one mﬁn@h\ana‘quit$>on the Job
~ the next.'wili befhenefited¢ 5Sha willvreaei?e her guare
antee rewardless of Waether ehe sells enough to fill
her qucta during the mnnth her aales are 10w, and during
the manth when the sales ara avg: the quota she will
,receiva the hanua. ﬁﬁﬁé# the aix mnnths Salas‘revisw‘
method her eilea avarage for %he aix moatha muat be
over the quaﬁas The eammiaaion paid ﬁhe aalasparson
far the goada aald aver the quota vamy with denartmanﬁaa
Some departm@nta are three percenb aepartmﬂnts, others

four percent. some are,five=parcant,\and the highest
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“oammiﬁ@ion.in sny‘déﬁa%ﬁmbnt»ie aix7peréant. Tha‘mnly-
-~ othor wémunér&tion'aalémpabglé‘&éaéiv@ in o fee given
to those who vefer auatoméra‘frﬁm one deyartmnnﬁ to
anothers If a auatom@r ié‘bmying in the cont departe
meao, for mrrmﬁla, the QHJEOﬂ@PﬁQnumﬁj suz geﬂt dawe
nrtialn in anaﬁhar d@p&rtm@nb. f the aasbammr reaets
£ovorably the aalm@p@raan ﬁivnafbﬁr 8 am&ll an@wt of
paper hearing the number of tae aalaaparaau in tha
coat Qdepartments If ﬁﬁe cuztumvr m@hea =3 ﬁ&?@ﬁ&ﬁﬁ in
the reforrod da@ eran@, the ul&rk im the Qﬁ&% ﬁeparb~
ment receives the fee. The amount of tue fee dapenda
upon ihe_ﬁiza'of“ﬁhe purahaae. The fallawing table
ohows a édhn&ula:éf the féea* R | |

A sale up to ! 5«00 & feeinf la'aénts’

saleo from §6400 to $10400 & fo8 of 16 cents
510400 ® 15,00 M # 80
g&‘ m 16,00 ® 20,00 % w0 95, ¥
o " 020,00 ® 126,00 ¥ v % 35 0@
" " 505,00 © S50.00 M w00 35 @
" I 'éOnOG,“ B35eQ0 o w40 0B
@ m 835,00 ¢ 540,00 ® % v 45w
BT e 540,00 M 245,00 . v w50 0
b n “45¢ao ® 50,00 " M % BH M
oo ﬁﬁaﬁ@v“‘wﬁﬁ.oo wowo.w 50 v
LR gatz‘gsg.gg'g b 88w
a o GGB.00 U 70400 8 M 8 75w
Ly " “gﬁ?g‘gg w 5;175‘09 nv e v: 80 :&
" W 075,00 ® 3G0.00 * % M g5 ¢
; t 880,00 " 18500 * P ¢ 9 Y
# a0 LBH .00 " 590,00 # n oo o5 "
N n £00,00 v {95.00 * " 3100
o v 595,00 © o %205

£10000"
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For all aalaa over &100«00 a atraight ana percent
commission is paﬂ.dw The éaleaparadn ma:xtﬁ.ng the |

gale receivea the same amaunﬁ af commiasion for the
sale aa 1f the euatomer had not baan referred %o
her by some atbar s&leaperaana | o |

| Tha offiee etaff receive 8 flat aalaxy« @he |

boys iu the nan~sellingata£f wha are alassifie& as
1napec%ora receive: $9.00 a Weeku‘ The unskilleduwarkers
Teceive 30 cents an hour. ‘ Execu‘bives wox'lc on a flat
salory and bonus baaia¢ OVQrtima 18 pai& anly tc the '
memhers of the nan—aelling staff ab a rate generally
the same aa the regulaz aalamya All emgleyeea receive
their pmy weeklyu' The preaan& aystem af wage payment
" nas been in effect fcr a number uf yeara. : '
e ALY empleyeas, excepﬁ the unian men.wha are pa&d
‘weekly, receive their pay evsry two weeka 1n the n&xﬁ
'atore unaer eonsidaraﬁion. ﬁb aompensatiou ia paid ta
"any employee zn tne form of ‘& bonua. servica award, nr
chmistmaa presents 'The executives and affice staff
‘reaeive a flat aalamy. the executivea cn & yearxy
hasia, and tha foiﬁe ataff on a weekly,baais. Ebst
‘of the non-selling ataff'ére hi#é&zby?thé’aay, 1&~eyme
departments the Selling force receive a straight salary;
in others, the pay is bésed'solsly én‘a:éammi531an,
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.&nd in others '1. flat gua.rantee plua & commission is
paid¢\ The &verage aalespersbn begins at a aalamy

“of 612.00 to $14¢oo @ week. The Ba:!.ary va,ries with -
"the department and with'thé experience‘. It ia the
policy of thia finm tu pay overtime WBgea at 2 alightly
: highar rate than tha regular ratao When & aalespersan
worlka overtime she 13 not requirad to report for as

' many houra the na xt day- Bceasaionwlly, aalespeoplé |
are given a apeaiax 0ummisaion on certain mmrchandiae
;which the stare 13 anxioua to sell; The preaent $?Bt6m
'of wage paymant hae been in effeat over 21Ve yEars.
.The firm saldom changes the achedula af wage paymenta'

| | Tha haais for pramation 1n mnst stares ia saleau B
=One persounel manaver saya that their firm.has nu' 
definite baais for pramotion.: Education and exner«
ienae in mnat atoraa are uaad a8 a baeia for promotion
_only as they are valuabla 1n inereasing sales. Eb one
is promoted bacause of eduaatianal praperation, ar
'_because they have been with the atore for & number
of yeaxa. The fact that tha aaleaperaon has had |
excellent training and much axperiance ahould be an
adVantaga, hecause training and axperience help the
aaleaperaon aell mnra gcods. '

In no atore do promotiona come at any particular

. n'.aa;.



A

time of tha year, nar~do ﬁhey coma in any parﬁmcular
‘_yaar of the emylayae s career;, Eramations are made,

whenevar a vacancy acaura; 1n mmny inetanaea vaaanemea

aocur freqmently, and at cther timaa?’eldoma R&eantly,
superintenaent pramohed a8 aalaapereaﬁ whn haa %een

o aelling gouda 1n the asara for ﬁs yeaxs ha tha paaitian
ziaf buyer» The empleymant manager and ﬁuperintenﬂant '
' decide who Wil be promoted and what the pay wiil

) be in the aelling, non«aelling and nffiee forcea'

h The prumutiﬂna an& p&y in tha axecutive pesitiana
‘are dectded by the boerd of directors, Mot all
Zpromntiona are aacamyaniea by an in&reaaa in aalany; R
'Aa a generai rale, the ammloyee 15 plaeed in the pQSa,

|  1ﬁicn and 1f her wark ia satisf&qtory the pay is increaaed»

| when s vaaancy accura; the, emplcyees are given an
1'0pportunity to appiy far the pﬂaitian in scms stcrea.‘
| In cthera, the. exﬁﬁative aalacta tha candiﬁate ror .

| Athe paeitian withaut giV1ng the prasent amp1oyaes an

oppartunity ga maka anpliaationf, All ﬁt@r@@; whenever_

| poasible, fill tha vacanecies. threugh gramﬂtian of

sameane in tha orsanizatiuna 3alary increages are

in certain iaatancea given valuntarily vy the manages

memt. bat in many instancaa an inerease is a&lowea i

aftarrzﬁ has been requeated by thevempleyeea

-85



Moat atnrea ao not kaep & serviee recaré un

‘_' the employees performanae. All, hﬂwever. keeg a

'reaord nf the aalas« ‘The Jonea Stara besiaea keeping
a record of the aalea, kaepa a general aervics recarde
The aample(?ig. 24) blue gheet is the serviae record
blanh for man, and tha yellﬂw aheet xor women¢ Whe\~:a:~
 first saaﬁian is filled in hy ‘the amp;cyee, gi?iﬂg‘théﬁ;
 same data ﬁhat‘waa'gaked for on tné‘applidatiaﬁ-ﬁiéhk; o
. The personal racord gectlon of the blank is filled in

by the empleyment,afficeﬁ On the Bample hlank the first
‘ informat1on,‘felaﬁivafto the personal'record, is that
'che references given have been aonaulted; The blank |
shows that the return came back February 4, 19304 The
refer&ncea reportiﬁg-ware gecka and Jatts nepartment
Skﬂreﬁa On‘ﬂabrnaxy;sth tha.applieaatvwaaﬁhiredvﬁa
work in Bapﬁrtmént ﬁb; 66, raee1ving’a wgge a£'$14¢90

a ﬁeak; Her appointment waa Os. Keé-“ by Mre Gregary
Who does the hirings On April 20, 3.956, ghe was laid
"off. Ker reoarﬂ ahwwa thab she made a aredible showing. |
She has. been rat&d as being ambitiaus, willing, fairly |
regul&r, fairly Pﬂnﬁtuala ot ﬁamswhax &arelesa‘ Tha
record shcws that she ie not stubbnrn, diahonest, or
an agitabara She waa ra*emplayed Jane 14, 1930¢'

The sample (Figgzs) saleaperSOne record is the
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APPLICATION FOR POSITION WITH THE JONES STORE CO. Ll e R
' DATE OF APPLICATION i '

. ;\"-.1-'"::_ S . Address Z’? ,’? %j‘ £ i E, ,"?: b ' . Date of Blrth é/ / / / = b " P ottt P
j U Mioved To e e e A T | singte g L Mm-rl.ed - Widow " Widower. <
‘ Moued To - B L e : Dcpende{n/;s}: "'/.;t.(j E e SRR s B ‘
F-’h'on.eZNo ,/ii//f’,;,//:{ gﬂ_,af" é %é ' Edncahon ',‘,Q;'Jﬁw.,.x 4;_,/,), (1,4_’} :
é'”" Natit.);:ii'ity /g(/// R ﬂ/? 44 % Natlve or Fcrelgn Born. b 3 AT Deciarant’ .

‘Position Applled For

, 'j g%ﬁ[é*‘lave You Friends or Relatlve,s"h Our- Orgamz% ' B 2 fe

Have You Ever‘ Been in ﬂSerytcL Befort{.'?‘/;?l_? o < Why Did You Leave? (‘x g#// ! ="_"'. i
Nearest Relative—Name VMM 7/‘;/%1 /L Address ' /quj\jﬂﬁﬂu /p/% . L " W u 3

(/ e 7 // : F'rlEVlOUS EMPLOYMENT - Sl e AT
ool f B2 ) $7 Y PRI o (99, = P
Address %{ﬂﬁ_’ . ‘ﬂ/ﬁﬁ@&; 'Address 5 \!,r /A_A/LJJ‘ MJ/MM ,a A.ddres.s : e .'
Length of Ser};lce—Fr‘om Jﬂ/ﬂ } //‘?,2_,4 Length t&f{Serv@e—Frbmﬁé@é //4-:2,@ Le-l.'.lg..th.o'f Service—-Fro@.'. =

v (g ii2§ | v U lff30 . v

0ccupat|on Occupatwn W /}é{ L‘A'ff i el 'Dl.;:cupati.on."." 5 g :

-}7 T ]
Reason For Leaving’ﬁ’ﬁﬂ,&ézﬂ /U’h Reason For Leaving rj:;ﬁdfd/‘ﬂ«% Reason For Leaving R

. Wages . - .| Approved By -
Date Started:j\ é,[ 5/) e B G Lok

ebd

Do You Board,: Keep House. or L|ve At Ho a?

KANEARCHIY FORM 34B=s=8M-sr]-28

‘Kansas City, Mo.

LA RUE PRINTING 0.,

JONES STORE COMPANY =~

Signature -

—

i \Aﬁ Do Lo | EmployedBy-s /},EW‘M
( - ot e Time Keeper Use Pencll

NAME TR SN PRk L .Depaﬂ fent / it No., .1
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PERSONAL RECORD

CLEARED—DATE - 4/ / ~¢# . .
REFERENCES P ; - SRR
REFERENCES B ‘ sl
REFERENCES e -
D .
_Key Empzilrt;:red Dept. Number Wages ?P:'( Re[::;ied REASON Record Signed Off
vl - a4 § i - . - s
i’ ! j{ P 2L K F i T el : P Em e
T T S A i S
[;' . L —2 rt
3 E N
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.y CARELESS Y e ‘.. “STUBBORN T DISHONEST . » ~ AGITATOR . < .
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INDIVIDUAL SALESPERSON RECORD FOR YEAR
; _CLERK NoO. e e WAGE
ForM S44 e - [ m - 1;
= \’ “ i i < ] ¢ E |
} WEEK ENDING ?;E":f"m‘:; TiMES A'gg;';,‘% ' REASON ! 1‘1 A D %2 P.MUs H E' TOTAL WAGES | GROSSSALEs | RETURNS | NETsALES [ SELLG i’ g;’!ffﬁks 1 ;}
i 4 ! H it : ! . ! .,
P B v ; I f i it
R .
i ; i bt e " B e - e - gt
) ! ; Lo ! ) ; i i i
: ; ? oo e i P 1 - , ‘
8 i i L : ; . i . S—
3 : i i Re i i ! A
| %@ R R |
: R | o |
‘ : i A ) H it . : S SR,
I ." hi 3 i . v

) Figc 25

: mcat camplete 8&1&3 record founde Iﬁ net enly ehows %ha
B weekly salea af the employee, but the nnmher of errcra

‘made by the salesperson‘ ?he number of times 1ate

u,and the number of days absent are recorded with the |
*’reaaan far ﬁhe absanaes and taréinasa‘ Yhe wenkly | B ' |

aalary as shown %y the time card, the amaunt af preQ ‘

7‘miam merchandise sold, an& the banua are recorae&.

‘-,4Adding the threa,‘wa fina ‘the tatal wages in a special |
'aolumngf ﬁ apace ia provided fcr tha graas aalaa, retarns,

: net a&les, selling cost pereanﬁ; and the number of salea.

| The aharacteristics th&t ganerally eount the mnst(
*uhen 2 pramotion i& under conaideratien are ambition,"

’willingneaa ha learn, ragularity, punctuality, éareful.
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,neaa;‘hcheaty,,féli@biliey; éﬁ&'ﬁiaphé&tiéﬁ;’ A11l

. storea are 1nﬁereﬁtea in the ahility of tha proapective

promotae ba produce. If she ha& theae charaetaristice'

 she. will gener&lly have a good recard*' Hsaally,

| “promotion in the selling staff coma solely beu&aae of
the sales raaord., Indirectly. the management feels |
th“t the characterisﬁics in a salesperson are to a.

: great degree raapensible f¢r a 1arge salea xecard;

| The,emplayaes vhen promntad;generally,exe:t~mnch
more effort towsrd the daily work in the new position
than in thé former positions If the‘emplcyeé does not
~ exert more effort in thainew'pogitiong‘oné amplaymént"
‘manager feels that a wrong selection hma'been;maaéa
Another employment manages thinks that in his éeta%@
lishment there is no marked effect upun,ﬁhe average

- employee who has been promoted, with reference to the
‘effort put forth in the new responsibility. Employees
usually work for the store an in&efihita(length of
'timE'Witheut-a‘prémaﬁian* ’?éfy few employees ask
about -the possibility of prﬁmaﬁiég'ﬁhsn‘ﬁhey are hired.
In masﬁ storeé'ﬁharé is no defiéite'pramatiah policy.
The average person hired by the atorea aaea not expech
to ba pramoted but is generally ﬁentent with the 3ab

given. In a few instences the executives gxplain to.
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the aalesyacpie. ‘at the time of hiring, thab promotian
dependa almost entirely on the gaoda aaldc 8 |
oA storea have ”underatuéies“ for the ex&autiva
~rpnmztionss Oooaaionally capable emgleyeea ara prcmatad
to highar poaitiane in ather atares, but thia raraly
ocours,. Uau¢11y, if an emvlayee is capable, it is
the poliay of the store to kaep her sarv;c aa 10n;
| as PDEdiblan ‘he management is 1nterasbed 1n the

progress of any capable emplayee¢~’
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- LAEOR TURﬁQVLR

Tha amployment managera do not kaep 8 reoord af
~ the labor turnﬁver* Qanaequently any lnformation ree
“lative to tha number af aeparatiena ia baaed en the
‘oyiniona of the empiaymanﬁ managars rathaw than on faats;
cenerally speakingg managers believe that the number | |
of dzsch&rgea 1ndicate thﬁ ability af the management
to selaat. train, and manags the amployeeﬁa Eaeh
”manager faela that the number af discharges in nia
stora is not suffieient to indicate that hia mathnds |
N af aeleotian. ﬁraining, and managemant are iaefficient
even thuugh he does naﬁ know exactly hnw many emyloyses
are disoharged eaeh year¢ A SEE
| Tha executivas believe, %hat the frequenay of
reaignationa iﬂdicatee, ﬁc some degrea, the relatzve
satiafac%orinesa af ﬁhe lahnr and wage eanditians 1n
‘the establishmentg althsugh ona employment manager
fpointad aut that many times reeignations are made oe-
| cause of some facter uuﬁa;de the aantrol of the estab«
,liehmentﬁ |

It ig the palicy af the employment managers tn
investigate the eonditians in any department shnwing
a 1arga labar turnover» cheverg the turnover is

generql over the aterea in maﬁt inatamcea and in no
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deyartmant,did,%ha,amyloyment‘managers‘think that the
separationa were caused ﬁy the étfenouahess of~the worke
‘na definite r@cords are avaizable but moat managsrs beliave
‘that the labor turnover amang men is abauﬁ the pane as
the turnover among women¢ Also that th& turnover ia na
vlarger amung married men and waman than single men and
women.  7 ' e , e

All separations, whather lay~affs, dlsaharges,' 
cr voluntary quits, are fallowed by an xnterviewa ?hﬁ
amployeea who are 1a1& aff are called into thﬁ offiae ‘
of the amployment manager and the reaaon fer the layuoff
is exylained;; Whenever it is necessary to &ischarge'

"‘an;employee, the emplaymant manager or auperintendent

;,Lattempts to plac@ @art af %he reaacn fcr the disaharge

on the store« The employees who ?oluntarily quit are
‘ usually aalled into the of fice af tha super@ntendenk
for the pay check.‘ Aﬁ this time the superinﬁendent
asks the employee why he ia quitting¢ Many times th@
amployae is reluotant about givin@ the reasan hecausew
she faala that it migh$ be uaad againat her in the |
future. It ia the practive in one atora to make the
interviews with the emylcyeas. who vuluntaxily quit,

: purely apticnal with the emyloyeea Generally, the
peeple who voluntarily talk with the auperintendent

:3x<‘f5‘925 .



give the exact x@éaon’why they araxqﬁﬁﬁﬁing‘ In cases
where thﬂ‘intarview is r@quired.;ﬁh& superintendent
maldbm ageertaing the ex@at reason for tnavaaparatiana_
o eatabliwhment attempts to claaeify aeparatians as

~ voidable and unavai@abiea | | '

‘The vause of moot raaignatzana aman& wemaa 1&

~ vmarriage» h lnrge number of reeigﬁationa are bxaught

abuuﬂ becmuae of ana%her y@ait&an, dwyar%mwa fox aahaelu
and the faﬂt thmﬁ the family ie leaving the ¢ity. That
fw&gwe ave to00 lowy is givanraa the rﬁaaenvfar~reaigﬁing
B many timaﬁ* Very seldom do thevamplayeas iuﬁigaxétnat ,
they are leaving because of the pupervisions ,‘
'Maﬁﬁ ﬂiaahargaé ave made’éaeausa an employee ia-
”trmublabraaaar”, or heaausa ef inaampatenaya Qccaaian&
&lly an emvleyee is aﬁsahargaa becaugse of ﬁaral*aeawaa,
 “but very seldome Iaauhar&inatimng aianﬂneeﬁye unreline
b&lity, laainaaa and 11quar cause very few diseharéasa
The auperi&%emﬁeaﬁa waulﬁ not venture &n opinion
w&lativa to the cnrre&aﬁian_betwaen'abmenteeism,and
'laber.tuxncverg Qma_amymeymanﬁ manoger ip keeping a
record of the number of absentees and the mumber of
separations amang'tha~é££iee«$ta£f, ﬁallingwséaff and
: han»aeilingaataff'fﬁr each month in the years Ko res

‘oord is avallable at present. If o positive correlae



tion exiatﬂ vetween the number sbsent and the number of
. separations, one reason fox this correlation might Ye
the feat that when an eﬁp&ay@e ig absent she is ibaking
for another jobs | |

- The salespeople who are hired last are not |
aluays laideoff fivet during the dull ceasones  The eme
yibywaa 3a1a.af$ &éﬁ always the lege &friciént palegs
y&ﬂklﬁu The stores da no% attem?t'tv piace'tha enployees
in m%hew ja%a 2s th@y are being laid off because salese
people are alwayﬁ a?aiiahlaa‘ 1n gome industries the
managenent places most of the men who are laid offy 80
that when the "pugh® éeasan'wﬁtuxna ﬁhe @arviaeg of’tha'
formeyr employees will be ava&laﬂlas . |

All the ammlnymenﬁ managarﬁ think thaﬁ adequate

statistienl ama&r&&; rﬁvaalin@ infornution anacarning
.diaﬁributian of geparations by departmento, aacupatioaa,
sex, age, length ﬁf gexrvica, ond education wéul& tend
to decreess the labor turmover, but most 81l felt that
their business 1o too emall and that their labor turne
over not large enough to justify the expenditure of
time to keep such éet&ii@ﬁ recordes The @x&cuﬁivee do not
know definitely whebther the labor turnover is increaﬁing
or decressing but they believe the latter to be truee

Some think thet o large burnover is not alarming
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' aa”zhey feel thut the new employee is more efficient then
the olde ‘Huwévar, wosh empluymentfmmnagerﬁ would not
agree with thip stinde The managers feel thet youth

and ambition may;ha-maxa important in abma‘iﬁﬁuetxiaa,
but that iﬁ aEyﬁrﬁm@at aée:@ woxk, experience is more
essentials  Yost monagers ﬁesire as small a labor turne

over as possitle.
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'VACATIONS, LEAVES OF ABSENCE, and PERSCNNEL SERVICES

- It ie the policy at John T&ylor's to give twa waeks
'lvacatian, with pav, to all alasses of employeea who -
hava been in ﬁha starea emvloy a year after July lat;
If en emmloyee ia hired Auguet 1st, ha 13 not entiﬁlad
i; ta receiVﬁ the two weeka vacatian with p&j until a year
from the next :ru:s.y.

After‘am amployee has warked for the Joﬁas Bﬁata
-thr@@ yeara a waeka vacatiou with pay . is givan‘x If the
employee wiahes mcré vaaation it is a1Ways given, but
only a weeks pay is received by the»emplayee. The vacas
tion of the . etecutives v&riea from one to three weeks.
Some yaars axecutives da noﬁ take vaaationa, other years
‘their vacatiena lnst three or. four waeks. It is largely

matter to ha ﬁeuided by the executive hxmaelf, Beeause
of the responaibi?ity af their position, it ig‘ sary.

ufor the exeeutivea ta keey in censtaut tauch with the
preblame ef the Btore during their vacaticnac‘ It is
poasible for the salespeaple to forget their wark during

the vaeation. The exeeutives never have a vacation in

e tha a&naavthat the salespeople da. bacausa thair minds

:are canstuntly warking an stere prahlems. The exsoutives
recaive full pay regardlcss of thﬂ 1ength of their

vacationwa

At Pecka‘ the vacatian given an executive varieac
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, certain ciaasea of axeeutives spend twa or three weeks
eanh year 1n the eaet buying merchandisea This may be
considerad as a vacatiang as it is not regular routine
wark. There is uo definite amcunt of vacation given
the amployees with.pay. Sume employeea receive no vae
cation with pay. ’ \ k‘ ;

At Harzfeld’s, ag in the other stares, the Vacation
given execuzives vary. A vacatinn ef a week, with Pays
is given ta employees wha have beeﬂ in the service for
one years Theraafter, the numbar of dayes vacation, with
Pays variea in accordanse with the serviee. Hawever,.
ﬁwa weeks ia the maximum fer all empioyeas, ‘with the eﬁ*
ception of exeeutlvesw '

It is the poliey at Emery Bird'a ta giv& the X~
ecutivea two waeks vacaticn. The vacation with pay
Variea ammng tha ether claaeaa of empiayees. Some emw
ployeea do neﬁ xeeeive a Vaeatian with pay, while athera

~ ragceive e week and othera are given two weeka‘ The vae

’cwtzon with pay varies with thevlength and type nf serviaé‘

When aakad what provisian is made for sick 1eave,
one manager gtates that it is the paliay of the finm not
to penalize an employee in aeniority, if the emplcyee
keepa in conatant touch w;th tha firme Another manager

pays that the 1ength of eervine and the value of the



employee determinea whethar or not ahe is taken ‘backs
Another store manager eays that iﬁ is their palicy to
allow thir%y daye slck leav@ exnepﬁ for exeeutives, in
whoge case there is no time Iimita A feurth,manager
eaya that the emount af sick 1eave ﬂ@penda upan the cane,
'eaah case heing,censidered eeparately¢" The fifth supers
intendent etetea that it ia their peliey alwaya ta take
back an employee it sha is foruec ta be abuent on aeeaunt
of sickneses | B LA
In one store it ia the pﬂlicj to . allaw 211 claeses
of employee& to leave on Satur&ay yreceeding the vanationo
1”hﬁ other ﬂtares do net allaw the emnloyee ta 1eave ﬁhe
preceeding Saﬁurdayﬁ When asked if Saturday preaeedlng

the vacation is allowed the employees ane aupezzntendent

ﬁay\V'“ﬂb, we are apen bn Saturday and if they 1eave

wiuhout consulting the. emp&eyeeq aa to tha uime that
| beat suits them. The nther three fixme allow ‘the emyleyeaa
a vazce in planning she time for their vacatian by allowing

.eaeh emptayee to aelect the ﬁates which would he mmst

suitab’e ?o hera;vA sahedale ia made, taking intn aﬂco 2nt,
i'aa far as poseible, the datea rEques ed hy thﬁ employaea

The vaaations are geaerally givan from Jnﬁu X to 3eptem,



ber la 9 asaienally vacaﬁiaaa are allowed durzng Janu-

"f‘uary and Fabruary4 | | ﬁ
' H{ All of the atarea allow ﬁheir amylayeea 1eavea of
bﬁenca for religians hnlidays, juxy servzaaa military
serviee and legal helidaya without payﬁ_ ,
. Reat psriads af 15 minutes are allouea all empleyaea,
in hcth the marning ana aftaruoon, in two of ﬁhe sterea.,
Qn@ atﬁre does not allnw resﬁ yerzsdw for its Ealespaoplap
ﬁwhis mtere, howevar; pravzdes a%vols for the salespeaple
ta be uaad when nat waiting an a cuatomexa Xt is the |
paliey in two of the ﬁtareg ta allaw the salespeogle to
go ta the reat rnam whenever thay wieh, after reyarting

4to the hea& of tha daparﬁmentg ﬁaahzers ana ﬁlevatnr

-iaperatora are ralieve& &w éaeh éay in all stereen
Emplayeea axe free‘ta do‘whabever thay choese durlug

”the resﬁ yeriad, except ta laave the store* Beually,
'they go to the rest ruem or aafeterzaa Thﬁ tima is apent
in writing, amoking, eating, Qr sleeping»{_

| ?he rest roem aﬁ the Jones Store is iurnished with
| wicker ahairs and dav@npnrtsg The flﬁor is covare& with
amall figurea TUgSe Th@ reﬁt raqm ia Ioaated near the
'baek of the atore un th& fourth floor. It ie reached
by walking threugh the a%arage department. There is a

1ow wall board partition separating the rest raam from



the cafeteria, caﬂeequantly, the rest rﬁam is not as
quiet asg might be. desimd. |

?he rest raom at Taylor's. ia laceted on the aixth
flcbr; 1t is divided into two sectians, one s@ction is
used aa & reaﬁinﬂ room and the ether section is furniahﬁd
with four cots. ?he raadin& roam acction is furﬂiahed
'  with comfortable cbaira, wribing/desks, a small’ ‘table, and
" a victrola. The readinp maﬁeriaf conaiata cf uaily nawaw
papers, and Chrietian ﬁeienea literature.v The ree% ?mam~v
Cig iocated adjacent tb the kitchen* comsequently the |
‘odors end noises are annoyiﬁgﬁ , |

Ths rest rwum at Emery'ﬁird's ia very plﬁ&ﬁ?nt»
ﬁeveral placards are viaibleq. Two 1n particular are in»
terastzng;yﬂﬁodaya b&at shaul& be tomarrnws atartmng
point," ”Canaer¥e 81l aupnlias, don't waste. The
furnishinﬁs consiat of wicker chairs, davenports, gmail
tahlcs,*a ﬁzano, emell’ ruga, mindmw hanahes, folﬁing |
, chazrr and marauaette windaw curtains.v The rest room is

equlpped with a}y rt&ble stage whﬂehbmakes it possible

to eunvexﬁ %hﬁ rest'reom into & small theatrea Small
groupa af amyloyees present éntertalﬁmﬁnﬁ$ far the |
cther ewyloyees dur;ng %hﬂ noon houri, The room meets
the qualeicatiana of a gaad reat raom, aa iz ia 1ocated

in a quiet part Gf‘the\builﬁingg and is well 1ighteé
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and well ventilatadﬁf’ ]

"he reet poam at Peck! g is furnished with wzcker .
furﬁitu;exand the.flacr is,coveradzwith a ruge This
rest room has the same drawback gé‘the reat:rnomfat
Jdneaés, in fha% it is'lccatedrnear the~1unch raam‘aﬁd
the noise and. a&ora maka it im@eaaible to rest durnng
the naan perioda | ' TR

There is no plan at present whereby tha employeaa

mey. become aharahai&arg:

n'the stcremQ ,1t was, at anc
time tha policy of one firm tv affer a small amaunt
- of atoak in the carpsratzan %9 all clasaes of amylayeea

.who had been 1n their emnlaﬁ ‘or}three years, but this

e |
policy was diseontinueé $wo. yeaﬁs ago;;huoms of the eme

fylcyaes atzll hold thzs ateck‘but tha firm is buyxng it
vback whenever they wish, to s5€lle ﬁ  A |

. Graup 1ife iuaurance yoliciss pratect tha lives af
_ the employees in three of the: staras. It is the policy |
~of one etore to pay all the cest of prumiums for uhe ine
euranee of a1l the workerss T ﬁhia,atore insu:ss'the e
ployee for $500,00 each. o

Anethar atore prcvides iﬁ$uranee to tha eztant of
509,&0 wiuhout ccst to- the employea for all wha hwve

;been in the employ of the firm one year,a For aaeh.add«‘

iﬁidnal»yaar that the emplﬁyee is emplayeé by the fimm
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an &dditiﬁaﬁi $100400 4in pfetécﬁiﬁn-ia yra&iéaﬁs- The
maxiﬁuminsﬁﬁgncﬁ aaxrﬁaﬁfan any employecy hﬁwavev, 3&
$3000.00, The rate to the flmm for this ineurance is
emactly the some sn the rote te tho individuele If an
individual leaves the émpioy of the £imm, éhe ten kae§ up
the 1nauraﬁ¢a by paying the premium herselfs The only
advanﬁ«ga of this insurance is that the inaureﬁ is not
required to pass & phyelcsl eﬂamiﬁatxsn. Th@ ﬂnwt of |
waintminiﬂ@ insuranaa for the ampleyﬁaa af this fim
is wmma.m n yeats ' |
It im tha.palicy a£ ﬁhaaéﬁher stara>whi¢h a?aﬁaaxs
, a«graupkiaaurancé plan to inaure all their enployeas for
£1000400s  The employee pays 607 o ronth and the balance
ia ?aid by the stores The Insurance r&te»ie‘aatermined‘
by the average age of the emg&nyaas‘ e the averaga’
.dmﬁ of the fovce Aincreases the s%ar@ za ca&lea upon. te
pay mera and wawa of the xrﬁmiums, ﬁﬁ @remeﬁﬁ the coed
of the inecurance @aid by the aterﬁ ia vmxy amallg due
to the low avnrmva ay@ of the &mpioyee$¢

_ slﬂn&QQﬁhﬂﬁ,ﬂtQ?ﬂ the emplogaaa—mminﬁain‘anﬁ opornte a
mutual veneflt mssociations The execubives of the fimm
are not eligivle to hold an office, The amployoen poy
807 a muﬁﬁh to the mnzuaz'ﬁénefit_awaéciaxinna ‘The siorxe
olgo contributes liberally toward its augﬁnr%Q In the
past the store haa contributed betwesn 40 and 80 percent
of the funde
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If an @my&egze hos been peying the mutusl venefit.
:&aﬁnaistiun dugg for a threa months veriody ghe 16
,eligin&&,.if,ahekgaaa g i1, ta regeive compenzn tion
Ipe wi“~muaa§%ﬁi?e'w&a kay sr‘tvn weeks out ar o years
ﬂemuul 1o t 1e cost of %he nedicine snd the écvtarﬁ f&eaa~
tn opace af a@&th the maﬂ@fiai rJ rec@ivea ‘15G909a This
+ is the anly firm thet att@m@ﬁa to gponEo» a tlam of insufe
- ance. to- ineluﬁe gleknesss ALl atagﬁa are auageatvtu the
 ¥ipsouri Worimang sbmy&nagtiah~zam-whiéh’prﬁvzdéa.@xateeu

,%iﬁﬂ~fnr the Bmglayea‘iﬁ cape of secidents Tﬁa«firmﬁ‘grou
tect themeelvesn agminat’%he_bekmans cam@engaiisn &aﬁfby
'aarrying inéuranaév | | | .'.

To & degroe, unifoms drese.ip yequired of all salese
peoples ‘Th@y are fﬁgﬁirﬁdutﬁ waax{b&na‘mr>blaak dugring |
the winter monthe and %lu@;-%i&&k,‘ﬁr white duxring the
BUENE T ‘?qka«ﬁqt mr~$tripgeﬁ ﬁr@a&$s ara'nQVQw,allewgﬁg
gmocks or obher protective gawents are not furnished
‘,&y ﬁh@?ﬁﬁﬂréﬁq l§EQV&%aﬁ‘mp”“ﬂtnra aﬂd part@r¢ are
'Vuaunlly*ﬁurmﬁahpa with unif@rmsa | |
| ~In. %hasa nﬁnf@a n@t equigga& waﬁh a Aaree vanwr
- bilating myaﬁamAthe flaafman is “&apana&blg for ﬁhe
yentilations The n@&ting;planﬁm; undex the control of
the engineers, through ¢ xﬁ‘%harmaatafiagaaﬁﬁéblm, kaag 

the temperature at 70 degreess. It is the duty of the flooye
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It is thé'auty»of the floorman to see that the 1ighting
is safiafactory in each'départmentécnrhis~floor'«'The head
porter is responsible for cleanlineas of washing_ana béth»
ing‘facilities and iideness in the lockex TOOMS

- Except in rare instdnces, legél aid is not furnished
to the employees in any store in Kansaa‘ﬂity¢' The'exeéutivee
alwvays try to‘helﬁ emyléyaes,whn are in legal difficulties
and bccassionmily'ﬁhe empleoyees are‘referrea to the company
lawyers In mast instancea, how:var, the m@nagement does
not wigh to become 1nvolved in the legal &ffazrs of the eme
plOJGﬁBn‘~ | .

All stores extend to the employees the pr1v1lege of A
buying in the store at a lowex than the retail przce« Two
stores ellow thﬁ employee a straight 105 ﬁiscounﬁ takan from
the retail price on any article purchdsed in the store. In
two other stores the rate of - discounﬁ Varles with the de=~
garﬁment:in‘whiah the purch&ae ig made. In'semﬁ departments
the discount is 109, in others lsﬁg whzla in othcrs 20%, and

ﬁcmetzmea aﬁp;, In another sﬁare 1t xs ‘the policy to allow

a regular discount of 10ﬂ on all item5¢ Houever, twice each .

" month 20» discuunt iasgiVﬁﬁ’e&piﬁyees; The disccunﬁ features
‘amounts to a 1arge sav:ng for some empleyecsu» In buying the
furnitura for a home.mmny emylayees have aaved over $100.00,
Three of the stores maintain a,cafgteria‘whﬁre the eme
ployees are served mea19*” Tﬁe’firma do not éttempt to make
a profit on the food; only the cost of the food plus the
' =104



overhaad expensa ia charged. . One store manager sa)s that
the employee g cafeteria. 1ost the firm $2500, 00 last years
. The number nf emyloyees who eat the nnnn meal in thﬁ cafg-
atarias ranges. from 60 ta 60 percent o tha taﬁal woxhxng forces
The average cost 0& each.meﬂl i° batween 20 and ?5 centse

The largest eafeterza ia @quipped wzth.la large tablea;.
accowmodating ten pecple each, and ”ive small tablee accammoda«
“ting four peopls eachu The &Verage number of people that oan
be accommodated at;any one time in,the,cther cafeterias is
60. The émyloyéés~are~reguire& toﬂfeturn thg trﬁya,to ihﬁ .
0ountar after they have finzshed the meal. This 5aves thau
cost of mmintalning two ox three waiters. The fadd is nour~
ishing and a aellubaldnced, varied menu is prcviaedqi

The two stores not maintainlﬂg a cafateria have an eme
.1:ployees lunch roome. Tables are proyided where employees who

 br1ng their lunch may eate The stores furnich coffee, cream,

and augar free to the amplayees who wish to take advantage
of the lunch roome. | | J

Four of the stares have no plan whereby the enployees
may»save‘systematxaallyo Cne store gponsors a plan whereby
the emplcyees have been érg&nized into a unit which has be-
cone affxliated with a natxonal savings organi zations Each
employee<may become a member by suhscrgbzng ws,eo; Fach
'menfh_the employee depbsité‘é gertain amouﬁt,of roney which

he wisheg to saves If a membeyr of the local unit wishes to
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barrow maney, a loan can be effacted, hnwever; the ine )
tereat rate ia ane percamt per mentha Whﬁn aﬁked it the”
inber@at raté were not excaedinglv high, tha parsannel
manager replied, "The puryaae cf this organizatinn is
_ta encourage aavinga and di&cour&ga borrowinga-“ |

One sﬁore has a Quarter Century Glub for employses
who have been emplnyed ln tha flrm 25 yearse This club
| is moze of an honorarv aluh than a aaaial clubo fA |
4'£ew ﬂoaial neatings are arranged eachkyeara In no ather‘
'atore is any graup orbqnzaed 1nta a club for the nur-
pase of creat;ng ﬁhﬂ “we“ feeling. “ |

Tt is the palzcy af one stare tc arrange fcr
“_pienicsa Thia s%cre Epenﬁoﬂa ene each years Three
.peraennel manager& say that the emplcyees in thelr
:,store are not interested in p;cnice, and only a very
few wcu1d attand if it wera the policy oi their R
'btoras ta spanaor themt In twa of tha storea a ‘_
~dance 1a aponaereﬁ éadh year. Tha dancea are held
Jaftev working haura anﬁ aanseouently no tmme from
| tha stcra is &asﬁ. Tha enat 0f the dancea to ﬁhe
:flrm giving tham is very smalla Thay are usually
held in one af the amuﬁement par?s and tbe park managan

'ment s genemny glad m; give the tiaketa tn the
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torea bacauae it is a good advertiaemenﬁ for the _
park., Tha aample{Fi&. 28) showa a guest tickeﬁ siven :
to John Taylor’a by Fairmaunt Park, Dn this particular
night the employaea from both Taylor's and the Jerkin's
Music Company enjoyed a Jaint party. o

e JOHN TAYLOR DRY GOODS CO. | ; s.s.z
| cuestmcker - (EREEE
e Tt EQ 5o
.| .~ . Friday,June13 58 3% T
=B _ EEORAS R O - B R

v : - Fairmount ‘Park Dancing Pavilion S % E - 2

= ~'D. AMBERT HALEY’S ORCHESTRA . - | HQ 5§88 2

o -_Frge Banc.ing, Eree Parki.n‘g; Free_Admigsinn. : :\ _' p;' %_ e 3 m :
-ﬂig.-zs-'*

o In two firms there is no pension systam for-M' _
Jﬂ.;the emglqyeeaa However, 1t is the policy of two or '
tha other establishments to provide for old emplayeee,
‘These stores who do provide for the old emgldyees do
not have & definite aystem.nutiinad, but each case

is treatad separately« Both stores are givinb pan«
sions to q1d.employeés at presentg The cost of

these penaiona ia-carriea a8 an expense item. Ehé
amount paid eaoh employee in the form of a pension |
is determined”ﬁaual;y by:taking'alégrfain percentage |
of the aalany_thaﬂﬁas earned when the employee is

wlQ7m



~Jforced to retire' In tha fi*th atore the suparin~
:utendent aaya thht olﬁer em@layeas, wha aaﬂnut do -

- the regular work, are given easy work: to doe - They
are kept on the pay rull even i£ thay cannat do -

much works, ; B

The hospital at Jnnesea is 1acated near the

rest room and lunch reom an the fourth floors Inters
ing the hospital, we find a waiting room eguipped with -
long benches. ?ﬁe office af‘the‘nursé‘is located near
the éntrances The offices of the dentist and msdieal
doctor are located back of tha nurse'’s guarterse. The
hy&ical‘examinatians‘areumade'in thaae.affices. Both
offices are fully equippeakwithgmeaiaalrépplianceé and
supplies sufzicient‘tafcara farfthe.mast ur@enﬁ neede
The other four rooms are aquigped ﬁith regalatién hog~
‘pit&l,coés~and‘a~thera@autia‘lampw' Twenty,£s1twen&f
five of the employees are treated: in the hospital each
day. daring tha summer mﬁntha, and frqm 5@ to 60 during
the winbor, - i

, The reaaptian racmyin the hssPital at Emery ﬁird*s _
is furnished with chaire, a ﬁursee daa&,: drinking i
fountain, a filiﬁg eabinet ‘and a supp1y~cabineﬁu The
flaor is aavarea wmth linoleums ' The other fsur rooms
of the hoapital are equippad wiﬁh hoapital aoﬁa. '
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Tha hOSpital haa.no doctor s offlce.-_ Lo
The hoapitﬁls at. Taylar 8 ?eck'a, and Earzfeld's
-are much_amaller,than-thgse at . the xwo_ﬁtaxas Juat .
discussedg_ TH§y“&fe;uaualiy:thoughtaof.aa_firﬁﬁ
zid roomég. The number'of cotafranges from one to
four, In ﬁhese.storeaaaéch room 18 located in a
very desirable place, being away from the noise and
| commbﬁion of the store. | . | _
Health-iﬁatructién is nffered in two ﬁﬁnree:during
the department maetinga; in the pther three stores no
inatructiog_on haalth.is_offeredl',A;health-recqrd;af'
eachﬁemplbype-ia not Rept in. any of the stores. Three

 of ‘the stores provide the, servicea of a dector for the

“”7femplayee. The dootor 5pends aa‘much tims a8 he is naeded

- each days In.gome atores he . uaually spends from.ona to
three hours dailyu In two aturea the aoetara Bervicea
are-avail&ble_after_the,patient‘haﬁﬁbaep taken homGng
In two of the stores doctors services. avé provided in

~case of accident only. fOne'atare proﬁidas-tha'serVieﬁ*

Cof a dantist hawever, the employee is. ezpected to

:Tffpay tie fae charged by the dentist. Threa stores pro-

vide the. services of a. trazue& nursa. ‘In another Btora
a nurse is hired in:tha=in£antwdepartment;andzif-ﬁha_

need arises ghe is available for sickness. The nurae
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in mnat stcres viaits the homez auﬁ aerves scmewhat as -

. & welfara worker‘ In ne. stora ze the aervice af an

ecoulisﬁ furniahed. .

Smaking'ia prnhibited auring warking hours 1n -

""athree atsres; In tha other aﬁcraa it is allowed in

'“{gthefresa roomgs . The main aiseiplinary preblem, aoeordiug

. one peraonnel manaver, is ta keep the employeea from

‘,‘;smoking in the lavatories.

In no atore~is the use af the helaphcne denied the

. employees howaver, the management disceurages this
 practice. The employee was given fraa use af the telew

plone far urgeut eallﬁ éuring warkinh hours but, the

jemplcyees abused the prlvilaga someWhat, and at present
.4t is the policy to require the empleyee to geﬁ permiasian |
-~ from the head af ﬁha degartmeat befora the telenheua may '

be usedie : , « ; . ,
~ In no stara daes the mmnagemanﬁ aﬁtampt to "aheck

up* on the employea ta see how the leiaare time is spenta

One manager Says, WWa aom’t care what thay éc after
kworking hours 50 1aag a8 thqy are on th& Jmh and mmke
the aalea;“ »xt seems that the maaagament feels that

in “ehecking up“ on the 1eisure tiwe aativiﬁiea of the

- employee they ara infringing apoa ﬁhe privaqy nf the

employees It geems than if the laiaura time aahtvitias
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o are intarfsrring wiﬁh the ability af the employee ta

‘ﬁfren&er satisfaatury sarvice it shoald be ‘the’ businaaa
‘cf the managemant~ 15' s “"1 -

’7 It is’ the pclicy of one Btore te make previaion
“Jfor athletia teams- Yhia stars Spansors basketball,
baaeball, ané bowling. The employees practice On their
own tima. The teamﬁ are managed by ona of the emmloyees.
At preseut four teama are participating 1n bawlingﬁ»:
It waa the pulicy of anuther stare to make provxsian‘,
far athletic teama until an abcident ncourred, iﬂ which.
through law suits, the fim collected 100 ooo.aa for
yznjarad employeeaai Lfter this exparience uhe acti?itzes
af the stara alang‘this line ceaaed. | L

i Eb store maintaina a club room or place, other
than the rast raam, where the emplcyees may assemble :

;_4to beeoma bettér acquainted« Kaither &oes any atere

\ ‘maintain a band, an erehestra’ ar aay ather musical

i,unit« Qna @ersoanel manaaer explaiﬂed that eaah emn"

*‘lﬁjgployea haa int&reats of her awn, and that amy aﬂtempt

Lv)to enliat the intercsts of the emplsyees in any atore K
' Qrganizahion fcr the parpase ef creatinv the. “we“ fealing

k'would be unsuccassfulw 1
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CONCLUSIONS

It is a recognized fact th&t we in'the United
&tmtes can produce more commodltiea than anyone else
»:)1n the world., The fact that Qur enersy has been directed
/more Lo vard prodaction than selling has lowered the cost
| oi productzan and haa resulte& in a war of prlcna.
People are buying more and more on o price basis.

In order for a bdsinesa institutxcn to withstand tne
constant hammering of prices, it is necassmry to re=
;dace the,cost of getting the produot to the consummer.
Regardless of the type of busiaaas, the cost of Proe
idaclnﬁ the goods and placingkthem in the wmarket 1s
relatively fixed. The factor, then, that datarmlnes
whether or not a business is to survxve, 13 tne 9
effnctivcneos of its selling force. The main considern
ation is sales. If the activities of a personnel
de@arﬁmént can increase sales, ihén most industries
will organize such g'departmént. |

At present, perhapa 75% of the very large firms

have functionalized personnel denartments. Onlj

about 5% of tne smzller firms heve felt the need

eufficiently to organize n personnel department which



opar&tém 88 a soparate deg@rﬁmﬁnt, similar to the
prmdnmkioh, fihaneeﬁ socounting and ﬁ&lﬁa‘dap&rﬁmentaa
The present pravﬁica amon: ahe smallar firda is to
d@lm*ate personnal fun»tinnﬂ ta cﬂrtain memﬁara of
tho exgcutive stoalf who, hecause,af lack of training
and other dutles, do not have sufficlent time to
solve the prah&@m@ of pnrs&nﬂel af;eetivalys‘ “h1a
procesdurs 1s practiced in aha Yanawﬁ &iﬁy ée§artmanﬁ
]yataras and in all paris of the country where functicn~
| alized persomnel work is mew;y ’
.Ih‘mwema that In an orzonization with g working

force éf from 400 to 800 employees contralized ¢one |
‘tral &haald be yr@fcr&alﬁ sa the present ﬁyatem. |

A por sanxel MENAICTy Wao %xa only %h@ duties of yarw
ﬁonnalg aaalﬂ keap guployeasn ﬂ&fviﬂﬁ raaarﬂa, laboy
turnnvar raenrda,‘mud make job analysis followed

by Jok mnmcifimatianag none of which are béiﬁg done
 &$'@?333ﬁﬁ iﬁ‘a@y of the ﬂtaraay Ig Qomg&ﬁﬁ& service
records of the employecs’ p&rfc?ﬁanae ware available,
they caulﬁ_hé ugsed very effectively in connection
‘wlth promotions. At present the amount of sales
go§érna‘promatiam,ﬁlm@at cutirelyu'vfha‘qaalfbiaﬁ

which make good sa&eanaonle 4o not always make

alllw



sucecessiul exeoutives. ]
ﬂaaﬁ managéraffe@1 tﬁaﬁ'ﬁinca»ﬁh& lbsa ffam-
labor tufﬁaver iy smell it iafunnécaa&mry to keep
reccrdse It seems to me a aan&érvgtiv@ eutinnte
0 say that in all the establivhments the entire
force is uirad at lepst twice euch yenr. Howsver,
most exccutives feel that this petiunte 1s £00
hizh, because théy'h@lieva‘thaﬁ’%he extra help
nseded for unly o few deys during "rush" seasons
siiould not be considered in gceleoulating LUTNOVET e
I heliéve that the "extras® should be consldered,
insenich ao they zo threu§h the store school, the
seme expense 1s ineurred %hen they are bired as when
o reszular is hiﬁ&&- | , |
It is probobly true that job snelyses and
Jjob ﬂpemific&tiéﬁﬁ are more aaw&ntial in a menulace
curing:plant than in o depuriment ctore, nevertlheless,
it scems thaﬁ in‘a depariment store with 60 or 70
departments the gunliiiontions for salespeople vary
suffiﬂiently”to‘juﬂtify a é&ruﬁal stmdyAwf tho noedse
Reguisition blanks fov &xtra,hﬁlp are used only
. , |
in one storve; written evidence of the nced Lor extra

help should be valuable for reference in all stores.
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| kfobablyvthe number abaem€ and taidyie#ch day
could e reduced by'offeiinv'a %onué fbr'ieﬁulaf“ 
attendance oy by giving speciai recovnition to tha
dapartment which has tho hlfhest percentaga éf
attendqnce.

If deductions were m&dé from ﬁhe w&ges}of
‘the‘saleSpéoplé ﬁhen their sales 4o ﬁot reach the
 quota, I think that more effeciency in me s'lles
force woa]d result.’ Possibly the quotaa shouid e
caleulated in a different monner, than at present.
. However, if the salespeople are assared that by hard
’work their waées will be increaﬁed, or tnaﬁ if
maximum ener,y is not exerted tne wa;@a will ba
1owered, more effort will be shown. |
Lach btopalshculd develgp Lo”a greateriéxtenﬁ

the feeling anonyg the empi0yees that they are a
part of the'organiZatiOno The management makes
‘little affoxt to esteblish the "we" feeling among
the emplayees; It hhe rélated departmentskcould'
be organized as units, and soclal activities spbnsored
by the manazement, it seems that more interest could
be génerated in “pur? cfganizgtion. Money and: |
effort spent in thia‘manner would tend to reduce

the labor turnover.
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- The managers in most of the dapartmentfstoresA
recognize»that the return from money spent for more
‘3atisfaotqrily'aglving the problems of personnel is
nuxch greatei thaﬁ\the‘expgnditure. Consequently,
the nmanagement is ascuming moré responsibility TEw
lative to the solution of personmei.problems each
year, 'Pqééihly‘Within_fivéfyéars egch department
atore will have g1functi6nalizeq personael departe
méntfghich will be headed by a personnel director

 who ﬁafforms only duties dfvpersonhelf

I T

1] 6



BIDLIOGRAPHY

Personnel Adminietration n Tead and Metcalf
Labor %ﬁna@ament } | Gordon Se Watking
Human Hature and W&na;ﬁwant | : Crdvway “Yead
Labor Monngewent | Je De Hackett

Reyort of Woge nnd Personnel SurveyeUs Se Fersonnel Clase
ifouse Docunent ¥o. 602) gification Bosrd

Amployment Nang wement ond Industrial Training
' F = i P o
ederal Soard 4. Vocational Education

“hﬁ TurHOV&r of Lm%aW‘ .
Jadnra *o&rd for Voecatlonal Wducatinn

The Wage«Setting Process :
' Federel Board fnr Vocational Bdueation

Hapart of hhe Paraonnal Depariment of the ﬂew York Stock
Exchange

‘?rafits“:, , . , ,ﬁaryo Caylor

Ixecutive Serles Publications
American Management Assoclation

Personnel Publications  Amerlean lanagement Association
3oarnalwar’?ersannal Research Moy 1922 to April 1936

Hotional Industrial Conference Board Publications

Shop Honmzement Trederick ¥. Taylor
Kiring the Workor | | e Ve Kelly
Applied Persannel Proceedure - P. B Vheatley

=1l7e



