
PART I -

FOREMEN'S OONFEREIIOl~ IID'mS 
IIDMAN F.EL'1.TIO:tlS SEillES 

ON VOCA.l!,nu 
OFF TO TilE RIGHT START 

Tacoma, Vfaahington 
November 23, 1948 

PURPOOE OF 1:rrus OONF'~REl~OE 

To cause the man 1n euparvis!on to analyze more carefulzy ths factors 

which · bring a.bout pro~r employee relations; to help him develop 

ideas tor obtaining and na intaining such 1"'elations and to make him 

more conscious or his individu.."il responsibility in ntdnta1nine proJ8r 

employee relations within his department. 

MO'r.fO OF OC!n'ERENCE GROUP: 

W\INT.AIN AN OEN MIND-•A CI.OSED 11,llND SHUTS OUT 

UORE THAU rr snurs IN. 

INTRODUm'ORY REMAREB 

How can proper employee relations be ne1ntainad? . The operations, 

. materials, machines, and methoda or work can be reduced to llflthematical 

calculations on paper, but the problem of handling h'W!'rul beings can not 

be sol~ d 1n this n:anner e 

What does it take to e;et the ne'\'1 man started off right? Moat of us 

probably have a pretty fail' idea. a.it are vze actually doing as good 

a job as we know hcw1? T~re 's an old saying about str11~1ng while the 

iron is hoto It applies particularly to tho new ~n•s first. day on 

the jobo We all kD.ow that there are certain thinss we can do--certain 

1mpreso1ons v-e can mks during those first days-opport'lm1t1as which 

we may ZJ8ver get again. 



lt'a a r.ia.•oble.m these days,. So I know that you v1ill welaomo a 

cUecussion of the nsw ll'.lan; htm to rna.lm sure that he get.a the right 

starto Wo v1ill look at a bad start from severol a.neles: \'/hat a 

bad start .means to a new nan. What it may do to the department. 

How it can kick back on the foremen. 

To help start our discussic.n we have a. new film: 

OW TO TllE R!GIII' ST~e. 

It pictures soma actual. e:rq,eriences in tho shop -

What h-appened when three foreraen slipped. 

What foremen think is the answe!' to their :problem. .. 

J',et's sea the picture. Tlran we'll open the discu.osion. 

P.ART I OF FIW ahown.Q 

DISCUSSION 

From tho aiscuesimi. it was round that in all :relationships, 1n every 

effort to get things done, and 1n fact, in ever-,fth!De management must 

do, Bi!RSa.NS-Tm!IR ll'EELDJGS AND Uh:CESSARY ADJUST1lfi!?s!TS-are involved. 

The ettect1veness of individual and group afforta ahJaya depends on 

each individual's ability to rrake such adjustments as ·are necessary. 

Therefore, the effectiveness or suparvision--whether exero1sad by the 

president of the Company, the foreman, or by any of the intermediate 

superv1sors-cleJ:end$ to a lar~e extont on the supervisor's ability to 

UD.derstand people and to aid them when necessary in their adjustnent. 

For these roosoxm it this :t:tlm, OFF 'l'O THE RIGHI' START, is a summary of 

things 0. supervisor can do to s·!;a:rt a Uot'l man off rit--:;..l!t .. 



Industry's four ll's were b!'Out';ht to 1:lght as being f'Wl.dementa in the 

American structure or economics and the very baste of' our free system 

of compatitiona Industry requires four thin6s: 

r.t>NEY llATERIAlS ?JAClIDES 

J.ran •s thinkine is interwoven in nil the economic structures for 

obta1nL~ finances to purcmse materials to build machines for man to 

operate. If o:perato::>a a.re Illlladju.stea, efficiency is lost i Materials 

cannot be pirchased l Therefore P income 1S lost• foreverl 

In further d1seues1on of' the first halt of this film• a graphic 

representation vra.s devolop:3d ot the seven basic emotions or an 

1nd1vidual-emoti0ns lea.ding to regression, and emotiorus which are 

construct1 w and arouea the kind of' aggrassi w forward-:-looking aot ion 

which we are seek1ngo 

JW!.'S BASIC EilOTIONS - - - - -

( (.Elation 
( The urge 'iio do o • • o ( 

( (Affection 
( 
( 
( 
( 
{ 
( 
( 
( 
( 
( 
( 
( 
( 
( 

The urge not to do o o -

(Fear 
( 
(Anger 
( 
(Dtsgust 
( 
(Dejection 
( 
(wonder 

Onl.y those emotions which urge a .lllin ,!!?! to do biE: best were explored 

1n the first half' of the film.. In the discussion it was detemined 

that suisrvision at all lewls must find by careful analysis 

~hat 1s v1rcmg before corrective maaau1~s can be forthcoming a 



The fol1001ine list was IJlf.l.Ge of points on tl.10 wrori.g ways to start a 

new ~n on his job: 

lmOUG TlIDIGS DONE BY FOI~~r 

I. -
l. Left new man to shift for hiJllself o 

2 o Sent new men to a strange d'3partn:ant without a guide ... 
man wandered a:rOUild - became lost .. 

3. Didn't give new man any aend-ott v1ith J£n wh was to 
train him. · 

4o Trainer did not k?lOT.:1 h0!l1 to proceed. 
5. Tratner wasn't told ,,hat ne-v1 man could do. 
6. Didn't seleot tha right niUl to do the training. 
7. Trainer was too busy with other thi:1gs to take care 

or new man .. 
a. Nav1 man did not recei-ve Safety instructions or 

safety equipment. 
9. Trainer did not cive instructiorAB for handliJ13 

samples. 
10. New man was not instructed in the punc.:hine of tima cards. 
ll., Training was incomplete .. 

1L. 
1 .. was not f'r1endly. 
2. Lett new man for hours. 
3o Forgot the mw .o:en. 
4. Did not keep h!S word v:1th mw man. 
5. Did not see that new man had his lunch mi tima. 
6. P'oreot new man's name. 
7. Or1t1c1zed Employment Office in new man's presence. 
a. Persoml dislike or new man before ho found out 

his ability. 
9. Prophesied that nettr man would not _pan out. 

llI .. -
l. No follow-tJ:i.rov.eh after fi1•9t day. 
2. Appo1nt3d uneff<-lotive trainer. 
3. Trainer made new nan feel cheap .. 
4. Gave new man job to do without g ving him 

adequate training. 
5o Allowed horseplay. 



Tbs eff'ec·t upon ths ma.u cf such a sta:t'1iing O\tt t:rocedure pointed to 

the :r;ermanant ills of mB.ny bad first impreaslons the :new mn eathero 

during his f irst day on a job o 

C0llUllg back tg BABIC EMOT IO!JS and the URGE !91, 'ID DO, it is plainly 

seen hov1 wall the list or WROHG W.i\YS to hlnale an int"ividual tits 

into: 

l!EAR ANGER DISGUST DEJECTION and WONDER. 

First impl't9ssions are ~inc impressions.. Whether good or bad, first 

tm:in-es sione IWver ?;-ear outo Therefore, thl:I wrens ways that these new 

men wara handled developed a lone list of' enduring unfavorable first 

irr:;.1.resaions,. 

TEE ~'tr/ ?.iAU-

( a) Felt in doubt as to holding bis job o 

( b) Felt unimportant " 

{c) Pelt unwanted., 

( d) Felt that there \'JaS no need far m.en on that job., 

( e) Thought there was no safety program., 

(f) Believed there v1aa insincerity on suJl8rvisor9s parto 

(c) Felt confused .. 

(h) Felt jittery., 

( 1) Thought there wae no team~rork within the Planto 

(k) Pelt his abili ty -was belittled" 

... 5 



Those firs t 1mp.:eassions are bad and will ba t ha subject of 

conversation for many years o Thua they c:roate an improper attitude 

toward the Oompa..'Jy-as a diroot result of foremen's actions. 

* * * * * * ~ * • * * * * * * • * * • ~ * * 
* * 
* * 
* Tm FOREMAN'S JOB 1.S 1.WIAGEMENT-• * 
* J); 

* Tl£ SAJ,IE AS THE PRES m;NT 'S-•BUT * 
* * ,.. 

HE IS CONFINED TO TIE ACTIVITIES * 
* * 
* EUR \~'lIICH HE IS Ri:!SPONSIDIE. * 
"' * 
* * 
JI< * 
* SINCE EE IS AT THE POINT i,'HEUE * ,;. * 
* MEN ARE HANDLlm AI-ID i'jORK IS DONE * 
>-t- * 
* THERE 1S MORE E!.lF.HASJS OH THAT * 
* * 
* PHJ\SE OF UANJ~E?lfil!T HA'VmG TO * 
* * 
* "START MEN OFF RIGHJ!. 11 * ... * 
* * 
* * * ~ * * * ~ ~ * * * * * it.i:<!l<*J!c** * 

smmmG UP 

The man handled in the wrong way gives the · Company a bad 1'8P11tat 1on 

booause the repr&senta.tive of I1m1.Bgement gave h1m a wrong first 

iprprsss1on dUring his first hours of \"TOrk.-



PART II 

FORE11EN'S CONFERENCE NO'l$8 
HUMAN RRLATI01'!S SERIES 

OF VOOAFILM 
OFF TO THE HIGHT STJ\RT 

PURPOSE OF CONFf:IuSHC E 

To establish firmly 1n the n1nds of all supervisory level f!lln that 

bad first impressionp on the new man adhere _permanently, and that 

these rrEntally embossed 1.mpraasions, garnered du.rinc his first days 

on a job, are parartDunt 1n shapine his resultant unfavorable att1tudes 4 

To bring into vivid view of those in attendance the eff'ec:ts on the 

men - the Conpany - and th9 community - of the net1 man's bad first 

impressions. 

To deter.mine at vrhat supervisory level first impressions are best 

controlled, and develop vJOrko.ble methods fo:r the administration of 

that supervision in a manner conducive to good first impressions 

on the new mano 

INTRODUCTOUY REMARKS 

In Part I of the series OFF TO Tl~ HIGHT S'l!I\RT Wflre developed many of 

the ~rimes" of su2rv1siC;!_J:! in 1ts placeman·t of' a new IIE.n on the job. 

These "crimes," or "Wrollt; Th1nr,s Done by Foremen," accuse the f'oreman 

ot "indifferent hunen relntions," and are destined to produce discord 

in production, safetz, and public relo.t1ons-:--tho results of nhich , 

nat'llrnlly, reverberate throuchout the orsanization. 



In the first part of the aeries it was cradwlly mad0 apparent that 

tantamount to r,ood first 1.mpraeD1ons woa p·oper consideration of 

man's basic emotions--with which all nan are endowed . All supervision 

--from the president of the compmJ• dovm throu;.,)l the line of autho1•1 ty 

to the lead man--must exercise caution in dealing with a lTBil • s 

e.MOtions and be constantly on guard against infI'ince.111:1nt thereono 

For. the critical balance of the ~urge not to do" and "the urge to do~ 

lies 1n this respoct--especie.lly in 1nduettn.e a nei.·1 .nnn to his jobo 

The limits of authority as evolved from Part I or the series vividly 

portrayed the position of tho supervisor 1n his-v1ork-unit ,;·Jithin the 

orce.nization. In order to obtain the hifshest standard or production 

he must direct the proper use of UEN - Ui\CHD-IES - UATillUALS. 

Part II of the series OFF 'IO TH£ RIGii:T START emphasized that 1n the 

tenet concerninB the proper use of the 4 M~s~ 

r.R1 are most 1.mportunt: 

It is obvious that this 1e trueo Hcmever., in thie conn,~ction 1 to say 

"lml"--and no more-ts to admit toot vre have completely lost our 

raculties tor projeoted thinking within the present day Industrial 

Hunen Relations structure. For , lost i•,e forr,et, supervision must 

accept not only MEl!-but men with their emotions, attitudes and 

il!lJ)ressions--OTHERWISE the "urge to do" is destroyed? 

To get EE!Ople to do what you want then to do 1s dif1'1cultl 

To get people to do v,hat you want them to do CORRECTLY 1s the 

criterion upon which supervisors are judged b~r thoir superiors to 

be excellent good - or just oroinaryo 

8 



¥rom considerable discussion on the ros:POns1bil1ty for tho m.isma~­

.118nt and .maladjustmant of mnp opinions pointed generally to tha 

foreman as level or eupervtaion. cause the foreman 1B at the place 

mere the work 1s beiI'l.g done • tho .irt>n handled, and llkevtlse, compan;y 

policy best rai'leotedo If compnny policy is ref'lected similarly to 

that shown in Voeafilm Pax-t I of on 'l'O 11m RIGHT START, then have 

cSealt a most devastating blew to all phases of our 1D4uotr1al rela.tionso 

On Page 5 of the Foremen •s Oonterenco Notes 1s a list sbowlng ~:n 

baa ottecte on the mt1 Jll!U1 c1ue to too supervtsor•e not sto.rttng h1m -
ott r1ghto Th9 tntens1ty wtth \'1hich the oow nan is baoie emotions are 

at'teoted by the supsrvisor~s th0"3htlesa actions and wrong attitudes ts 

reflected 1n hia :relative extent of l!"E.AR-ANG-ER- DISGOS11'..-IEJ"EX:TI<lf-WONDER, 

vmtch are condll( f.w ar 'l.'HB mGE NOT TO DO v and consequently hamper his -
proeress on the jobo The· red effects mu-e oocreeated a.a foll.or1a: 

(FEAR 
( 

{ ANtlI::R ( 

- As a rcaul t or be ice miu!e contused ... 
and j 1 tteey o 

- Baoause hts ability tias bel1ttlsdo 

BASIC IDIOTIONS ((DISGUST- Decauss to him the1-e was no obvious 
l'ELT BY 'ffiE NEW MAN ( aaf'ety program - and there l'JB.S s.p::gnrent 

( ) ( 
1ns1ncor1ty on the super11isor 11 s iart., 

'l!IE tl«lE NOT 'ro DO 
- (DE.TEC-

(TION - B3cause ho vias elven the 1mp:ross1on 
( he t'Jae unimportant - and ummntodo 

(WONDIR 
( 
( 
( 
( 

- Be,cause to him thore vmo no apparent 
tGWil'10rk \"Ji thin the plant - and DD 
need tor hilll on that job - and 1n 
v1ffl'.T or all of the30 eonol.usiona he 
doubted that ho cruld holO h1s jobo 

1-MYiDc suoh bad t'trst impressions on the mw .rren., to talce ~ tor 

turtmr appraioo.1 after his 1'1rst day on tho job• tends to orea,te <1is­

cour~mnt w1 thin the m.n 9 s th1nkinp,.. Thus f'tr. bad tmpresatons aro 

slowly but atu'Oly f,!"jlded into iapI'OpD}' attituclep towards the Companyo 



That J:'11"...llY of the bad effoc~s on the Company ars derived solely 

!'rom improper attitudes of ~n 1s quite obvious when one stops 

to thinka Yot many su.parvioors have never thought it throuehu 

Many ot our own supervisors I after years and 3,--ears of v«>rk 1n 

the plant» had stored awa~, 1n their minds the impressions gathered 

duri.JlG their first day of work--oone 1.mprass1ons eood. others bad w 

This fact C-al"le to licht during the discussionft And so it ie, 

first 1mpress1ons--good or bad are lastingo 

In explorine the bad effects on the com@: caused by men's 

improper attitudes, and tho sxtent of the damage therefromp the 

follcmine; was evolved: 

BAD £PFECTS ON TP.f.: OOMPAHY CAUSED BY MEN'S Il,tPROP"~ ATI'ITUDIB 

lo Outside the Plant 

(a) Comp:t.ny's 1nab1l1 ty to procure good laboro 

(b) Bad public relations. 

2o Inside the Plant 

(a) Lees efficient oparotionao 

( b ) H1r,h labor turnover o 

(c) Poor sufety racorda 

It was the general consensus of opinion that an introductory proeram 

could be worked out to fit into our present day procedure-with no 

drastic chances and causing no additional. burden on the acting person­

nel. The developm:mt of such a program for induction of the new man 

vras thought by the group to ba a decided step for,::ard 1n overcomne 

a considerable amount of ~ladjustrent an<l m.1sr..!11l.uee:nent or the new 

mano 

- 10 -



s m,1mu UP THE CORR.eCTIVE MEASURES ffiOFOSED: 

T li E RIGHT VIAY 

INTRODUCE TH& N.E\7 UAI~ TO -

ID 'ffiE COMPAflY 

Io THE C01ll'AllY 

Il o HIS BOSS 

m o HIS JOB 

GiVG the new nen proper basio information 
in the F..mployment Office at the time he 1s 
bein3 hired,. 

Ans\'1er questions or :personal interest to 
the new nnn .. 

n .. HIS BOSS 

Cond~ct new mn through the departrient in 
which he is to work and introduce him to 
his fore.man e 

Foreman talcas over - interviews him .. 

III.. HIS JOB 

Foreman inducts new man to his job with 
the nocessary inotructions .. 

Foreman follows up on his procress ~ 

- 1l -



PART m 

F(IU'lffl;N'S OONFERFllCE NO!ES 
:mruAN ID.lJ~TIONS SERIES 

01' Vocafilm 
OFF TO THE RIGlfl' S~ 

MJkfUm OF cwl'EBWCE 

'lo c1nelop a prooec1ure-rea4Uv and a!Jlply ac1aptabl.e to the pre .. t 

-.,l.0YJ11tnt proo• .. -t_. the ex,preu purpaee ot properly tntl'Oc1uo111g 

a new aa,.ploy-oe to-

h1a aurroun4tngs 1D general, 

hts SU).l9"1sor, 

hS.s tellOII workers• 

his iDIIWJtlate workiDg conditions, 

COlllJIBDY reeul,e.ticms. 

To ctettne olearl7 8DCl concisely each step to be employed tn 

J)9rtomtne these serY1oea in as mtural and sincere a mnner as 

would be used 1n ewryday approved social sto.n4ards. 

To attempt to get the supsrrisors at all levels to reauze that 

their ff1rY first oon.tact ,11th the new employee 1Jilme41ately aeta 

tn operation 1D the employee•• mm., either tawrab1- or untuoraW. 

illlpresaiona t~rar4 ·th• aoa,.pany; and that 1t theretore behoove• the 

aupemoor to eatabl.lah himeelt on a triendly baste right at the 

beg1nn1Jlg, and thus help the new mn to cet •or, 'IO THE RIGHr S'l'AR'l'." 

- l2 .. 



D'mODOOTOR'l R.~ l¥.S -
Uu:f'ortbnataly the>:ro are -- .!~""! 2..,~ 1 r a=J..00 or 1!..ll!l 

res1stanOG~ to tollotv ·t ov.r daily doalings with ~n 1n order -i;o 

e.oh1eve good II sOUJ14 11 humm1 rel.Atioll3 ., Tho code o:r oo.mmon courtesy 11 

prevalent 1n social ~ 9 cannot be eat a&ids.--even ~tartly-­

when deal!Jlg with J11Dn 1n our workaday ,:,.:orld-ESPECIAI.LT 11' we a.re 

tU1 nttetn our aim of g0tting the new m.n "OFF TO THE RIGHI' STM'l'o" 

Rot0rr:lng back to the Conference l'lotes Part ll 8 we find that this 

croup excellently developed threa definite steps nocesaary to 

p.t·C7J)erly tntroduca the rum employee to--

I~, The Compnny . 

:ao His Boss 

'l1le introduction of tho nnn to the Oc:-~:r begins thei mBml. t he 

work., 'l'hereforv v in koepinc; r11 t.h the tha.!IlD i11<JnP TO THC RIGHI' 

STAR'l'ff we shouUl oonaicler t.Jlat the employment procedtll!"& 1B actuall.v 

the ti.rat stop 1D a se:rlee of sov&:re.l distlllct steps to 09 follJwzed 

t.n attemptln3 to oreo.to favorable f"1rst l!i!pre8sionso 

It this croup ,1 after thorough diaouas1on » considers the F.mplo:_-nt 

Procodure emmnerat~ in tho conrerene9 Notes Part II as beiDr; ths 

E.owr J,ns1:-?, Jm:orunt1,e policy"""""'thsn 1'.18 shall have succeeded 1n 

settim up tho f1rat step under this proeram .. 

13 



Considering , r 1rst, a e:.tandard by ,mi ch our present Employ.nsnt 

Procedure can be measured, let us reviovr the Flow Chart of 

Employmant Procedure (J)Bge Ua ot Conference Notes Part II) .. 

To cormnent on the authorship ot this cr1tor1on-

Wal ter D. scott, Ph.D. 1 President Emer1 tus ot llorthwstem 

U:n1Ters1ty, and WUltan Ro Spr1ec&l, Ph.D., Deen or Industrial 

1'111afJeant • Nortblleaten trm.Teroi ty • ""8lope4 thi8 Chu.rt troa 

a &Ul'fty oonducted during the years 1940-41-42 1n Jlllfty ot the 

industrial plants throughout the country.. Thie Flow Chart or 

Employmrmt Procedure 18 a standard tau(P,bt tn most Un1ted states 

Un1Ters1 ties having Industrial ~nt Departmentso 

To th1s Flm, Chart has been t1 tted the Tacoma Plant ' s Procedure 

ot Employm,nto Howner, the steps which are dott.ed- 1n are ~ 

1n our present h1r1nc: programo And , to the chert has been added 

one extra step, "Mass H1r1D8o" This step has been very damactng , 

but circUl!IStances 1n the past made it necessary at tiJIJes o 

D~I<lf 

After a review by the conferees ot the basic 1nformat1on listed 

1n the Procedure of Employm9nt ( paeea llb and llc of Conreran.oe 

Hotoe Part n) 1t wae deduced that the croup thought it contained 

too much detai l for an individual to retain- BOT that the omission 

ot any part of any step listed v:ould obscure ito significance. 

Cons1dorat1on was then eiven to apreadins· out certain plrts of the 

inforr.ation (all of which is ncm given 1n a rapid-fire JIIUln8r to 

tho neYI employee) into severnl days through a follow-up process. 

This 1te1111 beins very important , remains to be giwn JOO;t'e tho~ht 

and discussed furtl)Br at the next conferenceo 

- 14 -



Proceeding t o the next step--

Introduc 1Jlg the new oo,p oyea to his boss--

the group readily recognized our present procedure 1n this reeard 

as amorphous . ROwEVER, determtntng speoific,systemntic , appropriate 

masurea seemed to present a perplexing problem. Q.uestions arose as 

to just vmat could be considered a proper tntroduction under the 

circumstanaee . 0p1n1one or the croup members varied . The tollO'.'IiDC 

reoo,...ndations aradual.l¥ emerged , for ru.rther eroup d tsouaslmu 

PLANT GUARD llhoulcl 
oonduot the new Jllt.ll to hls asstgne4 clepartment, and 
introduce h1.l!l to h18 torem&no 

SAl'F:rf IBPAR'l!EDT llhoul4 
introduce the new man to h1S foreman. 

JU?EIIAlf should 
oanTersationally and by his trienclly attitude 
attempt to eet the new Jll!1n at ease; and 
show h1.lrl to hie locar, the lunch room aild rest room. 

The croup SJJ1118(Uately directed attent10n to the !!!!!!, _el_em......,o ... nt_ 

tmolved 1n such a process by tho forelllOD- partioularly at the 

bee1M1n8 of' oh1ftso To shackle the foreman tdth such a ttme 

consum:lne procodure at that precise hour ot his v10rk day would 

retard the otart ot \"JOrk at his entire crewo ~. lt was 

explicitly admitted that the toremon-beiJ18 the ackn0\1leclc,,d key 

tteu,re 1n the over-ell program--should haTe the M\"1coner tntrocluced 

to h1Jll by at least an 1Dtellielble repet1 tlon of names. The tore­

an JIISeht then put tho D8\'1 work19r 1n charee ot an assistant , 

trained to ptrtorm these 4ut1es 1n hla atead, and who , tn turn , 

110uld also be reapons1 ble fbr JlllkiJJg the naw workltr knotm 1n a 

trlendly uay to hie :telloff workerso 

.. 15 -



Attempts vrere mcie to 11-.d·vo ut " diff'eruntial by carefully 

att~mptiJ'l..g 

t o create favorable first impressions on he new employee -and 

t he ultimte value to the Company of such favorable first 

impressions . It was recoen1zed that the foreman , represent ing 

sole management to the new employee on t he job, and thereby being 

the very cuttine-edee of Industrial Relations • i s a pot1ertul source 

of' impressions upon the new empl oyee . Discussi on finally produced 

the following tentative recommendations : 

OUARD should--

l o Instruct the new employee 1n punch1ng 
and racking his time cl ock card -
and actually have h1m ptmch and rack 
his card ., 

2 o Advise hiJ:1 of the penalties for 
tampering wit h his or anyone eloe•s 
tllM olock card . 

3 . Assign l ocker and lock.er key (record 
i n Gate Office book) and give him t he 
l ocker key. 

4" Conduct him to his ass1£,ted Department . 

5 o En route expla 1n to him the function 
of hi s assigned department specifically -
and the functions of vnr1ous departments 
eenerally~ 

6 0 Shaw him his l ocmr, lunch room and rest 
room .. 

'lo Conduct him to his foreman and introduce 
t hem to each othero 

NO!E : ID oonductill8 a MW mn to the 
YARD IEP.J\R'ltten' the auard should 1: irst 
take the .lllBD to hi s locker in the big 
change house - vlf:11 t mile he chanees 
into ~rk clothes - then conduct him to 
the Yard Department and introduce him 
to his f oreman. 

- 16 -



Whi le the for980 ing out line i s mer ely t ento.tiTe - neverthel ess -

the members 1n the eroup sounded a viord of \'laming that 1n t he 

establ1shmnt of such a policy tlextbility .must be kept uppermost 

1n m1n4--B!XJJUJSE we aro dealiJ16 with hWlml 1n41viduals w1 th all 

their innate emotions, and we therefore cannot possibly expect 

them to r eact 1n a un11'om and aonaistont nmmer o ffo attempt 

t o infringe upon 111U1's locioal thinking 1s being cons1c1erea­

prooesses are betne cons14ere4 merely tor creatin8 ,11th.in h1a 

thtnk1ng t awrable Ulpr&SG10!18 about the COJIIJl&DY • 

J'r1endliness is an attitude! -- And a very discemtble onel -

particularly to the man loold.Dg for 1t • Obviously , 1 t 1s 

necessary to possess th1.s quality 1n order to be able to :-nd1ate 

it ·and thereby help the m,w nen eet "OJ'F TO TlJI; P.lGh"T START. " 

~ e sup&1•Yisor•s attitude, hi.a personality, hio Jllll1D8rs, his 

waye ot &>ing thin8a, are all retlecte4--as 1n an unshaded 

t!d.rror--tor obaerva~ton, an4 possible iaitation, by the me 

unc!er hie superna10fto 

Tho Yalue of good mmners and courteous treat.ll'l!lnt is just as 

ereat--somatir.les greater-in the workaday \IIOrla than it 1s 1n 

the social uorld. 

True courtesy ls an asset worth studying and striving tiO achleYe. 
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SUWT!.1G UP ___ ,.....,.,,...._. 

Tentative recom.11'bandationa: 

THE GA'J.'ffltA:H TO P.ERFORU Tm F01.J.,{h't!NG SERVICES 
FOR THE NEW RMPLO'YiZ--

le. Az.:iit;n a lo<1~r and lock:E!r key (enter in 
Gate or::.~:1.ca book) and give tht:, loch.-ei­
k<'Jy to th.a rr?att. 

2., Instruct him as to ritmohing and reekine 
his t.L-n8 clock curd - llt:.";;, him actually 
punch and l"'ack his cnr<l a A:..10 ad,rise him 
of the penal ties for tamP3rii.1g v.1 th his 
or anyone else fs t1~ cloek cardc 

T.BFJ1 REFER THE ?!EW EUPt/YfEE TO THE Rotl!JDSUAN t 
TO PERFORM 'lHE 1''0LlOWil~G SERVICES FOR HIM--

lo Conduct him to his assigned dopartm.ente 

2 o En rou.te explain to h1.m the :function of 
his assigned department spoc1f1cally -
and the functions of vari.oue departrnents 
genarallYo 

3" Shm, him hi.a lockcrr lunch room ancl rest 
roomo 

4" Conduct him to hia i"orem.an end introdu~e 
them to &ach other by an intsllieible 
repa·t1t1on ot thei:r !lflIOOS., 

NOOE: Men for the YARD l"lEPARTDi£!fl' to be 
conducted to the main change hou.so ~. -
shotm thoir locker - given tl.me to oha.nga 
into v.rorlc clothes •· then conducteO to tho 
Yard Office and introduced to the fore~.anc 
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