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What Is The Personnel Policies Forum?

lati and

P P

previ

The Editors of The Bureau of National Affairs have invited
representative personnel and industrial relations executives
to become members of the 1963-64 Panel of the PERSONNEL
POLICIES FORUM. These Panel members are top personnel
officials in all types of companies, large and small, in all
branches of industry and all sections of the country.

At regular intervals throughout the year BNA editors ask
the members of the Panel to outline their policies and pro-
cedures on some lmporfont uspoc\‘ of employment, industrial
From these replies, the
editors complete a survey report on the problem, showing
g practices, new wrinkles and ideas, and cross-
section opinion from these top-ranking executives.

this year.

labor reports:

In many cases, the comments, suggestions, and discus-
sions are reproduced in the words of the Panel members
themselves. In effect, survey users are sitting around a table
with these executives and getting their advice and experi
ence on the major problems in this field facing all companies

Results of each PERSONNEL POLICIES FORUM survey
made during 1963-64 are printed in a special survey report
which is sent, as part of the service, to users of these BNA

Labor Relations Reporter; Labor Policy and Practice;
Daily Labor Report; White Collar Report; Retail Labor Report;
and Services Labor Report.

NORTHEASTERN STATES

Henry E. Auricchio, Cooper Alloy Corp., Hillside, N

H. P. Bearak, L. Grossman Sons, Inc., Braintree, Mas:
Thomas F. Beck, Pennsylvania Refining Co., Kams City,
Pa.; R. Caldwell, Oxford Paper Co., Rumford, Matne;
J. H. Calvert, Chesebrough-Pond’s, Inc., New York, N.Y.;
James A. Castner, Standard Packaging Corp., New York,
N.Y.; J. A. Christian, Jr., Union Bag—~Camp Paper Corp.,
New York, N.Y.; Franklyn C. Clark, Marlin-Rockwell
Corp., Jamestown, N.Y.; Robert J. Craig, Leeds & Northrup
Co., Philadelphia, Pa.; James ]. Doberty, Shawinigan
Resins Corp., Springfield, Mat Jobn E. Dowden, Yardley
of London, Inc., Totowa, N.J.; Joseph H. Dyson, Thomas
Taylor & Sons, Hudson, Mass.; J. E. Egner, Jr., Goodall
Rubber Co., Trenton, N.J.; R. Eblinger, Helena Rubin-
stein, Inc., Greenvale, N.Y.; Russell . Emmons, Phila-
delphia Quartz Co., Philadelphia, Pa.; T. C. Erickson,
McCall Corp., New York, N.Y.; Paul Fox, M&M Transpor-
tation Co., Somerville, Mass.; Donald J. Frageau, The
Henry G. Thompson & Son Co., New Haven, Conn.; George
A. Franklin, Automatic Switch Co., Florham Park, N.J.;
Ralph E. Gray, Bay State Abrasive Products Co., West-
boro, Mass.; Charles ]. Harkins, The Genesee Brewing
Co., Inc., Rochester, N.Y.; R. W. Higgins, Good Deal
Super Markets, Elizabeth, N.J.; Thomas F. Hilbert, Jr.,
General Electric Co., New York, N.Y.; Oke Jobnson,
Oakite Products, Inc., New York, N.Y.; I. Gerard Juliber,
Revlon, Inc., New York, N.Y.; Leon E. Komnbleet, Jormld

Corp., Phi Pa.; Jerome S. K

. Mass.; Keith
chwsan, Lubmalwry for Electronics, Inc., Boston, Mass.;
R. A. Lambert, Wise Potato Chip Co., Berwick, Pa
Lewis R. Libbart, Lehigh Portland Cement Co., Allen-
town, Pa.; L. T. Lombard, Haveq Industries, Inc., Taunton,
William 1. Matthes, Arwood Corp., New York, N.Y.;
Irvin W. Matthews, Jr., The Yale & Towne Manufacturing

Co., Rochester, N.Y.; Waliter M. Mitchell, Mundet Cork
Corp., North Bergen, N.J.; Frank A. Monaghan, Equitable
Paper Bag Co., Inc., Long Island City, N.Y.; Emory C.
Mower, The First National Bank of Boston, Boston, Mas:
Thomas F. Nolan, Niagara Machine & Tool Works, Buffalo,
N.Y.; Donald A. Panzer, Columbia Broadcasting System,
Inc., New York, N.Y.; L. R. Peard, Twin Industries Corp.,
Buffalo, N.Y.; Walter H. Powell, Intemational Resistance
Co., Philadelphia, Pa.; Josepb C. Purcell, Lowell Gas
Co., Lowell, Mass.; Kenneth S. Purkiss, Revere Corp. of
America, Wallingford, Conn.; James H. Rigney, Brown &
Sharpe Manufacturing Co., Providence, R.
Robie, The Equitable Life Assurance Society of the United
States, New York, N.Y.; R. W. Schuttenbelm, McKeason &
Robbins, Inc., New York, N.Y.; Alex Smalley, St. Regls
Paper Co., New York, N.Y.; A. A. Smith, Thiokol Chemi-
cal Corp., Bristol, Pa.; Bert L. Steele, GT &E Service
Corp., New York, N.Y.; Alexander Stewart, Berkshire
Hathaway, Inc., New Bedford, Mass.; R. F. Strobacker,
Chase Brass & Copper Co., Inc., Waterbury, Conn.; Nelson
P. Wainman, Diamond National Corp., New York, N.Y.;
Billings R. Wilcox, Mixing Equipment Co., Inc., Rochester,
N.Y.; William E. Wilson, The High Standard Manufacturing
Corp., Hamden, Conn.; Jobn ]. Woods, A. G. Spalding &
Bros., Inc., Chicopee, Mass.; Louis Zelman, Wakefern
Food Corp., Eltzabeth, N.J.; Robert H. Zitzmann, Howe
Richardson Scale Co., Clifton, N.J.

SOUTHERN STATES

Lee E. Alderdice, State Loan & Finance Management
Corp., Washington, D.! cA, Galen B. Baugber, International
Md.; W. S. Bearden,
The National Life & Accldent Insurance Co-, Nashville,
Tenn.; R. P. Bropby, The Georgia Marble Co., Tate, Ga.
W. E. Bush, Day-Brite Lighting, Inc., Tupelo, Mis:
Charles S. Cherry, Carling Brewing Co., Atlanta, Ga.;
F. A. Choquette, The Ingalls Corp., Pasca-
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goula, Miss.; Budd M. Cobb, Electronic Communications,
Inc., St. Petersburg, Fla.; F. A. Collier, ACF Industries,
Inc.; Houston, Tex.; A. C. Dodge, Standard Ultramarine
& Color Co., Huntington, W. Va.; R. P. Dougherty, Olin
Mathieson Chemical Corp., West Monroe, La.; R. O. Fagg,
Braniff Intemational Alrways, Dallas, Tex.; William F.
Fenton, Emertron, Inc., Silver Spring, Md.; Dan C. Hall-
ford, Plough, Inc., Memphis, Tenn.; Hardy Henry, Texize
Chemicals, Inc., Greenville, S.C.; Paul W. Kayser, Ander
son, Clayton & Co., Inc., Houston, Tex.; J. P. Kemp, The
Chesapeake & Potomac Telephone Co. of West Virginia,
Charleston, Va.; Joan T. Laftank, Melpar, Inc.; Falls
Church, Va.; George F. Lewin, Govemment Employees
Insurance Co., Washington, D.C.; Claude B. Lilly, |r.,
Tennessee Gas Transmission Co., Houston, Tex.; N. V.
Lovett, Gifford-Hill Cos., Dallas, Tex.; L. E. Magner,
DuffNorton Co., Charlotte, N.C.; E. W. McAllister, Trail-
mobile, Inc., Longview, Tex.; T. P. Moran, Martin-Marietta
Corp., Orlando, Fla.; Tom Morgan, Shwayder Brothers,
Inc., Murfreesboro, Tenn.; R. M. Olipbant, Gulf Life Insur
ance Co., Jacksonville, Fla.; Norman A. Quasebarth, Jr.,
Atlas Machine & Iron Works, Inc., Arlington, Va.; James
M. Rutland, Aro, Inc., Amold Air Force Station, Tenn.;
Jack W. Tracy, Colonial Stores, Inc., Atlanta, Ga.; Paul
]. Vaananen, Skelly Oil Co., Tulsa, Okla.; Ray Warren,
The Mason & Dixon Lines, Inc., Kingsport, Tenn.; J. D.
Webster, Southwestern Public Service Co., Amarillo, Tex.;
H. W. Weldon, South Carolina Electric & Gas Co., Columbia,
s.C.

CENTRAL STATES

J. R. Andres, Pabst Brewing Co., Milwaukee, Wis.;

Brothers Co., Hammond, Inc.; M. E. Lantz, Perfect Circle
Corp., Hagerstown, Ind.; L. A. Lincoln, General Dynamics
Corp., Chicago, IlL.; Gerald D. Lindley, Rockwell-Standard
Corp., Logansport, Ind.; Steward M. Lyman, Deere & Co.,
Moline, 1l1.; Walter H. Maynor, The Sherwin-Williams Co.,
Cleveland, Ohio; G. L. Mills, Haughton Elevator Co., To~
ledo, Ohio; Jobn E. Missimore, Loose Leaf Metals Co.,
St. Louis, Mo.; Ernest Molner, The Cleveland Pneumatic
Tool Co., Cleveland, Ohio; D. M. Norton, Vickers, Inc.,
Detroit, Mich.; Ray Orth, Motorola, Inc., Franklin Park,
1ll.; H. R. Paul, Helene Curtis Industries, Inc., Chicago,
1ll.; Jewel A, Pope, The Bendix Corp., Kansas City, Mo.
J. E. Rance, E. W. Bliss Co., Salem, Ohio; D. G. Rayl,
The Timken Roller Bearing Co., Canton, Ohio; George P.
Reinbardt, New Products Corp., Benton Harbor, Micl
J. T. Rogers, Jr., Ohio Edison Co., Akron, Ohio; Jobn F.
Rozner, Young Spring & Wire Corp., Chicago, Ill.; Kenneth
Rutledge, Ramsey Corp., Manchester, Mo.; Paul J. Ryder,
Ford Motor Co., Dearbom, Mich.; Michael Salata, Gerber
Products Co., Fremont, Mich.; Donald Schackne, The
Shelby Mutual Insurance Co., Shelby, Ohio; Kurt Schaffer,
Meredith Publishing Co., Des Moines, lowa; W. E. Schindler,
Western Transportation Co., Chicago, Ill.; Jack J. Schmidt,
Eagle Knitting Mills, Milwaukee, Wis.; John Siemens,
Hesston Manufacturing Co., Inc.; Hesston, Kan.; W. A.
Snyder, Jr., The Hobart Manufacturing Co., Troy, Ohio;
L." G, Spicer, Curtiss Candy Co., Chicago, Ill.; Grant E.
Spong, The General Fireproofing Co., Youngstown, Ohio;
C. R. Stockhus, Union Electric Co., St. Louis, Mo.; Leo
J. Tasse, The E. F. Hauserman Co., Cleveland, Ohio;
H. F. Tobler, Jefferson Electric Co., Bellwood, I1l.; Howard
A. Watters, Central Soya Co., Inc., Fort Wayne, Ind.;
Robm Weaver, The Falk Corp., Milwaukee, Wis.; Arthur

H. C. Andrews, Cummins Engine Co., Inc., Columbus, Ind.;
S. ]. Barrett, The Peoples Gas Light & Coke Co., Chicago,
1ll.; Earl R, Bartareau, National Rejectors, Inc., St. Louis,
Mo.; Maynard M. Bartley, Rap Industries, Inc., Minneapolis,
Minn.; William F. Billens, Clevite Corp., Bedford, Ohio;
W. A. Blake, ]r., Borg-Warner Corp., Chicago, Ill.; L. P.
Brenberger, The Duriron Co., Inc., Dayton, Ohio; Joseph
P. Burns, Union Carbide Plastics Co., Ottawa, Ill.; Ray
Carlson, Northern Ordnance, Inc., Minneapolis, Minn.; Jobn
E. Class, Sweetheart Cup Corp., Chicago, Ill.; J. E.
Collery, The Jeffrey Manufacturing Co., Columbus, Ohio;
G. S. Conkin, Chrysler Corp., New Castle, Ind.; Donald
P. Connelly, Sinai Hospital of Detroit, Detroit, Mich.;
Dan H. Cooksey, Chromalloy Corp., Elyria, Ohio; James
A. Cox, American Home Products Corp., Fort Dodge, lowa;
G. F. Craig, The Emerson Electric Mfg. Co., St. Louis, Mo.;
Jobn H. DeCamp, Caterpillar Tractor Co., Aurora, Ill.;
Richard |. Donnelly, Clark Equipment Co., Battle Creek,
Mich.; R. N. Douglas, Minnesota & Ontario Paper Co.,
Intemational Falls, Minn.; Chester Q. Fike, Port Huron
Sulphite & Paper Co., Port Huron, Mich.; George Finley,
Black, Sivalls & Bryson, Inc., Kansas City, Mo.; Jobn F.
Galyin, Jr., Mercantile Trust Co., St. Louis, Mo.; Martin
W. Geis, Standard Forgings Corp., East Chicago, Ind.;
W. A. Gramley, All-Steel Equipment, Inc., Aurora, IlL.;
P. L. Greenwood, lowa Power & Light Co., Des Molna-,
lowa; Jobn Haggarty, United States Ceramic Tile Co.,
Canton, Ohio; R. W. Hand, The Cleveland Electric munu-
nating Co., Cleveland, Ohio;

Owners Inaurance Co., Lansing, Mich.; R. . Herkal, F H.
Peavey & Co., Minneapolis, Minn.; R. E. Holmes, The
Lasalle & Koch Co., Toledo, Ohio; George Jacobs, Sheller
Manufacturing Corp., Chicago, 1ll.; A. T. Jones, General
Telephone Co. of Mich., Muskegon, Mich.; M. G. Jones,
The Store Kraft Manufacturing Co., Beatrice, Nebr.; Jobn
E. Kaiser, Macwhyte Co., Kenosha, Wis.; Robert Y. Kamin,
Neon Products Inc., Lima, Ohio; M. C. Keene, Ceco Steel
Products Corp., Chicago, Ill.; Robert E. Keller, Tecumseh
Products Co., Toledo, Ohio; R. S. Knight, The Standard
Oil Co. (Ohio), Cleveland, Ohio; Paul Koenig, Foster
Bros. Mfg. Co., St. Louis, Mo.; M. G. Kruglinski, Lever

, National Castings Co., Cleveland, Ohio;
Vemon L. Williams, The Coleman Co., Inc., Wichita, Kan
Jobn G. Woods, Universal Oil Products Co., Des Plaines,
Il.; R. H. Yobler, Fairmount Glass Corp., Indianapolis,
Ind.

WESTERN STATES

A. Nelson Allen, Giannini Controls Corp., Duarte,

Calit.; Robert E. Bacon, Ideal Cement Co., Denver, Colo.;
C. W. Baker, Jr., I-T-E Circuit Buakcr Co., Lm Angeles,
Calif.; C. D. Campbell,
Corp., Mountain View, Calif.; Wll.nm Clarlz Pepsi-Cola
Bottling Co. of Los Angeles, Los Angeles, Calif.; E. M.
Colston, FMC Corp., Los Angeles, Calif.; Jobn R, Connelly,
Nalley's, Inc., Tacoma, Wash.; William C. Esteras, Cannon
Electric Co., Los Angeles, Calif.; John J. Griffin, Inter-
state Hosts, Inc., Los Angeles, Calif.; R. E. Hogan, Packard
Bell Electronics, Los Angeles, Calif.; Pat Holton, Utah
Power & Light Co., Salt Lake City, Utah; W. P. Jobnston,
Blakely Oil, Inc., Phoenix, Ariz.; Dick Loy, Auburn Rubber
Co., Inc., Deming, N. Mex.; Paul Maban, Continental De-
vice Corp., Hawthome, Calif.; W. O. McCarthy, Douglas
0il Co. of California, Los Angeles, Calif.; C. P. McKeague,
General Precision, Inc., Glendale, Calif.; J. A. Metzger,
Ampex Corp., Redwood City, Calif.; Walter Miller, Jr.,
Hughes Aircraft Co., Newport Beach, Calif.; George E.
Morrow, California Institute of Technology, Pasadena,
Calif.; Morris L. Myers, Kaiser Industries Corp., Oakland,
Calif.; H. L. Price, The Salt Lake Tribune, Salt Lake
City, Utah; K. E. Riley, Edgerton, Germeshausen & Grier,
Inc., Goleta, Calif.; Edward L. Sherman, Alaska Airlines,
R. W. Sigg, United States Steel Corp.,
Los Angeles, Calif.; H. L. Sutton, Pacific Mutual Life
Insurance Co., Los Angeles, Calif.; Domald J. Taffi,
Electro-Optical Systems, Inc., Pasadena, Calif.; Karl M.
Thomas, Bioferm Corp., Wasco, Calif.; O. J. Toulouse,
Sierra Pacific Power Co., Reno, Nev.; Jess E. Wilson,
Crocker-Anglo National Bank, San Francisco, Calif.; F.
Yagmin, Jr., Kennecott Copper Corp., Hayden, Ariz.




PRACTICES FOR WHITE- COLLAR EMPLOYEES

CONTENTS
Page
Introduction. . . . . . . . . . . .. . P 1
Payment For Services . . . . . . . . . . . . 2
Working Time. . . . . . ... e e e e e 4
Fringe Benefits . . . . . . . . .. .. ... 8
Unionization . . . . . . . . .. . ... .. 12

INTRODUCTION

Concern frequently has been voiced by employers in recent years that traditional differgntials be-
tween white-collar and blue-collar employees were gradually being wiped out. The purpose of this sur-
vey, first in the 1963- 64 series, is to determine the present state of fringe benefits and hours of work for
the white-collar group, especially as compared with practices for the blue-collar group. Supervisory
and professional employees were excluded from consideration; thus, the survey is confined largely to
employees who are not exempt from the overtime requirements of the Wage-Hour Act.

The information presented here is based on replies received from 175 personnel and industrial
relations executives on BNA's Personnel Policies Forum. '"Larger" company refers to one with over
1,000 employees; "smaller" company to one with 1,000 or fewer employees.

Payment for Services--As a general rule the office employee is salaried while the production em-
ployee in nearly all companies is paid by the hour. However, two fifths of executives with smaller com-
panies and 19 percent of those with larger ones report that the office employee also is paid on an hourly
basis.

Incentive pay, the survey reveals, is scarcely a factor in office work, being provided by only a
very small percentage of Forum companies. Length-of-service increases also are more common for the
production employee, such increases being given to office employees by less than a fifth of responding
companies and to production employees by 35 percent. However, formal merit plans are more than twice
as common for office employees as for production employees. When asked whether general pay increases
for production employees are passed on more or less automatically to office clerical employees, fewer
than two fifths of the Panel members answered "yes."

Working Time--The standard pattern of working time for both office and production employees is
the eight-hour day and the 40-hour week. Where the hours of work are different, the advantage generally
lies with the office employee. Overtime pay practices for both groups are about the same. However,
weekend pay and premiums for holidays worked usually are more liberal for the production employee.

Penalties for tardiness are more than twice as common for production employees than for office
employees. Rest periods, moreover, are only slightly better for office than for production employees.
Production employees, according to nine tenths of Panel members, are required to punch time clocks;
less than two fifths of the executives, however, report that office employees are required to do so.

Fring Benefits--Virtually all Panel members are in agreement that the office employee does as
well as, or better » the production employee in the area of fringes. Fairly equal treatment is re-
ceived by both groups with respect to pension, savings, profit-sharing, and stock-purchase plans; paid
holidays; accidental death and dismemberment benefits; payment's for doctor's visits, either home or
office; sickness and accident benefits; and medical and surgical benefits. Where, however, there's a
difference in the treatment of the two groups--no matter how slight--office employees usually get the bet-
ter deal.

When it comes to paid sick leave, life insurance, and paid vacations, office employees are far
ahead. Their advantage in paid vacations usually takes the form of longer vacations for a given period

1



2 PRACTICES FOR WHITE-COLLAR EMPLOYEES

of service, especially as regards one- and two-week vacations. Termination pay, moreover, also is
available to office employees more frequently than to production employees, being provided to the former
group by over half the Forum companies and to the latter group by 28 percent.

Unionization--In just a tenth of Forum companies office employees are organized, and only a
small percentage of executives in those companies where they're not organized anticipate organizational
efforts among them in the future.

Seniority is a major factor in promotion and transfer of office employees at a third of the compan-
ies; it is a major factor in layoffs and recalls at slightly over half.

Formal grievance procedures for office employees are found in less than a fifth of Forum com-
panies, while such procedures for production employees are found in 84 percent. Displacement of office
employees because of automation is reported by two fifths of Panel members, with four out of five of these
executives explaining that they have been placed in other jobs within the company.

PAYMENT FOR SERVICES

Office employees are salaried in close to three fourths of Forum companies, although they are
paid on an hourly basis in 4 out of 10 smaller companies. Production employees, in contrast, are paid
by the hour in nearly all Forum companies. Length-of-service pay increases are given to office employ-
ees in less than a fifth of the companies, while such increases are provided for production employees by
35 percent. Formal merit plans, however, are more than twice as common for office employees as for
production employees. Fewer than two fifths of the executives on the Panel state that pay increases for
office employees follow more or less automatically on the heels of general raises for production
employees.

Method of Payment

One chief difference in the status of office and production employees is the method of payment.
Office employees in 73 percent of the companies--81 percent of the larger and 60 percent of the smaller
ones--are paid on a salary basis. On the other hand, production employees in 93 percent of larger and
97 percent of smaller companies are paid by the hour.

Method of Payment

All Companies Larger Smaller
Office on Salary 73% 81;0 0%

Production also on salary S 7 2
Production on hourly basis 63 69 53
No production employees 5 S 5
Office on Hourly Basis 27 19 40
Production also on hourly basis 25 19 35
No production employees 2 -- 5

Incentive Bonuses

The incentive bonus as a form of wage payment is largely unknown in Forum company offices.
Only 3 percent of companies pay office workers an incentive bonus. Slightly over a third --32 percent of
the larger and 39 percent of the smaller ones--pay incentive bonuses to production employees.

Length-of-Service Pay Increases

Slightly under a fifth of Forum companies (22 percent of the larger and 15 percent of the smaller
ones) report that they have a plan for length-of-service increases for office employees. Production em-
ployees, in contrast, are given length-of-service increases by 35 percent of the companies--a third of
the larger and 39 percent of the smaller ones.

Following is a percentage breakdown of company practices in granting length-of-service pay
increases.
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Length-of-Service Pay Increases

All Companies Larger Smaller
Longevity Increases for Office Employees 19% 2%0 15%
15 12
7

Increases also for production employees 14

Increases for office employees only 5 3

No production employees -- -- --
No Longevity Increases for Office Employees 81 78 85

Increase for production employees only 19 17 22

No longevity increase for either group 55 56 53

No production employees 7 S 10

Pay Increases Under Merit Plans

Formal merit plans are much more common for office employees than for production employees.
Replies from Panel members show that slightly over three fifths of Forum companies grant such increas-
es to office employees, with this practice being more frequent in larger companies (70 percent) than in
smaller ones (47 percent). Production employees receive pay raises under a formal merit plan in a little
over a fourth of Forum companies--28 percent of the larger ones and 22 percent of the smaller ones.

Pay Increases Under Formal Merit Plans

All Companies Larger Smaller
Merit Increases for Office Employees 61% 7050 7%

Increases also for production employees 18 23 10
Increases for office employees only 38 42 32
No production employees 5 5 5
No Merit Increases for Office Employees 39 30 53
Increase for production employees only 6 3 10
No increase for either employee group 31 27 38
No production employees 2 -- 5

Passing on Pay Increases

Executives on the Panel were asked if general pay increases given to production employees are
passed on more or less automatically to office clerical employees. Thirty-eight percent answered af-
firmatively. One unorganized larger company which has both production and office employees remarks
that all increases are merit or promotional; another larger company says that office employees' salaries
are reviewed on their anniversary date.

Other Bonus Plans

Panel members were asked if they had any other bonus plan for office and/or production employ-
ees and, if so, to describe it. Twenty-three percent of Forum companies (17 percent of the larger and
33 percent of the smaller ones) report that they have an additional bonus plan for office employees. Of
this number, close to three fifths (80 percent of the larger companies and 39 percent of the smaller ones)
have such a plan for both office and production employees; fewer than a third (10 percent of the larger
and 46 percent of the smaller companies) have an additional bonus plan for office employees only; and the
remainder have no production workers.

What type of bonus do these companies give? The vast majority give Christmas, year-end, or
annual bonuses; in some cases these are at the discretion of the board of directors. The only other types
reported are length-of-service and attendance bonuses.

Here are some examples of the practices of Forum companies: Ideal Cement Co., Denver, Colo.,
pays office employees 15 percent of their base salary annually (subject to approval of company's board of
directors, which is based on current business conditions); Shelby Mutual Insurance Co., Shelby, Ohio,

a company with no production employees, gives office employees an annual bonus of 6 percent of salary;
The Henry G. Thompson & Son Co., New Haven, Conn., gives office and production employees a
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Christmas bonus of two weeks' pay if they have over one year's service, one week's pay if they have
between six and 12 months' service, and $25 to employees with less than six months' service; Crocker-
Anglo National Bank, San Francisco, another firm with no production employees, pays office employees

a Christmas bonus of one half month's salary if they have a year or more of service, proportionately less
if they have under a year.

Formal Job Evaluation Programs

Close to six in 10 of Forum companies have a formal job evaluation program for office employees.
However, while seven tenths of the larger Forum companies follow this practice, just 43 percent of the
smaller companies do so.

Formal job evaluation programs for production employees, on the other hand, can be found in 44
percent of both larger and smaller companies.

Formal Job Evaluation Programs

All Companies
Program for Office Employees 59%

Smaller

4

Program also for production employees 29 35 20
Program for office employees only 25 30 18
No production employees 5 S 5
No Program for Office Employees 41 30 57
Program for production employees 12 7 20
No program for production employees 27 23 32
No production employees 2 -- 5

WORKING TIME

The eight-hour day and the 40-hour week is the standard pattern of working time for both office
and production employees. Where the hours are different, the advantage generally lies with the office
employee. Office employees, moreover, are not required to punch time clocks at a little more than
three fifths of Forum companies; production workers must do so at nine tenths.

Penalties for tardiness are much more common for production employess than for office employ-
ees, the survey shows, the margin being greater than two to one. Rest periods, moreover, are slightly
better for office employees.

Hours Per Day

Office and production employees work the same number of hours per day in 78 percent of the
Forum companies that employ both employee groups (77 percent of the larger companies and 81 percent
of the smaller ones). In virtually all these companies, the eight-hour day prevails. There are only two
exceptions; at one larger company the hours vary between seven and eight for both employee groups, and
at one smaller company they vary between eight and nine. The latter company is the only one in the sur-
vey that has a work day longer than eight hours for office employees.

In most Forum companies where office and production employees work a different number of
hours per day, production employees put in an eight-hour day while office employees put in somewhere
between seven and eight hours. In half these companies, office employees work a 74-hour day and pro-
duction employees, eight hours; in three tenths of the companies, there's a 7%-hour day for office em-
ployees and an eight-hour day for production employees; and in most of the remaining companies some
other period is mentioned, such as seven hours for office and eight hours for production employees, or
seven hours for office and 74 hours for production employees. In only two companies, one larger and
one smaller, did office employees have a longer workday than production employees.

In those companies that have no production employees, the majority of Panel members report that
office employees work an eight-hour day; the next most frequently mentioned period is 74 hours.
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Hours per Week

The 40-hour week, like the eight-hour day, is the usual pattern for both office and production
employees, Panel members report.

In over three fourths of Forum companies that have both office and production workers, employees
work the same number of hours. In virtually all of these companies, the workweek is 40 hours. In one
company, however, both groups work a 39-hour week; in another, the workweek varies between 35 and 40
hours.

In the cases where office and production employees maintain different workweeks (23 percent),
production employees nearly always put in a 40-hour week, and office employees work between 35 and 40
hours. And in just about all these companies, office employees work either a 374 or a 383-hour week.
Only a scattering of companies report that office employees have a longer workweek than production
employees. In one case, office employees put in a 44-hour week and production employees, 40 hours; in
another, the office force works 40 hours while production employees put in 364 hours. The former com-
pany is the only one whose office employees work more than 40 hours per week.

In those Forum companies with no production employees, office employees usually work a 40-hour
week; a 374-hour workweek is the next most popular.

Overtime Pay Rates

Both office and production employees get time and one-half for overtime in 85 percent of Forum
companies (81 percent of larger and 92 percent of smaller ones) that employ both employee groups. In
12 percent of the companies (16 percent of the larger and 5 percent of the smaller), the overtime rate is
a combination of time and one-half and doubletime- -for example, one larger company pays time and one-
half after eight hours and doubletime after 10 hours in one day; another company pays office employees
time and one-half after 40 hours and doubletime on Sundays, while production employees are paid time
and one-half after eight hours in one day and doubletime after 16 consecutive hours. In the remaining
companies that employ both production and office employees, some other practice is followed. One com-
pany pays its office employees time and one-half and its production employees doubletime; another com-
pany pays time and one-half to office employees and time and one-half, doubletime, and tripletime to its
production employees.

Of those Forum companies that have no production employees, virtually all pay office employees
time and one-half for overtime. One smaller company, not involved in interstate commerce, pays its
office employees straight time for overtime.

Salary Cutoffs

Panel members were asked if there's a salary cutoff for office and/or production employees be-
yond which no overtime is allowed. About seven tenths each of larger and smaller Forum companies
that have both production and office employees say "no"; 6 percent of the companies that employ both
groups say "yes"; and 23 percent (a fourth of the larger companies and 19 percent of the smaller ones)
have a salary cutoff for office employees and not for production employees.

In those Forum companies that have no production employees, just over half have no salary cutoff.

Weekend Premiums

Office employees less frequently receive premium pay for Saturday and Sunday as such than do
production employees. And premium pay for Sunday is more common than Saturday premiums for both
groups.

Thirty-six percent of Forum companies give office employees premium pay for Saturday as such
while 55 percent give Saturday premium pay to production employees. On Sunday, premium pay is given
to office employees by close to half of Forum companies (55 percent of the larger and two fifths of the
smaller ones). Production employees are given premium pay for Sunday as such by three fourths of com-
panies--81 percent of larger and 67 percent of smaller ones.
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Weekend Premium Pay Rates

Members of the Panel were asked to state the weekend premium pay rates for both office and
production employees. In most companies that have both production and office employees, the rates for
both groups are the same; where they're different, the production employees usually get the higher rate.

In those Forum companies that pay a weekend premium rate to office employees, 42 percent pay
time and one-half for Saturday and doubletime for Sunday; 37 percent pay time and one-half on both days;
9 percent pay doubletime each day; and 2 percent pay doubletime and one-half. The remaining companies
pay time and one-quarter on both days, straight time for Saturday and doubletime for Sunday, and the like.

Production employees, in contrast, are paid time and one-half for Saturday and doubletime for
Sunday in three fifths of Forum companies; they're paid time and one-half for both days by 22 percent,
doubletime by 7 percent, and tripletime by 2 percent. The rest of the Forum companies mention some
other rate, such as time and one-quarter for both days, time and one- for the first four hours on
Saturday and doubletime for all other hours, etc.

Holiday Premiums

Panel members were asked to state the holiday premium rate for office and production employees.
Eighty-four percent of the executives (89 percent of those with larger companies and 76 percent of those
with smaller ones) replied that the premium rate for both broups of employees was the same. In the re-
maining companies, the rates paid to production employees were higher in all cases.

What are the holiday premium rates for office employees? A third of the executives report that
they are paid doubletime; 29 percent, time and one-half; 19 percent, doubletime and one-half; 7 percent,
tripletime; and 6 percent, straight time. The remaining Panel members have some other practice. One
executive, for example, states that office employees (and production employees also) are paid time and
one-half during regular schedule and doubletime and one-half outside regular schedule, in addition to
regular holiday pay. Another explains that employees are paid time and one-half for the first three hours
on holidays and doubletime for the remaining four hours.

Production employees, 38 percent of the Panel members report, are paid doubletime on holidays;
22 percent pay time and one-half; 19 percent pay doubletime and one-half; 11 percent pay tripletime; and
2 percent, comprising larger companies only, pay straight time. The remaining executives mention
some other practice.

The Time Clock
The practice of punching time clocks is far more prevalent for production employees than for of-

fice employees. Office employees punch time clocks in just about two fifths of the companies; nine tenths
of the Forum companies, on the other hand, require production employees to punch time clocks.

Use of Time Clocks

All Companies Larger Smaller
Office Employees Punch Time Clocks % 3350 487
Production employees also punch clock 36 33 40
No production employees 3 -- 8
Office Employees Do Not Punch Clocks 61 67 52
Production employees punch time clocks 48 54 40
Production employees do not punch clock 9 8 10
No production employees 4 5 2

Penalties for Tardiness

Production employees are much more likely to be penalized for tardiness than office employees in
both larger and smaller companies. Official penalties for tardiness are imposed on office employees by
39 percent of Forum companies (42 percent of the larger ones and 35 percent of the smaller ones); in 59
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percent of the companies, office employees aren't penalized; and in the remaining 2 percent, penalties
"can be" imposed or the decision is left to the judgment of the supervisor.

Production employees, on the other hand, are penalized for tardiness by 82 percent of the Forum
companies, the percentage being about the same for both larger and smaller ones; 16 percent report that
production employees are not penalized; and 2 percent say they can be or that the decision is left to the
supervisor.

A handful of companies that penalize both office and production employees for tardiness mention
that the penalty imposed on office employees is "informal." Vickers, Inc., Detroit, Mich., reports that
office employees who are tardy must sign the employee register at the plant entrance and that these re-
ports are referred to supervisors for corrective action they consider appropriate; production workers at
Vickers, however, have their lost time deducted from their wages if they are three minutes late.

Rest Periods

Rest periods are granted in the majority of Forum companies, with office employees getting only
slightly better treatment in this respect than production employees. Just over four out of five Panel mem-
bers report that office employees are given rest periods (78 percent of those with larger and 85 percent
of those with smaller ones), while 73 percent (68 percent of those with larger and 81 percent of those with
smaller companies) report that production employees are granted rest periods.

In those companies that have both production and office employees (i.e., disregarding the 7 per-
cent of Forum companies that have only office employees), 70 percent give rest periods to both employee
groups, 11 percent grant rest periods to office employees only, 3 percent have rest periods only for pro-
duction employees, and the rest (21 percent of the larger companies and 8 percent of the smaller ones)
give no rest period to either group. In those companies that grant rest periods to both employee groups,
61 percent report that the rest period given to office and production employees is the same. In those
cases where it's different, office employees usually get the better of the bargain.

How long are the rest periods? The following table describes the practices of Forum companies
that grant rest periods.

Length of Rest Periods

All Companies Larger Smaller
Office  Production Office  Production Office Production

One, 10 minutes 15% 28% 13% 23% 18% o
One, 12 minutes 4 3 2 3 6 4
One, 15 minutes 16 7 19 10 12 3
One, 10-15 minutes 2 1 4 -- -- 3
Two, 10 minutes 17 28 15 26 20 31
Two, 15 minutes 27 13 28 15 26 10
Two, 10-15 minutes -- 2 -- 3 -- --
Rest periods are informal

(i.e., no set time) 15 6 15 7 15 4
Other 4 12 4 13 3 10

A scattering of the above companies report that rest periods are given only to female employees.

Among "Other" rest periods mentioned by Panel members are the following: 15-minute break in
the morning and a 10-minute break in the afternoon for both office and production employees; one 20-
minute break, two nine-minute breaks, two 12-minute breaks, and a zero to 30-minute break for produc-
tion employees; one 20-minute break for office employees.



8 PRACTICES FOR WHITE- COLLAR EMPLOYEES

FRINGE BENEFITS

Panel members were asked this question: "In general, are fringe benefits for office employees
more liberal or less liberal than those for production employees?" Virtually all answered that fringe
benefits for office employees are as good as, or better than, those for production employees. Execu-
tives in 54 percent of the larger companies and 65 percent of the smaller ones stated that fringe bene-
fits for office employees were more liberal, with some qualifying their answers with the word "slightly."
All of the remaining executives, save one, said that the fringe benefits for both groups were about the
same. Only one company replied that the fringe benefits for production employees were more liberal.

Relative Frequency of Cash-Benefit Plans

There's not much difference when it comes to cash-benefit plans, Forum companies report, in
the treatment of office and production employees. About nine tenths of the companies have a pension
plan for both groups; nearly a fifth have a profit-sharing plan; about an eighth have a stock-purchase
plan; and nearly 5 percent have a savings plan to which the company contributes.

The table that follows gives the relative frequencies of the various cash-benefit plans.

Frequency of Cash-Benefit Plans

All Companies Larger Smaller
Office  Production Office  Production Office  Production
Pension plan 84% “90% /A
Profit-sharing plan 20 16 19 16 22 17
Stock-purchase plan 14 11 15 12 13 8
Savings plan 5 3 8 5 -- --

At Howe Richardson Scale Co., Clifton, N.J., the pension plan covering production employees is
contributory on a 50-50 basis; the plan for office employees is noncontributory. A few companies that
have multiple plants mention that they have a pension plan only at certain locations.

One company that does not now have a stock-purchase plan reports that one is pending.
Paid Vacations

Paid vacations are one of the employee benefits given to office and production employees by all of
the responding Forum companies. Office employees, however, usually get a better break as regards va-
cation benefits. In about two fifths of the responding companies that specify the amounts of vacation given
and the periods of service required, vacation allowances for office employees are more liberal, with the
office employees' advantage usually taking the form of shorter length-of-service requirements for a given
period of vacation. This is especially true of one- and two-week vacations. Virtually all of the remain-
ing companies report that the vacation allowances for both production and office employees are the same.

Most Forum companies do not give a one-week vacation to office employees but start out by giving
them a two-week vacation allowance. Only 32 percent of Forum companies, on the other hand, start pro-
duction employees out with a two-week vacation.

Over three fourths of Forum companies that give a two-week vacation to office employees require
that they have a year or less of service. More than three fifths of the companies, in contrast, require
that production employees have two years or more of service before they receive a two-week vacation.

When it comes to three-week and four-week vacations, there's little difference in treatment of
office and production employees--the practices of Forum companies toward both groups are just about
the same. Approximately a fifth of the responding companies do not grant either employee group a third
week of vacation, and about three fifths do not hand out four-week vacations.

The table that follows shows the various length of service office and production employees must
have for one, two, three, and four-week vacations.
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Minimum Service Requirements For Paid Vacations

One Week Two Weeks Three Weeks Four Weeks
Office Hourly Office Hourly Office Hourly Office Hourly

90 90 9% 0 % 0
Less than six months 4 2 -- -- -- - - -
Six months 22 2 1 -- -- -- - -
Seven to 11 months 3 4 3 1 -- -- -- --
One year 18 60 73 35 -- -- - -
Two years -- == 15 17 2 -- -- --
Three years -- -- 5 27 -- - -- -
Four years -- -- 1 5 -- -- - --
Five years -- -- 1 12 10 5 -- --
Six to nine years -- -- -- -- 5 3 2 2
Ten years -- -- -- -- 38 38 2 2
Twelve years -- -- -- -- 6 7 -- --
Fifteen years -- -- -- -- 19 24 2 2
Twenty years -- -- -- -- -- -- 18 16
Twenty-two years -- -- -- -- -- oS 2 2
Twenty-five years -- -- -- -- -- - 14 15
No one-week vacation 53 32 -- -- -- -- -- -
No two-week vacation -- -- 1 3 -- -- -- -
No three-week vacation -- -- -- -- 20 23 -- -
No four-week vacation -- -- -- -- -- - 60 61

A few companies, it should be noted, give one or more additional days' paid vacation between the
various intervals specified in the above table. At All-Steel Equipment Co., Aurora, Ill., for example,
office employees get one week's paid vacation after one year's service, two weeks after two years' serv-
ice, and, beginning with the eleventh year, one extra day per year up to a maximum of three weeks of
paid vacation. At Perfect Circle Corp., Hagerstown, Ind., both office and production employees receive
one week's vacation after one year of service, one and one-half weeks after three years' service, two
weeks after five years, two and one-half weeks after 10 years, 3 weeks after 15 years, and four weeks
after 25 years.

Paid Holidays

Eighty-six percent of Forum companies that employ both production and office employees give
both groups the same number of paid holidays. Seven is the most common number of paid holidays when
both groups are considered; smaller companies, however, lean toward eight paid holidays.

The table that follows gives a percentage breakdown of the various number of paid holidays given
by Forum companies that allot the same number of days to both office and production employees.

Number of Paid Holidays

All Companies Larger Smaller
104 paid holidays - pees ) :f?"ﬁ, R
" 4 2

10 " 6
9 " " 9 9 9
8 " " 34 32 38
73 " " 3 2 3
7 " " 39 43 35
6 " " 5 4 6
5 " " 3 2 3
Other 1 2 -
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The "Other" category includes one larger company which states that the number of paid holidays
varies between nine and 10 for both production and office employees.

In those Forum companies where the number of paid holidays for office and production employees
is different, office employees generally get the better of the bargain. At Peavey Co., Minneapolis,
Minn., office employees get nine paid holidays and production employees eight; McCall Corp., New York,
N.Y., gives nine paid holidays to office employees and seven to production employees; at General Elec-
tric Co., New York City, the number of paid holidays for office employees varies between eight and 10,
while production employees always receive eight; Yardley of London, Inc., Totowa, N.]., gives office
employees 11 paid holidays, production employees 10%; and Interstate Hosts, Inc., Los Angeles, Calif.,
gives seven paid holidays to office employees and only two to production employees.

A few companies favor production employees in granting paid holidays. Jerrold Electronics
Corp., Philadelphia, Pa., gives office employees seven paid holidays and production employees eight;
Standard Packaging Corp., New York, N.Y., gives from seven to eight paid holidays to office employees
and from seven to 12 paid holidays to production employees, with the seven to eight day period being the
most common for production employees.

In those companies that have no production employees, the majority grant office employees eight
paid holidays a year; six holidays is the next most frequent number.

Life Insurance

Virtually all Forum companies report they provide life insurance for both office and production
employees. Only one smaller company, the survey shows, gives no life insurance to either employee
group.

The maximum amount of insurance that is given to office employees is the same as that for pro-
duction employees in close to three fifths of Forum companies (57 percent of those with larger compan-
ies and 62 percent of those with smaller ones). The maximum amount of these policies varies between
$1,000 and $50, 000, but is between $1,000 and $5, 000 in half the cases. About 14 percent of the com-
panies say that the maximum amount is based on an employee's annual salary or wage. At Lever Brothers
Co., Hammond, Ind., for example, the maximum is twice an employee's annual straight-time earnings;
at Philadelphia Quartz Co., the maximum amount is 150 percent of an employee's annual salary or wage;
and at Yardley of London, Inc., Totowa, N.]., the maximum amount is one year's salary. Nearly a
tenth of Forum companies specify a maximum amount of $20,000. Other maximum amounts mentioned
by Panel members are widely scattered.

In those Forum companies where the maximum amount of the life insurance for office and produc-
tion employees differs (41 percent), the office employee usually is ahead. In fact, in only two companies,
one larger and one smaller, is it specifically stated that the production employees' maximum amount of
life insurance is greater.

In close to three fifths of the Forum companies the maximum amount of life insurance given to
office employees is at least three times as great as the maximum amount given to production employees.
In a few Forum companies, the ratio runs as high as 10 or 15 to one.

In those Forum companies that have no production employees, the maximum amount of life insur-
ance for office employees ranges from $2, 500 to $100, 000.

Accidental Death & Dismemberment Benefits

Accidental death and dismemberment benefits are not as widespread as hospitalization and life
insurance in Forum companies. Such coverage is provided for office employees by about three fourths
of Forum companies--71 percent of the larger and 82 percent of the smaller ones. Coverage for produc-
tion employees is about the same.

Seven in 10 of Forum companies that employ both office and production employees have accidental
death and dismemberment benefits for both groups; 5 percent have coverage for office employees only;
2 percent have coverage only for production employees; and the remainder (23 percent) have no such cov-
erage for either group.
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Where coverage for accidental death and dismemberment is provided for both employee groups,
68 percent of the larger companies and 74 percent of the smaller ones report that the maximum amount
of the benefit is the same for both production and office employees. The majority of these companies
report that the maximum amount is $2,000, $3,000, $4,000, or $5,000, with smaller companies leaning
toward the $2,000 coverage and larger companies the $5,000 coverage. Other maximum amounts men-
tioned by Panel members range as high as $100, 000.

Where the benefits for production and office employees differ, office employees again have the
better position.

Hospitalization Insurance

Virtually all of the executives on the Panel reply that hospitalization insurance is provided for
both office and production employees. Only two of the Forum companies, both larger ones, do not pro-
vide hospitalization insurance for either group.

Payments For Doctor's Visits

Office employees are reimbursed for the cost of doctor's visits, either home or office, by 38
percent of Forum companies--36 percent of the larger and 43 percent of the smaller ones. Thirty-five
percent of Forum companies reimburse production employees. Of the responding companies, only two
larger ones specify that they reimburse production employees but not office employees. One of these
companies states that this is the case in some union plans only.

Surgical Benefits

Surgical benefits are provided both for office and production employees by all but two of the re-
sponding Forum companies, both larger ones.

Eighty-five percent of the executives on the Panel that employ both groups of employees say that
the maximum surgical benefit is the same for both groups; 11 percent state that office employees get a
better shake; and the remaining executives report that production employees are favored.

The maximum ranges from $150 to $600 for both office and production employees, with the great-
est concentration occurring at $300; this amount is specified for office employees by two fifths of the
Panel members. Nineteen percent of the executives do not state a maximum amount for office employees
but merely that they are covered by the company's major medical plan. The latter practice also applies
to production employees in 13 percent of the companies.

Major Medical Insurance

Major medical, or "catastrophe, " insurance is provided for office employees by seven tenths of
Forum companies, four fifths of the larger ones and 58 percent of the smaller ones. Such coverage is
provided for production employees by just over half the responding companies- -the practice again being
more prevalent in larger companies (58 percent to 39 percent).

In Forum companies that have both employee groups, just under half the Panel members report
that major medical insurance is provided for both groups; 21 percent reply that such insurance is given
to office employees only; 29 percent don't provide major medical insurance for either group; and the re-
maining executives provide this insurance for production employees only.

Sickness & Accident Benefits

Sickness and accident benefits are provided for office employees by approximately four fifths each
of both larger and smaller Forum companies. Production employees, on the other hand, receive sickness
and accident benefits in seven eiaiths of Forum companies, larger and smaller.

In close to three fourths of the companies that provide benefits for both office and production em-
ployees, the benefits for the two groups are equal. In slightly over a fifth of Forum companies (17 per-
cent of the larger and 27 percent of the smaller ones), office employees receive more liberal sickness
and accident benefits than production employees. In only 5 percent of larger companies and 8 percent of
smaller ones does the production employee get more liberal treatment.
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Benefits reported by Panel members range from $15 a week to full pay. The benefit amounts cited
most frequently, however, are $50, $40, and $35 a week. In a handful of companies, the benefits for
female and male office and production employees differ. In one company, for example, the ratio is $15 a
week for female employees and $20 a week for male employees.

Another scattering of companies provide a percentage of the employees' wage or salary as the
weekly sickness and accident benefit.

Paid Sick Leave

Office employees have a striking advantage over production employees when it comes to paid sick
leave. Eighty-five percent of the executives (92 percent of those with larger companies and three fourths
of those with smaller ones) report that office employees receive paid sick leave. In contrast, paid sick
leave is given to production employees by only 39 percent of Forum companies (42 percent of the larger
and 33 percent of the smaller ones). In those companies that have no production employees, office em-
ployees recieve paid sick leave in all cases.

In Forum companies that employ both office and production employees, 39 percent give paid sick
leave to both employee groups; 45 percent give paid sick leave only to office employees; and 16 percent--
9 percent of larger and 28 percent of smaller companies--do not have paid sick leave provisions.

Termination Pay

Termination pay for office employees is provided by just over half of Forum companies--58 per-
cent of the larger and 38 percent of the smaller companies. Production employees receive termination
pay in 28 percent of the companies, a third of the larger and a fifth of the smaller ones.

In those Forum companies that have both kinds of employees, 24 percent provide termination pay
for both groups, a fourth give termination pay to office employees only, 4 percent give termination pay
to production employees only, and 47 percent do not provide termination pay. A few of the companies that
provide termination pay say that it is optional or that it is given under very limited conditions.

Formal Training Programs

Panel members were asked whether they had a formal training program for employees. Twenty-
three percent of the executives on the Panel (32 percent of those with larger companies and a tenth of those
with smaller ones) report that they have a formal training program for office employees, while 30 percent
(approximately the same percentage of both larger and smaller companies) say they have a formal train-
ing program for production employees. ’

Special Privileges For Office Employees

Executives on the Panel were asked to list other special privileges which are given to office em-
ployees but not to production employees. The majority of Forum companies either left the question blank
or said that the privileges were about the same. Among the remaining companies, special parking facili-
ties and time off, usually with pay, for personal reasons (Christmas shopping time, doctor or dentist ap-
pointments, jury duty, civic duties, and the like) were cited most often.

Among other privileges extended to office employees are the following: longer lunch periods,
educational reimbursement, less rigid discipline, better lunch rooms, and better working conditions.

UNIONIZATION

In only one of 10 Forum companies are white-collar employees organized; where they're not or-
ganized, only 15 percent of the executives on the Panel anticipate organizational efforts among them.

Extent of Unionization

Panel members were asked if their office employees were represented by a union. Only 10 per-
cent of the executives answered "yes'--13 percent of those with larger companies and 5 percent of those
with smaller ones. On the other hand, when asked whether their production employees were organized
84 percent of the larger companies and 72 percent of the smaller ones gave an affirmative reply.
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In half the Forum companies where office employees are organized they are represented by the
same union that represents production employees.

This question also was put to Panel members: "If your white-collar employees are not organized,
do you anticipate any organization efforts among them in the near future?" Only 15 percent of the execu-
tives answered "Yes'--23 percent of those with larger companies and S percent of those with smaller ones.
One smaller company remarks that it always operates on this assumption.

Seniority Factors

Seniority is a major factor in promotion and transfer--although not necessarily the most important
one--for production employees more than twice as frequently as for office employees.

The table that follows shows the distribution of Panel members' replies on this point:

Seniority as a Major Factor in Promotions & Transfers

All Cos. Larger Smaller
Major Factor For Office Employees 33% ﬁ% 28%
Major factor also for production employees 31 35 25
No production employees in company 2 2 3
Not a Major Factor For Office Employees 63 58 69
Major factor for production employees 39 40 38
Not a major factbr for production employees 20 15 26
No production employees in company 4 3 S
Other 4 S 3

The "Other" category includes one company which states that seniority is a major factor in pro-
motions and transfers for office employees, while it is a controlling factor in promotions for production
employees (provided skill and ability is relatively equal) but not for transfers. Another company states
that seniority is considered a major factor with respect to transfers only.

In layoff and recall, seniority plays a more important role. It is a major consideration for office
employees in 52 percent of Forum companies, approximately the same percentage of larger as smaller
ones. Seniority is a major factor in layoff and recall of production workers in all but 4 percent of the
larger and 9 percent of the smaller companies.

Formal Grievance Procedures

Fewer than a fifth of Forum company executives report that formal grievance procedures have
been set up for office employees. In contrast, formal grievance procedures for production employees
are found in 84 percent of Forum companies (88 percent of the larger and 78 percent of the smaller ones).

Effects of Automation

Two fifths of the executives on the Panel--46 percent of those with larger companies and 32 per-
cent of those with smaller ones--report that some of their office employees have been displaced by rea-
son of automation. In 80 percent of these companies, the employees have been placed in other jobs within
the company, in 3 percent layoffs have been made, and the rest say they've taken both steps.

Do Panel members anticipate any future displacements of white-collar employees because of im-
pending automation? Thirty-six percent of the executives say "yes'--39 percent of those with larger
companies and 32 percent of those with smaller ones. Of this number, 77 percent say that the white-
collar employees will be transferred to other company jobs, 6 percent say they will be laid off, and the
rest say that both courses of action will be followed.



PREVIOUS PERSONNEL POLICIES FORUM SURVEYS IN PRINT

1. Manpower Planning for the Emergency, March 1951
3. Is Management Listening? May 1951
4. Plant Labor-Management Committees, June 1951
5. Recruting College Graduates, July 1951
6. Employees' Financial Problems, August 1951
7. Christmas and Year-End Personnel Problems, October 1951
11. Executive Development, May 1952
12. Building Employee Morale, July 1952
13. Choosing Better Foremen, August 1952
15. Communications to Employees, November 1952
16. Fringe Benefits for Supervisors, January 1953
17. The Personnel-Industrial Relations Function, March 1953
20. The Older Worker, October 1953
21. Administration of Pension Plans, November 1953
22. Earnings of First-Line Supervisors, January 1954
23. Evaluating a Personnel-Industrial Relations Program, February 1954
24. Employment Stabilization, April 1954
25. Administration of Health and Welfare Plans, July 1954
26. Control of Absenteeism, September 1954
27. Computing Absenteeism Rates, October 1954
28. Wage-Salary Administration, November 1954
29. Company Safety Programs, February 1955
30. Unemployment Compensation Problems, May 1955
31. Supervisory Development: Part 1, July 1955
32. Supervisory Development: Part 2, September 1955
33. Automation, November 1955
34. Nonsupervisory Office Employees, December 1955
35. Downward Communications, February 1956
36. Military Leave Policies, May 1956
37. The Executive, July 1956
38. Medical Services for Employees, August 1956
39. Professional Employees, October 1956
40. Job Evaluation, December 1956
42. Disciplinary Practices and Policies, July 1957
43. Employee Job Satisfaction, September 1957
44, Company Aid to Eduction, October 1957
45. Executive Compensation, December 1957
46. Company Experiences With Automation, January 1958
47. Status of First-Line Supervisors, July 1958
48. Supervisory Selection Procedures, September 1958
49. Grievance Procedures for Unorganized Employees, October 1958
50. Raising Employee Productivity, December 1958
51. Tools of the Personnel Profession, February 1959
52. The Personnel-Industrial Relations Function, April 1959
54. Controlling Health & Welfare Costs, October 1959
55. Fringe Benefits, January 1960
56. Wage Policies in an Inflationary Period, March 1960
57. Controlling Absenteeism, June 1960
59. Retirement Policies, December 1960
60. Orientation of New Employees, April 1961
61. Industrial Health Programs, July 1961
62. Solving the Shortage of Specialized Personnel, September 1961
63. Employee Counseling, November 1961
64. Can Unfavorable Employee Attitudes be Changed? December 1961
65. Military Leave Practices, March 1962
66. Training Rank & File Employees, July 1962
67. Plant Safety, October 1962
68. Recognition of Service & Performance, December 1962
69. Practices for White- Collar Employees, May 1963.
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