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TOCA.TIOH1IL RETRAINING COMMITTEE
UBaICRANCDM KO- A

On-The-Job Training In Canter Activities

Apprenticeships in Center jobs have for sometime been urged by the
Vocational Retraining Committee as the soundest form of trade training
available in the Projects» This memorandum presents program possibilities
in apprenticeship resulting from considerable discussion with staff members
and evacuees in various Centers* Specifically this memorandum attempts toi

1 , Stress the i1aportance of apprenticeship training*

2, Urge its extension to occupations not yet covered*

3# Describe the type of cooperative eupervision necessary in
operating a successful apprenticeship program,

U* Indicate necessary analyses of apprenticeship jobs,

5 Snphasize the relationship between an apprenticeship program
and counselling facilities.

As iIndicated in Administrative Instruction Ho# 87, this phase of the
yooational training program9 like all othersf should prepare evacuees
for relocation or for participation in necessary Center activities.

The Place of Apprenticeship in Vocational Training*

Apprenticeships are the time tested avenue to joumey®an and master
workman status in hundreds of occupations* As the theoretical basis and
background related to "various callings increased, as job conipetitioii grew
keenerf and as & result of mar r other social and economic forces, vocational
and professional training became formalised and more a product of the
classroom than of the ehop» This is a trend which has been in operation
within the last generation or two. Apprenticeship, on-the-job training,
remained as a goal, however, in trade as well as professional preparation*
The current work of the Federal Apprenticeship Committee, stabilizing
apprenticeship agrees™nts between employersf labor unions and apprentices
in a number of inportant industries is a case in pointe Fields as far
apart as machine shop, serohandising and medicine, social wpk and practical
nursing, have internships, another term for apprenticeships, or supervised
Tield work experience rekjuirements, which are equivalent to apprenticeships,
before final accreditation.

Tocational education as a whole is characterized by a drive to duplicate
genuine work conditions* The more nearly the shop class approaches real
production standards, uses equijanent currently in use in industry while
maintaining valid educational goals, the Biore realistic is its job prepara-
tion* The constant problem in trade classes is the considerable difficulty
of getting enough and varied work so that the production level of industry
can be duplicated* Training in such Fields as baking, power sewing machine
operatingf shoe manufacturing, are cases in point. This difficulty



disappears In an apprenticeship sitaatlon. Apprenticeship training is
training on the job for the job* If ite shortcoslngs are caught up, it
the very best kind of job prepai«fcioiu

Difficulties In the of an Apprenileeship Program

The Coaaittee eophasises the 1atjortance of apprenticeship not because
disagreement on its function is anticipated, but because It feels that
the dHjTficul™tles encountered in inaugurating the pco”*cbm should b€ ~asured
against the lispcartant purposes it serves.

Jrtifflenities In initiating apprenticeships do exist. It is quit®
obvious that the pariaary responsibility of Center actiTities™ like the
ati“toBobile repair shop#, the isess halls9 th« offleesT or
th« construction dej”rtments, is to BiaiHtain production, frequently under
difficult cofEltions* Division fteads re™poneilsla. maintaining prodiiction
flow are reluctant to undai"take responsibilities T~ich Blight interfere
with their jobs. There is at least some for the fear that
training and production do not mix.

It is entirely probable that they would not mix If the entire
responsibility of training ere on the shoulders of til® executiYO
i» ebarge of pr <iucti<m. This need "at and should rt&t he true. Some
interest iIn retraining mmt be part of the production problem of DiTiaion
fh&ds, htmrer, since rolo<mti B policy makes for constant loss of experlen™I
hel|]> and Oolustant need to recruit new and 1lleacperienc” workers*

It is an es&ct description of the situation in many project activities
to that neeessarlly Dirision Imve had to operate their own
training progr&B”f and to sose extent9 Imve had to do their own recruit**
aent. The Vocational Training CoKalttee and its chairman should be able
to apply tijse and skills not otherwise available to production eshiefe
in aiding th«m witls tsMiiniag jxrobleras for the bwieflt of evacuee and the
production activities involved*

Gooperativ® Supervision in Apprenticeshipj

The Comlttee urge* that the staff sesbef in charge of vocational
training eanf Is effeetf airt as cm assistant in charge of training to
Tarious Jivislon pleads, “~he folloiring sees areas in which the Vocational
Training Committee and its chairman <an b© helpftil#

1 . Recruitmentt Probably Oreiy 3ivi8iOll lleed will be glad to
be relieved of the responsibility for securing n™i workers*
Recruitment of trainees is definitely & training responsi*
MIity, Ffiisee training should constantly result in a
rertatib® W cess in which trained &nd experleneed vork~rs
are approval for an internship p~riod® and begiraiers take
their places In the trainee group. selection of traine««#
hemewer, is a counselling procedure, further discussed below.
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2. Supervision of Traineess The br<Mid content and apjiroxiiBate
tiafi litaits of apprenticeship training courses should be
largely detemined by the fiivision In addition,
th® Vocational training Goffimittss s da th production
cliisf ill wish to secure hatever other expert advis ia
available* In controltation, each training job should be broken
down to the operations involved. This is discussed i»
detail belowj the point mde here is that this type of
amlytlc s”™vice can b© famished th© Sivision jfead
the Vocational training fehairraan. Attendance and work
ti~ of apprentice# ehould be checked regularly not only
for payroll parposcs, ~ut for counselling on progress#
a6 in eSxcBXiorml elttiation*

C™oup MIMItINgs ot apprentices In training in axy »«
division may be held regularly or in order to meet coramon
probleras. fher® t&&" be need for & certain affloimt of supple-
mentary ar related work for groups of apprentices for
which social meetings can be orpmizadl.

3# CertilLflcation of Aj”~renticesi Centers will necessarily
differ in the arrangenrents made la m&ay aspects of appren-
ticeship training* Petersdnati™n 6F the polsxt at which
an apprentice is ready for er™loyBieBt will, of course,
differ from trade to trade and from Center to Genter*
After coBipletlon of appcrentieeahip It xaay be adrisacie
for th” trainsO to spend a jxpe-deterrained period as a
qualified worker before certification to th© Eaployxaent
Office as ready for relocation or a»sigment to a project
aetlvit™ Presentation of a forml certificate indicating
length of training, eagperienoe with various aspects of the
tmdef and other details, Is suggested.

In aspect of wark with apprentices th® ision
Yead should be consulted. This tyj”e of cooperative re-
lationship should be encouraged and aided by the Project
Blr"stcar and the Easecjutive staff#

Center Activities with Apprenticeship Posslbiliti®s*

While determination of a profitable aeries of apprenticeship
opportunities ragkes it necessary to review all work opp~rtiml“ties in th«
C'Etter, It is quite obvious that rar¥will not be suitable fear on-the—job
training. Thefe are occupations irepresented in the Center for which
uBlvsrslty training in vesX&Bnc&9 foiiaal certlficatioiii abDd licenshire
are necessary. Dentists”™ physicianB, optometriets, registered nurses#
Jharuaelstg, social workers, lai“vyera, are exaiaples. At thO other end
of the scale are Ptany kinds of work which require no training or whiek
require a day or two of orientation which iB most properly given on the
job. Porters, laborers# garbage collectors, some types of clerical work,
most retail sal s work, waitress service, and others are eaouaples*
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71163re are still othei”s far which it would be unprofitable to tz*ain for
relocation purposes but which be necessary fTor contiisued work on the
Project* Policemen9 fireman® sail clerics9 belong in this category*

After onmittizig all or sKst of the above types of work, there is still
left a considerable rnu”er of orouj”tions in irhich short-term trainii®
can be given on an apprenticeship basis and for which there seem to be
reasoimbly good work opportunities outside of the Centers* The list wbleh
follovs ia not esdntuBtlve* It should indicate the most obvioue resources*
There Hill jlneritaKly be differences bet een the projects in Available
work resources.

Ifotor Pool esgiz” nechanies, Ignition MmN 9 bod™ aM
fender mn 9 meklne shop apprenticesf tire
itispeetion &nd repair iae#t

llainten&ne« Division— typewriter repairwn9 sign p&inters,
electricians4 helpers, carpenterst eablnet-saker
helpers9 inecbanleal draftsmen.

Flumblng Shop— plumber*s apprentices9 sheet s~tal helpers,

Itess Balls— second cooks, kitchen menf salad girls9
butchers» pastry bakers helpers*

Hospital-** medical stenographersf laboratozy technicians,
x*ray techniciansf nurses aldes™f dental
ssechanies”™

Administrative Offices— stenographer”, office clerks# file clerks,

sdoeograph operat(Hsf legal stenogra™biers.

Fiscal Offices— proeureaent elerks” property control clerks9
fiscal accounting elerks”™ ti&ekeeper olerksfT etc*

Agriculture— hog and cattle feeders9 poultryaen™ farm
orkers of all types*

Miscellaneous Projects* - p wer->s«wing~aaehlne operators, pcwer-sewlng-macblne
aainten<ince men9 sawmill operatorst loggers,
landscape workers*

9hll« nurses aides are needed 1In Centers, justifying this type of
training9 the questi”™i of aTailability df relocation enpl<“r»ent for suchi
vonen should be investigated if OnployBelit is st as the o&jor goal#

Faellltles for thi» type of trainii” are probablj available at only a
few of the projects.

~ Suppl”™wntary or pre-apprenticeship classes would have to be organised
tnr this group*
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* Tb® Fluid m*tuie of apjarenticeship planning has hen iiidieated above*
Ther® "Sio fixed rules except those indicated ™7 co?nmon sense and
th« urgent desire to train evacuees using existing facilities* It follows,
therefore, that the nu»ber of apprentices In axif ot actiTity or division
should be adjusted to the needs of t>mt diTisiion. In certain situati B«fF
perhaps only one apjarentice should be ref«n*ed. In other® it ma™ be fusible
to start with five or ten. The need for maintainiiig the confidence of
division heads indicates the advisability of starting with a s®all nuisber.

Analysis of Apprenticeship Jobst

Ifhother oiie or a ¢ jSon ref *rals ar® ade fear appa*enliieCsliip training,

just what operations are in one apprcaaticeship opportaniliy
nust be determined. This can be done a bre&kdcam of the learning
operations with sipproxlraa'te required for reasonable mastery of ch.

This is a less aabitloas task than it may s™m at first gl&nc®. Ifeterial#
at present in th.e hands of vocational”~rajLning staff can in many instances
be used with little revision* Thefiqa- of the division ead and others

on the Project faiailiar with the occujsation or its trai»ing probleraa
Should be used in adapting ailable aterials and drawing up m aimlyses*

Vocatioml training staff are referred to saterials prepared the
Civiljsl 0013serva/tion  *ps “Sp6eiXica* fcions FFor thi® “tralniiig wid
testing of * preiriouely distributed to th« Centers* Bre&Mo»n
&r® availableTor most of the fields listed abov*. Two i>les fro®
this mteriel say indicate thet™p® of approachs

The analysis of training for auto aeciianics helper lists 72 item»
among which are the follosringt

Item 5 *Keplacesf adjusts and lubricates fan and fan assemDjy*
13 WwFightens battery box clasps, battery ground connections,
starter boltst starter pedal bolts, and generator
bolts*
20 «Greases and lubricates cars and trucks, perking front
wheels and tightening or replacing grease Tittings
as x1"essaz/ »
37 MChanges tires, repairs inner tubes

The breakdoim for sign s&kers and painters icclud’s

Item 2 B&sisonstrates ability to letter
7 **Prep®rés and mia»s paints and pig”mts
20 TlSakes letters or designs, using power equipment imch as
routur, jugsaw, etc* )
26 ~Designs siapl® types of designs

fThieheontaiBaaiteiasinall.

The ~Nalue/ of an analysis of this type is obvious. It makes certain
that the apprentice rotates threnigh ®aough operations to giye him an
awareiMiBS of the laay aspects of his trade* It mkes possible a pl&nful

rather than a hit or miea approach to th® apprenticeship program. It



nieces feasible the assignment of periods of tlise to each leamlsg operation

Stip~vislon of trainees and cofunselling with re”~rd to weakness in
skills become rax&tiveljr slispler*

It need only be urged tbhat this type of anallysis be cooperatively
undertak«n. General suggestions mde by the 3ivi~lon iljied ean be worked
out In detail by vocational training staff working with foremen and others
familiar with the trade. Teaching ssanu&ls and trade literature g&b 9 of
eoorsef be excellent r@sotircea«

Tim assigiment of tiste periods for each learning operation should
be tentative at first &nd should at all tines be regarded as susceptible
to change and manipulation aecording to the situation in the shop & &

eds of the However it indicated that on the
basis of an eight-hour working day, fem apprenticeship jarograiaB should
be longer th&n 3 o 4

is progress is de vith analyses of ou-tlie-jofc training in varioua
Centos, the Coissittee will distrilbwt® thenr*to the centers together with
overall descriptions of the situations in vhlch thej are applied.

Counselling Aspects of the Apprenticeship Programs

IThere vill be general ggreemexit that successftul appr will
be one who is in learning the trade adl «hoy &s far as aay be
determined, possesses the potentialities for suocessfally grasping the
skills inyolved* Determinati<m of isrterest and ability is a ocmnselllng
procedure in which training staTf cbm be ~ost helpful.

Adeqis&te counsellizigs in a final analysis” depends upon harlcg
midagh apprenticeship resot™rees to take ea3”™ of the needs of icdiTldu&ls
vitb varjlng abilities and Interestse In tenas Of outco®®, the larger
the range of apprentieeshipe availablef the more valid will eounselling
be* It is believed tb&t the oeeupatlons listed above provide real choice*
This does not iaean that counselling is invalid tmless the entire group
of apprentie.shipSls avallal>i«* 1t does mean that if choice is limited,
fever C&n be served aceordiiag to tbeir interests. In ord«r
to iInterest & larger groups evacuees & correspondlisgly large group of
opportunities should be avail&bla*

In dlsetussing on->the-job trainli”™ in Center activitiest the Conmittee
has addressed itselX ~to the teehnieal problems presentede Evacuee
interest iIn such a program has not been discussed* This does not Baean
that if an apprenticeship program is organised, evacuees vill automticaly*
respond to Ii*

Frobablj aramixig evé&cuee interest is a mjop and eemplex probl&nt
|

0
Ui (rotedly & definite program of stlsuXatlon will be neeasBar& Honever,
It is felt that no asvuxt of stircalation will In the loxg run be suec’ssfal



unless evacuees can be shown a wide range of apprenticeship opportunities,
asd, on paper and thi*ough the experience of others, through supeirvision
and rotation on the job, that each apprenticeship opportunity is honestly
and carefully worked out as & r~1 training opportunity. This i8 raentioued
h«r« beeatis® an ambitious series of apprenticeships depends upon & Flow

of applicants for such jobs and for the counBelling preceding referral.

Stissilaticn of evacuee interest should take place concurrently irith
ork in ~king apprenticeships available. X& Xitie vi.*th "their IxrtGres™tB

&bixi4i.68y shouXd b® h@Xpcd. to seised &ppF psti&™t6 "‘training
oppoi“ttini*tleer It does not seem necessary &b» “this discuss or
urge use of j/urticlllar techniques in counselling apprentice selecstlon*

For successful operation this prograa requires centralization of
apprenticeship referrals* At present workers and trainees are redrulted
through Emplograent,recoiaiBendation of evacuee® already Caaployed, and
directly by foremen and Division /(leads. The machinery for centralized
referrals is available in the Vocational Training Cosmittees in the
Cofitejst  WheFtheBP the r6f*8rral card Is Tilled aut# in one or another
office is uniaportant coapared with the fact that the Conaittee, tJarou™i
its chairman or secretary, knovs and approves of referrals. Undoubtedly
such arrangements will differ from Center to Center. There can be no
successful apprenticeship program, however, iIf applicants are accepted
or referred indiscpiiaiimtelyv

Availability of Evacuees for Training*

The Vocational Retraining Committee presents the apprenticeship
jarogra® conscious of the fact tliat ostensibly & Very considerable

pn>porti 5 of the p H2ation in each Oeirter is already Caplcgped*
leaving few or none isterested in ftill-tiiae training.

As against this it Bay be noted that caritical Center activities
will have bo continue, and probably largely with evacuee labor. Sinee
the K et experienced wca*kers are constantly drained off through relocation,
new and inejcperienced workers to take th«ir place* This is, in fact,
& process currently in operation. The ai”*srentic™hip program urges that
vhat of necessity has to be doi”™ be dose Biore “stem"tlcally ad. with
reference to set goals*

. . <" =

Ihe eurrent Xiaitation cn evdcuee  ploynr’si Wovida a
group or workers who can be helped to select  training opportunity It

is Kt altogether certain, moreover, th&t all a™ans to stteilate the group
of nonnrorkers”™ present in every Center, have been exhausted» There
reraains, finally, the possibilityt also practiced to some extent in

every Center, of tranefeiring workers fjpoa les$ essential tb iior«

important activities. A process that is constantly going on thronijghottt
the country, It can, p”™haps, for training purposes, provid® a censiderable
group of apprentice workers.






lour attention is cailled to Memoranda 4 and 5 recently issued
the Washington Vocational Hetrainlxig Committee*

These z"leases aira concerrted idth the establishment of an
apprenticeship training program utilizing existing project activities*
In ordar to pat this program into effect it has been agreed bj the
~Ne&pl On&ent and Gonmamity Management Divisions and by this Office
that apprentices ma.j be referred for on»tho»”™ob training over and

ove currently established employmsn®t qviotaau Methods and
techniques of apprentice training as veil as suggested training
resources are discussed in the siaterials referred to above.

In order to meet apprentice nage ithius provision will be
isade In your alXolraent for the second quarter for an Apprentice
Training Fmid of $3600.00= Charges against this account are to
be authorized by you after approval of plans for initiation of
the program is obtained from the ¥ashington Vocational Eetraizdiig
Committee* The steps in obtainizig approval are outlined iIn
Memorandum No* 5 of the Washington Vocational Retraining Cosmittee”
a oopgr OF idiick is attached*

Apprentices working under this program idll be paid at the
rate of $12*00 per months providing for a maximum of 100 trainees
per month*

It is urged that you lend this program your Immediate
support.

istand Bmms
Executive Officer



VOCATIONAL BETR&INIHG CASMITTEE
MMORANDOIS NO. 5

PMMMT OP TRAINEES IN THE ON-THE™NJCB TRAINING PROGRAM

la a recent ffieBorandum the Vocational Retraining CoEraoittee discussed the
imjSptance of on-the-job training In Ceirfoer activities and Indicated necessary
techniques ia initiating such programs* The memorandiam recognized the reluctance
of division heads to accept responsibility for training evacuees and suggested
methods of securing their cooperaticm*

Of major importance in this program is an additional step currsxitly taken
by the ik.ployment axid CGmiBixdty I"nageiuent Divisions* Authorization is now
available for refenang, hiring, and paying trainees over and above the employment
XiMtations set forth In Idjainlstrative Instzmction Ho* 27 (Revised)*

frojdot Vocational Betraining Gonsoittees nil! mu be in a position to
supply tralnee-ivorkers to operational sud maintenance activities above the quotas
at present assigned to these uxdts* In return the Committees should expect the
type of cooperation idiieh should lead toward successful on-the-job training
prograias* For the fiscal quarter beginning October 1,1943” provision is available
for a maxiTOTB of 100 apprentices per mon"Ui for each project* The Washizigton
Fiscal Office is authorizing each Project Director to set up a special Apporentiee
Training FoM of $3600.00 for the next fiscal quarter. It will be the responsi-
bility of the Project Director to see that all requests for expenditiures from
this fond are approved In writing by the Washingtcaa Vocational Retraining
Coiasittee* After approval has been secured transfer of funds stay be Bade to the
appropriate activity without regard to the *15 per cent lllldtation*"

The C usity Management azid ikplpyment Divisions have agreed that trainees
may be referred to given divisions and that such traliaeis shall be p&id the $12
a month rate* Authorization for each group of trainees is to be obtained fi?om
"Washington* The following procedure should be followedt

l« The Project Tocational Betraining Gaasiittee (induding representatives
of Employment, E(Q3ucation, evacuees, and others) should plan an on-the-
~ob training program for any given unit as the motor pool, hospital,
mess halls™ much as outlined in MaaoraDdum No* 4*

Zm Agreement as to refezral of trainees stust® of course, be reached with
the head of the uxdt affected*

% ThO plan should then be sabsiitted in duplicate to the Washington
Vocational Hetralniiig C(»xttee« Specific attention should be paid
to number of trainees™ period of training” general outline of work and

instruction, etc.

4« The Washizigton Vocational Betrainiz’g Committee 11111 consider and
atpnaoire each Request and immediately notify the Center.



shc8i2d b® the *~° a”eadt» signal for a ccaaprehensive on-the-i b
o”~rw¢ceCc » V Cati nalL Con"tteea take full

VOCATIONAL EETEAINING (XIIMITTEE

SPHMXER, Ghainaan
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