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FOREWORD

The Council for Distributive Teacher Education was organized in 1951.

embership La the orpenlzation consists of teacher educators and other
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distributive education personnel with an interest in advancing distribu-
tive teacher education. The primary interests of the Council are
research and publication.

This bulletin contains the Report of the Committee on Publie
Relations of the NHational Conference on Distributive Education under the
sponsorship of the #. S, Office of Rducation. The conference was held
in Washington, D. C., from May 3 to 1%, 1940. The report on “Rutlic
Relations in Distributive Education’ covers general considerations &nd
a complete plan for public relations and premotion including a suggested
schedule and follow-up activities,

The report 1s Interesting and valuable as a companion report to
“‘The Dunwoody Papers” printed by the Council for Distributive Teacher
Bducatfon as Professionsl Bulletia Ho. 13 in 1967. "

The bulletin was reproduced by Dr., Harland E. Samson, Professor of
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through the courtesy of the Department of Curriculum and Instruction,
School of Education, University of Wisconsin, ladison, Wisconsin.
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Reno S, Knouse, Chairmen

Ressarch and Publications Commdttee
\ Council for Distributive Teacher
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PREFACE

Plan of Developmeat
This preliminary manual completes the third atep in the development
of a pubiication to be entitled 'Public Relations in Distributive
Educstion’. The first step was taken at the National Conference for
Distributive Education called by the Cffice of Education which convened
in Washington, D. C, May 3-14, 19483. The "Committee on Public Relations
in Distributive Education,' formed from the Stata and local personnel
in attendance st the conference, was primerily responsible for the ideas
in the present publicetion. The original manuscript was prepared by
the chairman and the leader and submitted to the Committee for evelua-
tion and for suggestions on its improvement, Tentative approval was
gecured.,

The present release--the second draft of the manual--is to be sub-
mitted for review to all individuels who attended the first confereace,
a procedure adopted by the steering committee of that conference. It
1s expected that sdditional suggestions will be received from the re~
gional conferences in 1949, The final draft of the publication will
then be prepared and released,

This menual is adwittedly imperfect. It will require considerable
thought and effort in the years shead to develop it to its greatest use-
fulnesa, However, the Comuittee feels that the way has been paved for
sound planning, and it expresses the sincere hope that this manual will
serve as & valuable guide to Distributive Education personnel as they
face their ‘mportant tasks in the field of public relaticns.

Sugrested Use of the Msnual
It ie intended that the material in this manual sexrve as a reser-
voir of information for the use in public relations in Distributive
Education. 1t should provide a velueble tool for tha use of local
distributive education personnel and profeasional staff members in State
departments of education and in the Office of Education. It should
serve a8 & basis for planning local end State public relations programs,

The manusl should become a valuable guide in training teachers and
other Distributive Education personnel in the methods and procedures of
initiating and developing a planned program of effective public rela-
tions in thie educational field. In this connection it is recommended
that training conferences on public relations be conducted in each State
as soon a8 an adequate supply of these manuals has been fasued.

In addition to the uses mentioned above, the materiasl in this
manual can be used to advantage in the following ways:

1. Preparing addresses and talks, news releases, radio
scripts, and other types of publicity.

i1



2.

Prepeoring replies to correspondeace that relates to many
important phases of distribution and Distributive Education.

Selecting publicity media for the seversl types of
relr:ases used in public relaticns.

Prepering or assisting in the preperation of guidance
materials,

Arranging time and gction schedules for the activities
and publicity involved in public relations.

Planning and preparing displays, style shows, and other
types of exhibits,.

Planning a coordinated local, Stste, and national

approach to public relations problems in Distributive
Education,

L1t



GENERAL CONSIDIRATIONS IN PUBLIC RELATIONS PLANNING

Public Reletions Defined

For the purposes of this bulletin ‘public reletions' is defined es
those phases of the work of distributive education persennel in their
relations with individuals and with business, civic, educationsl and
other groups for the purposes of creating interest in and zaining ac-
ceptance and sunpori of Distributive Education.

The primary objective of those relationships is, of course, to
lend assistance to educators in their endeavor to organize and develop
training programs fn the field of distzibution, programs which will
result in the occupational growth of the individual and in more effi-
clent and satisfactory distribution of goods and services,

Four topics will serve to introduce the subject matter of this
manual, namely: (1) The fmportance of a sound public relations pro-
gram; (2) The characteristics of the public relaticns job; (3) Who
should do the public relatiscns job in Distritutive Education; and
(4) The personal qualifications snd training required for effective
work in public relations,

Importonce of a Sound Public Relstions Program

- - e

The conduct of public relations is essentielly = tesk of interpreta-
tion. In Distributive Education it strives to interprat a vocational
training program to the public; it elso strives tv interpret the public
to the program. It tells the high school student and diatributive
worzer about Distributive Education, it tells the supervieor, coordina~
tor and teacher about their public., It throws on the professionel worler
and the public the spotlight of fact; it promotes mutual understanding
and confidence, When the interpretation has established confidence and
helpfulness between the two, it has accomplished its initisl purpose.

It then enters into a permanent program designed to maintain and
strengthen that confidence.

America needs an outstending training program in Distributive
Education. Such a program will require that supervisors end teachers
keep in coustant touch with enrollees they serve and with other indi-
viduals and groups who are affected by the program. They nted to take
the initietive in making contects. They need to keep the lines of
commmication strong between the program and all individuals who are
effected by and fnterested in Distributive Education., WNot only do they
need te recognize difficulties, they need to iron them out. They also
need to anticipste difficulties that may srfse in order that problems
may be svoided. Better results cen be schieved through an effective
public relatfons policy, one that {s carried into effect through a
sound program of action,



Distributive educstors need to keep an esr to the sounding bosrd if
they are to avall themselves of all opportunities for assistence from
thefr public and all opportunities for the correction of difficulties
that may be in the offing.

Characteristics of the Public Relations Job

Public relations as a fleld of endeavor is beginning to assume
definite character. As an area of action, conducted on a consciously
directed basis, it is relatively new. Its leaders are only on the
threshold of recognition as ‘profeasionals’, While much remains to
be learned, many fects about the field are becoming increasingly cleavr.
Some of the more important cheracterlstica are summarized below.

Public relations are characterized by:
1. Fact finding and the accurate recording of facts
2. The careful analysis of facts and trends

3. The disgnosis of =itustions in the 1light of facts at hand
and in relation to economic and social trends

4. Prediction of the effect of forces at work, predictions
based on the facts at hand

5. The accumulation and careful weighing of little things,
yet the maintenance of an over-all point of view

O. Plenning and evaluation, and the revigion and refinement
of plans

7. Influence on the directton of ideas, guiding feelings
and opinions

8. An unusual emount of the humen element - human motives
ead humen reactions

9. Inexactness; it will probably never be an exact science

10, Conflict and misunderitending within the field between
the pcofessional, the untrsined or unthinking, and the
charlatan in public relations - an vasettled condition

- that {s ineviteble 4n a new field

11, The creation of 1deas and movements rather then the
direct working effort of one or a few individuels

12, Competition for time and plece
, Publté fnlattons involve activities that are woving, growing, and
ever-changing. A plan that is good today may be ineffective or even

dangerous next yesr. It 1s a field of constant study snd its succeas
is -nunu:ed in terms of its outcomas. . .




One means of evaluating a public relattions job in the field of
Oistcibutive Education is through s study of the calls for service. 1If
such calls are constantly on the increase, contacts are resulting in
increased demands for service. 1t is anslogous to dropping a stone intc
2 pool; the ecanstantly recurring circles indicate the expansion in fav-
orable relastionships, Of particular concern are relationships with top
management and with those who cau assist in the organization of training
programs and in service on advisory committees. Favorable comments and
publicity on the program axe also indicative of its success, Constent
evaluation 18 similar to the perpetual inventory of a businessman; it
keeps the status of the program befere the men who directs it. It is
the rudder of the succegzsful program.

Who Should Do The Public Relations Joub?

Public relations f{n Distributive Rducation is a job for the entire
Distributive Education personnel and its beneficisries. It is a job
for all othera who believe in the program, because every person who
has received, given, or benefitted by Distributive Education is in the
position to better its public relations. For example, local schoo’
personnel is involved. The school administretor must be behind the
program. He should be a thorough believer in Distributive Education;
he should tal Distributive Education, arrangements should be made for
him to appear at all activities where his sppearance will help bring
closer liaison between the bueiness community and school. He should
have assistance in the preparation of scripts and other wuat rial in
or ir that he may do an effective job of speaking in tie fntirest of
the arrvice,

The supervisor or coordinator, of couvse, is the 'big wheel‘
of the public relations jo». He needs to be ccnscious {n all his con-
tacts that he is constently doing public relations wori. In fact,
e.ery contact that he makes 18 an opportunity for him to 'sell’ his
pirogram. e is engaged in public relations constautly and, because
of his training, he is in a atrategic position to do an effective job,

The teschers in Distributive Rducation are in a key position; they
must feel that they are vital to the public relaiions program. They
must do a good teaching job. Ti.ey need to be receptive to the interests
and the needs of their classe: and endecvor to meet those needs through
well-planned and effective instruction. They thus become an impoxtant
part of the entire public relations program, the cornerstone.
Other individuals who contribute strength ere the office personmnel who
receive telephone calls, who make writter or verbel contacts, and who
refer prospective enrollees o training programs in Distributive
Educstion. These individuals perform an important function; they
represent Distributive Education to the public; they are salesmen who
ara in position to do a moat effective job in public relationa,

The State supervisor of Distributive Education is the director of
public reletions for the program fin the State. His functione axre to
plan ad coordinate the program and to supply the motive power that
drives it forward, His staff reflecte hi{s enthusiasm. It follows his
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leadership. The Office of Education also participates by carrying the
story of Bietributive Education to national organizations and to firms
that operate on a national scale., The State and National offices should
eventually become the central planning agencies from which will flow a
constant stream of facts, plans, and procedures to serve the local super-
visor end teacher on the firing line and at the same time to give divec-
tion and balance to the total public relations program.

Personal Qualifications and Training Required

Public relations is a task that requires personal qualities and
abilities of & high order. Training {s importent, but it is a secondary
factor in the makeup of a public relations man, General traits that he
must possess to more than a moderate degree are earnestness, coopera-
tiveness, friendliness, and a cheerful optimistic outlook on life. Many
other characteristics could be mentioned; they all indicate the extrovert
of a modified type. In the following respects, he should be unusuzally
strong:

1. He must be a realist. He cannot expect everything to go

as he wishes; he may have to compromise, he may have to
wait, or he may have to abandon or change plans.

2, He must be consistent; what he does must agree {n letter
and in spirit with what he 8ays.

3. He must be self confident. He must be able to -'work
under glass;’' end he must be willing to essume responsi-
bility for his decisions.

4. He must be thorough., Public relations are conducted with
the greatect success when conducted in a well-conceived
and well-executed menner.

5. He must possess the dignity thut he would give to his
program.

6s He must be alert to change and particularly sensitive to
changes in attitude eitier in an individual or the public.

Some abilitie: are especially important in public relations work.
They may be the outgrowth of an inherent or acquired charscteristic in
the individual, or they may heve been acquired through training and ex-
perience. Among tha more importent of these abilities are the following:

1. The public relaticns man must be able to make a ready ad-
justment of himself and his progrem to situations that
arise, He must be a trader; be able to compromise in a
manner that offers the greatest eventual benefit to his
program,

2. We must malie quick decisions when they ars required.
;-



3. He must be able to plen, organize, and develop a program,
and create and direct sn organization to effectuate it.

4, He must be a leader, be able to persuade and convince, yet
do so without arguing and without trying to stay in the
limelight, If he is afraid to advance others, he himself
is not rig enough for the job.

Training ia public relations is in its infancy. According to the
American Council on Public Relations, the vast majority oi full-time
directors of public relations came to the field from newspaper and
editorial work, from trede associations, and from research, advertising
and other public contact positions, such &s teaching, and social welfare
work, Seventy-aeven per cent of them hold at least a bachelor's degree.
There does not seem to be a atandardized or generally recognized train-
ing program in the field at the present time, but some r-olleges are plan-
ning such programs. Training in the subject areas mentioned above would
appear to be helpful, yet a good cultural background will probably out-
weigh many technicel knowledgea and skills. This is especially true when
the skills sre not accompanied by such a background, Maturity in years

and judgment, supported by s knowledge of men and affaira, is esaential
to success,

13



PLANNING PUBLIC RELATIONS

The Bases of Planning

Plans for a public relations program must be based on an adequate
knowledge of the needs and the facilities for training, Planning such
a program without field experience upon which to builld a plan 18 as
fruitless as planning s house without a knowledge of the family require-
ments. The strength and the shortcomings of the Distributive Education
program must bethoreughly understood. These requirements bespesk a need
not only for detalled knowledge of the progrem itself, but for the edu~-
caticnal needs of its beneficlarles as well; they demand that the person
who would conduct its public relations have frontline contact with
Distributive Education in sction.

Importance of a Plan

Why “plan’' public relations? Advance planning of the type of ac-
tion and the timing of activities in a public relations progrem is
fundemental to its success. It ensbles the supervisor--coordinator to
systematize his work and know the resources at his command; thus ha can
expand his contacts on a definite plan. In making his annual repori to
the school principal and superin:tendent, for exemple, he can report his
entire program in the light of his previously announced public relations
plan. If he plans his public contacts at the beginning of the year, he
then cem have definite goals toward which to work and, at the end of
the year, he can evaluste the program in light of those goals. It
is analogous to a budget for a business operation; it offers a predetex-
mined plan. It lends system and continuity to the progrem. While it
may not function perfectly, it {s vastly superior to the triel and error
approach nov in common use, Aa contact dates for various groups to be
contacted are reached on the schedule, ths plan indicates the action to
be tsken, which action will fit $nto other actions that have preceded
or will follow.

Policy Suggestiona

Public relations should be founded on established policies which
have baen committed to writing. The written statement should supply
both genersl and specific guides: (1) Cenersl policies based on those
broad policies that have been found to operate successfully in public
relations work in business and educstional circles geaerally, end (2)
Specific policies besed on policles that wide experience in Distributive
Bducation has showm to yield the best outcomes.

Some grneral pulicies the Committee on Public Relations recommends
a8 being safe guide posts for sction are es follows:

1. Poblieity and other L,,in of promotional sctivity should
be held in sleyance until programi sre vresdy for offering,
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2, Publicity should be based upon an honest presentation of
benefits to be derived from the service offered.

3. Suggestions and criticisms should be trested object ively
and corrective measures should be taken promptly.

4. An objective and cooperative attitude should be maintsined
in working with groups interested in establishing trein-
jag programs.

5. Publicity material should be based upon past achievements
a8 far as posaible,

6. All groups serlously interested in and affected by a pro-
gram should ba brought into planning activities.

7. Proper lines of authority should be followed in dealing
with all individusls and groups.

8. Proper coordination of action programs should be main-
tained between nationsl, State, regicnsl, locsl, and
other related agencles and groups.

9. High technical, professional and ethical standards should
be a primsry consideration in preparing all publicity
materials.

In specific application to the Distributive Education program, the
following policy suggestions are made:

1. The advice of leaders in distribution on =21l levels
should be an integral part of the planning progrem and
such leadera shouldbe i{nvited and encoursged to parti-
pate in Distributive Rducstion activities such ss dinner
meetings, banquets, and speeches at school functions.

2. School officisls should be given complete sdvsnce informa-
tion on sll student activities in Distributive Education
such as club meetings, work-experieuce schedules, and
field trips.

Organizational Pattern of the Program

How should the public rolnttona program be organfzed? Who should
plan the broad prog+em? Who should initiate publicity? While it is
recognized thist every Distributive Educatioa worker has a responsibility
in the proper conduct of a public relations program, it is aighly de-
sirable that this responsibility be discharged in keeping with an
established pattern. Who shall determins that pattern?

The situstion at the moment is eanﬁud. To the extent that such
policies exist, each national agency or group determines its own public
relations policies concerning Distributive Rducation. The Office of




Education conforms to such stated or assumed policies as may have been
fixed by its officials of ultimate responsibility. The pattern followed
by State directors of vocational educetion and State supervisors of
Distributive Education varies from a complete lack of poli:y to a fairly
vell-conceived public relations policy and plan. In some States an
official is employed who is primarily responsible for publicity. However,
he may now actuslly be, or is rapidly becoming, the director of public
relations. Some associations, too, employ such officilals on a full-

time basis, but these cases are the exception rather than the rule.

In view of the current situation, the Committee on Public Relations
recommends that 2 standing committee be formed which will consist of
representatives from the various organizations concerned with the ad-
ministration, supervision, promotisn and use of the benefits of
Distributive Education., It further recommends that this committee be
charged with the following responsibilities:

l. To conduct a careful study of public relations in Distribu-
tive Education,

2. To recommend to all interested agencies and organizations
a plan for the conduct of the progrem, including the
formation of such committees as may be needed in the
operation of the plan,

3. To suggest ways and means of insuring the proper opera-
tion of the program, particularly as regards the pooling
of ideas and resources in the accomplishment of the out-
comes sought,

The Committee further suggests the desirakflity of the standing
committee on public relations operating through a central office; an
office created for that purpose or one which may have other functions
in connection with the Distributive Education program. The Committee
urges careful consideration to this entire problem in the immediste
future. It feels that no time should be lost in the establishment of

a sound plan of public relations and the creation of an organization to
effect the plan.

The Specific Objectives of a Plen

———

The general purpose of a public relations plan is reasoanably well
underetood; the specific features of such a plan are less obvious. What
should & public relations plan contain? In seeking the answer to this
question the Committee ssked {tself, What are the specific objectives
of a plan of public reletirms?' While the answer it reached by no means
exhausts the subject, the Committee feals that such objectives as those
that follow should be reached in a well-concaived and carefully-written
plan: )



1.

2,

3.

4,

5.

6.

7.
8.

9.

1C.

To furnish to each interested person and organization
in the area operating under the plan the information
needed in forming a sound judgment of the Distributive
Education progrsm and in securing its services.

To plan in advance the activities and releases that
constitute the public relations progrem and to schedule
the action program in accordance with the subject content
and at a time that can be expected to yleld maximum
results,

To correlate, in writing, a reasonably complete nstional
pattern for the public relations program end thus provide
plans of action on the national, State and local levels
that are consistent and -<yell coordinated.

To initiate activities on all levels simultaneously; for
example, 1f a State releases a new tralning program, the
release should be relayed through an established central
agency and issued simultanecously in every State and local
community in position to participate.

To ingure the orderly conduct of relationships with the
public. For example, certsin instructional programs should
be opened at or near the same date esch season or each
year. There are definite reasons for initiating the pro-
gram at the time chosen and the public, businesses
especially, should be led to expect those programs to

open at that time, and they should be urged to plan

their training schedules accordingly.

To remind the coordinator-teacher of desirable dates for
issuing promotional relesses and performing routine dutics
affecting the public, such as preparing and 1issuing let-
ters, uews releases, exhibits, reports of student club
activities, and many similar details the busy Distributive
Education supervigor, ccordinator, or teacher might other-
wise overlook.

To aid in the advance planaing of soclal events, such as
banquets and Ralloween paxties,

To serve as a reminder and a guide in the placement of
cooperative part-time students in traluing stations.

To devalop sound and contiauing support among persons
who control or sre vesponsible for publicity medias,
including furnishing such persons a continuous supply
of information with which they may prepare releases,

To create in students {n Listributive Education classes

a feeling of pride ia beirg a part of a sound end well-
organized program which cosmmands national recognition.
Incident to this objective, to supply informetion to all
high school students snd sdults on the services available
to thea. . S ST D «
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THE TOOLS OF PUBLIC RELATIONS

A public relationa program is intended to influence th: thoughts
and actions of people slong genersal or definite lines. In ovder to
mold public opinfon concerning Distributive Education, supervisors,
coordinators and teachers must inevitably face the question, "By what
means can I accomplish my objective?' To answer this question an in-
ventory of the 'tools’’ of public relations available to them is needed.
This section of the report aims to present (1) the general tools of
public relations, in terms of Distributive Education, and (2) the special
tools that are inherent in the program itself, Possessed of a good
understending of these tools and given the abllity to use them effec-
tively, the professional worker should create a favorable impression
of his program and at the same time gilve a good account of himself.

General Tools

Whether the product be a commodity, an idea, or an educational
service, the general tools of public relations are very similar. They
are the weapons used in attacking a problem, The Committee has selected
the following tools as being those that will in all probability yield
greater dividends in furthering the success of Distributive Education.
In addition, it has attempted to make specific application of the use
of these tools in advancing the program. The general tools are as
follows:

First General Tool: A good product
A Sound Distributive EBducation Program

The tool of primary importance in a public relations progrem is the
product itself; fn this case, a sound Distributive Education program.
If the supervisor or the coordinator conducts a | -ogram that helps the
individual singly or as a member of a group, he | :8 a key that will
unlock many doors in his State or community. No better promotionsl
device can be used in appealing for public confidence and support than
the story of a successful training progrem. The use of this device,
however, Ttequires sn accurate knowledge of the program and all of its
successes and shortcomings. Herein 1fes the crying need for sn evalua-
tion procedure thet will tell a complete story. The results of the
annual evaluation of both individual courses and the total program will
yleld the information needed for the proper use of this tool. The
Committes on Public Relations, therefore, urges the development of
criterfs for evaluating s Distributive Education program. A program
should be broad in scope yet accurate and specific in its contribution
to the individual and the group served., Such a progrem will always be
& tool that will yfeld excelleant cutcomes in a public relations program,

Second Genersl Tool: A Sstisfied Usor
A treined individusl giving satisfactory service

The end ptoducf of trafuning is efficient performsnce on ths job snd
heppiness on the psrt of the traines. A satisfied employer thus becomes




2 foregone conclusion., The user of any product is its best friend or
its worst enemy in public relations., It is sometimes difficult to fer-
rvet out thie points that bring satisfaction to an individuasl who comes
under the influence of the Distributive Education program, but they
must be found and, through the most effective medfa avallable, be used
to create similar acceptance by others whose lives can be enriched by
the contact. Experience during the years that have passed will point
the way. The Committee calls attention at this point to the specisal
appeals, listed later in this report, that have been found useful in
getting the interest of the individuals and groups comprising the vari-
ous important segments of ''the public' of Distributive Education. The
favorable testimony of the store in which trainees have served carries
great weight in the formation of opinion.

Third General Tool: A Wholesome Attitude
The correct attitude toward individuals and groups involved

One who is concerned with public relations must like people. In
return, people will usually like him, and in these likes and dislikes
lie the success or failure of almost all public relations programs,

The Marshall-Field and Company film, By Jupiter”®, furnishes am wcellent
case in point; it presents the theme that people usually respona to
treatment in kind. Sound relationships are the outgrowth of a feeling
of mutual respect end confidence. A program cannot expect to be viewed
favorably unless ita exponents are glso in favor. Specifically,
Distributive Education personnel tmust be interested in the trainee and
his problems, his needs and his embitions, They must do something con-
structive ond concrete in response to his requirements. Similarly,

they must believe in the basic integrity of business and the inherent
soundness of free enterprise and its place among the world's economic
systems as the greatest contributor to human well-being. They must have
s vholesome yet analytical attitude towsrd the problems of our economy
as they affect Distributive Education. Likewise, their tolerance of

the views of individuals or groups on such questions as religion,

politics and other socfal and economic questions must keep them on safe
ground {n their relations with such persons or groups. A wholesome
attitude toward others is the tool of public relations in which per-
sonality and personal relationships sre vitally important, This tool
can make or break the progrem; distributive educators must learn to use
it efficiently.

Fourth Genersl Tool: A Dramatic Appeal
A dramatic yet educationally desivable eppeal

Han ylelds to appeals that satisfy his intellect and his basic
desires. Almost sll people have s sense of the rightness of thinge, so
sny program nust use sn appeal that is educationally desirable, After
sll, Distributive Education is sn educational program--a public sexrvice
program; it may not use the ssms appeals a business wight use. To
educators, self interest or business interest must be subservient to
the public welfare in a more direct sense than can be expected of the
merchant and the trade association. But Distributive Education has
many sppeals, listed later in this report, that sre thoroughly sound
and highly desirable both from a socisl and en economic point of view.
These appesls must be selected for use in public relaticns.



Once the appeals are selected, they are more effective when dramat-
ically presented. In fact, everything else being equal, appeals should
be used which lend themselves to the dramatic; thus attention is claimed
and a decision is more readily reached. Among the more fruit:'ul sources
of dramatic sppeal are success stories and outstanding accomplishments
of trainees and training programs. This tool of public relstions, in
the hands of a master craftsman in the field, will focus wide attention
on the program.

Fifth General Tool: Plsnned Publicity
A carefully planned publicity program

An appeal has value only when it reaches the audience for which it
was intended. Hence, publicity must be based on the appeals to be en-
phasized through mediia that will reach the people whose good opinions
are sought. Newspapers, house organs, trade magazines, and educational
medla should carry the story. Moreover, the medium should be selected
in terms of the message to be carried, and the timing must be right.
Christmas treining programs, for exemple, should be publicized well in
advance of the Christmas season. The publicity should be directed to
high school students and housewives and others whose attention is to be
called to Christmas training programs. The approach should be made

through newspapers, school assemblies and other medis that reach such
persons,

Needless to say, the planning and execution of a publicity program
requires considerable attention to detail. Scheduling becomes a major
factor of the campaign. In what other way cau the best appeal be
directed to the appropriate audierce at the proper time? Here, then,
18 another tool of the public relations program that requires careful
planning, skillful hsndling and sound judgment; it is one which will
yield excellenlL outcomes in the creation of a healthy attitude toward
the Distributive Education program.

Sixth General Tool: Advertising
A Selective Advertising Campaign

Advertising, as contrasied with many other forms of written and
spoken public appeals for support, 1s the paid medfum. Regardless of
the content of the aivertisenent, the appeal made and the medias used
must be carefully selected. Paid advertising in Distributive Education
takes many forms end the funds used in payment may come from a variety
of sources. The progrem will benefit from paid advertising when an
appeal ls made to a definite sudience, and when the appeal is one that
Juetifies the use of & pald nedium. The annocuncement of the opening of
classes or institutes is an axcellent exanple of the proper use of the
paid advertisement,

Advertising 18 a tool of limited but profiteble uses. The super-
visor or coordinator must be femiliar with its uses end be able to
direct advertising in a way that will yleld the greatest returns to the
publfic reletions progrem.

12



Seventh General Tool: The Written and Spoken Word
A writing and speaking campaign

People usually react more readily to what they see or wiiat they
hear. As a consequence of the use of the senses of hearing and sight,
public relations campaigns are usually conducted primarily to appesl
through those senses. Writing and spesking thus become a general tool
in the public relations program; it is a tool of major importance.
Through writing and speaking the politicien, the lawyer, the scientist
and the minister each influence the thinking of the world in the given
field. Busineas and industry are learning to use this tool with greater
effect. Labor is becoming adept in its use.

Distributive educators have sometimes been criticized for their
lack of attention to writing and speaking. Busily engeged in developing
a field program, they have been traveling and talking a great deal, but
they have engaged in very little formal spzaking and writing. The time
1s ripe for them to write and to speak. The greatest product in the
world may fail to gain public acceptance if the public does not know
about it. A program may fail to reach its full development unless the
story of Distributive Education is told and, incidentally, identified
as "Distributive Education’. For example, in s State that calls it
"the merchand{sing program' or “the retsiling program' merchants become
confused and wonder why the Distributive Education program” so widely
publicized at national conventions of trade associstions has not bzen
made available to them. In such cases, the fault lifes in the public
relations program. A Ford automobile is a "'Ford" in every State;
Distributive Education should be operated under the title ‘'Distributive
Education in every State. .

Full use of this particular tool of public relations can best be
attained through the conatant interchange of written materials between
States, through a steady flow of carefully written articles in all pub-
l1ished media in the field of distribution end through a speeking camn-
paign. The most accomplished speakers in the field should further
develop the talent of speech, they should write good apeeches, and they
should become the core of a formal or informal speakera' bureau for
Distributive Education. The advertising men of America and other nea-
tional groups have auch bureaus; why should it not also -ba adopted as
a public relatione tool in Distributive Education?

Bighth General Tool: Good Media
The right media, correctly used

Media that can be used in carrying ~he message of Distributive
Education are plentiful, Some types of m:dia are more fruitful than
others, but circumstances usually govern particular cases, It is there-
fore often difficult, or even impossible, to give sound advice on which
medium to ugse in carrying any given message. In the two lists below,
one 18 a fairly complete listing of media that may be used in a
Distributive Education public relstions progrsm, the other is a summary
statement of some of the more important activities or types of publicity
to be carried to the public. An ideal analysis would have listed under
each medium the activities that could best be reported through that

13 ﬂ?1~
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medium, The Committee feels, however, that such & fixed type of report
might be misleading for the reason that the situation with which the
coordinator or supervisor is faced any particular moment too often
governs the type of medium he will use for a given purpose. Therefore,
it is expected that the lists will serve as check lists from which the
user may exercise a choice in selecting tne type of message he needs
and the medium he will use in carrying his story to the public. The
l1ists are as follows:

Media and Their Specific Application

List of Media Application to Publicity
A. Publications a. Announce new personnel
l. Newspapers b. Announce new programs
2. School papers
. 3. D.,E. magazines ¢. Announce names of students
State, National ‘
4. Trade journals d. Announce names of cooperating
5. Educational magszines agencies
6. House organs _
7. Bulletins, pamphlets e, Announc: D.E. club activities
8. School yearbook
9. Handbills f. Cooperative class sctivities
10. Sales kits
B, Radio g. Guest speakers
1. Spot announcements h. Field trips
2. Panel discussions
3. Skits i. Christmas extra classes
4. Interviews _
5. Tslks j+ Semi-snnusl and annusl reports
6. Televisgion
C. Visual Aids ) k. State D.E, club meetings
1. Motion picture 1. Employee-employer banquet
2. Sound slidefilms
3, Filmstips m. Endorsements from merchsnts
4. Visualcast
5. Slides n. Awards and honors to students
6. Opaque projector
7. Posters ©o. Honors to D.E. personnel
8. Charts
9. Grsphs P, DECA nstional convention
10. Photographs
11. Scrapbooks q. Announce advisory conmittee
12, Albume menbership
13, Blackboasrds .
14, Bulletin boards r. Announce advisory committee
15. Exhibits sctivities
14
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List of Media
D. Mall
1. Letters
2. Cards
3. Inserts
8., Speciel Events

G.

H,

1.

K.

1. Open housge

2. PFairs

3. Fileld trips

4. Fashion shows

5. Employee-employer
banquet

Group Meetings

1. ISpeeches
2. Panel discussions

3. Righ school assembly
programs
4. Paculty meetings

Affiliations and Memberships

1. Professional
orgenizativns

2. Trade assoclations

3. Civic clubs

Reports

1. Survey
2. Aanual descriptive report

Services

"1, OCnrneultation

2. Employment
Awards

1. Certificates
2. Diplomas

3. S8cholarships
4. Speclel swards

Sumer schools

1. Workshops

2. Teacher conferonces

3. Tescher-trsining classes
4. Supexrvisory conferences
5. d4dninistrstors clesses

L RS Cop e T AR Pl R 8 et 1 e o <

Application to Publicity

t.

u,

Ve

W
X

y.

bb.

[

dd.

ee,

£f.

Announce Retail Institute
or adult extension classes

Work activity and class
earnings

Aunounce special events

Amnounce completion of “etail
Ingtitute classes

Student advgncenent
Alurmi activities

Recognition of installation
of material and equipment

Profeasional sctivities
Human interest stories

Opportunities {n the fleld of
distribution

Explanation of the cooperstive
program

Explanation of adult program

Photographs of students and
teachers

Problems in retailing
Community problems

Careez days

Courtesy cruspaign

Store sponsored activities

Iavitations to events

Information on merchandise facts

Advaantages of D.E. program
Assistence {n placement
Clssses for strategic groups

Distribution of certificates
and avards

a1
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Special Tools Available to Distributive Education

In addition to the general tools of public relations, Distributive
Rducation 18 possessed of :certain special tools--or appeals-~which can
be used effectively., These appeals are usually inherent in the
Distributive Education program itself; they are a result of its influence
on the 1ife of individuals or its effect on the objectives of groups.
This section of the report is concerned with such appeals. Some of the
more important of these special tools of the public relations program
in Distributive Education are:

First Special Tool: Its Contribution

The contributions of the Distributive Education program to its
public £all into two classifications: (a) General coatributions of a
type vhich is of iInterest primarily because it is in the public welfare,
and (b) Specifal contributions which are primarily in the interest of
individuals or groups who expect a direct professional, financial, or
personal gein from the program.

Tha general contributions of Distributive Education of interest to
various individuals and groups are listed below as ‘'appeals’ to such
groups. They are classified by groups served and they were prepared in
outline form fn order to conserve space through such a gurmary presenta-
tion:

Bases of General Appeal

To the General Public

Distributive Education contributes to:

a, Improvement {n stsndards of living through better service, lower
selling costs, and general iwpvovement of marketing and merchan-
dising practices in the field of distribution.

b. Improvement in shopping conditions in relation to
(1) Customer relationships
(2) Merchandise accessibility
{3) Accuracy of merchandice information
(4) Herchandise service per dollar expended
(5) Customer comfort

c. Econonical and practical training opportunities

d. Development of better citizenship

e, Commmity improvement

To Bducators and Educational Groups

a. Increasing the standing of the school in the community

16
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b.

C.

d.

£.
(-3
h.
i.

To

Bringing schools and business into closer cooperation.
Increasing the practical educational contribution from
the school to society.

Securirg monetary and training benefits for students
Solving administrative problems by

(1) Meoting economic objectives of achools

{2) Helpiag to avold criticlsms regarding the tesching
of impractical subjects

{(3) Supplementing achool budget through Federal and
State reimbursements

{4) Decreasing disciplinary problems asmong students
who wish to work

(5) Decreasing school drop-outs for students who must
work

(6) Increasing home contects of school

(7) Promoting budget increases

(8) Providing a follow-up of school work

(9) Establishing instructional standards

Increasing Etninctal support in the community
Bxpanding the school offerings

Bullding taxable wea;th of community

Applying school traintﬁs to needs of community life

Providing apeclal teachlug-atds in technical subjects

Parents

Distributive Education offers their children:

a.
b.
C.
d,
e,

£f.

g

Opporctunities for employment

Opportunities for i: .reased incoma

Greater sconomic security

Improved working conditions

Opportunities for personal and professional development
Improved knowledge asnd skill in buying

Opportunlty to develop better finsncial judgmeant

To Trade Associstions

Aid in strengthening the organization through rallying ite
wembers sround a commwon cause - training

-
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b. Greater publicity vo activities
¢. Increased opportunity for service

d. A center of interest which keeps members active in
association affairs

e. A means of improving morale and job knowledge of both
the general membership

f. A return of taxes in the form of direct service
8. Increased public respect for trade organizations

h. A means of returning the benefits derived from Pederal
and State tax money to the State and local community

1. Dissemination of training infcrmstion throughout the
organization

J. Assistance in planning and operating treining programs
k. Special counsel on training problems

1. An appreclation of the value of trained personnel to
assoclation members

The specfal contributions of Distributive Education of more
direct concern to the individuel are an outgrowth of the impcrtance and
service of distribution in our economy and, of course, of the further
fact that Distributive Education offers the principal direct training
service which contributes to efficfency in that field. These speclal
contributicns are preseated below again as a summary listing. In addi-
tion, the services to employees and employee groups are reinforced by
general and specific statements of fact with respect to the employment
situation in the field of distribution. Some of the more important
special appeals are listed below:

Bases of Speclal Appeal

To Trainers _
Distributive Education offers trainers end teachers:
a. A higher type of trainee |

b. An opportunity to be of service in » £ield of increassing
{mportancs

¢. A grester amount and a more usable type of teaching materisals
d. Opportunities for developing training materfals that are
* new, up-to-date, snd challenging

1 I
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e. Greater security in employment as a trainer

f. Improved teaching conditions as to
(1) Physical surroundings
(2) Training equipment snd teaching facilities

g. An opportunity to assoclate with several interesting
types of assoclates

h. Opportunities for increased service to business, to the
public, and to learners

1. Increased opportunities for professional and pereonal
development

Jo Employers

Distributive Education offers:

e

b,
c.
d.
e.
f.
g
h,
i.
.
k.,

1.
.

Traeining service to employees, supervisors, managers,
and owners

Benefits to the business through training
Aid in the public relations of a business
Increased pfestlge for the business

A better means of keeping trade at home
Cooperation with the local schools
Publficity to the store in the school

A more direct return for taxes paid
Advisory service in tralntng-problems
Basic training for new employees

Training for the call-1ist reserv: of pert-time
employees

cténter productivity per employea
A better understanding of employees and their problems

Reduced pcradnnal turnover thrbush better selection
and training ' ‘

e
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To Employees and Employee Groups

Tha contributions of Distributive Education to employees and em~
ployee groups involve benefits from the individual point of view. The

individiel wants more than a general statement of benefits; he¢ wants

specific facts and he wants them stated iu terms of money, hours, working
conditions and opportunities for security and advancement. For that
reason, the Committee has reported below es (1) 'Summary of Appeals, the
general bases of appeal, and in addition it has reinforced each general
basis of appeal with some statistical dats and other factual material
under (2) “Detailed Data for Use in Appeals.” The points follow:

Summary of Appeals
Distridbutive Education offers employees and employee groups:
a. Opportunity to receive specific training for employment
b. Opportunities for increased earnings and advsncement

¢. Greater security by reason of increasing the stability
of the field

d. Greater opportunity for employment in & field in which
working conditions are satisfactory

e. Opportunity for personal development
£. Opportunity for professional and technical development

8. An opportunity to receive training under actual working
conditions

h. A better understanding of employers and theiy problems.
Detailed Date for Use in Appeals

The deta concerning special eppeals of Distributive Education to
employees are offered below in support of each appesl listed in the
summary.

8. Opportunities for Specific Training for Employment

What ars the opportunities for employmeut in distributive occupa-
tions? The field of distribution now provides employment for approuxi-
mately 14,000,000 persons, second only to the msuufacturing occupetions.
The lstest relieble figures aveilable were releassed by the U. 3.
Department of Commerce in & report prepered by the Buresu of 0ld Age
and Survivors Insurcnce of the Socisl Security Adminietretion, Federal
Security Agency. The figures ave ss follows:
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Employment

Group M1d-1947
Wholesale 2,705,310
Retail 6,364,148
Service 3,386,047

In other groups 1/ 1,650,000

Total 14,105,505

Chart A on pege 22 presents pictorially the relative lmportance of
distribution as a field of employment. The need of specific training in
retailing snd other distributive occupations is obvious. The need is
more acvie because of the many specialized jobs in distribution. Accord-
ing to Mr. George Plant, Manager of the Personnel and Store Management.
Groups, National Retail Dry Goods Asaocistion, there sre over 800 distinct
Jjobs in department stores alone. These jobs involve a myriad of differ-
ent duties, responsibilities, and skills, and they offer many varying
degrees and types of opportunities. Although the number of jobs is not
as great in smaller atores, in which 100 or fewer perscns are employed,
a8 they are in larger stores, the same basic functions are present. The
resulting combination of functions in such stores frequently creates
Jobs which offer equal or even greater opportunities for personal, pro-
fessional, and financial growth and development. The following limited
list of jobs is illustrative of the wide rsnge of talents required in
stores end the varied character of employment offered:

Buyer Salesperson Merchandise Manager
Personnel Director Display Menager Resteurant Hosteas
Advertising Mansger Controller Training Director
Faahion Coordinator Copywriter Depe-tment Head
Floor Superintendent Illustrator Mest Merchandiser
Store Manager Model "Waitress

Traffic Manager Cashier ‘ Personal Shopper

1/ An estimate by the coraittee. The committee uses this figuve
as a rough estimate of the employmeni of distributive "orkers in the
following types of business: (1) Self-employed distributora (femily
atores), (2) Sales and other diatributive employees in menufacturing,

jobbing, mining, public utilities, agricultursl and conatruction irdus-
tries. :
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To be supplied

Chart A. Graph showing relative importasnce of
distribution when comparcd with otl <> fields
‘ 1940 .
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Kany specialized jobs such as the job of the training director and
the fashion coordinator are relatively recent developments in the field
of selling and merchandising. This trend promisee to continue and to
expand as a further division of functiocns becomes necessary 'n the drive
to increase the efficiency of the distributive process., The modern prac-
tice of employing counseling and guidance procedures in the placement of
employees fu a forward-looking effort by stores to secure the greatest
return from special aptitudes, interests, and abilities of employees and
to find placement that offers a challenge to store worlers. If employee
satisfaction can be drswn into closer relationship to measurable achieve-
ment, great strides will have been made in retail personnel management

and employment opportunities will be greatly increased.

Young men and women who seek a livelihood im our modern world should
be particularly interested in the current expansion of employment in the
distributive occupations. Chart A from the report of the Census of
Business, shows the constant and rapid change in the relative position
of distribution among the principal fields of employment. This trend is
in keeping with Roger Bsbson’s advice to young people that they give
serious thought to the distributive occupations as a career. He pointed
out the rapid expansion of employment and the wide variety r 7 knowledges
end skills in this interesting field of work.

b. Opportunities for Incressed Earnings and Advencement
Mr. Plant mskes this statement:

"Retailing provides a larger proportion of supervisory

and executive jobs in relation to total employment than
eny other lsrge industry. More people - especially women -
can attain good paying executive jobs faster in retailing
1f they have the ability and interest. The top executive
jobs carry compensation equalled i{n few other industries.’

Women in particular cen look hopefully to the disiributive occupa-
tions. Little or no discrimination exists in any phase of selling against
women, even married women, who are able and willing to work. More nearly
equal opportunities are mainteined for wousm in supervisory and execu-
tive positions in the field of distribution than #n any other broad field
of employment. The U. S, Chember of Commerce states, '"There are more
positions for women in the distributive occupations paying $3,000.00 a
year or more than in all other fielis combined."” Furthexmore, selling
offers a great number of positions in the higher salary brackets than
almost any of the highly respected professions ard, by and large, re-
quires fewer years of formal prepsration., Chaert B on page 24 illustrates
the situation in this rvespect.
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COMTARATIVE CLART* OF PERSONS
EARNING $5,000.00 OR MORE A YEAR
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The percentsge of. earnings for the various levels of employment is
distributed fairly in the distributive occupations as a whole. The
bigher job clessificatlons do not absorb a disproportionate percentage
of the earnings in the field in comparison with the degree of respon-
sibiiivy involved., Charts C and D on page 26 illustrate the situation
in this respect in semi-graphic form.

Distributive Education, then, offers training in a field in which
not only broad opportunities for employment exist, but one in which ad-
vancenent for the capable, conscientious worker is steady and relatively
certain, and earnings are commensurate with the work and training required.

c. Greater Security by Reason of Increasing the Stability of the
Field

Digtributive workers to a very large degree are engaged in the dis-
tribution of necessities of life. When America became more an urban and
less an agricultural nation, the collection and distribution of food and
the other essentials of modern living opened channels of employment that
must stay open. These channels cannot close for any prolonged period.
Employment in distribution thus not only became important; it became
stable. The plumber, brickmsson, snd the electrician earn their pay
only when a house is under construction; the grocery salesperson earns
pay every working day. The ennual earnings of the distributive worker
thus conatitute a steady day-to-day and month-to-month income that is
neither greatly affected by the whims of the purchaser nor by circum-
stances of the momeat. Charts E and F on page 27 are offered in 1llus-
tration of the total gross annual income of the distributive worker
as compared with workera in other fields; some being fields in which
high hourly rates are prevalent.

Even between the varfous types of retail outlets there is marked
freedom from wide fluctuatfon in the total sales volumes from year to
year. Chart G on page 28 fllustrates the situation in this respect.

The stability of employment in the field of distribution is markedly
better than it wes in elmost any other mafor occupational group in
depression yeara. Chart R on page 29 illustrates this point. At the
seme time, it L{s worth noting that employment i{n years when business is
8ood is equally satisfactory. Chart I on page 29 illustrates this fea-
ture of the field. The discussion and charts previously presented sre
fairly conclusive proof of the employment stabilfty of the various areas
of distribution and of the fact that annual earnings in the distributive
occupations compara favorably with earninga in othar occupational areas.
Since earnings are incressed and job security is improved as employee
performsnce ia {mproved, Distributive Education has & major contribution
to make. It has given swple evidence of lta ability to improva employee
performence, ’
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To be supplied

Chart E. Greph showing income
of distributive workers com-
pared with other workers,

1941 to 1946,

To be supplied

Chart F. Graph showing fincome
increases of distributive
workere compared with other

workera, 1941 to 1946,
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To be supplied

Chart H. Employment in
distributive occupations
in depression years,
1931-33, compared with
employment in other flelds.

To be supplied

Char” i. Employment in

di - ..ibutive occupations

in good years, 1942-47,

compared with employment
in other filelds.
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d, Greaier Opportunity for Employment in a Field in Which Working

v an  pe——————

Conditions are Increasingly Satisfactory aad Steadily Improving

Some trends in employment benefits and working conditio.as in the
distributive occupations that should command the attention of those

who seek treining in a field in which to make a good 1living are the
following:

(1) A shorter work week. The 40-hour week i3 now common in
many of the larger organfizations in distribution. These
firms tend to create a pattern for the entire field.

(2) Insurance and retirement plens are growing in scope and
popularity. Many such plans include 1ife insurancsz,
health and accident provisions, group hospital plans or
retirement income, or combinations of one or more of
these benefits.

(3) Bonuses and profit sharing are rapidly gaining favor as
a means of rewarding faithful and efficient performance
of employees,

(4) Distributive workers are enjoying greater purchaaing
power per dollar earned because of liberal employee
discounts and special shopping privile>es now being
given by stores.

(5) Employers have aided workers in distributive occupations
in the formation of credit unions for the purpose of
atabilizing the employees’ financial position and
guarding them against financial emergencies.

(6) Paid vacations and eick leave for distributive workers
are rapidly being recognized. Such vacationa and leave
have been granted to workera in some other fields of
employment, but in gencral the distributive occupations
lead other fields in privilegea granted.

e. Opportunitizs for Personal Development

Achievement of increesed job efficlency is a paremount objective
in dietributive training, but with such an schievement cen also come
personal development that is useful in the employea’s non-working
hours as well ad {n his occupational life. Some of the opportunities
for personal development offered sre as follows:

(1) Speech tmprovement. Courses in store speech help indi-
viduals to become more proficient in oral exgreasion--
a benafit to them both on and off the job.

(2) Personality development. Courses which emphasize this
subject also result in increasing employee self-cssurence.

2
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(3) Batter knowledge of human relations. The training course
" {in human relations will usually result in improved depart-
mental and store relationships on the part of the trainee
and also in a better ability to understand people oif the
job. Where, except in a store, can so many people be met

on friendly terms?

(4) Greater knowledge of teaching principles sad the tech-
niques of logical presentation. The course, "How to
Train an Exployee,’" will iwprove teaching ability.

In eddition, it will improve the trainee's ability to
prepare and present speech materifsls and to arrange such
materials logically in ascordance with proven techniques
of teaching.

(5) Improvement in knowledge of good buying practices. The
knowledge of merchendise gained in Distributive Education
gives the employee distinct advantages in buying goods
for personal use. '

(6) Improvement in knowledge of modern business principles
which cen also be applied in personsl affairs.

£. Opportunity for Professional and Technical Development

One of the most significant objectives of distributive training
is to aid those receiving instruction in developing professionally.
Some of the opportunities for such growth are discussed below.

(1) Opportunity to gsin a greater sppreciation of one's job
and of its importance to the field of distribution.
YKnowledge besavs enthusiasm’., Coursea which give a
thorough grasp of knowledges and skills needed in a job
instill in employees a greater enthusiasm for and inter-
est in their jobs. Courses designed to give employees a
comprehensive knowledge of their chosen field--distribution--
snd the service this field rendors society will create
within them greater respect for and an appreciation of
the duties they perform and thus give meaning to their
jobs, however routine they may be.

(2) Opportunity to receive training in job attitudes,
knowledges, and skills, Professionsl development depends
fundementally upon the ability of people to achieve in-
creasingly greater efficiency. Oreater efficiency offers
the greatest promise of greater earnings end promotion
in grade; without t{ncriased efficfency. Neither is
probable.

(3) Opportunity to gain stature and recognition in personnel
records. Many companies enter on the employees' personnel
file a record of training courses teken. This record is
indicetive of the interest of the individuel exployee
with respect to professional and personal improvement -

Q it 18 often a major factor in selecting employees for

ERIC promotions,
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g. Opportunity to Receive Training Under Actusl Working Conditions

One practical value of distributive training lies in the fact that
the instruction given is closely related to actual working conditions,
Moreover, it {s offered by fnstructors who have themselves had con-
sequential experience in the field of distribution. Under such con~
ditions instruction is practical and not so theoretical that it is
not immediately useful on the job. Another valuasble feature of dis-
tributive training is the homogeneity in class enrollments. Enrollees
find themselves in groups composed of people employed in similar
distributive jobs. In such classes the individual enrollee learns
from the occupationally qualified instructor and from his fellow
class members as well. Some additional advantages of training under
the above described conditions are:

(1) Instruction is in a business atmosphere.

(2) Terminology used is the easily understood language of
the store. "

(3) Merchandise used by enrollees and inetructor in class
demonstrations 1s from stock, articles familiar to
enrolieces.

(4} Instruction is velated to daily employment of enrollees.
Theory is applied more directiy to practice.

(5) Related and remedisl instruction is readily determined
by employer, instructor, and the student 1nyolved.

(6) Self-confidence grows with the increased understanding
of actual job conditlons. An interest in self-improvement
follows,

(7) Spectalists in each area of store work are available for
counsel and advice., The generalization of the teacher,
who {8 fnexpert in ull fields, is overcome.

h. A Better Understanding of Employers and Their Problems

To reallze what problems the employer faces is to be in a position
to know how to work toward the solution of such probiems end to more
readily adjust one's work to the conditiops they create.

Second Special Tool: The Success of Its Trainees

What are the end products of distributive educstion? Has the
training proved itself? What has it done for those who have received
{nstruction? There are innumerable enswers to these Queations, and
within space limitations of this bulletin several typical exsmples
will follow 1llustreting individual and group successes of men, women,
boys, end girls who have benefited from instractlon under the Distribu-
tive Educetion program.

o
G
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In the Adult Extension Program
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1.

2.

3.

4,

7.

An employer wrote that as a result of instruction given by
an itinerant instructor her employees as a group hal become
227 more efficient. These employees were enrolled in a
course in ‘‘Professional Selling.®’

A group of retail credit managers testified that after they
and their employees had received instruction in “'Retail
Credit Procedures,’ their entire system of interviewing
applicants, handling customer credit applications, and
reporting and collection practices was completely revised
in accordance with the training received. They stated
further that use of the new system had resulted in faster
and better service to credit customers and in better
cooperation with the Retail Credit Bureau.

Aa a result of training having been given in "Merchandise
Display," many store fronts in a small town were completely
remodeled, The merchants stated that it became a matter

of civic pride and that theiy ''main” street had been
thoroughly modernized.

A young man, formerly a receiving clerk in a nationally-
known store, 3s now assistent superintendent in that
organization. He attributes his success in large measure
to having taken a series of long-term courses in the
Distributive Education prograi.

The manager of a department store stated that, as a result
of one of his buyers having taken the course in '"Human
Relations, ' the buyer 18 now one of the most highly
regarded department heads in the organization. Before

she enrolled in the course it had been extremely difficult
to keep employees in her department.

Before supervisory training was given to supervisors in a
large food chain, the store's supervisor warned the con-
ference leader about one depa:tment head. He was a
brilliant man in his field and hsd had years of experience.
Because he knew 80 much about the foods displayed and
sold, he was impatient with now workers and did not take
time to train them properly. Upon completion of the
conference he had analyzed all jobs in the department and
prepared a definite training plan for each. He became the
leader in training in that depaxtment of the company. He
states that his remarkable results in trainfing new people
are due to his training in how to teach, follow-up, and
help new employees in their jobs,

There have been numerous instances in wiich enrollees in
"Job Instruction Training' have been made responsible for
training or transferred to the training depaxtment,

-y
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In Cooperative Part-time Classes

1.

2.

3.

4,

5.

6.

7.

A teacher-coordinator reported that several of her students
achieved excellent records in sales - their selling tosts
averaging less than the ztore average.

Seventeen graduates of one progran were promoted to posi-
tions as assistant buyers within twelve months after
graduation from high school.

A survey was conducted by a group of personnel directors

in one city to compare the efficieacy of Distributive
Education part-time cooperative students with that of

other young employees of comparable age and store experience.
The survey revealed that at the end of one year of store
experience the Distributive Education students were 15%

more efficlent. The personnel directors attributed the
greater efficlency to (a) careful selection of students

by the teacher-coordinators, and (b) thoroughness of
instruction in distributive subjects.

A Distributive Education graduate was promoted to merchan-
dise manager of ready-to-wesr in a large department store
when oaly twenty-two years of age.

The manager of a group of stores asked a Distributive
Education trainee to take complete control of stock going
to all its stores. The boy hesitated and then remembered
that he had studied "How to Learn a Job" in his class at
echool. Before graduation he had planned what had to be
done on the new job, had gecured his employer's approval,
had begun to learn the basic information, and was able to
stert on it wher he left school. He became head-of-stock
for this group of stores before he was old enough to vote.

Sales costs of part-time students were compsred with costs
of beginning full-time workers in eix differeant businesses
in one city. Required selling costs for salespeople were
obtained from the stores themselves. The length of time
required of full-time employees to get down to the
required selling coat wss also given. The stores then
furnished weekly records of studeats' cost. At the end
of tha time set by the stores all otudents were down to
or below the selling cost required of full-time employees
in the same department except two; each of these was very
near the figure. Both employing stores stated that becsuse
of the fine attitudes and zeal for work on the part of
these two students they would not consider releasing such
sn ewployee,

A statement at a Distributive Education club maeting--Tha
Future Retailers of Ohi{o--wam as follows:
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"I graduated in 1943 from Whitney Vocational High School,
Toledo, Ohfo. Since that time I have worked continuously
in a department store, and I love it. 1In no other line
of work can there be as much variety as one gets in «
department store. I know, I have done everything from
house cleaning to buying merchandise--and all that in only
one department. There is no monotony, if you like being
with people.

“Now I am assistant buyer, and I never would have made it
it if it hadn't been for my wonderful school trsaining.
Little did I reslize the fmportance of those carefully
picked subjects until I begen working. I am using at
least one of those subjects every minute of the day. Many
a time when writing letters tc manufacturers I have had

to break down my sentence structure to find out which way
of wording my sentences would be most effective. I am
very consclous of my subjects and verbs. Recently L have
uged my ancient history quite frequently with the very
'new look' (wasp waist, padded hips, etc.). 1 thought the
textile classes were just a heaven-sent subject. I wish
we had had two perlods instead of only one. I use my tex-
tile information frequently.™

Third Speclal Tool: Support of Organizations -
The support of distributive employers, employees, trade groups, and
educational organizations

The cooperation Distributive Education has received from groups
concerned with its activities {8 the most practical demonstration of

support. Some of the activities in which these groups engage are listed
below:

Employer Activitfes

1. Serving on steering, survey and advisory comittees

2, Providing jobe and assisting in student selection

3. Rating and grading student work experience

4. Providing equipment such as counters, show cases, cash
registers, display merchendise

5. Providing facilities for aduvlt training programs

6. Encouraging participatiou in program

7. Guiding employees and applicents from high achools in
their choice of a treining program

8. Encouraging adult employees to take both reguler and

*  apeclalized courges

9, Scheduling classes on store time

10. Giving extrs pay or time off for evsning classes

11, Offering to schedule time for store personnel to serve as
consultants and teachers, snd to sssist in the preparation
of courses of study

12. Recommending prospectiva full-time coordinators and teachers
to educetional authorities

13. Establ{shing scholsrehips
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14. Serving as judges in contests and giving prizes

15. Giving banquets and other forms of recognition to those
who complete courses

16. Providing work projects such as window displays

17. Recommending Distributive Education to merchant groups
through articles in trade journals, letters to employers,
circulars, newsletters and other means

18, Supporting legislation affecting Distributive Education

Employee Activities

l. Encouraging fellow employees to take courses
2, Preparing and distributing materials concerning Distributive
Education such as articles for store house organs, bulletins,
newspapers, visual aids and periodicals
3. Serving on advisory comnittees
4. Giving speeches and skits and participating in panel discussions
5. Inviting guests to adult classes
6. Suggesting courses for sdult classes
7. Enrolling in teacher-training courses and serving as inetructors
8. Up-grading social and economic standards in distribution
by application of techniques learned in training courses
9. Serving as store trsining sponsors for cooperative part-time
high school students
10. Participating in State and local club projects

Trade Association Activities

1. Developing training materisls for use in Distributive
Education--geveral of the national associations have
given support to Distributive Educatfon by developing
printed training material; they exe:

a. The National Retail Dry Gocds Association

b. ‘The National Restaurant Association

¢. The Nationgl Retail Furniture Association

d. The National Retail Grocers Association

e. The National Confectioners Association

f. The National Pafnt, Varnish, and Lacquer Aseociation

g. The National Lesgue of Wholesale Fresh Pruit and
Vegetable Distributors

h. The American Hotel Association

1. The United States Chamber of Commetce

J. The National Agsociation of Ice Industries

k. The Nationsl Shoe Retailers Associatfon

1. The American Meat Institute

m. The Rational Livestock and Meat Board

n. The American Phermaceutical Association

o. The National Associstion of Retall Druggists

p. The National Associatf{on of Retafil Meat Dealexs

q. The National Retail Lumber Dcalers Association

. The National Association of Musiec Merchants
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2. Providing such material as circular letters, brochures,
manuals, booklets, films, charts and books

3. The National Retail Dry Goods Association has provided
separate sectional meetings for teachers, coordinators,
and supervisors of Distributive Education at its annual
national convention.

4. Distributive educators are invited to talk at local, State
and national conventions and space 18 provided for exhibits.
An example of how one association is promoting a training
program i{s shown in the list of its activitiea below:

a. Conferring with Distributive Education personnel of
' the Office of Education
b. Conferring with the executive secretary of the American
Vocational Association in efforts to further the in-
terest of Distributive Education

¢. Contacting State supervisors of Distributive Education
through

(1) Personal calls and letters describing training
programs

(2) Providing list of names of branch office secre-
taries and individual organizations to assist with
courses

(3) Presenting its training manual to State Distribu-
tive Education staffs

(4) Explaining how its manual can be used and citing
other assistance the Assocfation will give to
schools

(5) Providing all instructors with a training manual

d. Contacting distributors and assocfation members by
offering two-hour introductory training courses

(1) Explaining msnuals available

(2) Supplying names and addresses of State and local
supervisors and coordinators of Distributive
Education to Association membera

(3) Sending letiers to secretaries and presidents of
member associations explaining that their names
have been given to both the local Distributive
Education coordinator and the secretary of the
local asgocistion

e. Giving'talks, including articles and publicity fn perfodi-
cals, through staff members to allied trade groups

5. Announcing programs ready to be offered

6., Prepsring and providing brochures, questionnaires, pamphlets,
leaflets, letters and other materisl to assist with promotion,
organization and follow-up of courses

7. Giving to Distributive Rducation groups and individuals
numerous ewards, honors, and other types of recognition for
outstanding work done
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8. Suggesting speaiters and ideas
3. Supporting legislation for Distributive Education
10. Serving on advisory cormittees

Educational Qrganizations and Agency Activities--A partial list of
educational organizations and agencies thet have cooperated in the
development of Distributive Rducation is given below together with a
list of the activities in which they engage.

Organizations:

a. The Amerfcan Vocational Association

b. National Education Association

¢. National Assoclation of School Administrators

d. WNational Assoclation of State Directors of Vocational
Education

e. National Association of State Supervisors of Distributive
Education

f, Distributive Education Clubs of America

g. United and National Business Education Associations

h, State commercial education assoclations

Agencies:

a, Office of Education

b. U. S, Department of Commerce

¢, State Departments of Education

d. State Roards for Vocational Education
e. U. S, Veterans Administration

Activities:

These groups and agencles listed above further the objec-
tives of vocatilonal education through such activities as:

a. Endorsing the progrem

b, Supporting the program by publicizing it
in erticles in professional journals

¢, Supporting favorable legislation, both State and national

d. Setting standards and assisting Distributive BEducation
personnel in attaining objectives of the program

e, Maintaining high vocational and education values in
the program

f. Supplying speakers

8. Sexving in advisory csapacity

h. Prepaering teaching materials

i. Informing Distributive Educatiou personnel of trends
in other educational ereass

Jj. Providing sectionsl meetings at conventions which are
devoted strictly to Distributive Education

k. Providing appeals to young people in promoting
Distributive Education club activities
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In addition to the cooperation and suppoxt of national
organizations and agencies, the State aad local affiliates of
these associations, both educational and trade, have made and
are continuing to make significant contributions to the further
development of the vocational Distributive Education program.

Fourth Special Tool:
Distributive Education Clubs

An integral and vital part of the instructiocnal program in Distribu-
tive Education is embodied in club activities in part-time cooperative
classes. Local Distributive Education clubs evolved and developed
almost from the inception of the program itself, several local clubs
having been fnitiated in 1939. With the increase in the number of
local chapters came the organization of State assoclations of local
clubs, and finally fn 1947 at Memphis, Tennessee, the first national
club conference was held. At St. Louis, Mfssourf, in March 1948 a
national constitution was adopted by the three hundred student dele-
gates in attendance. The high purposes of this organization, "The

Distributive Education Clubs of Americs™, are found in its constitution.
These objectives are:

1. To develop progressive leadership in the field of distribu-
tion that 1s competent, sgressive and self reliant

2, To provide for an intelligent cholce of occupations in
distribution through exploration of opportunities in the
fleld

3. To create in each member an abiding interest in his chosen
occupation through an appreclstion of the opportunity it
offers him to contribute his share in worthy home and
comunity membership

4. To encourage the use of high ethical standards in business

5. To provide for mental and physical health through satis-
factory sccial and recreational activities

6. To foster a deep feeling of responsibility for contributing
through business activities to the civic, social, and moral
welfare of society

7. To develop an apprecistion of the influence of fine arts to
business

8. To engender a healthy respect for vocational education and
a desire to Leep abresst of current developments in business
through use of the training facilitfes it offers, both in
school and adult 1life

The epitome of these purposes 1s: Distributive Education clubs
are orgenized nationally, in States and in local schools to giva the
Distributive Education student an opportunity to develop leadership
abilities in his chosen field--laadexrship ability that shall be tempered
by high ethical motives and have the capacity to remder intelligent
service.

Leaders can be trained, and more completely traimcd, through sound
club activities that sre wholly educational in nature, A great many
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examples of how students have developed In leadership through club
activities could be given if space permitted. Only one will be related
at this point. It concerns Miss Lily Rufo, cooperative part~time
student in Distributive Education in Tubman High School, Augusta, Georgia.
Lily won first prize in the apeaskers' contest during the Georgias State
Convention of Distributive Education Clubs. She was a member of the
Georgla delegation to the nstional convention of the Distributive
Education Clubs of Americs in St. Louis, Missouri, in March 1948, which
delegation won first prize in the display contest, second place in ban-
quet table decorstions, and third prize in skit competition. During

the convention program Miss Rufo made a presentation that was not only
inspiring to others attending but clearly indicative of the value to her
of the Distributive Education program of instruction snd the club sctivi-
ties in which she had participated. A brief summary of her talk, which
appeared in the American Vocational Jourmal in May 1948, under the cap-
tion, "A Chinese-American Girl Views Distributive Education’ is quoted
below:

"Distributive Education has fulfilled my dreams of what
I think America should be, My parents ceme to this country
from Old China to seek the best place Iin which to live and rear
their children. From earliest childhood my parents have talked
to me about the advantages of this fine country in which we
live. They contrasted the life of the average citizen in
China with the 1ife of the average citizen in the United
States. They told me of the freedom that young people enjoy
in this country. They talked about the educational opportuni-
ties that we take for granted in the United States and which
are unheard of in China.

“They spoke of the difficulties of earning a living in
0ld China and of the many opportunities of msking a living in
this country. However, as a Chinecse-Amerfcan girl I have par-
ticularly difficult problems to gsolve in finding my place ia
our American gsoclety and of overcoming the handicaps of langu-
age and race. These problems have been solved for me in a great
measure through the Distributive Education program and club
activities and have guided me toward the realization of my
hopes and amb{tions.

“Distributive Education with its related study program in
the high achool, and with the practical suggestions and help-
ful criticisms of the coordinator both {n school and on the
job, hes given me a happiness and self-assurance that I have
never enjoyed before. Through the combinstion work-study plan
the perplexing problems confronting the student while she 1s
working are thoroughly discussed and possible solutions are
auggested while in related study classes. I think this method
of part-time study and part-tine work fs the best, as every
student in our class {s intensely interested fa solving the
problems confronting tiem on the job. Thus, the subject matter
is easily assimilated because the problems are put into practi-
cal use directly on the jJob in our chosen occupations.
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"In Distributive Education the association with people
under actual business conditions, plus participation in the
activities of our local, State, and national clubs has made it
easier for me to overcome the feeling of Iinferiority that a
young person. of my race and language may have. Through
Distributive Education I have developed a degrece of indepen-
dence and security that has enabled me to obtain and hold a
job 1in the retail business. Therefore, I repeat Distributive
Education has fulfilled my dreams of what I think America
should be."

In addition to having perfected their national organization, mem-
bers of the Distributive Education Clubs of America (DECA) have organized
end are publishing a national journal, The Distributor. Assistance
to the DECA foundation by the Sears Roebuck & Company has materially
contributed to this publication.

As in the case of the Future Farmers of America youth organization
for boys enrolled in vocational agriculture, educators are impressed
with the purposes of the DECA organizations. Likewise, many organiza-
tions are deeply interested, such as the National Retail Dry Goods
Asgociation, the National Association of Retail Secretaries, the
National Association of State Directors of Vocational Education, and
other national groups. Offlicials of these associations attended the
Secord Annual Convention of DECA in St. Louis in March, 1948, and the
Associated Retailers of St., Louls served as splendid business hosts
during this convention.

Mr. W. B, Logan, Head of the Departament of Distributive Education,
Ohio State University, has summarized the progress of DECA as follows:

"The DECA to date has:

1. Gained increased recognition on the part of state and local
clubs, There was an increase in the number of delegates
to the second convention of approximately twice the number
attending the first convention in Memphis, Tennessee, in 1947.

2. Further unified club purposes. The name of the national
organization and the constitution were adopted. This 18 a
significant milestone in the histery of DECA.

3. Promoted increased recognition by educators and associa-
tions alike.

4. Increased the excellence of student display, skit, manual,
and Distributive Education newspaper contests and exhibits
in «comparison with those features at the first convention.™

Reports from State supervisors reveal the following additionsal
progress:
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Greater recognition is being given Distributive
Education clubs as evidenced in proclamations issued by
State governors calling for the observatfon of
Distributive Education Day and Distributive Education
Week in thelr States.

Membership in State and local clubs has increased over
1007%.

Clubs are developing and using a greatly enriched program
of club activities.

The importance and value of the club movement is becoming
increasingly recognized by educators. One example is
offered in evidence: More than 200 superintendents and
principals attended a State Distributive Education club
convention and visited the exhibits, witnessed contests,
and heard the program in which the students participated.
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SCHEDULING PUBLIC RELATIONS ACTIVITIES

WHY? - The reasons for a schedule

Every organization which depends for its existence on public accept-
ance, lives and prospers only because in the minds of its public it
renders a service to its customers,

Management of every business organization is constantly making an
effort to keep its public informed on the service or services it provides.
Chain stores often emphasize the service they render through selling
merchundige at a lower price; certain independent stores constantly

_ bring before their customers the services they render through directing

attention to the quality or style of merchandise they provide for
customers. Organizations that sell services rather than merchandise,
attempt to keep before the public the variety type, and quality of the
services they have to offer. The public accepts or rejects these ser-
vices in direct proportion to its belief or disbelief in the organiza-
tion or company providing the service.

Distributive Education is a service organization. It is designed
to upgrade individual employees of distributive occupations, Distribu-
tive Education will thrive and prosper in a community only to the
extent that the training it provides is accepted by those it serves.

Acceptance by customers in any business - retailing, manufacturing
wholesaling or service fields is not a happenstance. Business spends
thousends of dollars each year in making sure that the public is aware
of the goods or services it makes svailable. In order to secure the
greatest value from the amount spent in convincing the public to accept
the company, organizations make up a budget and a schedule of promotions.
The schedule of promotions is called the sales promotion calendar. It
outlines i{n detail a plen for public relations for the organization.

The National Retail Dry Goods Association cach year issues the
Promotional Calendar which sets up a pattern for its member stores.
This calendar is a guide to the advertising or public relations director
1n many individual stores throughout the ‘country.

Distributive Education must prepare apnuslly a similar salendar to
be used in its programs as a guide to better public relations. The
Distributive Education calendar will help the staff member plan his
public relations program and at the same time save time and effort of
each coordinator and supervisor. It serves as a bisis for weekly,
monthly and yesrly reports. It provides a means of measuring the sccom-
plishments of the yesr. It prepares day by day a complete plan for the
work of the next yesr. It tells when to follow-us on club activities,
on trsining agencies and on other groups, and it tells whal needs to be
done,

Before a Distributive Edupation progrum wss initiated in a locality,
statistics of the srea were studied, A need for the progrens was found
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to exist. Stores, in setting up a progrem of public relations, first
make a survey of the potentisl trading area t> determine who are its
potential customers, what are their characteristics; they also survey
the organization for possible services it may provide in order to present
the company's outstanding services in light of possible appeal: to use
in publicity to its customers.

WHAT? - A Specific Activity Scheduled

One example of a scheduled public relations activity is the survey
of the community in which a Distributive Education program is located.
Such a survey will give the coordinator or supervisor a knowledge of the
people and orgsnizations which make up the “'public'' of Distributive
Education. It will provide a record of available facilities and equip-
ment for the smooth operation of the progrem.

The survey also gives the Distributive Education coordinator an
opportunity to meet people who should know about the program and to ex-
plain to these people the services available for training retail, whole-
sale and service employees. A Suggested survey form is included in the
Appendix pages 61 through 63,

WHO? - The Persons or Groups Affected

In preparing a schedule of public relations activities it is impor-
tsnt that a careful study be made of Distributive Education and the
appeals that can usually be made to different groups before beginning
a survey. Reference i{s made at this point to the sections of this
manual that tre it of the special tools, or appeals of Distributive
Education.

With the definitfon of public relations in mind, think of public
relations as a wheel, with "YOU" ss the center of that wheel, providing
the power to keep it going forward. Chart J illustrates this point:

Distributive Educstion

Wheel of Public Relations
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It 18 a difficult job to keep all of the people who comprise your
public informed. Each part of the public which must be kept informed on
the program must have periodic attention.

HOW? - The Preparation of a Schedule

In order to help the coordinator or supervisor in the important job
of public relations, a Distributive Education calendar and schedule has
been prepared. It is based on the experience of many Distributive
Education coordinators and supervisors., It {s suggested that the
coordinator's schedule be studied and that he prepare for himself a
monthly calendar on the first of each month, based on his schedule of
activities. In scheduling each day's activities, he budgets his time.

He should add to his list the things accomplished which were not included
on the suggested schedule.

An example of a public relations schedule is given below. It
represents a minimum schedule of activitics and 1s not intended to be com-
plete or exhaustive in any particular.

Example of A Public Relations Schedule
for Distributive Education

Date Activity

During the Make community survey

(sce form on pages 61 to 63)
sunmer period

Put new articles in paper

Make tentative placements

Attend State Distributive
Education Conference

Arrange with high school
principal to talk at
faculty meeting or
Distributive Education
program

Plan bulletin board material
for regular work

Sept. 1 - 15 Attend all faculty and teachers
meetings

Make talk on Distributive
Education at faculty meeting

Put erticle in school paper
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Date Activity

Sa2pt. 1 ~ 15 (continued) Post bulletin board each week
{Registration weel - feature
program)

Explain program to students
and faculty during registra-
tion and every avsilable
opportunity

Make arrangements to explain
program to immediate supervisor

Take care of placement and
introduce adult progran
(deadline for placement meet)

Submit news article for school
and local paper on course,
placement, and adult program

Send in report to supervisor
and explain any items on which
help 18 needed

Invite merchants to attend
Distributive Education Club
meetings or class

Sept. 15 - 30 Discuss purposes of Distributive
RBducation Club - explain local,
state, and national organiza-
tion

Submit news article to school
paper about Distributive
RBducation Club (be sure to
include namea of merchants
attending)

Rave student write "thank you"
letter to merchants for attend-
ing club and class meetings

Announce evening school program
- in trade publications end local
papers

Issue adult bullecins
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Date Activity

Sept. 15 - 30 (continued) Send 1in reports to supervisor
and explain any {tems on which
help is needed

Octi 1 -~ 15 Make work plans

Make a survey of the stores
regarding part-time high
school students working
Christmas week--plan and
schedule pre-employment
classes needed

Make plans for bulletin
board material--for
Christmas extra training

Plan Distributive Education
Club program around purposes
of club constitution

Invite merchants to
Distributive Education
Club meeting

Send report for State and
natiocnal club publications

Oct. 15 - 31 Distribute rating schedule
to immediate supervisor
during Sth weak

Explain purpose and use of it

Radio--Christmas extra
program

Bxplain Distributive
Education program to all
stores

Fegin Christmas extra
training classes

Use bulletin board on pre-
employment
Make plens for Halloween

party for Distributive
Rducation Clud
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Date Activity

Nov. 1 - 15 Make monthly plan

Invite merchants to Distributive
Education Club meetings

Make contacts for places to hold
employer-employee bsnquet

Plan progryam

Plan invitations, invitation
list, etc.

Train students in public rela-
tions (practice talks)

Iasue news releases on pre-
employment classes

Make plan for studeats to give

talk on Distributive Education

at civic club meetings

Send in reports to supervisor
MWov. 15 - 30 Make work plans

News release on employer-
employee banquet

Make promotional plans for
adult classes in community

Make up publicity folder

Issue news release - school
and town paper on students
giving talks

Sponsor jointly with other
groups Thanksgiving baskets
for the needy (or other joint
project)

Make store contucto for pre-
exploywent snd adult general
plans

Send in reports to supervisor
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_______Date

__Activity

Dec. 1 - 15

Dec. 15 - 30

Jan, 1 = 15

Jﬂn- 15 - 30

Contact Retail Mer:hante
Association on article in
bulletin

If an advisory commit:tee exists
gend in report on fall program
and plan for meeting to go

over spring plans

Issue publicity release on
Distributive Educat.ion Club
Christmas party

Plan club's contribution to
area and State Distributive
Bducation cluhs

Issue publicity releases on
adult program

Prepare posters on adult
program

Send direct mai) releases on
adult program

Have employer-employee banquet
Have picture ard write-up of

Diatributive Education Club
made for school annual

In addition to the schedule of public relations shown in the illus-
tration above, it is also desirable to prepare a month by month calendar

of activities.
page 50,

An example of such a calendar is shown in Chart K on



DISTRIBUTIVE EDUCATION

CALENDAR - SEPTEMBER 1

Community
|  Monday Tuesday Wednesday Thurgday Friday Saturday
2 3 4 5 6 7
Post Bulletin Placement Talk on
Board contacts D.E.-H.S.
Labor Day *W..Gwm»n program Explain program " Faculty Send in reports
during during meeting
registration registration
9 10 11 12 13 14
Invite
Explain program *Placement Article in merchants Send in reports
to your immadi- contacts school paper to attend
ate supervisor D.E. Club
16 17 18 19 20 21
Adult program Continue
Local paper Placement D.E. Club
and Trade and meeting Send in reports
publications promote adult
23 24 25 26 27 28
Article in
Issue school paper
Adult Bulletin Placement of Send in reports
coop. students
D.E. Club
* Placement contacts continue throughout month
CHART K

Sample Calendar of Activitfes
in Public Relations

O

Aruitoxt provided by Eic:
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FOLLOW UP - Checking Up on the Schedule

As an activity is completed, it should be recorded on the weekly
report form and checked off on the schedule. Three copies of the weekly
report should be prepared. One copy should be filed for reference,
another sent to the area or State supervisor and one should be sent to
the proper official in the local school administration. Any activities
that were not completed, should be carried over to the followiag week.

A copy of the report should be sent to the Distributive Education
Service in the State office., The State Supervisor of Distributive
Education can then help strengthen the public relations program through
frequent contacts made with associations and educational leesders at
educational and association meetings. A copy sent to the school admini-
strator will be of value in streagthening public relations within the
school and locality. The school administrator will then have a better
understanding of the Distributive Education program and can aid it by
explaining to school nersonnel and local leaders the scope of its ac-
tivities.
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COORDINATION OF PUBLIC RELATIONS

Effective publicity and sales promotion in business requires coor-
dination and synchronization of the efforts of personnel engaged in
advertising, display, and selling. When such coordination is attained,
salespeople suggest and place emphasis on merchandis~ being currently
advertised and displayed; as u consequence, publicity costs and sales
effort produce better results, promotion is more successful, and in the
end the organization grows. Moreover, the organization will have suc-
ceeded in creating good will--the ultimate outcome of effective public
relations. Customers are pleased when they find merchandise on hand as
advertised and salespeople prepared and willing to give information
concerning such merchandise. Coordination is required. Furthermore,
all personnel who participate in the execution of the plans must be
acquainted with the details involved, and they must be trained to be
effective as members of the team.

Effective public relations in Distributive Education has comparable
goals; the team, to achleve these goals, must be composed of all offi-
cials responsible for Diestributive Education. Offlcials in the Office of
Bducation, State Supervisors, teacher-trainers, itinerant teachers, local
supervisors, coordinators and instructors in the Distributive Educatlon
program are on the team,and each has an important role to play.

A tentative plan for coordination in public relations is suggested
in semi-outline form below; it includes a listing of the general respon-
sibilities of Distributive Education personnel employed on the
national, State, and local levels.

Duties of Personnel in the Office of Education

The development and coordination of a national program of public
relations in Distributive Education can be advanced by the Office by
the methods listed below:

l. Developing a long-range national program of public

‘ telations Dy giving leadership in planning a program
through (a) developing and publishing a complete manual
on public relations in Distributive Education--based
on the presant manual, and (b) assisting the States
through regional, State, and other conferences in coming
to a thorough understanding of effective public relations
techniques and in aiding State supervisors in the evalua-
tion ~f thelr respective public relations progroms.

2. Supplying an intensified program of public relationms,
including the following activitles:
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A,

- b,

C,

Preparation and periodic release of the information
to nationzl educational associations, national retail
and wholesale associlations, and to State Supervisors
of Distributive Education which will include (1)
information on the growth und development of
Distributive Education nationally; (2) information on
the scope of distributive subjects being conducted as
to the levels of employment, and the names and num-
bers of courses conducted; and (3) information on the
importance and scope of the field of distribution as
applied to the need for and the importance of train-
ing in the field.

Periodic releases to State supervisors of distributive
education of the follecwing materials:

(1) Copies of speeches made by staff members of the
Office of Bducation to such groups as (a) educa-
tional associations and other groups of educators;
(d) retail, wholesale, and seivice associations;
and to (¢) meetings i{n governmcnt agencies and
other places such as the U. S. Department of
Agriculture, U. S. Depsrtment of Commerce, and
U, S§. Chamber of Commerce.

(2) Copies of agenda of conferences conducted by staff
members of the Office of Education with educa-
tionel groups, retail and wholesale sssociations,
and with other groups when these conferences are
related to Distributive Education,

(3) Copies of speeches made by educators, by retail
snd wvholesale association officials, and by
others when such speeches relate to Distributive
Education.,

(4) Coples of materisls from Ststes, including organi-
zational and promotional materisls, courses of
study, tescher-training and other materials
available for distribution, Supplies of these
materisls to be sent to sll Staete supervisors.

Arrange for coordination of public relstions activities
on a national scale by bistributive Education personnel
employed by the Office of Educetion through:

(1) Orgsnizing a schedule of public velations that
will effect the propexr timing of velesses to the
States. Such a schedule will insure, for exam-
ple, that teacher-trasining plans from sll States
be in esch Stete in time to be of vslue in
planning summer teacher-training programs, and
that receipt of materials relating to the proagress
of the program will be received in time to bs dise
cussed at the AVA Convention each year.

» 1



(2) Placing responsibility for coordination of the
public relatfons program on one staff member in
order (a) that the public relations efforts of
arl members of the Office function smoothly;
(k) that public relations in Distributive
Education be coordinated nationally; (c) that
central files on public relations be established
and maintained; and (d) that all available
materials be collected for use in the revision
and further development of the manual used in
the program.

Duties of the Natfonal Association of State Supervisors of Distributive
Education

1. Appuint the permanent 'Committee on Public Relations in
Distributive Education" composed of State supervisors and
teacher trainers of Distributive Education. The duties
of this committee will include: (&) conducting national
surveys to determine the scope and effectiveness of the
public relations program in the various states; (b) serv-
ing as an agency through which developments and trends in
public relations in Distributive Educetion can be compiled,
analyzed, and the findings disseminated; and (c) serving
as an agency through which the further development of &
coordinated public relations program can be effected.

2. Establish a ‘'Buceau of Speakers for Distributive Education'

a. Purpose--to present Distributive Education by speak-
ir.2 on value and importance of distribution in the
national economy and on the place and importance of
Distributive Education.

b. Plan of Action--The Bureau of Speakers should develop
materials and speeches to be used by members of the
Bureau and by Distributive Educstion personnel at °
large. It should locate and revise speeches in
related fields, arrange speakers' schedules, and be
alert to every opportunity to place speakerr for
Distributive Education on key programs.

¢, PFollow-up--Check resuits of speeches and speeking
campaigns.

Duties of State Distributive Education Staffs

1. Initiating a public relations program:

In preparing to embark on a public relations program, a
series of releases to Distributive Education personnel
should be made by the State supervisor. The releases
should emphasize tha importance of public relations and
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stress the values of such a program to Distributive
Education and to each co-worker in the field. The re-
leases should pave the way for an intelligent reception
of the public relations plan when it is released. These
releaces should:

a. Suggest preparation to be made by the State staff for
launching the program in public relations such as (1)
the thorough study of this manual, ''Public Relations
in Distributive Education;” (2) the accumulation of a
small but well-selected library which contains books,
articles and other materisls on public relations
through which the staff can become thoroughly familier
with the best practices in use in initiating and con-
ducting a prograwm; (3) the planning of releases and
other materials to be used in bringing Distributive
Education personnel to a realization of the impor-
tance, tha value, and the necessity of 2 good public
relatfons program; and (4) the preparation of agenda
to be used i{n group and fndividuzl instruction of
Distributive Education personnel.

b. Suggest releases which will include: (1) Mimeo-
graphed articles on public relations such as "Public
Relations--It's a Lot More than Publicity,” in the
December 1947 issues of STORES, and ‘'Establishing
Public Confidence’ in the News Bulletin of the
National Restaurant Association (Peruission to
reproduce all articles should be secured from the
publishing organization. A covering letter from the
State supervisor should accompany the articles and
should stress their importance). (2) Bibliographies
on public velations for use of Distributive Education
personnel. (3) a brochure on the State staff and its
function in public relations.

¢. Trailn Distributive Education personnel in public rela-
tions:

Freparation Step - Prepave personnel by pointing out
the advantages they hold in engaging in a good public
relations program due to the fact that (1) they are
constantly making individual and public contacts; (2)
because of their store baclground, they are experienced
in customer and other public contacts; (3) because of
the verv aature of the program they are promotion and
publicity conscious; snd (4) they are by nature extro-
verts who have self confidence and high enthusiasm.

Pregsentation Step - Inform personnel concerning the
scope and features of the planned program by (1) sup-
plying and urging the use of "Public Relations in
Distributive Education' published by the Office of
Education; (2) reviewing the public relations pro-

Q grams of several nationally known distributive firms;
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and (3) reviewing the public relations program
developed in the State of Virginia.

Application Step - Apply the information to the
program planned for the State and to the program
suggested to local communities.

Testing Step - Test the understanding of the program
thyough a series of questionriaires to determine the
points on which additionsl training {es needed. Follow-
up the training given.

2. Coordinasting the program:

Establishing a record and reporting system - The record
system should consist of forms, records, and reports to

be usad by Distributive Education personnel in recording
the procedures and results of projects. A geographic file
of each Distributive Education program in the State should
contain folders with periodic reports, copies of each
plece of publicity and other public relations materials
submitted to the State office. This folder should also
contain the public relations calendar of the local pro-
gram,

State policy should require that copies of all newspaper
articles, publicity released and other published materials
relating to public relations ba sent to the State office
in sufficient quantities for re-distribution to all
Distributive FEducatfon personnel in the State. In turn,

a public relations calendar for the State office personnel
should be issued and copies sent to local instructors,
coordinstors, and supervisors. The system should be fur-
ther strengthened by a system of follow-up to check on
rasults of the program snd by maintaining a continuous
supply of (1) copies of suggested public relations ma-
terials, (2) suggested public relations projects for use
in the school and community, (3) coples of materials sub-
mltted by other local personnel, and (4) releases on new
developments {n public relations,

A continuous supply of the materisls listed sbove should
be maintained by the Office of Education and the National
Assoclation of State Supervisors of Diestributive Education.

ties of Local Distributive Bducatfon Fersonnel

e

The heart of a public relations program in Distributive Educetion
lies i{n the activities of the locel teacher, coordinator, snd super-
visor. It was ststed previously in this manual that an excellent
teaching job {s & principal tool in the progrsm, but a much greater
md more varied effort than the teaching effort alone is required,
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The most vital calendar to the success of the program is the local
public relations calendar, an example of which is shown on pages 45 to
50 in this manual. However, since this entire publication is more
readily applied in local than in State and federal programs, it is not
necessary to repeat the many points that the loczl director of
Distributive Education should observe. Briefly, his responsibilities
are four-fold:

1. Planning: The many suggestions contained in this manual
will be helpful in planning. A complete filing and
record system 1s necessary, a training program for the
teachers and coordinators must be conducted, and the
program must be initfeted skillfully and on a sound basis,.
The suggestions in this menusl and releases from the State
office will prove to be valuable aids, but the local plan
and program of public relations must be built around the
local community and its social, economic, and financial
situation, At the same time, it must be operated in terms
of the national and State program if the greatest good is
to be accomplished with the minimum use of time and effort.

2. Operation: The operation of the program in the local
ccomunity involves the records, reports, and tickler sys-
tem involved in operations on all levels. The system i3
made more complex by reason of individual contacts with
States and with the many persons interested in the welfare
of the student in the cooperative progrem. A parent, for
example, 18 much less inclined to overlook a coordinator's
failure to call her regarding her child than is a trade
asgociation executive over a failure to call him on a
matter that concerns the promotion of the entire program.
The local director then gust maintain his contacts with
meticulous care.

3. Coordingtion: The coordination of activities in the local
program with activities in the Stato program, which in
turn is coordinated with the national program, is a dis-
tinct challenge to the local director. It offers him a
process by which he can secure maxi{mum benefit from the
total effort. Four steps are necessaxy in effecting good
coordination:

a. The local plan should be constantly checked against
the State plan of public relations. It will need to
be in a constent state of revision if it is to serve
its purpose.

b. The State office needs to be informed of all local
act{vities, in sdvunca 4f possible, and in turn the
local director needs to be Informed of State projocts
in advance.

¢. OGeneral national effort directed toward any given gosl

needs to k3 stressed on the local level with groups
IEIIJ}Z‘ or individuale in position to influence such efforts.

3 ry




4.

d. News of local activities needs to be forwarded to
such a central office or offices as may be in best
position to put them to immediate use.

Follow-up: A public relsations program is in a constant
state of revigion. Only in this way can the program be
kept current and hence be useful to the director and his
staff. But such revisions should be based on results that
projects in the program have yielded. Evaluation of the
total program and each individual project should be made
when it is possible and advisable to do so. 1In addition,
a careful review of project reports from other communi-
ties and States should be used as a guide in forecasting
the effect of a program or a project. It is a dangerous
practice to wade blindly into an activity that has a record
of failure in other centers. Follow-up can and should be
made a tool as well as a test of a public relations pro-
gram,
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APPENDIX

The form reproduced below i3 now in use in one State having en
excellent Cistributive Education program. It {g offered aa san example
of ths type of form that can be 1sed in surveys cordusted for pudblic
relatfons and for program evaluation purposes. The form follows:

DISTRIBUTIVE EDUCATION SURVEY

Survey of ‘ {Cornany)
Date of Interview

Naue of Company
Person Interviawed

Type of Business L Name of Manager ___
Approximate nuanber new employees per year —
Has organization previously employed Distributive Education coopere-
tive students? - Number Distributive Education st'dents now
employed? Other high school students now employed?

Does company plea to employ Distributive Education students this year?
Hew many?
Would the organization like to have classes orgerized for its regular
employees?

———

Comments:

Recommendations:

Interviewed by
Position
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DISTRIBUTIVE EDUCATION SURVEY

COMMUNITY NAME
. UATB

General Facts Which Will Help You'

Neme of School

Nusher of students enrolled School hours__
Number of teachers in the high school
Store hours for the town ;

1. 1s therc a Retall Merchants Organization in the town? 1f so, who
is president? : What 18 his store position?

-

Z. Who is the executive gectetary?
3. 1Is there a Chanber of Commerce in your towm? Yes__ No . Who
1s the president?
4. How many different stores are used as training agencies for coopara-
tive students?
5. What types of stores are they?
No. Independont No. Chain

School Organization

1. Who is your superintendent of achools?

2, Who is the principal of your high schools?

3. tho is the assiotant principal?

4. Who is responsible for guidance in the school?

5. Who 1is reaponsible for students’ schedules?

6. Who im office secretary in the high achool?

7. Who is gecretary to the principzl? —

8. Who fs the clerk of the school board?

9. To what education assoclations do members of the high school
faculty belong?

10. Xf your school {s willing to order edditfonal books, what books
would you recommend?

11. How does your school provide for the purchase of such publications
as:

The Department Store Economist?

Women's Wear Dally (The Rstailer's Newspaper)?

Stores (The National Retall Dry Goods Associstion bullatin)?
Personnel Service (The Nationsl Reta?® Dry Coods Assn. Bulletin)?
The Chain Storae Age?

Southern Display News?
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12. Where 1is your room located?
13. Liat the equipment already provided:

e -

14. List the equipment which the school has ordered for you:

15. What plans have you made to secure or. 2 loan basls from the stores
the equipment you need only temporarily?

Equipment Stores
Cash Reglster

Display cases

Merchandigse for demonstration
16. Where are moving plctures shown in your school?
17. Who schedules the use of moving picture equipment?
18. How do you requisition fiilms to show in your classes?

19. What mokes and size wovis machine do you have access to?

20. Can you operste {t?

21, At what hour during the day ave the Retsil Classes scheduled? _

22. Wwho i.e the Dis tributive Bducation delegate from your school to o this
year's State Distributive Educstion Club Convention?

23. Draw a sketch of the classroom. List below it the plans you have
made to make the room more attractive and effective for teeching.

24, Which one of these courses sre offered in your school? (Please check.)

Home Economics

Business Arithmetic_
Business Law
Diversified Occupations
Vocational Civics
Economics

Commercial Art

25. Does your high school offer more than one type of diploma such as
college preparatory, commercial or generel?
26. What are the graduatfon requirements for each of these?

27. What percentage of the graduating class take college preparatory
courses?

28. What percentage ¢f your high school graduates each ysar go on to
college?

63

71



