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LETTER OF TRANSMITTAL

Uxrrno Srerps Dnpanrlrnxr or Lanon,

CsrlonpN's Bunn.Lu,
Il''ash,zngto,n, March, 25, 1g40.

N{eo,rlr: Tlr.re is transr' ittcd hcrcrvith J'nior Placemcntla survey
of junior-placcrncnt officcs in pubiic c'rnployment centers and in
public-school systcrns of the United Statcs. The survey u,as under-
tahen at, the request of thc United States Employment Service. The
worli rvas begun early in 1g37, during a period of rapid cxpansion in
the number of spccial placement services for young and inexperienccd
applicants. It follows an carlier survey in the same ficld rr.hich rvas
made in 1922 and reported in Childrcn's Bureau Publication No. i4g,
Vocational Guidance and Junior Placement.

The Childrcn's Bureau achnorvledges r.r.ith appreciation the assist-
ance and cooperation givcn by the officials in charge of junior-place-
rrient scrvices and their staff members rvho furnished information to
the Children's Bnreau concerning the opcration of thcse services.
The Bureau is indebted also to tho National Youth Administration
and to the Employment Serr-ice Division of the Burcau of Employ-
ment Security in the Social Security Board (formerly the United
States Employment Scrvicc) for advice and suggestions on the plan
of study ancl thc prt'scntation of the material.

Thc survey u-a,s pltrnncd ancl carried on under the general direction
of Bcatrico XfcOonncll, Director of the Industrial Division of tho
Chilclren's Bureau, and was supcrr.ised by Elizabeth s. Johrrson,
Assistant Director in charge of Research in that Division. Thc fieid
work was conductecl and the report rvrittcn by Jane H. Palmer.

Respectfully submittocl.
KernanrNt.; X'. Lr,;Nnoor, Chief .

How. n'rreNcrs Pnnxrxs,
Secretary oJ Labor.

-
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JUNIOR PLACEMENT
+

INTRODUCTION

The young person lvho has left school and must soon assume the
responsibil i t ies of adult l i fe neetls the opportunity to exercise and
develop his abil it ies and to carrl- t l ie responsibil i tv that a, job can
offer him if he is to achievc r frrl l  anrl satisfactory l ife. l lut if his
job is to offer bhis opliortrrrrit l- i t nrust be onc that rvil l  bring personal
satisfaction through ircinq in l ine u-ith his interests, ambitions, and
abil it ies; t l iat rri l l  not impost rn unclue burden on his health and
strength; and that wil l aflord him an tr,dequate wage.

Thc search for suitnble employment, never an easy one for the
inexperienced l'olker, has become more and more difficult during
recent ye&rs;many young persolls, failing to find a place in the rvork-
ing lvorld, have been facetl with a situation at best perplexing and
often tragic. The gravity of this problem of unemployment amorlg
the youth of the country is suggested by figures ar-ailable from the
1937 national census of unemployment. This census inclicated that
almost 4 miilion young persons 16 and under 25 years of &ge were
unernplo3'ed in November 1937 and that these young persons com-
prisccl rnorc thirn onc-thirrl (37 percent) of all unernployecl persons
16 rncl undc'r 65 vcars of age. The proportion unemployed among
all young pcrsorls 16 anrl Lrnrlcr 25 verrrs of nge employed or available
for employrncnt (130 perct'rrt) ri 'rs rrerrrly tu-ict-, as high as rvas the
case among persons 25 nnrl urrrlcr l i ir ) 'cirr-r ol rlge (17 percent).t

Ooncern oycr  t i ra  cmpkrvmt ' r r t  neet ls  of  r -outh dLrr ing t l re  past
decade not only hrls focrrrscrl atte'ution on the nectl for more jobs for
young workers bul has also brouglit increa-sing intcrest in the need for
placement seryices ti lougli rvhich tl iel- can be hclpcd to obtain employ-
ment that' it suitcd to their intere'sts and abilities. N{oreover, the
contractions and shifts in cmplovment opportunities during tlds
period have lecl to inclctrscd intcrest in vocational guidance, not only
for young per',{ol)s sti l l  in schocll bub for your)g men and women
entering upon occriplt ional l i fe. This growing concern over the need

1 These figures have been calculated from data presented iD the Census of Partial Emploliment, Unem-
ployment, and Occupations: 1937, !-inal Report, vo]. 4, Enumerative Check Census, p. 12, table 7; p.22,
table 7; and p. 141, table 72. The census estimated the number of totally unemployed persons (including
€mergency workers) 15 and under 25 years of Bge m 3,923,000. Conection of this figure to elimitrate the 15-
year-old group giyes an stimat€d total of 3,844,000 uemployed persons 16 and under 25 years ot age.

1
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JUNIOR PLACE}IENT

to a:rsrst ]-o'rg porsons to find emproyment trlat is particularly
s*ited to tl ieir capacities and interests has resuitecl in a markeci
iucrease in the n'mber of services set *p expressly for the purpose of
placing young applicants in employmerrt.

Junior-placementwork as a special serr-ice for young applicants hatl
its beginni'g more than 20 years ago. The etrrriest o{ii.,= .,r... estab-
lislied under the super'i,qion of private agerrcies concc'rrcrl *-ith herp-
ing young people mahe the tra'sition from school to worli. placement
progr&ms started in this way were the forerunners of at least t*-o large
junior-placement ofEces (in Roston ancl Nerv york city) wlri.l 

" 
eie

operating at the time of trris st'cry. trn each of these ciiies tlre place-
me't' program was later tarien over in whore or in part by tlie rocal
p*blic-school system or by the local prrblic e','ploy*errt service. I'
other cities also public schools a'd p*bric employ-eirt offices ha'e been
responsible for most of the ju'ior-placement *ork dorru d'rinE tne nast
l5  or  20 . \ 'er rs .

Before 1g30 much of the i'nior-placernent rvorh carried on thro'gh-
out the country $'as sponsored by public-school systems. The firsi of
these were est,ablishcd in rg15 in Boston ancl in igto i' philacielphia.
Public employnrent services entered the field in 1g1z when a jrrnior
division was established in cleverand, orrio, ancl *.hen a raw rvas passed
in Nerv York state pro'iding for the orga,nization ot juvenile emproy-
ment bureaus in the state departme.t of rabor. rt is estimatecl that
by 1930 priblic-school systerns ancl pubric ernployment services of at
least 30 cities in the Lrnited states had developecl or rvere in the
process of developing specialized junior-placement offices.2

rt was after 1gB0 that the number of these specialized offices began
t'o assume its present proportions; during 1g86 alone it rnore than
doubled. trfost of the expansion cluring t,]resc 6 )rears occrured rvithin
the- public-employment-office system and rvas d'e largcry to funcls
which bccame available through t*o Fetlcral agcncim iuri'g this
period- The Wagner-Peyser Act, appror.,ed J*rie O, tg33, containecl a
provision that funds appropriatetl bv statcs or their local s'bdir,,isions
for public-employment services might be matched '-ith money from
Federal sources and so ma<le it possibre for employment odces to
enlarge the sphere of their activities and improve the caliber of their
service by introduci'g special placement techniques for juniors and
for other applicant groups presenting special pio""rrr.rri problems.
Later, in 1936, further expansion rva,s made possible thro,gh the
g'nidance and placcment program of the Natio'al youth Aclmii,lstra-
tion, which cooperated *-ith many p'bric employment o{fices ancl
assisteci thern by adding to their stafls special placernent rvorkers

2 This estimatc is bascd on information obtained by the ChildreD's Bureau in thc course of the Dresent6tudy and on the rcport of an earlior survey of junior placemcnt made by the children,s Ilureau in 1922(vscational Guidance and Ju'ior placcment, childrcn's Burcau pub. No.149, \I.ashington, rgii i .
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INTROI]UCTION

\\-hose full time could be gir-e. to the registration and placement of
jurrior applicants.

The stall members of these and other junior-placement offices ha'e
fou'd that the immaturity rind inexperience of ttru average junior
applicant create many problems that are different from tiio." p."-
sc'ted by adults and that spc,cial procedures are thercfore necessary
if the placemcnt offic.c is to se.vr its j*nior applicants effectively. rn
the case of most aclult applicants maturity anit previo's worh experi-
cnce furnish rcliablc evidcncc of thc iiinds of urcrk in which suitablo
piaccment may be rn.rkr. tr{any j 'rrio. upplica'ts, on the ot}rer hantl,
are lacli ing in b.th thesc rcspccts; otheis, \r-rro ha'e hacl a l imitccr
arnount of prcvious u-orl< experienc., have bt'cn cmplc..r-ed o' jobs
unrelated to thcir real interests ancl abiliti.s. Sinc. c,xnparatively
few junior applicants har.e a'y subsk'rtiar amount of rvork i*pe.ie.rce
to scrve as a guidc in placi.g them, placcmcnt workers find it d-esirable
to give spccial attc'tion to abiiities, pcrsonality cha.acteristics, cduca-
tion, and plans for the future. And since going to work is an entircly
new experience for m&ny young applicants, placcmcnt worker's arc
concerned also in following up the young worker's progress on the
job and in helping him to adapt himseH tt this o.ru .it,rltiorr. It is
the emphasis placed on these aspects of the placement program that
rnost distinguishes junior- from adult-placement worh.

Provided by the Maternal and child Health Library, Georgetown university



SCOPE AND METHOD OF THE STUDY
The present study was undertaken by the Childrcn,s Bureau at the

request of the United States Employment Service.l Its purpose is to
report on tlier spccitlizcd techniqucs which placcment workers have
devt'iopcd in tircir rvorli with junior applicants and to ascertain thc
extcrrt to rrhich specializcil junior-placcment services have been
olganized throughout the couirtry. It is conccrned wiih the place-
ment prograrns antl the emplovrnent-o{ficc proccdurcs that, have been
developed expressly for ju' ior applica'ts as distinct from adults.

At the outseb it rvas apparcnt that a survey of the j.nior-placement
work that was being carried on under all hinds of auspicers rvould not
be fcasible because of the di{ficulty of canvassing all the various types
of agencics that might sponsor such placement programs. rnasmuch
as most of this work was under the direction of state and fetlerally
supervised pubiic cmployment oflices and public-school systems, the
survey rvas <iirected only torvard offices operating under the auspices
of onc or the othcr of thcse trvo typcs of agency and does not include
tht' l irnitcd number of spccializcd placemcnt serviccs sponsored by
vulious tvpcs of social agencies.

Tlic criterion adopted for identifying thesc spccialized junior-
placemcr't programs was one of stafi. Inasmuch as stafi members
*'hosc rnajor responsibility was junior placc.ment ryere consiclered
most likely to have developed specialized proccdures for this group of
applicants, the survey was limitcd to employmcnt o{frces in which one
or rnore staff members devoted full time to u'orh rvith juniors. Ac-
eordingly, it does not touch upon th.c junior-placcmo't worii cione by
public emploJrment oficcs in *'hich each interr.icwer registercd and
placed applicants of all agcs, us'ally according to the same general
proccdures, nor upon the work done in many public schools in rvhich

I The U. S. Ernploymcnt Service was formerly ln the Department of Labor.
were transferred to the Socirl S0curity Board in the Federal Security Agency.
Eervice Division of the Burrau of Employment Security in tho Social Security

4

In July 1939 its tunctions
It is now the Employment
Board.
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SCOPE AND MET}IOD OF STUDY

placement of young persons was incidental to the establisherl proqrams
of those agcncics.2

Two methods of  approach were uset l  in  mal , ing t l r t  s t r r r l . r - :  l i r . i .
information was obtained in regard to the location rrntl th,. nrtrrlr,.
of specialized junior-placement services by mcans of a r1u,,,.t ionnirirr.
distributed on a Nation-wide basis; and seconcl, through obst'rr-utrorr
and consultation in a group of selected offices, a stuclv rrirs nrrrtle of
the special problems encountered in junior-placement 'w'orli anrl the
procedures that placement ryorkers have dcveloped 1,o meet tliesc
problcms.

Questionnaire Survey

The questionnaire was distributed in n'ebruary lg37 to superin-
tendents of public-school systems and, through directors of State
employment scrvices, to managers of all public employment offices
maintaining separate divisions for junior registrants. These officials
rvere ashed to report on any junior-placement services, staffed by
persons gir-ing full time to this w'orh, that were operating under their
supervision during all or a part of the year 1936. This information
rvas solicited from all citics with a population of 10,000 or moro and
from all school districts of the same size. It did not, seem practicable
to canvass smaller communities since it seemed unlikely that they
would have felt a need to establish full-time placement offices.8

Replies to the questionnaire were rcceived from the public employ-
ment services in all 48 States and thc District of Columbia and from
public-school systerns in 908, or 92.2 percent, of the 985 cities in
rvhich public-school snperintendents were askcd to furnish this infor-
mation. X'ull-timc jrinior-placement officcs were reported by 2I
public-school systcms, or 2.3 pcrccnt of the 908 answering the inquiry,
nnd by 51, or 7.9 pcrcent, of the 645 public cmployment offices which
were operating at that t irnc in cit ics u'ith a population over 10,000.
In addition, 1 public employment officc rcported a serr.icc for junior
applicants opcrating in a subrtrban county area with a population of

, It ls recognized that the number of public-school ststems and public employment olices whosc junior-
placement programs fall wlthln the scope of this survey rcpresents only a small proportion oi the total
number of public schools and puhlic employncnt omccs offering placernent assistancc to young applicants.

In practically all public scho{}ls, toachers and othcr sta{l members were placing at least some young per-
sons in employment. In many cc-ifs this work was incidcntal to other programs and was confined almost
cntirely to occasional referrals rnarle at tho rcquest of prospeetiv€ employcrs. In addition, there wers
unquestionably some schools $.ith rvcll-organized placement programs which were outside the scope of this
survey because thc stafl members doing placcmcnt gave a srrbstantial amount of their timo to other activities
also-cducatlonal and vocational guidancc of pupils, coordination of part-t ime vocational education with
part-t ime employment in related trades, and enforcement of school-attendance laws.

Almost all public employment ollices n'ithout separate junior divisions also placed iunior applicants in
employmeDt, and the interviewcrs in those oflices gave varying amounts of their time to this applicant
group. In a few ol these oflices, spccial programs for juniors had been developed by assigning the rcgistra-
tion of all juniors to one interviee'er who gave a part of his time to this work and the rest of it to work with
adult registrants.

3 Tho U. S. Employment Seryicc rcported no community of less than 10,000 populotlon in wbicb ths
public employmeDt omce msintalned I specisl dlvision for junior sppllcants during tbo year 1930.

o
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JUNIOIi PLACE}IENT

60'000 just o'tside Ncrv york city, where the j,nior-pracement
workcr conductcd the program on an itinerant basis.

The q'estionnaire incl'ded inquirics about the organizarion of caeh
of thesc placement offices and thc proceclurcs folloir.ed in r.ogistering
and placing junior applicants. Much of the i'formation ibtoin"d
from each office in this rvay rvas necessarily racking in acta;t and, in
some cases, lacking arso in comparability with information returned b5rothcr: olllces. In the lrrttc' co'ire'ctiori it \\-as rpparent that junior-
placcmcnt \1-r.)rlicl's sometimcs difiered &mong themselves in the rncan_
ings tiicv .-.c.ibt'rl to sonrc torms commonly-used i' p]"""-.rri ,uort ,as f'r' irstrrrrcr', "frllorv-up." r rn othcr cases cliffere,r-,ces in rnethoris ofstatisticril 'cPo.ti.g made it impossible to obtain data on a comparable
basis cvc' for such important items as the numrrer of ncw apilicants
rcgistt,r'ccl rncl the numbcr of placcmonts effectcd.

Ii.r- thesc rcasons this rcport places rittle empliasis on the procedural
a.rl statistical information obtained th'ougrr ,.c of thc quc,stionnairc.
Ncvcrthelcss, thc-sc dtta l i lve bccn invaluablc in frr ln i . l i ing an ovcr-al lpictur. of jLrrior-pllccmer.t *.rr.li i. thc co.ntry at large ancl haveprov.rl rrscfrrl both as a g.idc in selectirrg the offices to be visitcd forfu'ther stritl ' ancl as a chcck on the degi'ee to rvhich the procedures
follorvccl by thosc offices we'e reprcsentative of practices .r.oro&ere i'
thc counfry.

Field Survey

The major part of the findings of this report are bascd on a fiercrstudy of 12 ofiic.s r-isited in the fall and v.inter of 1gB7 ancl ear.ly tu:rg,
after the quesrionnaire survey. These ofEces were the junior dio,i.inrr.
of the^public- employment services of ccclar Rapicls, io."o,*cirr"io-
nati, Chio, Concord, N. H., District of Columbia, Drrrlo_, N. C.,New York, N. Y., Roc.hester, N. y., Rockland County, X.'i., tt nschool placemcnt scrvices of Atrantic city, N. J., Dciroit, ifi.tr.,
and Essex county, N. J., and the junior-piaccmcnt scrvicc in lrhila_
delphia, Pa., rvhich was operatecl under frre joint unp"rrri.io'' of thePennsylvania State Bmployment Service ancl iire public-school .ystern
of Philaclelphia.s

I rn referring to dif lercnt phascs of employment-office proccdure this rcport adhercs to the ternrs generallyusrid by placenent services all l iatcd tri l ,h the U. S. I lrnyrloyment Service.o visits were macle as foilows; Fall anrr winter oi rgrz, atiuoila city, concord, District oI columbia,Durham, Esscx County, New york crit,y, Roctrestcr, rtocttana county; winter and early spring of 1938,Cedar Rapids, Cincinnati, Detroit, pbiladelphia.

I
I

t
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JTINIOR-PLACEMENT OFFICES IN THE UNITED
STATES

The Children's Bureau received, tlrrough its questionnaire survey,
reports from 73 public-school systems and public employment offices
which were operating junior-placement services of the type that came
within the scope of this study, namely, offices in which one or more
junior counselors I devoted substantially all their time to the place-
ment of young people rvho rn.ere about to lea,ve school or had aiready
done so. These 73 offi.ces represent all junior ciir.isions tliat were
functioning a,s a part of public employment services on Decernber 31,
1936, and all full-time offices being operated on that date by public-
school systems that returned questionnaires. Inasmuch as 92.2 per-
cent of the public-school systems c&nvassed reported to the Children's
Bureau on their placement programs, it may be assumed ttrat the 73
offices constitute virtually all services of this type in the United States
at the time of t,his survey.2

The cities in which these 73 offices were located and the number of
staff members reported for each office are given on pages 8 and 9.
The offices ranged in size from agencies in which 1 junior counselor
assumed entire responsibility for all phases of junior-placement worh
(19 offices) to the large city organizations in Philadelphia and New
York City, each of which was staffed with more than 25 worl<ers.
Inasmuch as a few of the 73 services operated se'yeral branch offices
for junior applicants witirin a city-wide placement system, the separate
offices mainta,ined for junior applicants numbered approximately 100.
For the purposes of this report, however, each city placement systern
is termed a singLe junior-placement, service or office irrespective of the
number of its branch offices.

Two-thirds of these offi.ces were in metropolitan are&s reported by
the census of 1930 to have a population of 100,000 or more. I lven so,
junior applicants were offered this kind of assistance in placement in
less than half of the 93 cit ies of that size in the country. Less th,an a
tenth of the 283 cit ies with a population of 25,000 to 100,000 and only
a fraction of 1 percent of those smaller than that were provided with
similar services.

I Tbe terur "Junior counselor" was most generally used to designatc the staff members working with junior

applicants ln these placement services and accordingly has been adopted throughout this report. Other
titles such as "adviser" and "interviewer" were also used.

I The resu-lts of a later survey of the extent to which junior counseling and placement services had been
developed within public employmeut ofices are given in appendix A (p. 129).

I
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8 JUNIOII, PLACEMENT

PUBLIC EMPLOYMENT OFFICES
Number of ilaf

nembers (full t ine
and, part t ime)
rorking uith

Junior appLicants CitvCita

Nunber of stalf
members girtl t{mc

and part t imc\
uorking witk

junior appLlcsnts
Cit ies wi th 100,000 or  more

populat iorr :

A l l r s n y ,  N .  Y _ _ _ _ _ _  _ _ _ _ _ _
B i r r r r i r r e h r r r r ,  . \ l a  _ _ _ _ _ _ _  _ _
I l u s l o n r  J I t s s - - . . _ _
B r i , l q e p 6 p 1 ,  C o n r r  - - - - - -  - _
)S r r t l a l o ,  N .  Y______
( ' l r i e a g o ,  I [ _ _ _ _ _ - - _

Cincinnai i ,  0h io-  _
C ' l evc l and ,  Oh io_  -  __ .  ___  ___
C o l u m b r r s ,  O h i o _ _ _ _ .  _ _ _ _ _
Des  N {o ines ,  I os -a_________
Fo r t  Wor th ,  Tex____  __  ____
T T a r l  f o r d ,  C o r r n -  _  _  _ _  _  _ _  _  -  _
I r r '  l i a r r a l r , , l i s .  I r r , l
J : r " l i . , ' r r v i l l r ' .  I  l l  - -
J c l . " r '  (  i r r ,  \ .  J _ _ _ -
L r ,  t i s v i l l e .  l i . v  - - - - _ _
J I i a m i ,  F l a _ _ _  _ _ _ _ _ - _ _  * _ _ _
\ e r i '  H a v c n ,  C o r r n - _ _  . _ _ _ _ _
\en '  0116 '9nc ,  La___  _
-r : r . r r -  ) 'ork,  N.  Y_ ___
o n i r h a ,  N e h r - _ - - - _ _  _ _ -  _ _
Roches te r ,  N .  Y_ -___  ____
San Francisco,  Cal i f_
Spr ingtre ld,  Nlass_.__- _____
S 1 ' r a e u s c ,  N .  Y _ _ _ _ _ _  _ _ _ _ _
T a m p a ,  I l a _ _ _ _ _ _ _ _ -  _ _ _ _ _
Tu l sa ,  Ok la__
U t i c a ,  N .  Y _  _ - - _ - _ _ _ _ _ _ _ _
W a s h i n g t o n ,  D .  C - _ _  _ _ _ _ _
Worcester, N{ass_ _ _ _

Cities 'with 25,000 to 100,000
population: I

2
3
7
2

10
1 7
7

4

Binghamton,  N.  Y___-_
Cedar Rapiis, I"*u- - -----
C l r a r l o t t c ,  ) I .  C _ _ _ _ _  _ _ _ _ _ _
C o n c o r d ,  N .  H _ - - _ _ _ _ _  _ _
Counc i l  B Iu f fs ,  Io*a__ __  -  __
Danv i l le ,  I11_ _  __  _-_  __  _  ____
Davenpor t ,  Ios 'a_______ __
D e c a { u r ,  I l l _ _ - _ _ _ _ _ _ _ _ _  _ _
Dubutluc, Ion'a_ -
D u r l r a m ,  N .  C - _ _ _ _ _ _ _ -  _
E a s l  3 1 .  L o u i s ,  I l l _ _ _ _ _ _  _ _
Jo l ie i ,  I l l ____
L i t i I e  R o c k ,  A r k - - _ _ _ - _  _ _
i \ Ianches tc r ,  N .  H______
Nashr ra ,  N.  H__
P a w t u e k e t ,  R .  I _ _ _ _ _ _ _ _  _ _
R o e k f 6 1 4 ,  I l l - - - - - - - -  - -  -  .  _  _
Roek land Coun11 ' ,  N .  \ -____
S i o u x  C i t y ,  I o B ' a _ _ _ _ _ _ _  .  . _
S p r i n g f i c l d ,  I l l _ - - - _ _ _ _ _ _  _
\\-aterloo, Iorva_ _

1

T

A

2
I

I

o

I
e

5
4
z

I

2
1
e

2
1

I

1

2
o

o

D

2
9.

62
z

8
1 6

o

5
2
I

o

1.1

4

Cit ies rvith 10,000 to 25,000 pop-
ulation:

For t  Dodge,  Iowa_________ I

t fncludes Rockland County, N. y., wher6 the
junior counsclor workcd on an itinerant basis in
each of the county high schools.
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Numbfi of staf members
Uut l  t ine .o .nd  Pa i l  l i ne . \

uorfttnI wttn
AUJ juniot spp[icants

Cities rvith 100,000 or nore
poPlilation:2

Balt imore,  Md--  -  -  -  -  -  - -  -  -  -

Bos ton ,  Mass -  - -  - - - -  - -  -

C h i c a g o ,  I I I - - - - - -  - - -  -  -  - - -  -

D c l r o i t ,  M i c h - - - - - -

I n d i a n a p o l i s ,  I n , 1 . - -  - - - -  -  - -

L o s  A n g c l ,  s .  C a l i f '  z - - -  - - -

\ l i l r r ' aukec ,  \ \ ' i s  . - -  - - -  -  - - -  -

Nc rv  O r l eans ,  Le -  - - - -  -  - - -  -

N e w  Y o r k ,  N .  Y - - - - - - - - - -

N e w a r k ,  N . . I . ( I i s s c x

C o u n i y )  - - - -  -

Phi ladelphia,  Pa.  2 -  - - -  -  -  -  -  -

JUNIOR-PLACEIIDNT OF!'ICES IN TI{E UNITITIJ -iTATt'S Lt

PUBLIC-SCHOOL OFFICES

Number of staf rtetnt,."
( fu t l  t ime and Par t  t ine- 

uorkina u ith
junior applicultts

Cit ies'wit 'h 100'000 or u)orc
poputation-Continucd.

Por i la r rd ,  Oreg- - - -  -  -  - .  -  -  -  -

Prov idence,  R.  I .  t - - - - - - - - -

S t .  Pau l ,  M inn- - - -  - -  -  - -  -  - -
San -!'rancisco, Calif - - - - - - -

Seatt le, Wash--- - -  -  -  -- -- --

Cities rvith 25,000 to 100'000
poPulation:

A t l a n t i c  C i t Y ,  N .  J - - - - - - - -
Mount  Vetnon,  N.  Y- - - - - -
Rockford, I l t----- -  -  -  -  -- -- -

Cit ics with 10,000 to 25'000 PoP-
ulat ion:

Roya l  Oak,  X l i c l t - - - -  - - - - - -

Citll

2
13

I
1 0
2
7
5
I

t ,

I
I
2
o

2
1
I

8
35

Pi t tsburgh,  Pa- - - - - - - - - - - -  I

r Afi l iated with the U. S' Dmployment Service'

r Boston, x{Bss., Chicago, IU., Itrdianapolis, Ind', New oTleans' L8'' New York'

San lraDclsco, Csllt.

Auspices

Fiftv-two, or ncarllr tlrree-fourths of thc 73 services, lvel'e organized

as junior divisions of local public employmeltt offices ctrcl 21 opcratecl

u. .p""ial selvices of local public-school systems, 3 of thc latter being

a{filiated also *'ith their respectivc Stale employment lserviccs' In

all, these 73 placcment oflices scrved 66 county or mtlnicipal-areas; ilr

bg of these al'eas the work $.as conducted either by the public-school

.y.i"- or by the public employment service or as a joint undertaking

of froUt ageicit s' and in the remaining 7 are&s sepa'ate and indcpcnd-

ent placeinent ollices serving approxim&tely the same distdcts rvere

mai;tainecl by each of these 2 agencies'3

Junior-placement work, organized clircctly uncler the auspices of one

or the othcr of these t$-o agencies, l\-as oftcn fi.nanccd in part or rvhollr'

bv fLrntls roccivccl from outsicle sourccs' and to some extcnt t lr.

:,;r.,,,.,, i .,r. i . t6os. o{l ict 's \\-r 're resporrsible to other agencies as rr, '11

rrs to tlrc orcrtlr izrtiol] whicll e'\ercisod immediate superYisioti orer

their tvorli. Thus, the worli of all jurrior t l ivisions in public cn}plor-

mcnt celrters \ras supel'viscd by the managers of those emplo]-l l l( ' lrt

centers and through them by the dircctors of their lespcctivc sttlt( '

employment services and by the United States Ernployment !r 'r 'r i""

arri a"large propor.tion of thcse junior di ' isio's rvcre srtbjt 'ct tt lstl t 'r

.op"rrri.iol^ an6 guiclance from other agencies r,l-hich fut'trisSetl r 'ir.t

oi the funds for their wolk. The National Youth Acltnirri- ' t |rrtr(rrI \\ i I:

the outsicle agency maldng the largest contribution to tir is $'t 'r ' l i ;  133,

or almost trvo-thii.cls, of the 52 junior clivisions in p.blic e'rplo) rllerlt

N.  Y, ,  I lock fu r ' i ,  l l l . '
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10 JUNToR pLACEITENT

offices received financiar support anci guiclance in their junior programs
from this source. other Federar agencies such as the N*ionar Re_eniployment service and the \\rorks progress administration alsoliurnced some of the rvorl< in public employlent offices.

To a somewhat lesser extent, pubric-schotl offices al.o wu." financedby and responsible to agerrcies otrier trran tlre local furrii"-r"rroors.vstcr'. I. m'st of the'r trre ju'ior-place're't program u-as undertlic .lti 'ratc dirccti. ' of the superi.tencle.t of til .;)-;";ric-s"hool
s'st.r', rvith irrimediate supervision cxercisecl most f.*r,,.;it by theschool__rlircctor of guidance or the pri'cipar of the schoor in rvhichtlrc' '{iice rvtrs located. Trre placement services in Los Angeres,Philade$hia, ancl I'rovidence operated uncler affiriation agr..-errt,rvith the llnitcrl states Employment service, rvhich matchecl schoolappropriations for junior placerne't *ith fu^tls from Fcderar_sources
and rvhich sharecl in the supervision of the p1""";*rt-;"ogram.{
The rvork in five other schooi offi"e.u arso was'n"""".a"iri part bya;4encies other than thc local school system, by tr'ecleral ugurr"iu. ,r"has the Nationrrl Yo'th Achrririistratior, and by private-ug.rr"i., i.,the community.

Funct ional Organizat ion
tr'u.ctio'rllr- trre 78 o{Eces represented trvo tvpes of plaeement

service-for junior applicants. T'rre grcat nr*jorit\- ,pcr.ate.l as corn-plerte placement units with re-"ponsitritity ior ail pirn.., nt ii," lurrior_placement proqram. Each reg'istered iis orvn j'nior-applica't groupand maintained a special fi le of its junior registrations, -.uli.it.,l op.rr_irrgs.from employers in its comrnuniiy, serectecr arrtl relerrccl 
"lrflicurrtufor job orders receivcd, and rra.tlreci whatever specirrl folioir-up ofapplicants was undertarien after placement. Replies to tlre tlues-tionnaire indicated that all but o of the 78 jLrnior ....ri... npo.,,tu,lin this rvay. Although those that were affiliated *.ith pubric er'proy-ment centers clid, to some extc,nt, slinre employo.r, orrlers aridinformation about estabrishments and agencies in their comm.nities

with the other placerncnt divisions of tiie 
"-pl;;;;, "."r"r. 

'rt,r,*'hich they were afiliated, each assume.l re.porrsilrility i".-flacing
its junior a'pplicants in ernployment, and basically 

"u"ir 
ui".ut"a

as a complete placement unit.
--The six junior scrvices 6 that did not function in this way rvereall j.nior divisions in public employment offrces that indicated onthcir q'estionnaires that they 

"ur.i.i 
only part of the responsibility

for placing their junior appricants. The junior counselors in each of
' The placement programs in Los Angeles, Philadelphia, and providence are classified as school servicesbecause' although financed in part nv ihe pubri" .-piol-""t*r".tem at the tims of this survev, they were

:.|;:lXt"H:: 
school svstems oi those cities *o nrtr.ooii"".d to operate ro.ro." rJuuoor"uio to thoru

I Atlantic City, N. J., Dctroit, n{ich., poriland, Oreg., St. paul, Mlnn., Scatfle, Wash.IChicago, I l l ., Cincinnati, Ohio, Danvil lc, I l l ., Occatirr, I l t., inatanapotis, Ind., Districtof Columbta.
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JUNIOR,_PLAC]'NI]INT OTFIC]}]|J i:' i TfIIJ TINITI]D ST.{TI'S 11

these junior Civisions wele lesponsiblc for cietermirl ing tirc intcrcsts

and abil it ies of junior registrants, but stafl mcmbers in otirt ' t ' t l ir ir i lrrr

of their respcctivo employment ccnters wcre in charge of a prrrt 6r rrl l

of the placernent proceclurc itself. Thus, in these six ptiblic cnrplor--

ment ccnters the regular procedures follolved for applicarits of rrll

ages wele supplementecl, in the case of juniors, v;ith spccial selvict's

which the stafj of thc junior tlivision rcnclered chicfly in colnection

rvith counseling and rt 'gistr:rt ion. Thcsc junior scrviccs have bec'n

callecl "functional junior t l ivisi0tts," and in this report thcy wil l bcr

distinguished as sucir irom thc complete placement units. \Yhile t'he

relationships betri-cr.n frrnctional divisions and other divisioris of their

employment ccnters varictl somcr,vhat fi'cm one office to &notllcr' no

functional division c&rried resl-.onsibilit)' for all aspects of junior

placemcnt to the same degree as did the complete junior-placemerr'r,

unit.
The Youth Served

I,fost of the 73 o{ficcs acccptcd all applicants rvho rcside<l rvithin

the districts they seryecl and u'hose agc ciualified them to register as

juniors. The area served by cach public employmcnt o11ic0 usually

incluclcd several countios acljaccnt to the city in rvhich tlio oflico was

located; school officcs, on thc other hanci, rr,crc usually organizctl ttl

serve residents of their city school clistricts. Almost rvithout exccption

the juniors rcgistcred by both typcs of pllccrncrrt scrvicc \tcre )'oling
persons above thc rninimum legal agc {or ernployrnertt (J-4 or 16

years) and. undcr 2l or22 years of agc;half o{ the 73 o{iices extendcri

their services to yor.rng persons up to 25 3-ears of ag(' as u'cll, par-

ticuiarly ['iren appiicants itr this uppct' agc glollp htrtl harl no sub-

stant'ial amourrt of previorts ti-ork cxpclicnce.

Sixty of the seventy-three junior oilices accepted all rcgistrailts

*,ho met their age and residcnce recFriremcnts. Trvelve, or appl'oxi-

mately one-sixth of the total nuinber, irnposccl furthcr restricticns.

Six public employment officcs l imitcd tire spe'cializctl services of t i:t ' i i

jrrnior <livisions to bo1's, or to u-l i i tc appliclrnts, ltnrl pt't 'solls 1)ol'

t lrrrrl i l l- i1S in thcstt 1'1',.pi,cts rvere ri '5l istcrctl rt l l i  i)Ltlcetl by lt1u1t

irrterr-it 'r-ers &ccol'r l ing to tlre r-rsurrl l ttLtl l t l l lot: ' . ' t [tt i t 's. 
' Ihc other six

offices, rrl i ich \rcrc opfl. i ircd by priblic-scLool systcms, l irnited tho

groups servecl on the basis of eclucational backgrourid oI l.&cc; trvo had

been organizcd primarily for thc purpose of placing the graduates oI

their respectiYe school systems who had completed vocational-training

courses and they confined their rvork almost errtircly to this particular

Group.
The questionnaile included an inquiry about the nature of thc ap-

plicant group reached and a rcquest for strtistical information on thc

2122254- 40-2
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L2 JUNrori pLAcEITENT

numbers registered and placed during 1g36. Unfortunately, cor'par-
able data were not always available, and any statistical report oith.
work of these offices must necessarily be far from compleie. Irublic
employment offices and the public-school office in philadelphia. all of
which were affi l iated with the united states Emplovment Se^ ice, did
report uniformly on certain aspects of their placement ,lr.ork,z but
other public-school offices, which were u'ithout this kind of central
affiliation, had developed a variety of reporting methods. tr'urther-
more, m&ny of these school offices were very closely coordinated with
school programs of guidance and vocational training, and a statistical
report' of their registrations and placements therefore falls far short,
of representing the services they were performing in their respective
cornmunities.

Statistical information reported by 67 public-school and public
employrnent ofiices shows 200,198 new applicants and 98,861 plu""-
rncnts during 1936. The distribution between boys and girls is shown
in tabie 1 for each type of ollice. Although a slight difierence was
apparent in the percentage of each sex served by pLrblic employment
oflices and p.blic-school o{ficcs, boys made up a rnajority of the young
people registered in both types of office. In the b1 public employment
o{iices reporting, 58 percent of t}re total applicant group *-""" boy,
tuntl 60 percent of all placements made wcre for boys. In tire 16
school offices reporting, boys constituted bl percent of all applicants
and 44 percent of all placements made l'cre for bo1rs. Thus school
offices appeared not only to be reaclfng a slightry larger proportion of
girl registrants than rvere public employment oiiices but also to be
rnaking a greater proportion of their placements for this applicant
group.

Tea"n l.-New applicants and placements reporred. by 67 junior-pracement ofices,

T otal 16 public-school ofrces

PerceDt
distri-
bution

il,412 100. 0

New applicants and placements

New applicants

Boys
Girls

P lacements - - - - -_ -  _

200, 198

1 1 1 , 9 7 9
38,219

93. 361

50,964
42,397

36,774
31, 638

30, 809

4 8 . 5

100. 0

44.2
55.8

? complete statislical reports of the srvice extended Junior applicants by all public employmcnt ofiic.s
alaliated with the u. g. Emplo)'ment service, including thosc without scparate junior divisions, are pro-
sented in the publicatlons of that sgency; who Are the Job Seekers (ig37) and Fillilg Flvo trIillion Jobs(r937).

100. 0

58. 4
41. t i

r 00 .0

40.3 |  r7,r i7
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JUNIOR-PLACEMENT OFI'ICES IN THE UNITED ,STATES 13

The difference in the type of applicant served by these two types
of office 'lvas considerably grcater with respect to the amount of time
elapsing between the youth's withdrawal from full-time day school and
his registration at the placement service. Owing no doubt to the fact
that thcy were operatcd in conjunction with their school programs of
guidance and vocational training, school offices were attracting com-
paratively large numbers of young people u'ho were about to withdraw
from school or hacl recently done so. Public employment offices,
rvhich are less closely linlied with public-school systems, tended to
register a correspondirrgly large number of young people who had
been out of school for some time. X'ourteen school offices and 48
junior divisions of public employment' services reported by question-
naire on the proportions of their registrants who had recently with-
drawn from school. Ten of the fourteen school offices estimated that
80 percent or more of these juniors had been enrolled in school within
I months bcfore registration. Only 6 of the 48 public employment,
offices reported such a large proportion. X'ive public emplo.vment
offices estimated that this group made up less than 20 percent of their
applicants, while none of the school offices placed their estimate at
such a low figure. This difierence in the recency of withdrarval from
school appeared to be the most significant difference between appli-
cants served by schools and those served by public employment offices.

=---
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THB OFFICES VISITBD_THEIR ORGANIZATION
AND THE YOUTH THEY SERVED

. The major part of this report, cleals with the proced.res foilowed
i' the 12 offices st,diecr irr the fieltl. The development of the place-
ment progranrs in these selecteci ofiices rvas uncloubtediy influenced
to a. great extc.t by the character of the communities ancl of theapplicant groups th.cy s_err.otl and by the manner in u,hich thev were
organized, ancl a llrou'lctlge of these basic factor.. i, ,r"*rru' to uf.ll underste'ding of the proccciures wiiich trr"y rrua- Ju-r"rop"a.
rnfo.mation abo*t the size cf eacrr oflice r-isiteir, iil ;.;";"riorr.or-ing it, and the co'rmu'itv i' *-rrich it rvrrs locrrted i. pr...r-ri"ibriefly
in table 2. otlic. cirrrrlcte.istics of each of these 12 o{fices should
be notc<l also beir--r'c corsidcrirg the proceciures which each hacl
tLcvelopcci.

T r;r,p 2.-.,Iunior-placemerLt ofices and branch o.fices uisited,

L o t a t i o n  o f  o l i i c c

i 6 ,  007
451,  re0
25, 228
42,037

6, 9;r0, 416
32E,132
i9, i99

48U, 669

66, 193
r , 5 6 E , 6 6 2

412,337

1, 950, 961

1 , 0 1 2
7, 417

520
1 , 9 1 0

17,  01  I

569
3, 803

638
? 12. 30{

5 , 6 t 9

15. 932

460
1, 7S6

638
1, 375

7,024
3, 485

459
r , 4 0 3

402
, 6 , 7 4 6

2,595

3, 683

1936
r93.1
1936
193ii

1 9 1 8
1920
1931
1935

1932
1921
1925

1916

I
3
1
2

1 7
5
I
3

I
6
3

I 2

I

6
1
I
3

I
2
6

,+ifj?;ij-.,"1#i'.t#likl*r"*,{il{i:r*ri,i:i:".i!i""'1iti'"',f,i.ir,,i,n:lii,i.:"'n'"'il- *,,*
i]r",fii1j,-;i"1.'#?tj,,j:.-:*#*i,l,t'.;';;Hi#:;il!r';;;'""ii:fii:';ilii;iJ[X'i:

All but '1 of t l ie o{Eces- had bec' operating for at rerst 3 years a.t
the time they *'ere visited. since tlieir programs *-erc trre result of a
ionger period of practical expcrience in^j 'nior-p1.ce'nre't ,ro.t tt n'

ll::._||i 
.^t:gll 

T"rl 
junior offices elonli'here, iheir plocedures rn&y

r'c \\-cli consrderec c'ong the most cllcctive i 'use 
"t 

t lr" t ime this
1 1
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rHD OFFICES VISITI]D

stncl;,' \vas nrircle.r llowevcr, the mcthods found eflecti','e by lnr
one of these offices cannot necessarily bc applied tvith cclual success
to ail types of junior-piacement organizations. Tlie cornmunities in
which thesc 12 officos wcro located dilTered in population, in indus-
trial cornposition, tncl in the service agencics availa,ble for rvorh with
young people. The individunl o{fices visitecl \vere aflilittcd u'ith two
tvpes of supcrvising organizations, functioned in dit icrcrrt capacities
rvithin those olganiza.tions, and maintained applic,ant iiles which
ranged fi'orn a fow hundred in sorne offices to morc than 10,000 in
othcrs. At one extreme u.as Atlantic City, rvith n, poprrll,tion of
approximatcly 70,000, commercial activity t irat centered around the
resort trade, and a junior-plrrcernent o{Iice located in the boys' \roca,-
tional school, rvhere the counselor had frequent contact, with mflny
students r,r.ho latcr came to him for piaccrnent. At the other extrenre
rvas Ncu' York Citl', a, nretlopolitan ccntci. n'j.th a gi.olt variety of
business ancl incirrstl ial entclprises, \ l ' ]rclc the public ernployment
system tnlintrinctl 6 lalge branch junior-placomcnt o{fices and had
&ccess to tire services of many other agencics rvorking rvitir young
people in the cit-v.

In these and in other cities visitcd thc nature and resources of the
communit3r somctirnes cxerted a rnri'licd influence upon the program
of the placement office. Tirus in the school office in Detroit the
special procedures followcd for applicants being considercd for appren-
ticeship in large industrial establishments were unlike any procedures
observecl elseu.here. In other citios, where special services such as
psychological clinics were not, avaiiable througir otircr agencies in the
comrnunity, placement offices themselves had found it nccessary to
assume responsibiiity for those services; and in still otlier citics,
where exceptionally useful records such as school guiclancc recolds
were avaiiable through othcr agencies, sorne counselors placcd con-
siderable emphasis on tl ie procedures ncccssary to eficct rr i lansfer
of these records to the placernent officc.

In adapting thcir placettretrt proqlarrrs to thc cornmrrnities the1.
ser\ .ed,  counselols in sourc of  t i re o{ l ic ts r- is i tct l  hr ic l  t icr-c lo i lcr l  nrcthods
and procetlulcs v'hich werc entirely dissimilar. 'I'iris lvas particuiarly
true of t lre intlepcrrtlentlr, '  orgnnizcd school o{Iiccs, l,hic}r \\.cl 'e u-it}rout
centralized sltl>crr-ision tha,t rnight har-c scrvccl to unify thcir piacc-
ment programs; but even in those ofiices ttrat, rvere a part of local and
national public employment systems and that followed the same basic
policies and reporting methods counselors \\.ere usualiy free to adapt
their programs to the special needs of the communities they served.

t \Yherc proceclurcs ohserved in the course of thc field study appeared to be markedly tliflcrcnt from the
methods rvhich other placement services reported by qucstionnaire, that fact is notcd in latcr sections of
this report.

?oniaed by the Maternal and Child Health'Library, Georgetown iffirtr,
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orilr- *-ithin certain lirnits, therefore, may the placement proce-
rhrrt's {ollo*'ed by the offices yisited be considered typical of junior-
plnce'rent practices throughout the country. TII; cornmunities
l-hich these 12 offices served were reprcsentative of urban centers in
the country at large, and counselors on their staffs found themselyes
dealing rvith much the same liinds of problems as counselors else-
*-here. The 12 offices \vcre representative arso of practically all
types of organizational set-'p reported bv oilices erse*,here u,hich
retr-rrned questionnaires; and many of thcm, as menbers of State-
a'd Nation-wide public employment services, \r'ere follori'ine the
same basic policies and procedures as outlined by their .r,p..i-i.i.,g
agencies and as developed with the aid of the field representatirru, of
those agencies.

Organization

seven 2 of the tweh'e offces visited operated as junior divisions of
public ernployrnent, centers and through thern v-ere affrliated with
their respective state employrnent scrvices ancl with the united states
Ernployment, Service. An eighth junior office rvas a part, of the
District of columbia public employment center, which.n'as under the
direct supervision of the united states Ernproyment service. These
eight offi.ces follov'ed basic policies and procedures outlined for public
etnployment offices by the united states Employment service, and
some of them in which j*nior-placement work w'as financed by the
National Youth Administration conformed also to the procedures
outlined by that agency. some offices, like those in Nerv york state,
operated under the direction of state supervisors of junior placement
and follorved special junior procedures developed for use irrall offices
throughout the State area.

The four ot'her officcs visitecl \\'erc sponsorecl by pubrie-school sys-
tems, and each operatcrl sor'.rhat more independently than w&s gen-
erally thc case irr public employment services. of these, the junior
services in Atlantic city and il Detroit rvere conducted bv the boards
of education of these cities, w-hile a thircl office, located in Newark,
was supcrviscd and financed by the board of eclucation of the Essex
county vocational schools. The fourth school office visited was the
junior-employment ser'ice of Philadelphia. originally established
and.conducted by the public schools of that, city, in 1gB4 this junior
service entered into an affiliation agreernent with the united States
Ernployment service, and altho'gh it continued to operate in close
relationship w-ith the city public schools thereafter the pennsvlvania
State etnployment service also exercised supervision over its proe.am.

I cntiar Rapids, cincinnati, concord, Durham, New york city, Rochester, Rockland county.
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THE OFFICES VISITED

The 12 offices included both types of functional organization that
have been discussed. Ten 3 opera,ted as cornplete placement units
and were responsible for all phases of the placement procedure. Two
served as functional junior divisions in the public ernployrnent centers
in Cincinnati and in the District of Colunrbia, other divisions of those
ernployment, centers sharing some of the rcsponsibility for the place-
ment, of junior applicants. Since thcse 2 offices differed in their
relationships with other divisions of their rcsirective employrnent,
centers, and since reference rvill bc rnarle to their special problerns
and procedures in latcr sections of this roport, the organization of
each is outlined briefly at this poirit.

In the Cincinnati enrl;loytnent center the registration divisions, of
which the junior division was onc, \\.ere separate from the divisions
through rvhich applicunts of all ages \vere placed. Thus the junior
division was responsible for the registration of young applicants
only. Ail sclections of persons qualificd to fill employers' orders and
all referrals and placernents were subsequently macle by staff rnembers
in other divisions responsible for placenent, each of which handled
applicants of all trges seeliing employment in a specified field of work.
The registration records of junior applicants werc therefore filed, not
in the junior office itself as thcy \\'etr'e in t,ho cotrrpletc placement unit,
but in a central registration fi lc rvhich ulso corrtir incrl the records of
adult applicants.

A sornovhat dif icrcnt t i ir- isiotr of lcslrorrsibil i t l . for jtrnior applicants
oxisterl in t lrc l) istl ict of ( 'oltttnbitr prrblic employrnent center, rvhere
thc juniot' t i ivisiorr \\-rIS css('rrt ir l l ly a counseling selrtcc tlrrough which
junior upplicrrnts \\ 'el 'e sir-crr the guiclance to which their youth and
inexperie.nce etrtitlecl tirem bcfore they were referred for registration
and placement to other divisions, krrorvn as operating divisions,
which lrandled applicants of all ages.a Wrereas in Cincinnati all
records were filed centrally, in the District of Cohimbia each operating
division kept its own records. The records of junior applicants which
were filed in each operating division contained only that information
about the applicant which lvas especirliy useful in view of the type
of placement made by each oporating ciivision. In acldition, the
junior division maintaineci :r, filc, of rnaster recolds giving full informa-
tion on ea,ch junior applicant; tliese the counselors usc'tl rnainly for

a Atlantic City, Cedar Rapids, Concord, Detroit ,  Durham, Essox County, New York City, Phi larlelphia,
I lockland County, Rochester.

I  In January 1938, when unomployment compensation wcnt into effeet in thc l) istr ict of Colunrbia and
shortly after the office thcre rvas visited, the relationship of the jLurior rlivisiun to the operating divisions of
tbe pubiic employment center changed somcwhat. Since that cialo, junior counselors in the District of
Coluurbia have been responsible for completing the registrat ions of al l  junior air lr l icanl,s, assigning them to
suitable classifications, and then routing their rccords tr-r the opcrating tlivisions responsible for placement.
The l)i:itrict of Columbia procedures described in this report, therefore, are not thc sante, in all respects,
as those being followed at the present tiure.
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counseiing purposes and occasionall;- 1i{;q11 lslied to clo so b;. opcr_
ating divisions, for selecting applicarits to i i l l  job ortler.s.i

Character of ttre Appticant Group

Tlic 12 selected o{Iices '*'ere oi'glinizec}. to ser'e applicant groups
substantinliy the stme as tf iosc registerccl by rnost junior-placement
seivices in other parts of the country. The usr.ral restrictions in
rcgard to the resitlcnce of applicants \\'L'.I'c obirer\-ecl. Norrc of thcse
scrlices as a u,hole matle se-x, ril,cer or cclucttion a qualif-t ing factor
in cclnnectiorr vittrr thcir acceptance of legistrants, brit the separa,tc
ix'rrnch ofliccs maintai'cd by sonrc of thern clicl so. Branches in
l'lriiaclelphia and Nerv Yorli selved ar.eas r-hich v-ere clistrictccl; the
2 oflccg irr l)urhrLr' servcd rvhiter a.cl Ncgro applicarrts, respectir.ely;
antl oI the 2 Detroit school oflices 1 serveci applicants from Wayne
unir.-ersity and tlie other, consicicrably larger iri sizc, serr.'ed a ju'ior
group cirau.n froln the city as a rvhole and gcncrally younger and less
highly specil l izctl in echica,tional bacliEround.

.{ll 12 o{frci's had seN .1.r certain age requircrnents. Registratio' as
a ju.ior applicant \i-as open us'allv to young pcrsons beti.een 16 ancl
21 years of age. Irr many o{Iices there rvas urso provisio' for lianclling
thc registratlons of inerpericncccl young porsorls rvho .w-ere above
tiris uge.6 A feu- oil lccs ri lso phr.erl rc3ist**ts 14 .rcl lb vcurs old,
palticLriarly in par.t-t irnc rrrrl terirpor.lry cii r ir l, rr-nreut.

It rvas eviclcnt t lnt tnrtnv couirsulors fcit i t uridesirable to a(l i lore
too closely to ngc, arrcl rcsirlence rt- 'cluilerirerrts. In the actual conduct
of therr *-orl i ali ' .st ail hlid occasion to registc' and place young people
rvho rl irL not mcet tircir stated requilements ancl, in the *.u o] public
ernpiol-nicnt offices, to tlansfer to adult divisions at least some of the
)-oung pcoplc rvho fell ivithin the age limits regularly }iancllecl by thc
j*ni* ofiice. undoubiccily, the par'uicular g.orp .".-r"d by the jurrior
o{lice n'ns often describcd in terms of age arid resiclence because it.u.,uru
most expeclient to explain the function of the junior office to the
general pubiic in thcse tcrms. trroroovcr, age ftrririshetl an inclication
of the maturity and expe'icr-rce of trie prospective applicant himself
nnd attracted to the jr-rnior oiEce tirose who rvere likely to be most in-**-di '* 

" 
ttformation oblaincd by questionnairc, lunctional junior i l ir isions of a somewhat different

trype s'crt oporatcd in Indianapolis and in at lcast three of thc public emptoymcnt o{Iiccs in Il l inois. Nonc
of these rvere Yisited in Thc coursc of the fiei{l suryey, but their rcsponse to the questionnaire inil icate.l thatin thcsf ofl lces. too, lhf latual rcfiTral ofjunicr applicaxts on job openinqs rvas done by stall menbers whs
handhd registrants of all ages. Irl f irch of them, hov,-e-ier, iunior couns0l()rs rcEirtered;l l junior appticants,
maintained their own rcil istration fl le v-ithin tlI j lrnior divislon, and rr_sed it for sclcction, not occasionally
as in the Disbrict of Columbia, but as a reqular ;rrcceclure whene.,'er staI} meni,crs in charge of placenlent
felt that the opening aYaileblc wes srrirsble for a junior applicant.

0 In order to reach older, inexpcrienced allplicants thc junior scrrice in New york CitS, Lail orgaDized
onc of its six branch omces as a spccial counseliDg scrlice (undistrictcd) for inexperiencod applicants between
the ages of 21 and 25 years who wcre placeablc in comuercial, retail ing, and y;rorrssioual $ork. A plan toostablish a similar spccial service for young applicants rtesirirg work in other fielt ls had not yet beeD put
into opcration at thc timc the New york pubric enproyment service rvas'isitcd in thc ricrd.
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necd of its service. hr prri., l ir) (]nlployiucnt centei's rgc nlso proved to
be thi ' r i istingLrishirrg ciurri lctclistic rvli ich u-ns rnost practicni frorn the
point of view of receptionists and other clcrictl n'or.kers who clirectecl
applicants of all types to tirc proirer rcgistration clivisions.

School offices usutlly rcgisteretl all applieants rvho rl'crc lr.ithil the
age r&nge that they served. Intsnlitch as thcse lcgistrants rvere for
the most part lacliirlg in anv srrbstantial iirnorurt of previous g,orft
cxperience, couttsciors irt soilic of thc rilliccs visited corrsidered it
desirable to ltat'e in iheir files also the nrmcs of a limited nunrbcrr of
older and more er.periencecl epplicrnts lr.ho coultl 1i,., rcferrerl on operr-
ings which the5r occltsiolrtlly reccivctl for cxpcrigpqcri rvorlicrs. Ir'or
this reasoll counselors in school o{ficos registerod a linritctl nnmber of
qualified pcrsorls above thc specifiocl agc lirrrits or kept, on harrcl the
registrations of formcr applicants rvho had passed the upper age limits.

Thc t}'pc of applicant that junior divisions in pubiic employment
cernters rcgistcrccl ancl placccl rvas sornewhat diffcrent from that scrved
by school officcs. Junior divisions rcsponsible for thc placcmcnt as
rvcll as thc registration of their applicarr;rs hancllecl only job orclers
calling for bcginning \\'orkcrs, all orders for jobs requiring experienco
or skill in tracle proccsscs being filicd in adult clivisions. Tirus, thc
applicant group quali{lecl to {itl iob orders rcceived by the complete
junior division of tire public employment offlce rvas not an age group,
primarily, but rather a, group quaiificd to fiII unsliiilecl and beginning
jobs. Tiris being thc casc, counselors in r.rost coiriplcte junior divisions
not only rcdirectcd to adult intcrl'iowcrs a limitocl nurnber of exccp-
tionally rvell-quelificcl juniors rvho had originaily comc to the junior
clivision bccatrsc of thcir age but also registerrecl in thc junior division
a few inexpcriencctl older applicants rcfcrrerl to thcin by adult-
placemcnt workcrs. Tn this x.ay tho lpplicant group scrved by many
jtrnior divisions in ptrblic cmploymcnt offices was lirnitecl to persons
who wore lacking irr arrt srrbstarrti ir l lnrorint of prcvious work exper-
ience and r,vho wcre irlact'ablc orrly in opcnings calling for bcginning or
inexpericn ced rvorliers.

Recruiting Policies

tr{ost cortnselors feit it desirablc to havc amorlg thoir registrants a
witle rc'prcsentation in &se, educational background, ability, ancl
expcrioncc. Practically all cmployers with rvhom they clcalt had
occlr.sion at one time or another to use a varicty of types of junior
applicants, and ccrtainly all inexpcricnccd )roung pcoplc, irrespcctive
of bacligrottncl and training, coul<l profit by tlie spccializcd service
available in thc junior-placcment oflicc. I,Iost counselors therefore
consiticred that recruiting policies aimcd to bring all typcs of appli-
cants in touch rvith the junior oflicc were esscrrtial to an effcct,ivc
placement service.

- .  ; l : '
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'\t the tirne of this survcy thcre had for some years been a general
scarcity of jobs and a corresponding abundance of applicants. x{any
counselors had more applicants than they coulcl hope to place rvithin a
reasonable period of time and no great elrort wrrs nccessary to attract
persons of varied backgrounds, intcrests, and training. Frcquently,
horvever, an unduly large proportion of thesc registrants were of
mediocre ability-young pcrsons likely alu'avs to expcrience clifficulty
in obtaini'g emplol'ment. conscqucntly thc Ii'rited amount of timc
counselors gave to organizcd rccruiting was oftcn confincd to an cffort
to reach applicants with somcrvhat more satisfactory experic.ce or
training and with ability tha,t rvas averagc or abor.c a..,,erase.
counselors with whom the mrtter rvas discusscd reported that thcy
had found that this typc of young applicant co,ld best be reached
through thr: graduating classcs of the local acadcmic and vocational
high schools. x''foreover, thesc prospectir-e graduates \4iere mosl apt
to be lacking in previous worli expericrrce and therefore in special ncecl
of thc kind of placcrnent scrvicc available in tlre jrrnior office.

Each vear counselors in thc four school o{iiccs visitecl ancl in fir,e
of the eight public employrnent ti{fices 7 u-ent into the schools for t}ie
purpose of explaining their services to high-schcol principals and
graduating classes a'd encourrging rcgistration. I,Iany also dis-
tributed announcements to bc postctl i . the schools and suppliecl
principals and teachers v'ith c,rt ls of introrluction and clescriptive
rnaterial to be given )'oung people planning to rcgistcr at the plu""-
ment office. rn Rockland and ]lssex counties the plrccment serr-ice
l-as presented to students in school handbool<s and in other l i terature
as part of the school program.

Talks rvere given beforo ad.lt groups as rvell as before scrrool pupils.
rncleed, it was the opi.io' of the counselor in one small community
visitcd that prospective applicants could ofte' be reached much more
efiectivcly through their parents than through the schools. Many
j'nior-piacemcnt, worliers therefore found it clesirabre to explain
their strviccs to ptrc.t-tcrrcher associntions, church groups, and
fraterr  r r r l  orgrr r r izu t ions.

ot l rcr  n iet l iods r rset l  to  rc lch potent ia l  appl icants inc l r rc lcc l  nervs-
papcr  fc l ture l r t ic lcs about  t l ie  p laccmerr t  o{ I ice,  ta l l is  to  C.  C.  C.
enrollees at the tinre ri ' lrcn thcir enlistnrcnt periocls rvcre about to
expire, lsreemcrrts rvith ernplovers for referral to the placement o{fice
of young people applying at their establishments for work, and the
use of the radio for general publicit5r. In these rvays counselors
sought to increase their field of usefulness to ernployers as well as
to young people by mahing their programs known to a diversified
group of potential registrants.

rAtlantic city, cedar Rapids, Detroit, District oI columbia, Durham, Essex county, phlladelphta,
Rochester, Rockland County.
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REGI STRATION PROCEDURB

The applicant's registration at the placement ofiice is prinrtrilv a
fact-finding procedurc. The counselor nceds information that rvill
enable him to determine the hinds of work in rvhich the rrpplicrrnr rri ir.\-
be suitably placed, and the applicant on lfs pa,rt ncetls inf.r.rrrirri,,n
about, thc routine follou'ed by the ernployment office antl Lis orr.n
obligrtions rs a registrlnt.

Counscll's u-ho r.,-r'rt' irrtcrr-iervecl in the course of the field stutlr
t 'cl)()rtc([ t]rrt niucli of t i is inforrnation r.l 'as given in the course of
int.rvio's rr ' i t l i  junior registrnnts at the placement office; in adclit ion,
l l lr lr lr coll l lselors rnade it a policy to obtain further data about tl ie
trpplicant's qualifications through the reports of otlier agencies lLtitl
indir-iduals in the community who had knou'n hirn in the past arrd
through objective tests of ability and achievernent.

Purpose of the Interview

The applicant's first contact rvith the placement office usually talies
place at thc titne of his first interviell' rvith the counselor. In nrost
cases, therefore, counselors devote con-"iderably rnor.e time to the
initial interviery than they find necessary for subsequent conferences
rvith the applicant, when he is better known to them.

Before registering appliczrnts as available for employment, coun-
selors in the offices visited usually explained to them the serr,'ices of
the placernent ofEce and their obligations as registrants. Some also
supplied leaflets, which young applicants could read when waiting to
be interviewed or could take home and study. The mimeographed
folder used for this purpose in Durham is reproduced on page 22; it
illustrates the kind of information and suggestions which counselors
have found helpful in acquainting applicants with placement services
and procedures.

Tlie initial interview also provided the counselor rvith his first
opportunity to ascertain the liind of work tho applicant .was qualified
to clo. On the basis of facts obtainecl from the appli'cant about, his
education, past w-ork experience, vocational and avocational interests,
rrncl physical and personality cliaracteristics, he was assigned to occu-
pational classifications which u'ould later guide the office in placing
hirn in employment. Occasionally the informrtion supplied by the
applicant was too meager to enable the cor,rnselor to make an assign-
rnent of occupational classification at the time of the first interview,

2L
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Information About Junior Service

I. li"hat Is the State llntployrnent
Se ruice?

A. Thc North Carol ina State
Emplo5-ment Service is  orgarr ized
for thc purpose of helping pcople
to find jobs. No fcc is charged, for
t ho  S l x l c  bc l i c l es  i r r  h r i ng i ng  t o -
getlier ernploycis arrd airplicants
rvithout cost to either.

I l .  The State entplovl tent  sen-
' ice has ser-cral  Civ is ions cach
special iz ing in p lacing ccr ta i l t  k inds
r.rf rr'orkors, snch as prof essional,
commercial, industrial, labor and
service,  and junior .  The junior
division is devoted entirely to pla,c-
rng young rncn and l  orr ien unclcr
21 .

II. IYhat Is Erpectr:r) oJ You?

A. 'Ihc 
first tirne you corne to tlLc

o{fice betrveen the hours of g arrd
I o'clock you rvill be registered for
rvork. You rvill be askecl to reitort
on a ccrtain day thercafter so that
\\.e may be able to keep jn touch
s-ith you. It is ver.v neco,ssary
tlrat you have a teleTtltone nurnber
at or ncar I'our home so that ri-e
can reach vou quicklf in case l.e
gct a job for ycu. l{a}<c arrange-
mcnts 'lvith sonleonc to call you
and bring that nrunbcr iu so that
ii may bc placcci oll ]'our applica-
tion carcl.

B. After 1'ou gct a job, 1-ou t-ill
b e  a s k e , l  1 o  e o n r o  i r r  s , , r r r , . o \ |  r r i , : {
to ta lk i t  over t ' i th  t rs.  We l -ant
to keep in touch l - i th 1 'c iu even
after you are placecl so tliat you
mav give ns accurate infonnat ion

concerni t rg thc naturc of  your
irork and \ye ma)' discuss t'ith you
a,rr1- dilfioulties in cotrrrection with
1 "ou r  j ob .

IIL How Do ll-e Jl,ork?

You are corrs i r lercr l  for  the job

]'our arc bcst qrrrrlifild to fill.
The appl icant  r r .ho carr  do best
lhat  the employer l .ants c lorre is
given first consicieration. If trvo
of vou are equall1' qualified l'rr
FCr l d  t he  Or rC  $ho  l t l s  l ' 6 ' p ; 1  COrn ing
to the officc longer arrcl nrore rcglr-
larl1'. This mle nlr-st lte brokcn
if -vcu carnot be lerachccl bv tele-
pi ronc.

I I - .  t ; ,  n r r nT  I  r ' ! , , r t t i n l i o t , .

Al l ,hough thcre arc inorc jobs
not- than therc hat.e bccrr in ilre
i;ast forv ]'cars, )-oll must rcalizer
tltat it n-ill prc;babl1. talie a rvhilc
fcr 1-ou to gct one. You shoulcl
Tool< eueryu:he?.e ?Jou call, but vorr
shorrlcl elso kecir in toucir s-ith rrs
regnlarly, no mattcr hol' Iong it
takcs,  unt i l  through some source
yor.r gct a position.

l - ou  s l r o r r l r l  l i e cp  on  p r cpa r i ng

1-ourself for thc job ycu are irrter-
ested in,  evcn though thc possi-
b i l i ty  of  get t ing that  par,u icuiar  job
at  the prcscl t  t i tne is  letnote.

\tr-e *'ill )re glrcl to talk or-or vorir
f r r t i i rc  r i -or l i  i r l lns r r i t i r  I 'ou;  and
i i  . , ' t i i i  : , . r 'c  i r r  l io t i l ; t  as to s.hat  1.ou
n"arrt to do, x'c rvill be glad to
rnalic arrangerncrrts for you to talre
sone r.ocational tests to find out
rnoro alro'.rt )-ortr o\yn elriiities.

,----
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but in most cascs sorne assignment, e\.en though tentatir-e or of a vcrr-
general nature, cou.ld be made at that t ime. N{ost cor,rrrsclors nurde
it a policy to cliscriss thcse assisnments calefully l. i ' th rLIl lpyri icrrlts
and to refrain frorn nssigrring rny occupational classi{icrati(,ns tlr i l t
ll'ere not mutualll. a,cccptlr,blc.

Needlcss to say, classifications assignecl at this or at n.r t it]r 'r, i i .::.,.
were ahvays subject to change if adrlit ional infor.rnation orr t irr,ri lr-
plicant's abil it ies made it advisablc. Liniihe tl ie classificatiori o{ rrrlrrlt
applicants, u-hich cor-rld usually be cletermined reaclily on thc basis ol
previous rvork experrience, the propel clissification of junior rippli-
cants often required an investigation of tho recortls of ag^cncies thai
had dealt rvith them in ti ic I lrst rrrrrl scrt,ri i l  int.rr-ir i.,-s n-irh thc
counselor at the plnccrucrrt r-rl l icr'. Sorlcti i l l i i  i t r i-es only f;, 61r"
use of t l iesc orrtsit ic s()tlt 'r '( ' i  oI irrfrrlrnrtt ion urrti repcatecl confcrences
u.ith tlrc rrp|l i lr irrt tIr it his inlrt-l 'cnt irrtcrcsts and abil i i ies coulcl bc
a s c c r t r t i t r , ' r l .

Classification for Placernent

()rr, '  .f thc f.ndaine'tal differenccs betrveen junior- ancl adult-
lr irt ' t 'rrrt 'nt procedures l ies in the systems of occupational classificatiorr
*-Licii have becn fo'nd 'seful fol t l iese two types of applicants.
\la'y juri io. counselors have felt that the job categori"r u."J in con-
rrection u-ith applicarits of all ages are better suitcd to aclujt legistrants
than to inexpericncecl young applicants whose occupatiorral sli i l ls are
cornparatively under.eloped and 'n'ho may be placeable in a v'ide
variety of beginning jobs.

n'or this reason junior counselors often classified their applicants iu
occupational categories that u'ere considerably broader than those
generally used by adult interviervcrs. A young girl classifiecl as a
"kitchcn worker," for instarrce, 'ivould be assurecl of consicleration for
a greater number of job openings tharr l'ould be the case hacl she been
assigned to a mot'e spccializccl classification such as ,,salad girl."
rlor much the sarne reason counsclors found clescriptive classifications
useful. Thus an applica't listcrl as having a "good sales personality"
would be assured of considelation {or a iarger r.rLriety of openings than
if he were classified as "gasolinc-station attenclant. ',

Broad occupational categories and descriptive catcgories were usecl
particularly in the smaller olfices visited. Irr selectin$ tliose applicants
qualified to fill employers' orders, counsclors in srnall ofifrces hoa uttt*
need for finely diffelentiated occupational classifications. The rrurn-
ber of applicants us*ally available in any one o{ the ge'erai catcgoi,ies
rvas seldom so large that a considcratiorr of tlie rvhole group ilterferecl
rvith efficiency in filling an employer's request for a .specific type o1
u'orker udthin that f ieid. rt q-as only in the case of thc l imitcti
nurnber of juniors lvirose training or abilities lvere excr)ptiorr'llr-

E

I
I
I
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24 JUNIoR, PLACEMENT

-.irecirrlized that counselors in the smaller placement offices used specific
.ccupational categories comparable to those generally used for adult
applicants.

\Iost olilces handling large numbers of registrants made com-
yra.atir-elv l i tt le use of broad occupational categories and descriptive
categories. Amo'g thousands of registrants, hundreds might well be
c'lassifierl for kitchen work or salesworli, for instance, and such
('rrtego.ies rvould be of l i tt le assistance in e'abling the counselor to
r'rrl ie a .easorrably quich selection. By using more detailed classifica_
tions rvithin each of these major groupings counselors in large offices
ri'ere ablc to make selcctions from panels that were less cuilb".some
rrntl at t l ie sarne tirne contained the names of those applicants rvlio
r'.st cl. '-qelv ' iet t l ic specifications for the opening in question. In
this *'rr.r- the c'la,.sil icatio. s}-stem follorvetr by the jLrnior divisions of
tlre \e*' \-.rk cit.r- prrblic cnrplount-nt scrvice clivideel all salcs occu_
Jr i r t i . r rs  i r r t r r  t l ic  t l r .er '  l ie l t l - .  . l  pronr . t io . ,  conr ' r iss ion,  and rcta i l_store
r i , r r l i : t ' i rc l r  o f  t l icsc u ' t rs  fur t l ier  bro l ier r  r lor i 'n  in to spcci f ic  occupat ions
ul r i t 'h .  i r r  tho <,r rse of  Prc ln iot ionnl  sa les u 'or l i ,  r , lngei l  

" I I  
t l r " , roy f rom

r i  i t t t lou '  t r i r r r rn ing to iml tersorrat ing Santa Claus r lur ing the Clu is tmas
scason Irrs'frrr ,rs possibie, all applicants registering rvith the New
Y.rk f it.r placc're't service were assigned to specific occupational
cirteq.rit 's such as these. rn order that applicants rnight 

^b* 

"orr_sirlcretl for all jobs for vhich they v-ere qualif ied, they u,ere assigned
to as r.any classifications as seemed justified by their ability-in
niost cases at least three, and frequently nrore. Onl5r those rvho u,,ere
'otably lacking in special interests and abilitie. *..u given general
descriptive classifications, such as "factory type." Counseiors in
large placement offices endeavored to keep such-ge'eral classifications
at a minimum because, unless they did so, their files tended to become
unwieldy for selection purposes and applicants who were classified
in this way stood small chance of placement.

In New York City, as in most othcr large placernent services, the
specific categories used were those which experience had proved to be
bcst adapted for the selcction of applicants for the types of orders
rvhich the office was accustomed to receiving. These 

"oi.go.ie, 
varied

considerably in different cities, depending partly upon the size of the
community and the nature of the employer clientele and partly upon
the training and previous u-ork expericnce ofr the oppli.orri group
scrved' often those used by junior counselors in public employment
offices were quite unlike those uscd by aclult-placement rvorklrs in the
sanre organization.
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Interviewing Facilities and Division of Responsibility

rnterviews for rcgistration purposes were usually held at the offices
of the placement service, most of which were llcated so as to bc
accessible to rcgistrants throughout the areas they served. occa-
sionally, as in Rockland County and Durham, other arrangements
were necessary for registering applicants living in county areas rvho
found it difficult to reach the placement office. The puillic emolov_
ment center in Durham, rvhich se.veri fivc ̂ eigliboring counticr, rrua
on its staff a trar-eling reprcsentative .'-ho inte'r,ioveci junior as rvell
as adult registrants living in the outlying clistricts. The rcgistration
records of any juriior applicants intcrvic'rvecl by tliis repre-scntative
were turned over to the junior division of the Durham office, where
they were placed in the junior registration files. In Rockland bountv
the junior counselor kept scheduled office hours in a central plac.-n,it
offi.ce and in each of several localities elsewhere in the cou'tv, tlio
high schools furnishing space for this purpose.

_ where one junior counselor was in charge of all rvork with juniors
he rvas, of course, responsible for the registration of alr junior appli-
cants. In offices staffed by two or more counselors it rvas cust'mary
for each to handle the registrations of a difierent applicant group.
usually these groups \vere distinguished either wholly or partly on the
basis of sex I or racc.2 ,Less frcquently, as in philadeiphia'and betroit,
the applicant's educational background or the field of work for which
he desired to register also determined which staff member handled
his registration.

rnterviews were cond'cted privately in most offices. counserors
rvith whom the subject was discussed considered privacy essential to
the establishment of a satisfactory rclationship *it}, tir" applicant.
Nine of the twelve offices visited furnished private interviewing rooms
or booths for all counselors, and in the three where those facilities
were not available, as much privacy as possible had been achieved
by the errangement of the counselors' clesks.

The situation in regard to the length of time a'ailable for indiviclual
confer.ences with applicants was much less satisfactory than provisions
for privacy' \'{any counselors statcci that they often found it neces-
sary to complete a registration intcrview in 15 minutes or less, par-
ticularly when unusually large numbers of applicants happened to
appear at the office. stall rnembers in 2 large officcs ,opo"t"d thut
the5' se-.rimes interviev'ed 4o or more appricants in a singre morning,
including some, of course, *'ho rvcre ,roi-rr"* to the office and who
therefore could be interviewed more briefly than new registrants; in a
third office it was not uncommon for 

"u"h "onn."lor 
to hold 25 reEis-

t 
"""- ""-,", 

Detroit, New york City, philadelphla, Rochester.
I District of Columbia, Durhau.

L
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tmbion interviorvs in a morninq in adclit ion to a number of briefcr
rcintervicu's. Courrsll<;r's \rr,r 'r full l- r\\- ir l 'c of the ciisaclvantage of
such intcn'it,u' irtg sclrt ' t i tt l t 's lnrt hati fountl thcm unavoida,ble if all
appJicants \\-i 'r '(, to be rcqi:-.tt 'r 'ctl rvlrr.rr thcl 'f irst crlrne to thc office.

In ort l l t ' t<;1i t ' t - rv i t ' l t 'sc; ,nrcu- i i t r t  nrorc aclcquato t ime for c.ach inter-
vinr', t irt '  cori ir ' ,t ' lors in Cctlar l i ,apirls, Cincinnati, and the Brooklyn
trrrrrrc'ii ril tlic lic\.,. York City public employment service had adopted
an apuointrncrrt system for intcrviervs. By spacing conferences at
t'cqulai' irrtcrvals tlirougiiout the u'cek, counsclors in these three offices
\\-ore ablo to exercise somc controi over the numbcrs of registrants
coming to thc offrcc ctclt clal/ and thus malie rnore efficicnt use of their
intcrvicrving timc. Rccognizing that any proceclure rvhich delaved
registration might sometimes work &n un\\'&rranted hardship on the
applicant, they made an eflort to single out for immediate interview
those inclir.icluals whose circumstances appeared to justify special
attention at thc timc thev first came to the office.

Maintenance of Active Registration Status

In the intercst of cff icicncy counselors found it necessary to keep
inforrnccl of subscquent changes in the applicant's employment status;
otherrvise 'r,imc tr-orild be lost in consiclering for placement, young
persons u'ho provccl to be no longcr available. In order to keep their
registration activc, therefore, applicants of most of the officcs visited
were requirccl to report to the piacement office at monthly or bimonthly
intervals. It \\ as possible for the applicant to makc this report eithcr
by coming to thc office in person or by rnnil or tolephone.

Personal visits wcrc usually encouragecl as a mcans for the applicant,
to keep his registration activc. It rvas a policy in most of the offi.ces
r.isitecl for counsclors to reintcrvicrv personaily all those who came to
the offico for this purpose, anci lvlienc\rcr practicable cach counselor
sa\\' those rvhom hc had originally rcgistered. In spite of their
crorvclerl interr.ien'ing schedrrlcs counselors felt tliat this time was well
spent, because rcpeaterl contacts enablecl the applicant to become
better acqtiainted rvitir the staff and the proceclurcs of the placement
office and at the same time placed the counselor in a position to check
on changes in thc applicant's qualif ieations that rnight have occurred
since the timc of registration ancl thr.rt might not otherr,vise have be-
come evident. I,{orcor.cr, these later contacts rvith the applicant were
a valuable supplement to rcgistration interviews, rvhich were often
necessarily bricf. ft u-as only in a fu.v officcs where the time available
for the initial intervicrv was somcrvliat more adequate, as in Cincinnati
a,nd Cedar Rapids, that applicants returning to make a routine rcport
on thrtir registration status werc sccn by receptionists rather than by
junior counsclors; counselors thernselves usually rcinterviewed only
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RDGISTRATION PROCEDURE 27

rh.sc applicants *'ho specifically req*estcd this confercnce or rvhose
rt'qistration presented spccial problems.

Supplementary Information on the Applicant

counselors often fo*nd it advisable to verify and supplernent some
,rf the basic information obtained from the applicant, at the time he
ro,sistered. Yo.ng people seldom kno*, horv to rnake the best, or the
lnost accurate prc-<cntation of their- experience and qualif ications, ancl
i lnv Bcldit ional infolrnation that mav be obtainahlc through Ds\-cho-
logical tcsts .nd persoiral-intorcst Llanl<s :inti the r..o.j. , i l  otr.,".
rrqencies in tl i t '  conunurrity coristitrrtes a vlluabie checli on the appli-
cant's ou-n stlrtcments and on the counselor's jutlgnrent of his capa-
l , i l i t ies.

Poiicies followecl in obtaining s.pplernentary information r.rrictl
c.risiderably, depencling on tlie amount of time that staff menrbcrs
corrlcl devote to this u'orli and on the rcsources of the comnrunity
rrncl the resourccrfrilness of the counsclor. Courrselors in most of the
,,fTices visited obtained aclditional information only for the few appli-
('rints forrvhom it seerned particuhrly clesirable. There were, lrow-
('\-er, A nurnber of oif ices thrt madc i 'r, a practice to obiain supplemen-
trlry records either for all registrants or for special gro,tp. such as
high-school grad*ates, for rvhom the data secmecl most likelv to be
rrseful or accessible. Usually the data requcsted u'ere not, available
rrntil after the initial registration interl-iew, and any decisions arrirecl
rt, in replard to tire applicant's plnns or occupational cllrssif ications
rvere considered tentatir-e unti l thc <lcsirctl infomrrtiori u.as at hand.

Proaf of Age.

Practically all oIIi<'cs rerlrrirorl Pr',rrif of lsc frorn nt lerst those
lpplicants $-honr coLrnse'lors sttspcctcrl trr bc bclorv t|e lcglrl t l inirnlm
for full-tirnc crnployment. A fcrr- o{[iccs rcclriirerl cvery registrant to
present proof of age,3 acceptins fol t lr is ptn'1toso birth or ba,ptismal
celtif icates, passpolts, or tht. rer,ortls ,f locrri offices in chargc ofissuing
employrnent' certif icates. The rlcfirritc l inou'lecige of the applicant's
age thus obtained cnnblcd c,orrnsclrr.s to grrard against lo"ot ing orry
placernents not in flcc()rl l i incc ri ' i th thc protcetive iestrictions of their
State cliilcl-labor lrrrrs rlnd to rssure an employ-cr that the applicant
rvas legally pcnnittt'rl to do the rvork requilecl.- Bspecially in^Statcs
rvhere fhe worhmcn's cornpcnsrrtion lar.v proyicled double cornpensa-
tion for nrinors injru'cd rrhc. illegally emproyed, it was to the odrroo-
tage of employcrs to lr.o*. tirat a check had been macle of the ases of
all applicants refcrred to thern by tlie placernent, o{fice.

3 Detroit, New York, Phila(lclphic, I iochOstcr, Rockland County.
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P er sonal- Interest Blanks.

In the public employment o{Ece of cincinnati a questionnaire or
personal-interest blank was filled in by the junior applicant and filed
as a part of his registration record. This blank, which is reproduced
on page 29, was so worded as to encourage a free statenrent of likes
and dislikes, interests, plans, and recreational activities. The appli-
cant generally filled it in while waiting at the office for his registration
intervierv, and the information was therefore available to the counselor
at that tirne. counselors reported that it often served to disclose
signilicant, information about the applicant's tastes, maturity, and
Ievel of understanding, v'ith a minirnum expenditure of time on their
part.a

Tests.

-\lmost all jrrrior counselors consulted scores from at least some
|s'r ' lr. l .sicirl arrrl otlror tvpcs of tcsts in order to check t,heir impres-
s i . r r r . f  t l r t ' npp l i ca r t ' s  ab i l i t l ' a s  r ve i i  as  t he  app l i can t ' s  own  s ta te -
nrr'nts irr rt 'sirrcl to the l i ir i t l  of rror'k he r..-as ablc to clo. Some of these
t( 's ts  \ \ ' ( ' rc  t r r rdc or  rch icvcnrcnt  t t 's ts  c lcs igucd to s j rou ' the c legree of
s l< i l l  that  t l i t - ' lpp l ic ln l  I iad a l rcadl 'acr lu i i , ' ,1  in  t r . l r l , .  proccsses and
in clcricrrl n'oll i , and thcy u-crc usccl chicllv irr connt'ction .ivith the
irrrnr.rl irrtc proli l t 'rn of job placement; other tcsts of inciividual apti-
tucle s rrnrl intcll igcnce, used somewhat lcss cxtcnsivcly, furnishecl more
gencnl irrforrnation about the applicant's abil it ies and rvere uscful to
counsclors prinrarily when they were assisling young persons to
fornnrlatc vocalional and edncational plans that, u'ould be in l ine
rvith thcir abil i l ic.s.

NIariy of tire tests used for thcse two purposes were of questionable
significa'ce in the hands of anyone but a trained psychologist.6
(lonsequcntly, relatively ferv psychological tests rver.c administered
b.1' placemcnt offi.ces that did not, havo special tcsti.q facilities of
tlrc' ir own or access to the psychological clinics of other agencies in
the'ir communities. I\4ost of thc test inforrnation that counselors in
these olficcs obtained for junior applicants carne from other asencies
that hacl tcsted them in the past, largely from the public schools that
tlic 1-oung persons had attendertl.

a t hc Cincinnati omce was the only one of those visited that regularly made use of interest blanks; other
oli ices, influ(l inc se!rral of the public emplo-vmcnt serYices in Il l inois and those in Indianapolis, Ind., and
\Yorctst0r, lIass., jn(l icated on the qucstioDnaires they returned that they also marte it a practico to obtain
this kinii of infornlation frorn all or from selected groups of their junior registrants.

0 Tbis report docs not prolrose to evaluate the different tests used by placement ofi jces at the time of this
study' Xtost of thenl re(i l l ircd carcful interpretalion of the applicant's perlormauce by a trained examtner
and somo were adllritte(l l! '0rpcrjmrntal. For infornation on spccific tests, see Bingtram, \\:alter V,:
Aptitudcs and Aptitude '] 'estjng (l lrrpcr & Bros., New york, 103?); Stcad, Sharile, and associates: Occu_
pational Counseling 1'echriques (Arrerican Book Co., Nsw york, 1940).

28
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Personal-lnterest Blank

29

t

r ) .

Counselor

N a m e  - - - - - -  - - _ _ _ _ - _ _  A g e

1. \4'hat do you do that you like best out-
side of work or school hours?

Outdoors

1 .  - _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  1 .

2 .  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  2 .

3 .  _ _ _ _ _ _ _ _ _ _ _ _ _ - _ _  3 .

Elave you any hobbies? What are
they?

What things outside your job would
you now like to learn to do eitirer in
connection with work or with recrea-
tion?

4. What school subjects did you Iike best?

5. \ \ 'hat sehool subjects did you f ind
most difficult?

6. Whieh of the following subjects, if vou
had them, did you like bettcr?
Eng l ish  or  mathemat ics  __________

Scicnce or history

- - - -  S e x  D a t e  _ _ _ _ - _ -

10. What have you often
thought that you would
like to do for a livlng?

whv?

I{ow long have you been
interested in this field?

What occupations or fields
of work would you like
more information about?

What kind of work are )'ou
trying to get norv?

Do you read ncl.spapcrs?
\Vhich orres?

\Vhat parts?

\That maqazincs clo lou
read oftcl?

\\-hat three books outside
of school ltooks tliat 1-ou
have read do you espe-
ciall,v like?

Where do you meet yaw
friends?

1 1 .

L2 .

l 4

7.  \ \ -hrr" t  havc I 'or . t  - r tur l iec l  orr ts ic le 1-our
regular  school  course th l t  you l iked?

16.
8. What corlrse of training or special

subjects would you like to take if
you could?

17. Wdat club meetings or
athletic groups do you

9. Where did you hear about the Em- attend frequenilv?
plo.vment Center?

What do you like best tc

(use othcr ddc il neccssary) do there?

Form used in Cincilaati
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Tcsts arhnin is tu 'er l  lx-  l i r r 'sc l ioo ls  ar) ( l  l lscc l  by counsclor .s  in  thcse
j turior-pltct 'rnt'nt oli ict 's u cru rtsuall i '  t lcsigncrl to nrersule thcr incliyid-
ual's gcnelrl lr:r 'cl of abil itv and rvcre uscful primariiy for guidance
purposcs; in mosi cases thcse tcsts did not giye information about,
rury spccific trado or cicrical sliills which tlrc applicant rnight have
acquircd or for lvhich hc sliou-cd nptitude. Nlany counselols have
felt that for thc pulposos of the placcment office the latter type of
test information r,vas thc more significant. Inasmuch as such infor-
maliori u-as not gcneralll avrilabio to placerncnt oflices through thc
schools and sirrce, as a nllttcr of fact, traclc tests are of l imitctl valuc
unless administcrecl at the timc the applica'b is consitlcred for place-
ment, courrselors in most of thcse ofl iccs have felt it nccessary to
alrange for a l imitccl numbcl of yourg applicants to bc tcsted spercif i-
cally at thc requosb of the placcrnert oll ice. A fev. haver bccn able
to obtain this trsling scrvice through the coopelation of business
schools ancl othcr rgencics, uhicir havo agrcerl to achninister specil ic
t.sts to applicrrnts lefc'r 'cc by thc placcment ofl icc. Tlrc nrrjority of
c,Lrrrst'Lr|s, l io$ cr-cr'. hnve foullcl it rrcct-.ssai.y to malie provision
u' i t l r r r r  th t ' i l  orvn o lgunizt t ion for .  the ac lnr in is tmt iorr  of  those tc ls ts
t l r t t t  t l rcv cot ts i r l t ' t ' r ' t l  t 'ss t ' i t l i r r l .  S i r rcc tLt ' r -  unr lc l tool i  s t rch tost i t rg
ui thrrut  t l rc  r r i r I  o i  t l r r i r r t ' r l  t ' . r r r in int ' r ' . r ,  t ] r t ' r -  l inr i tc t l  i t  hrgely  to tests
t l l i l t  \ \ ' ( ' 1 ' ( ' t t ' j r i t i l t ' l t ' s i r r t l t l l  t o  r t r i r t i i r r i s t t ' r ' r r n t l  s ( , o l c  l r r r i  t l i n t  r equ i rec l
l t  t r i i r r i r r r L r r r r  o l  i r r t c r ' p l t ' t r r t i o r r  o1 ' t l r t ' r r l r p i i c , r r r r t ' s  1 ; t ' r ' 1 ' o l n i r r r i cg .  By  fa r
t l r l  t r to . t  r r  i r l t ,h-  u: f  ( l  t ( 's ts  \ \  ( ' i  r '  >1)( , r , ( l  te ,<ts i t r  s l ror . t i iant l  a t rc l  typc-
rv l i t i r r r .  ' l ' l i t '  

L .  r r i t r ' t l  St r r tc-s l i rn i r lor - rnrnt  Scl r - icc has sought  to
i .su ' t  t l r , '  1r ' r ,1r t ' r '  rLr lnr in is t r r r t ic ln  of  t i rese speet l  tests by prov id ing
tirt '  .t 'r 'r ' i .r 's c,i rr 1it ' l t l  psvchologist to public-employment-ofi ice coun-
st' lols irrrrl lr.ccpriori ists rvho rvish instruction in aclministering and
sc 'or ing tht rn.

Six j.'ior-plrrcement offices visited in the fielcl 6limited their rcsr-
ing prognirns to tcsts of tlie kinds that have been cliscr,rssed. In
lone of these ofiiccs did counselors consult scol'es frorn more than two
or three liinds of tests, and those were avaiiabier for a limited number
of applicnnts only. Counselors stated ihat tlie information thus
acquired 'lvas useful chiefiy in connection rvith deternrining rvliether
or not, the applicant was qualilietl for inr.mediate placernent in a speci-
fied typc of worli. They made no attempt to arralyze the funcla-
mental interests and aptituries of the individual through the nredium
of this information.

Six of the twelve oflces r-isitecl, all of which lvere located in or near
large metropolitan centers, had developed their psychoiogical test-
ing programs beyond this point.T Counselors in each of these offices

0 Atlantic City, Cedar Rapids, Concord, Durham, Essex County, Rochester.
7 cincinnati, Detroit, District oi columbia, Ncw york city, philadelphia, Rockland county. Less then

10 oi the rcrnaining 61 ofl ices reporting by questionnaire but not visited ln tbe field indicated thst their test-
lng programs were equally compreheDsive.

L
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had access to the services of comprchensive testing units *hich were
supcrvised by trai.etl lrsychologists and u-ere equipped to mal<e a'
intcnsive stuti; of the rbilities of selcctccl appllcants. In the phil-
adelphia schooL officc an.l in the public cmployment ollices of cin-
ci 'nati a.cl t ire nist' ict oI columbia thcse units f 'nctioneci as o.e oI
severrrl specirl activities cru,rictl on by tire plrcement service as a rvlioie.
rn Detroit, Nerv Yo.li ci it1., a.tL ltocli la'd county testing units unclcr
the supervision of lrgt'r icics othcr thrirL tlto 1llaccnrent o{i ice extenclerl
thei r  serr - iccs l i l i r t iLr t  c l r r r lg t t  to  r r l t r ; l i r . ;u . ts  r r , i io tu i t r r r io l  corr r rse lors
referlr. lcl to tlrct, i lr;r '  sl lcrirrl t isti lg.

Tesis  to < lc lc l r t t i i i t t  l t ro l i r icr rcv a i rcnt lv  r i t r l r r i l t ' t l ,  i i l ic  t Iosc q ' l r i11
tr-cre utl lr itr isteretl prirrrari l l- for. piaccnleiri, l turposcs i).\. (.()ri l :r(, loi.s i l)
ofl iccs tr. ithout spccial testirrg l lLcii i t ies, ri irrt ie up orilr- rr, _snirl i  l lrrr.t of
the u-orli of psychological testing units. trlost of their test plot,ctlrrr,,,-*
wcrc tl irectetl to'n-l ld riding the corursclor in advising thc- lpplicrrrrt
aborit thc ficiris of l*iorh in rviricir he scemeci mcst l lhely to sr,rcccctl,
ancl thcy inciLrclc<i tcsts measuring tlic uirplica,lrt,s abiiity in 1s 1i,l1\-
f ielcls of work as possible rs r.r-ell as tests clesigrred to nrcasur.e g",,"r.,,1
intell igence, interrcsts, antl persorrrl i t;,.. such conrprehensive testirrg
ilrogr'&ms rcqrrireri r crri'cfril obso-r.vatioil of bhc applicant,s perforni-
lurrce l 'hilc t lrt: tcrsts u elt. irr Proll.css i ir id intcrpretation o{ the pcr-
lormurce by trainerri e.xli inint'rs. Tiie rt 'sults of thcsc tcstsi *.r,rc
g'onelri l ly userl for i)ur' l l{)scs of gcnerrLl yocational precliction ratl icl
than fot' inulierl intc job lt lucentcnt.

Cornprehcnsir-e tt,sting of thl-* sor.t l- irs in no cnse'a ro,.it ine Drocecl-
ure follorved n-ith ,i l  applicarrts. ,\|piit.:r ' ts l,ere usnrllS' srngled
otrt for' sPecil i l  testi ltgl bectuscr cf thcir riee'l iur.irt l ivit luul gui,lal"e or
bcciiuse tl ieir classificution foi cnrploSurent prcserterl ploblems to
the iunior counselor ihu,t rniglit be clari l ied b;r- tcst perlormarice.
Special testi^g w-as a.','u'gctl for those *-ho .pp,,"r.,i 'erasonably
cripable but rr-ho lvere r-oclit iunalir- untlccit lccl, those r.ho rvere plmi-
ning to piepare for or t'n rcr' ( )cc rill, tions i, 'r rviricli they r,,-erc apparcn tiv
irnsuitctl or fcll r i 'hich tire tr.ainirlg ncccssrily \{as so e_-<tersive that it
scenrecl aclvisable to chccii tireir. aptitucics, arrd those u-ho, although
c,xperiencetl, had Iorrrrri their u-ork unc,clngenial and rvanted to malie
a change.

x{ost co'nsclo.s nrlt lc no ,tternpt to refer an applicant for psycho-
Iogicll testing u'lt:ss tlrc1. n'r 'r 'e assu'cd of his understandiig ancl
cLaopcl'r lt ion. ' l ' lrc 

i;slt l lolosists in clirrgo of the testing program
<icterrnineci t ire l i incls of ttsts to be gir.en on the basis of t l ie probtem
as orrtlinccl by tlie junior counselor and the applicant,s perfonnance
rs the testing procetlure prosle,"serd. In leporting the results of the
tests they placerti specill clnirhasis on giving to the connselor u,ho had
originaily rcfcrlcd the applicant a careful interpretation of test
Pc'rformance, preparing for his use rvritten reports u.hich were incor-

i
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porated into the applicant's rccord. In Nciv Yorh City and the District
of Colunibil tht' r 'eiiolt of each applic:rnt's test performance w&s

discusserl in conil 'rcnt'e by p-"1-cliologists, cottnselors, and placement

worliels, rnrl plrrtrs srtt isfrtctorv from all points of r-ierv'were thus devel-
o1-'etl {,rl irtrtrrl l ing tl ie applicant's registration. In the District of
Colurnl-rirr tlJs conference \\'as follorved by an intervierv to rvhich the
applicrrnt hirnself was invited so that, he might participate in the
anlll-sis of lris own registration problem. This procedure served
not only to cle{ine the problem for the applicant but also to render him
moro receptive to suggestions for improving his plans and mahing
thc greatest possible use of his special interests and abilities.

Schaol Records.

The schools formerly attended by junior applicants were a source of
information rvhich many counselors felt to be second in value only to
information furnished by the applicant himself. The contact rvhich
teachers and advisers maintain w-ith a pupil over a number of years

enables them to give an esti:mate of his personality, interests, and
abilities rvhich is sometimes of great help to the counselo: in classifying

him for employment.
Placement officers sponsored by public-school systems made con-

siderably more use of the records available in the schools than did
rnost junior divisions connected with public employment, centers.
Inasmuch as these school offices rvere operating as a part of their city
school systerns and were frequently quartered in the school buildings,
the counselors on their staffs were in closer touch with teachers and
other school officials ancl rvere familiar u'ith the kinds of pupil records
kept and rvith their significance. I\'Ioreover, many of the public-

school systems that supervised these placement off.ces had assumed
responsibility for educational and vocational guidance, and they
hept the sort of pupil lccords u'hich wcre especially helpful for the
purposes of the junior counselor.

An increasing numbcr of public employment, offices have come to
recognize the importance of this close relationship between the school

and the placetnent ofllce. It has been sornewhs,t more difficult for
public ernployment offices to effect a transfer of records from the

schools, however, partly because the tv'o agencies are independently

organized and partly because many oN the school systems in their
comrnunities lacked guidance programs and e'!'en, in sorne cases,

aclequate record-keeping systems.
Of the 12 junior-placement offices visited, 4 8 requested school

information on all types of applicants, 7 0 confined their investi-
gation to selected groups, and 1 10 w&s in the process of drawing

t Atlrurtic City, Essex County, District of Columbla, Rockland County.
s Cedor Rapi.ls, Cincinnatl, Concord, Detrolt, Durham, Pbiladelphia, Rochester.
ro New York City.
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up plans for a routine inquiry into the school records of junior appli-
cants, although at the time of this survey it, was making contacts
u'ith the local schools only in connection with a, yery fe.lv applicants
for whom school infornation seemecl particularly desirable.

Seyeral connsclors who did not check the school rccords of all
applicants inclicatcd that they would unquestionably have done so had
the necessary clerical assistancc been availablc. Lacking facilities for
investigating the rccorcls of all applicants thcy made inquiries for those
groups for which they felt this infonnntion rvoulcl be most significant.
Some counselors believed that the schools becarne less valuable as a
source of information as the applicant's school da1's bccorne nroro
remote, since the records of young persons tvho liacl bct n out of school
for several Jrears were sometimes difficult to locrrte and tcachers'
recollections of their abilities and characteristics rvcre likclv to bc lcss
reliable. Hence, in Concord and Durham school rccorcls rvc,rc cliercliecl
only for applicants who had graduated during the currcnt school vcnr,
and in Cincinnati for applicants who were urrder 18 1'ears of age ancl
rvho, because of their youth, were likely to have been enrolled in thc
schools recently. Other counselors felt that the school recorcls of
applicants rvho progressed no further than the elcmentary or crrlv
high-school grades were likely to prove less useful for placcmcnt
purposes than the records of better-trained applicants, and accortlinglv
they made inquiries only for high-school g;raduates 1r or for applicunts
who had completed at least some high-school work.l2

Information requested of the schools includecl at least, the gradc
completed by the applicant, a record of his ability and the cluality of
his work, and teachers' comments about lfs personrtl i tv. Attcntltrncc
records also were requcsted by some offices,l3 becnusc counsckrls fclt
that they were indicative of health, of habits of rcgularity, ancl of
possible causes for school failure. In Rochestcr ancl Athrrtic City, ancl
somervhat less systematically in other offices visitecl, an efiort rvas rnade
to obtain the year-book picture of each high-school gra<luatc; this rvas
attached to the applicant's rcgistration cnrd in the placement office
and served as a reminder of thc applicant u.hich tvas sometimes helpful
when counselors had occasion to consult his record in his absence.

Many junior counsclors obtained this school information informally,
by correspondence or b;' telcplione'. \Yhere thc group investigated was
of any considerable size, horvevcr, placement workers had developed
school-information forms on rvhich sr*iool authorities could record the
desired information. Counsolors in Cedar Rapids, Concord, Durham,
and the District of Colurrrbia uscd a standard school-information card
prepared by the United States Ernployment Scrvice for use in public

rr Concord, Durham, Cedar Rapids, Detroit, Rochestor.
rr Clncinnati.
lr D€troit, Now York Clty, Cinelnnatl, Atlantic City,

L
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36 JUNIOIi PLACEMENT

employment offices; all school offices visited as well as the public
employment offices in Cincinnati and New York State had developed
special forms adapted to the particular schools with which each
cooperated. 

Yory of these special forms had been developed jointly
by schools and employment off;ces. The school form ,rr.d by most
junior offices throughout New york State (see pp. B4-Bb) was drawn up
late in 1937 by a committee composcd of representatives of the advisers
in the public schools and of thc counselors in the public employment
offices; it covered the kind of information rvhich the schools were
equipped to supply and which at the same time would be useful to the
employment service. Counselors in other offices had clrawn up their
own forms and then submitted them to school authorities for approval
or, &sin Rockland county, the school principals themselves hadiorked
out the form in_ which they found it most satisfactory to relay this
information to the placement office.

usually counselors obtained these records by sending school-
inforrnation forms directly to the school the applicant had 

"attended.

Thc public cmployment officcs in Rochester aird Cincinnati followed
& sonewhat, different procedure and, insteacl of dealing directly with
officials in ea,ch of several city schools, had arranged for the transfer
of all school records through the administrativu offi.o. of their school-
guidance department. Junior counselors in these two o{fices reported
that this arrangement enabled school-guidance supervisors to keep in
touch with the type of information being relayed to the placerne't
office and in many cases resulted in a great sar,:ing of the ctunseror,s
time and more prornpt and complete reporting of the records of
applicants.

Employer Reterences.

For those young people who had previo,sry been employed, junior
counselors had an additional source of information 

- 
on character

traits and special abilities. Counselors interviewed expressed some
difference of opinion on the actual usefulness of references obtainecl
from former employers, however. I\,fany felt that the kintls of jobs
held by young arrd inexpe,rienced v'orkers were for the rnost part, too
inciclc'tal to s'pply v.luable reference information. Th.y had
fourrcl tlurt thc n'orli rvifch young boys and girls wer.e likely tl have
obtainecl, such as sellirrg newspapers and .urirrg for small children,
ofte'n bole llo relation to their funclamental vocational interests.
It'urthernrore, nruch of this previous employment, was temporary, s1c1
as store rvorl< duling the Christmas season, ancl some 

"onor.lors 
felt

that more often than not employers were unable to rnake a reliable
estimate of ability and personality under these circumstances. Other
placement workers interviewed were convinced that any past employ-
ment, experience w&s well worth investigating for tle purpose of

Provided by the Maternal and Child Health'Library, Georgetown University



REGISTRATION PROCEDURE

gaining insight into character qualities and attitudes if for no other

re&son. They felt that any additional information on occupational

skills that might be acquired in tiris way was particularly helpful in

the case of juniors who were in the upper age ranges but who could

not properly be called experienced workers.
Many of the offices visited reported that they made no attempt to

obtain information on previous work records as & regular procedure;

most of thern did so only occasionally when the counselor had reason

to doubt the applicant's statement about past work experience,

when prospective erlployers askccl for suc| r'eferctlces, or rv|en place-

ments rvhich theJ- contenipiatetl derrnande<l exceptional l ionesty rnd

reliability. Other offices regulnrlv investigrrtccl empio-'--er references

only for young people who had rvorked as casltiers or P. B. X. crper&-

tors, or had done other specialized 'work which rliglit qlalifv tlien for

future placement in the same type of enrployment' Cottnsel,,rs in

still other offi.ces regularly investigated the work recorcls of all r|si.-

trants or of a considerable number; thus in Atlantic Citl 'references

were obtained from the last two employers of each applicant, and in

Cincinnati the placement office got, irr touch with all employers for

whom the applicant had worked a month or more.

The Concord office, which rnade no regular investigation of worli

records on its own account, did assemble the necessary information for

anyemployerswhomight later wish to obtain refetences. The counse-

Ior in concord obtained from each junior applicant the narnes of two

previous employers or, if he lacked sufficient experience for this, the

names of trvo character references, and those names were made

available to any prospective employer wishing them. This was done

because the junior counselor had found that employers in that small

community, who often knew each other personally, rvere more likely

to obtain an unqualified estimate of the applicant's ability from

each other than the placement office could obtain for them.

In most offices all references checked were obt'ained informally by

telephoning directly to the employer or by calling on him. In five

offices,la all of lvhich investigated the employment, records of a large

number of their applicants, references 'll'ere usually obtained by

mail and much of the work entailed was handled by the clerical

stafi. I]nder the counselor's instructions, clerical workers mailed

to former employers, usually those for I'hom the applicant had worked

a month or more, a form letter inquiring about the kind of u-orh hc

had done, why he had left, and his efficiency and personalitv. -sollrc

of these letters, Iil<e that used in'the Dist'rict of Columbia (see p. 39),

bore the applicant's written consent, to the inquirv.

r. Atlantlc Ctty, Cbcinnati, District ot Columbia, Essex County, Philadelphls.

L

o /

Provided by the Maternal and Child Health Library, Georgetown University



38 JU}]IOii PLAC]]}IENT

Heolth Records.

N{ost junior counselors macle it a policrr to cbtrin at least a nrini-
mum of inforrnation about tlre statc of thc applicant,s health when
he registerecl since even ailnrcnts that appear to be of minor irnpor-
tance nlay, if 

.tlrcy are neglectecl, leacl 
^to 

loss of tirne on the job,
serionsly irnpairecl cfficiency, and irritabilitS, ancl otlrcr characteristics
that nrake tlro ernplol-ee an unsa,tisfactorl, r.vorker. Furth.rmore,
sorne Phvsical. disabilities inrposc irnport*ni lirnitations on the l<incl
of rvorh that it is p^rdent for t l ie irxlivirlr*l to unciertalie.

-N"otu ' i thstanding thc i rnportnnec al tuchcr l  to her l th,  p i lc tmcnt
scrvices rarely madc 1lt 'ovision for mcdieal irr-spcctions to c5ccp o'
Sc agneral physical condition of any consirlcrable group of apfHc:rnts.
The Philadclphia officc u.as the only ono visitcil thai war'.q,,ipped
to givc this servicc to most of its rogistrants. Thc prac.;r;";;"ork of
the public schools in tliat city hacl ahvays beon cnrriccl on in connec-
tion with the issuancc of ernploymcnt cortif ieates, ancl thc mcdical
inspcctors who examined chilclren unclcr 1g v-cars of aqe rvho lvere
applying for rvork certificates \r-crc also available to examine others
rvhom thc junior counsclors might refcr to them. Irr this rvay it lvaspossiblc to makc a routinc chcck on the gcncral physical .on.i it inr-, ofabout 75 percent.of the young peoplc ,rl- io camc to thc school placc_
mcnt, officc to rcgistcr..

None of the placemcnt offices in the other communitics visitecl u,as
able to approximatc,so complcte an invcstigation into the l icalth of
their registrants. r,Iost of thcsc communities, it is true, maintaine4
frcc clinics to u'hich inclividr.rals coulcl bc rcferrecl for general physical
examinations, X-ravs, clentai care, ancl othor ...';i..r, urrt such
agencics were alrcacly overburdenecl rvith paticnts, ancl it was neces-
sary for thcm to confine their worl< almost entii'cly to those who wcrc
alrcady known to be in rreecl of trcatment.

Under these circnmstancos placement counsc'lors founcl it neecssary
tc l  depend almost cnt i rc ly on informat ion abouf t l rc appl icnrr t ,s Seal th
that was already availablc. Usually thcy obtaincrl it r l i lr,ctlv from
the applicant himself, Icss f 'cque'try from otrrcr .g.,,,. i .. ' l '  trre
community. In thc latter connection, inquirl. u_ns L,r,rrpcrccl by thc
fact that there rvas sclclom any one itg(,l lcv to ri- lr ich t.hey might go
for th is l< incl  of  inforniat ion rs thev corr l i l  to t l rc sclro. ls for  c lata on
educat ion  anr l  ab i i i t r ,  a r r r l  b l -  t l r c  fnc t  t i r l t  mr rc l r  o1 ' t l r c  c ln ta ,  ava i lab l .
c i ther \ \ - i ts  supor ' f ic ia i  or  \ \ l rs l rnsccl  orr  c-r i rnr in l t ions that hacl  beo'given scvelal )-cars bcfol't '  t ' t 'g' istrrrt ion. ,\t bcst, hcalth i lformatio'
from agencies such as sclroois and clirrics or f i.om physical examiria-
tions requirccl by State larvs for employmc.nt certificates ancl other
purposes was availablc for only a, very small proportion of flie total
applicant group.- Consequentiy, most counse,lors founcl it impracti-
cable to undertake any routine investigation of health recorcls for all

Provided by the Maternal and Child Health'Library, Georgetown University
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Ernployer's Letter of R.eference
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I 'os i t  ion
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rpp[cant-r: i.stcacl they themselves assumed responsibility for cleter_mining s-hich applicants presented health probrems .".ro,r, enough torarranr further investigation or special consideration in connectionrith Jrlrrct'nrent. Thcir usual practice rvas to inquire about thsapplic,r.t's hc.llth in the course of tlr" registration irt"ro-iu*-.
TL t' s rrc c css rviiich counserors achieved i" a"t""tirrg-rr"oiii, proil"-,

i' rhis \\ iry \r&s diflfrcult to estimate. x{any serious health handicaps,such. as sorne types of heart conditions, are not, apparent eyen to actrreful observer, and at times it is undoubtedly a'Jim""ri task tot'iicit reliable information from the applicant h"innelf. l' tn" n"*tplirce, the young person does not arway-. understancr the significance
of is o*. health problem, and i' the second, he is naturatt! g.,ura"ain 'raking any statement which he feels might airq,ruity iil fo" ujob. where direct inquiries abo.t, hearth have seemed likelv to beunproductive, some- counselors reported thcy founJ it 

-po.*iuru 
toobtain significant information indirlctly tt 

"o.rgl, "o,rtirr"-qi".iior* onheight and weight, and inqrii.ies into the kind of schooii a.ttended,the applicant's reasons for abscnce or withdrarval from ."t oot, uoaphvsical examinarions taken in connection w.ith il;;;;^;o[cies.
obviously such an approach presupposes time for ..rrrn.r".i.a'"onfer_
ences with individual applicants.

Records of Other Agencies.

occasionally counselors forurd it desirable to gct in touch withvarious social agencies in the comrnu'ity in order t"o .rrppl"m"rrt theirinformation on applicants. sociar ogu.r""i", were much leis extensively
used than the other so.rces of information that have bee'arr"ur."a,
partly because of the limited time which counselors had at their dis_posal to make these in-quiries and partly because of the fact that theseagencies dealt with onry a very smal proportion of the toiur upph"o"tgroup. Nevertheless, practically ar[ counserors had occasiori f"o-time to time to obtain the recorcls or recommendations of sociar agen-
gies. tJiaj had had previous contact with their jr;i; 

""gi.t.""tr.]1cl'$e{-among the records used were those of g"lnp-*ork-uEurr.i",
iil<e.the.Y. tr'I. C. A., y.-\V. C. A., and Boy Scouts,iL"ri 

"i ""rrl?ri"""fi^stit'utions such as industriar schools, iuvenile courts, 
""a-pr"iuri""clcpartments, and those of relief and case-rvork uger.cie. ,r.h i. .orr,tyu-clfrilc rlepartments and private social agencies.

Irr ir for- of the oommunities visitecl the vurions social aEenciesi:irii 't irirrt'tl ce.trtll clearance services rvith which ,n"rr.*J.r.i.a ,n":.::rrr(': t,f irrrlir-ichurls and families with whom tn.y *uiu-ruo,.r.iog.'l ' i,, ' 
r',,r.:(' lor i^ Il,ockianrl county automaticalty ,.iu.""a to'u""lnur_

\-.
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ance service of this sort the names of all junior registrants. Upon
receipt of the clearance office's report of the agencies in the community
rvith which the individual or his family were active, the counselor
was in a position to get in direct touch with those organizations that,
were most likely to have significant information on the applicant's
background and interests. In much the same way counselors in
Cincinnati and Philadelphia regularly cleared by mail or by telephone
bhose cases that they felt justified special handling.

-- :t''J:
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REGISTRATION R.BCOTTDS

rnasrnuch as counselors do not find it possible to prace each appli-
crnt in employmcnt at the time that hc lirst cornes to the office, therc
rnust be some provision in tire placcment ofice {or retaining his namer,
together with pertincnt informatio' about, his abil ity and experience,
Lrrrti l  a placement can be effcctetl. It is the frurction of the recoici-
kt'eping systern to organize and alrange this liinci of information to
rnoct the nccds of the counselor wiro l:rter has occasiorr to consult it.

The record-keeping systems that servcd this purposc l-arie'd con-
siclcrably, particularly among the independcntly organizccl school
offices. Evcn public cmployrncnt ser'ices, most of rvhich usecr the
sarno t3"pcs of forrrrs, filcd and used thoso forms in a variety oI wa,ys.
counsclors st'r'i'ins a ferv hundred registrants liacl little neecl for the
cxtt 'nsive anri sorlctimes complex rccortls t 'hich thc counsclors of
largcr o{liccs found necessary in orcler to irercp tlrcli of tlie registrations
of tirousands of applicants.

Notrvithstanding diffcrcnces duc to size, the rccordliecping systcrns
of all officcs had been set up to ser\-c trr-o funclar'cntal purposes.
They rvcre arra.ged irr such a \\&y as to enablc a counselor rvho rvas
interviewing a junior rcgistrant to locate the rccorci of that rogistrant
among several hundred registrations and a,lso to enable a counselor
who rvas filling an employerr's order to locate the rocords of all rr:gis-
trants who might be qualified for placement in thc type of worh
specified by the employer. Hence, the rccord-heeping systcms of
these offices permittcd counselors to idcntify applicant rccords either
by the name of the applicant or by a spccific occupational crassifica-
tion that had been assigned, as the situation might demand.

The Registration Card

The applicant's registration carcl was the core of the record-keeping
system. rt containcd substantially all the basic information avail-
able on each junior registrant, togcther rvith the counseror's appraisal
of his qualifications and the specific classifications assig'ccl him, and
it detormined to a largc extcnt thc ki 'ds of job opcnings for wli ich
hc ivoulcl latcr be given consitlcration.

\lost counselors have felt that the information which is cspecially
si:^rrif icant in conncction rvith the placcment of junior applicants is
rr.t 1111'611in1ely provicled for on many of t l ie registration forms devcl-
,i), '( l  i 'ol rrsc rl i th applicants of all agcs. In placing inexpericnced

+ l
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young pcoplc they hal-e found it desirabie to give spcciai attc't io' to
the applicant's educational ancl family bachgrouncl ancl to his intcrgsts
and future plans-considerations that are of consiclcrably loss impor-
tance in adult-placement work. For this rcason, counselors in mostjunior offices entered thc registr.ations of bon, anci girls on special
j unior-rcgistration forms.

Thc registration card most rr.iclcly usccl at the time of this study was
developed in 1935 by the Unitccl Stttcs Errrployrncnt Scrr.ice for uscr
in public employnrc*t o{Iices.r (see pp. i+-Ez.) The s&me form
was used for boys arld girls except that tlie carcls werc of cliflerent
colors. The ca'd rvas g by g)4 i'crres, folcled to g by 5; it provicleci
almost trvicc as much sp&ce for the appiicant's record as clicl tlic
8- by 5-inch registration carcls .o--oniy used for aclult appiicants
by public empioyment centers. It was an adaptation of ti* forms
used for adults, but by ornitting a feu, items inapplicabre to luniorsul{ bv making use of a double rather t}ran a sinile carcl it proviclecl
additional space for the types of inquiries that counsclors felt to bc
significant in connection with the pltr-cernent of j''ior applicants.

Six othcr officcs visite'cl also usccl special junior-rcgisirn,tion forms,
somewhat cliflerent fr.orn the form of the Unitercl Stafes Employment
Service but providing for erssentially the same type of iriformation.
Thc three public employnrcnt scrvicr.s visitcd irr the Statc of New york
usccl a registration folcler dovclopccl for junior applicants by tl ie Nurv
Yorh State l]rnployment Sc'rvicc, ancl each of t}c schooi o{ficr,s i'
Atlantic City, 

.Esscx Cottttty, ancl I ' ] lr i laclclphia usecl single caLcls,
some'w'hat less cletailc'tl, rvhich they hacl clevclopcd inclcpgpcl,,irtlf .

Tlie junior-registration forms usccl by counsc'lor.s in t5e public
employment offices in Cincinnati a.rrcl the Distr.ict of Columbia *.ere
the same as those used for aclult applicants.2 Both of t6ese ofi iccs
were functional junior divisions which filecl the registration recorcls of
junior applicants u'ith those of adults ancl, for the salie of uniformity,
used the same kinds of registration carcls for applicants of all agcs.
fnasmuch as the card rrscd by tlie Cincinnati officc \^,.as a g_ by t 2_inch
foldcr and was ti ie ecluivalcnt of an unfoltlccl carcl trvicc ihot riru,
space was availablc to rccord a corrsiclcrablo arnount of aciclitional
information pertinent to the younger-applicant group. 11 tlc District
of columbirr, as has alreacly beon noted, a rnaster f i lc 6f all julior
rcgistrations was kcpt in the olfices of the junior clivision, t ire l;nitcd
States Employmcnt Service junior-rcgistration cartl beine usecl for
this purpose.

RIIGISTRATION ITECOIiDS 43

I This special junior-registration form rvas used by 4 of the ofllces visited anrl by 26 of the 43 public-school
and pulllic cmployment offices elsewhere in thc country for which this inforrnatron \\-as available.2 I 'he junior divisions of ihe public employment off iccs in Cleve' land, Colurnbus, Irartfort l ,  Ne,lv r lavon,
Jcrsey Citl', and the branch office in Ncw York serving oklcr incxperienced applicants aiso cntered junior
rrgistrations on the forrns uscrl for adult applicants in thosc olnces.

2122350-40--4
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4E JUNIOR PLACEMENT

The information called for on the applicant's registration card was
flllctl in as completely as possiblo at the time of his first visit to the
office. Counselors reportcd that v-hile some of their applicants could
enter the factual data requested quite satisfactorily, younger persons
were likely to encounter difficulties. For this reason most counselors
themselves filled in the rcgistration card in the course of their first
interview and then obtaircd the applicant's signatnre on the card.
This assured the office of a complcte, uniform, ancl legible record for
the applicatrt, together with a sample of his handlvriting. On the
other hand, counselors who requestecl cach applicant to make out his
own rcgistration card pointed out that that arrangement saved them
time and also provit-lod them rvith a valuable iridication of the appli-
cant's general level of undcrstanding. Items entered by tl ie applicarrt
himself were ahvays discussed with him by the counselor in the course
of thc rcgistration intcrvierv in order to mahe certain that he had
understood the kind of information clesired.

Sinco thc intclvierving lecorcl itself anrl the counselor,s appraisal of
thc applicrrnt's appcaranc0, personality, and qualif ications for specific
liincls of rr'orli rrre fully as inrportant as prcvious experience in sclecting
applicants for nianv t1,-pes of junior job ope'rrings, counselors in most
o{liccs endcrvorerl to enter this l i ind of information as fully as possible
on the registlation card. l lspecially in Cirrcinnati and in the District
of Colurnbia, whcro information had to be rclayed from the junior
counsclors to placcmcnt .w'orliers in other divisions of the public
enrplol'mcrrt ccnter, rtn cflort was maclo to have full and complete
records. In Nen' York City also the importance of complete records
u'rs emphasized bccause several counselors often dealt with a single
individual during the time that he was registered in one of the large
branch offices of the city.

It is not to be inferred that full and up-to-date registration records
rvcrc the rule in all the offices visited, however. Undoubtedly the
pressure to keep such records was considerably less in small offices,
u'hcre counselors were pcrsonally acquainted with many of their ap-
plicants, than in metropolitan centers, where memory could not be
depended on in dealing rvith the large number of young people regis-
tcred. Although fr"rll records were undoubtcdly the aim of most
offices, there was a tendency, inherent in any individualized approach
to an applicant, for counselors to refrain from entering on the regis-
tration card those impressions and judgments that were difficult to
crystallize in record form and to rely instead on their recollection of
the applicant rvhen the time came to consider him for placement.
This tendency was often exceedingly di{ficult to avoid in offices where
counselors' schedules were full and there was little or no clerical as-
si-ctance available for keeping even the most routine kinds of records.
Nevcrthelcss, full records are unquestionably a desirable form of in-
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REGISTRATION ]"ECOITDS 49

surance ag&inst the minor catastrophes which unexpcctccl stalI changcs
or. absences might otherwise precipitate and a guarantl- tL,rt ,r i l  ip_
plicants will receivc full and fair cbnsideration,Irr.l.po,r,l.,rr ,f tr.icris
of memory, ryhenever suitable job openings occur.

Registration Files

- srhen completed, the applicant's registration card was firctl s. 111x1
it would be available to a.yone i' tirc junior-placement o{rict, *-}r,
might have occasion to intt 'r.vierv the appiicant, f i irther or to consitlt,r
him for placement. In all the offices visitecl, n-ith the cxcr:lrtr<in of
that  in  c inc innat i ,  t l r is ' rvas done by mccns oI  a r r ,g is t rat iorr  f r ie  mr i r r -
tained in the junior office, arranged alphabetically accorcling to the.
name of the applicrrnt and separated into trvo sections accordins to sex.
In Cincjnnati all iunior registrations were filed with aclult reEisirations
and the file rvas arranged according to the iclentification n-umb". as-
signed the applicant; the record of an applicant was locatecl in this
numerically arranged registration file by the rrse of a suppiemcntary
file of index cards arranged alpliabetically antl giving the applicant;s
name and rcgistration nunrber.

The rcgistration files of rnost, of thc o{Iices visited contained not
only the registratio' crrrl of crch ju' ior applicant but a'y supple-
mentary information in rcgrrrd to his qualifications rvhich the office
miglit have obtainccl. \\'he.eve'r available, reports and recommen-
dations of psychological-testing units, schools, social agcnoies, ancl
cmployers were either iriscrtecl in the rt'gistration foklers which most,
of these offices userl or, in the case of the pliilatlelphirr placcme't
service, scculed to the rr,gistration card by rneaDS of n, f laplcss c,nvelope
open along tx.o sidcs, rlhich rvas siippt{ orrer & lorvcr corner of all
records assembletl on each lpplicant. while &rrangements like these
sometimes tendcd to rnalie the file bulky, they had the real advantage
of centralizing all records on cach indiviclual so that they coulcl be
located quickly.

_ In a ferv offices supplemcntary rccords were not filcd in this ma'ncr;
insl,ead, brief notations giving a limitecl amount of the adclitjorrrrl
information obtained from sources outside the placement offico *-t,rc
either stapled to the registration card itsclf or clse noted dircctlv
upon it, in as much detail as possible. while files kept in this way
rvere often more compact than those which contained all supple-
mentary material assembled, nevertheless they did not in most in-
stances contain the full information on each applicant that was
available in the registration files of other iunior offi""..

Ctoss-reJerences.

Junior-registration files maintained within the junior division itself
rvere useful mainly in connection with filling job orclers handled bv
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the junior t l ivision. In public cmplol-rncnt centcrs, lvherc, most of
tire job orclc'r 's f i l icd by thc junior <livisiorr u-clc thoso call ing ior bcgin-
ning. rvorliers, connsolors sonlctinics lolrrrt i i t cicsirable to have the
records cf  at  lc ls t  sn l11, ,  j rnr io l  t ' r 'g is t t ' r r r r ts  avr t i lab lc  for  act ion in
atlr-rit-pitccrntnt rl ir-isioris ri lso. 'f irt 'sc rt 'gistnrrrts wore, for thc most
plrt, l i t i i i tctI to a fsi- l- lrosc r-orrti i  rtnri irrcxltclierrcc properly cntit lecl
thcm to tirc .qpccirrl htncll ing gir-t,n to juniors but u-ho also posscssctl
-*omc clt 'slt c of prcvious tvorli t 'rpt' i icncc. \\ lr i lc nrany of tho posil ions
rvhich such airplic:rnts wcrc qulrl i f icd to {i l l  rvcrc bcginning jobs
handlccl by counse'lors in thc iunior clivision. others rvere opcnings
rcqLrirings occupationrl sl i i l ls on an arlult ievci u'lr ich rvorrkl auto-
maticaliS' be allocated to adrrlt-placcrrtnt t 'orl icrs.

In ordcr to assutc tlrcsc lpplicants consirlcration for the maximurn
number of jobs that thcy u'crc qrnlificd to fill, tlieir rcgistrations l.orc
cross-rcfcrc'rlccd in thc apprclpriatc atlult-placernerit divisions. 'frro

rcqisturtion cartls wi'rc proviriccl. One, usually the prirnary rcgistrrr-
t ir in clrrt l , u-rrs r,rrtcrt 't l  orr t l ie forrn rcguhrly uscd by counsc'lors for
jurr ior : r1- . l t i ic r r r r ts  l r r< l  u- l is  f i lc< l  in  the j r rn ior  t l i r . is iorr ,  and thc other ,
l l tror-rr rrs tlrt '  -qcconrllr ly rcgistraiion citrt l or closs-refc'rcncc carcl, v'as
crrtt 'rctI r;n tl ic rt lult-rt 'gistratiorr forrn by an intervicu,cr i l i  that divi-
sion anrl {i ici l for }ris use in the adult-rcgistration fi le. Bot}r cards
lr-ere rnar'hetl to indicatc this duplic&tion irr recorcls. and subscqucnt
changes in thc applicant's employment status rvhich bccamo hnou-n
to one division t-ere clcarccl tvith thci other division, uslially by means
of intcrofficc memorarttla.

In a similar manncr thc regislrations of a l imitccl nurnber of juniors
living in Rochland County \\:erc cross-reference-d in tho nc'hrby Now
York City junior ol1iccs, $-here srritable u.orh lvas urorc likeiy to bc
a,r'ailablo than in thc suburban district in ryhich thcy rcsideri.

In ali public employment oificcs visited ivhicir opcra,ted as complt-.tc
piacernent units, u.ith the exccption of thc o{fice in Concorcl, closs-
references lverc gir.en to a small group of junior registrarrts only. In
Concortl thc rcgistration of each junior \\:as cross-referenced in the
adult-re'gistration filcs, irrcspective of the type of x-ork in l'hich hc
hacl been classified.s Xluch the sarne effect u'ns achicvcd in thc
functional jurrior serr-ice in the District of f lolumbiu, rr,hclc the central
placement file rvns supplementecl by a septrratc file in the junior
division-

\\-herc thc registrations of all junior npplicants l'ere cross-refcr.-
enccd in this fashion, a considerable arnount of clerical rvork u.as
necessary in order to keep the applicants'records in each division up
to date. Counselors rvho handled thc registrations of junior nppli-
cants in this rvay pointed out thtt many orders could be i i l led equaliy

3 The complete placertent unit in I{artford, Conn., reported by questionDaire tlrat all junior applicitnts
were also given cross-references in adult divisions.
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rvell bv rdult or b-v junior applicrnts and that thc advantagcs of
hnr-ing the legistrations of ali jnnior applicants available for uction

on all employcrs' olders receivcrl ouhveigh.ed the ciericai w-ork neces-

sary to maintain up-to-date rccolcls in all divisions holding the
rr ppiicant's reg:istra tion.

In pr.rblic-scirool ofliccs tlLe problem of cross-referenccs scldorn
rrrose because insofar as possible all t1'pes of ordcrs received u-ere
lilled with junior applicants. Scliool placcrnent tl-olkers did, hou'ever,
encourago niany qualified yor.rng pelsons to register l-ith their local
public employment serr-ices t'hen it appeared likely that tliis rvould
materialiS' implove tlicil chances of obtaining *-ork.

Classification Records

If t lrc niphabcticnily arrangcd fi le was small the counsclor could,
by sli imrnirrg tlrrorrgh tirc l imited nurnbcr of cards, quickly locatc the
records of all applicants possessing thc qr-ralifications neccssary to
fitl an employer's ordcr. But this rnethod of identifying applicants
assigned to r, specific occupational ch,"sificntiort rvas ftr too tirtte con-

surning to be c{ficient in ollic,cs rvith largc nrtmbers of iunior legis-

trants, and counsclors itr such o{Iiccs founcl it r}cce.qstt 'v to mtrinttin

supplementary records tc providc a spcedicl mcthocl of iclciitifl-ing

appiicants according to tire cLrssifictrtions l-*signcd to them. Although

the forrn in *'hich these classifi.cation records n'ere liept yaried some-

rn'hat in the clifferent, o{[-rces visited, in all casos the records themseh'cs

were so set up that information on registlants I'as made ar-ailable,

not according to tltc name of the applicarit brtt trccording to thc occu-

pational classi{ications w}rich had been assigned to him. Thus,

classification records provided the cotiiiselor I'ith a quicli means of

identi{ying the names of all applicants assigued to a specilic occuptt-

tiona,l category, and enabled hirn to locate in the alpirrrbctically ar-

langed registrltion file the full registra,tion record of etrch of these

applicants.
'I'he supplemcntary classification rccortls ltopt rvcre of tlroc tylles,

and since these three t;,-pes of records u'ct'e used somelvhat tli{ferently

by counselors selectiirg applicants to lill employers' ordcrs, each rvill

be described bricIly.

Supplementary Files.

\,[ost olfices using snpplementary classification records kept thcm

in the form of a fi le uhich was arranged occupationally and served the

needs of all junior counsclors on thc sta{t u'ho might have occasion to

consult it in filling ermployers' orders.a Each applicattt's name,

togcther rlith othcr identifying information, was cntcred in thcse filcs

under cach of the occupational catcgories in rvhich he had been classi-

a Cincinnati, Durham, Essex County, and one of tv'o branch omces visited in New York City.
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fied. For this p'rpose, some offices used individual filing cards con-
taining a brief summary of thc information gi'en in the registration
liie (see below); others used some'hat larger cards on which were
listr:d in chronological order the names of all registrants classifi.ed in a
given occupatiorrrrl crtcgory. Rt' consulting all cntries in the desired
occupatiorrrl cltcgorr, counsclors v.ere ablc to asccrtain the names of
all rPirl icrnts cias-sif icd in thnt catcgory and thus locate the complete
r.r 'orr[ ol t 'uch of t]rcse appiicnnts in the alphabetical registration Ii le.

CLASSIFICATION-FILE CARD
[Actual size: 5 by 8 incbes]

Supplernentary Lists.

supplementary classificatio' records were kept as rists in Detroit
and in Philadelphia. Entries on these lists u-ere rnacle chronologically
as cach applicant appeared at the office tore gister and included brief
notations about the specific classifications rvhich had been assigned
him. Inasmuch as each counselor in these two school offices was
responsible for the registration and placement of a clearly defirred
applicant group, each kept his ou'n supplementary classification list
in the manner that seemed rnost expedient {or the particular applicant
group l'ith u'hich he dealt. In some instariccs, scparate lists were
kept according to the academic background, or tlie age, or the amount
of previous rvork expericnce of the applicant; in otlrers, according to
broad occupational groupings rvliich were considerably more inclusive
than tho specific occ'pationar categories in which the applicants
therriselvcs were cla-qsificd. Although an applicant might have been
classified in sevc'a,i .ccupational categories it was selJom necessary
to entcr his name or rro'e than one list, either because the list itself
incl'derl all those of a, speci{iecl age or educational bachground or
beca'se the broad occupationar groupings used covered all fields of
work in rvhich the applicant might be suitably placed.
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REGISTRATION RECORDS 53
Vlslble-Inder Files.

tr'or a part of its applicant group, the philaderphia office r<ept its
supplementary ciassification records as visible-index files, rvhich per-
mitted greater flexibiiity in use than the classification lists that have
been discussed. The device v-as rnade up of separate visible-index
cards, giving identifyi'g informatiot on 

"n"h 
applicant and the classi-

fications that had been assigned to him. These cards were slipped
into holders in such a way that a compreted panel resemblecl a classi-
fication list. visible-inclex filcs had the advantage, however, of
enabling the counselor to acld the uarnes of nerv appli"cants, not neces-
sarily in chronological order, as classification hsd u-ere irept, but in
alphabetical order or any other order that seemed most rruoiui_
Relation to Registration Files.

It should be noted that in almost all the offices using occupationally
arranged classification records the registration file was- arrangecl
alphabetically. This v'as the direct opposite of the arrangerne,t
commonly used for the regist'ration recorcls of adult applicants in most
public employment o{fices. These were us.ally fileti occupatio'all1,,
an alphabetical indcx file being usecr for firtling pu.po.., ancl the
listing of an individuai applicattt unclel rnore than onc occLrrrrtional
ea tcgory  be ing  ac l r ie r -c tJ  by  t l re  use  t , f  r l r r l , l i ca te  o r .scco t r r l r r l ] . r . t . : i s_
trat ion cards inserted i ' the proper sect io 'of  thc rr ,gist .at iu '{ i lc.

Junior counselors haci not found tlie arrargc'rerit usecl bv rilult-
placement workers to be practicable for tlicir applicant group. \fhere-
as the occupational abilities of the adult appllcant teid to be fairly
well established, and he may usually be assigned to one or to a ',ery
few specific occupational categories, the inexperienced jurrior applicani
may often be qualified for piaceme't in a va'iety of uegirrrriog jobs
a_nd accordingly may be classified in se'e'al occripationai categories.
\Yere j unior-registration files arrangecl occupationaliy, therefore, ilrey
rvould 'equire a considcrably larger number of seconiary registration
cards tha' rvould be 'ecessary for adult apprica'ts. TLe niimber of
secondary registration cards necessary i' such a junior file rvo,kl
require frirl;' sspsrsive office supplies anti a considlrabre amount of
clerical rvork for copying the data from the appricant,s primary regis-
tration card, and it w_ould, in any case, tend to maku the registration
file itself unwieldy. Most junior counselors therefore have-prefcrrccl
to maintain their registration fi.les arphabeticary ancl to suifleuc't
them with separate classification records arranged occupaiionlilv.
since the latter were supplementary to the rcgiltration fiLe, l; ,,-;.
necessary that they contain onry the brief infoirnation rreccss&r]- to
identify the applicant, and the dupricate entries necess&rv for appri-
eants classi f ied in several  categorics could be nrade *- i tL u rrr i r rrrrrurrr
of clerical work and expense for supplies.
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It :s Jlrirtl-v b.crrrrsc of tlre fact trrat a riiflere't ar.ril.{remcnt of thereir:11,,11,", fi le lrrrs sce'ierl cresirable in the ju'ior division of il iepLr'lic er'pr.r-me't oflice trrat manJr proporre'ts of the comp.reteplrce'ollt 'nit rrav-e preferrecl that t,-pc of orgarrizatio'. since thercgrst'rrtion fires of the complete ju^ior trivision .,uor. ,,-roirrtuirreascl)ru'ately from the fires of lhe aci.lt .ivisio's rvith rvrrich it rvasassociatcd, they could be set up in the ma.'cr thut bcst met tire needsof the junior division.
This criticism of trre functional t5.pe of j,nior crivisio' clicr not applyin all respects to the trvo functio'ar juriior r,lir.isioris visite,. I 'neither cincinna,ti nor trre District of col.rnbia,". ,rr"'...orl_t,,op;r,gs'-stem of the employment centcr as a rvhole orgou;"",t- o".ira;rrg tot'c usual met'ods fo'owet.r by public empro-v*mcnt offices. In ci'-cinnati the junior and adult records 

"ontoinci 
i" tlr", ;;;;tratio' file\rere arranged numericalry rather than occupatiorrnty 

"ir.r 
ur.." =rp-plcmented by separate crassification records ',rricrr servetl the samer)urposes as separate cla,ssification rccords i' the oflices that liave beentliscusscci, anrl i. tire District of columbia j'nior counserors niain_tai'erl f.r t 'eir c\v' usc a'raster fire of junio,."gi.truiioi.'orr"ng.a

tlplahctically as l-ere junior-registration files in most other offices.rn botli cincinnati a'tl the District of corumbia;ih;;;;'jiu"u-",rt
*'orlrers *'ere ablc to avoicr the inconvenrence r'crctc.t to keepi'g therccorcls of .iu'ior applicants in occupationalry *.ro'gJ ffitrationfiles.

Clearance of Files

counselors r.movcd promptly from the actir-c registration fires alrrecords of applicant: 
"lo- 

they Lrrew to be no l";g.;;;_;able forcmplovment. r' ail officcs the rccords thus rc.rnoveti *,cre those ofyoung people who notificd trre orfice that thcv no longer ,ri.rr.a tn r"considered for placement as r-clr as t'osc of appricants praced by theoifice in pcrma'nent crnproyment. A f.r- offices rranclrecl in trrc same*.-ay the rcgistrations of applicants placed i' t.._por*.y'.*Of"r_""r,
counselors in othcr ofiiccs considcrcd such applicants as still a'ailabrefor emplovment and accortringry continued io t 

""p 
a..r.r.gi.trationsin the active file.

, Th* records of applicants rvho failecr to kcep the officc informed ofthcir emplo)rment status \\'ere remoyed from trrc active ,.gi.trotio'filcs a'lso' This was usualry crone at rcgular int..ojol., uffig fro-r or 2 months in some ofRces, to a yea*r or more in others. Beforetahing this action, counserors itr fou, of the offices visited b macle it apractice to notify the applicant in ordcr to mahe doubly .rr" inut huhad understood his obligation to kcep in touch witrr the officc. For
5{rye, 

three of these offices 'sed t}re stanclard urli.Jstot".
:  l ) i : r r j ( . r  o f  ( 'o lu rnb ia ,  Durham,  ph i lade lDh ia .  Rock land Countv .
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Renewal Card

[ R c l . u r n  p o s t  ( N r ( l ]

tr 'orm (developed bj- tho t-lnitcd Siatrs l inplol 'nrent Ser!ico) used in I)isirict of Colrrrrbia, Dilrhaxr,
and Rockland County.

i] i)
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fXI es s a g e t o ap'y,ti ic anll

UNITED STATES EMPLoYMENT SERVIcE Telepl ione

fn  o rdc r  t o  b r i ng  ou r  r cco l t l s  r r i r  t o  c l a t c ,  l ) r ay  \ \ e  kn r r l ' i f  J - ( ) 11 :1 ] ( ' . ' r i l l
looking f tu uor l i?

Pl t rnsc f ; l l  out  t i ro r t t lc l r t r l  carr l  rnr l  nrai l  i t  to th is of f ico.  No poslr r r l r ' i . :
re qu i rcci.

I f  5 ' ou  do  r r o t  r c l r l r - s ' i . t l r i n  t hc  n t r t  10  r l avs ,  r . , ' r ' sh : l l l  a ssu rne  t ha t  you  r r o
longer c io.- . i rc  otr r '  : is ' ' * is tar ice in seekir rg ernpla; , ' tnerr t .

Yours truly,

1{ana.ger.

J l . r :  -  -

[ I1essage returncLl  by appl icant ]

Da!e

Plcaso c l tcc l i :  ;

I  am  s t i l l  l ook i nq  f o r  wo r l i , - - - -  , , - - - - - , - -  t r

I  a m  e r n p l o y c d  - - - - - - - - - - -  - - - - - - - - - - - - -  n

Narne and acldrcss cif crnplo.r'cr

Comments:

(Sir nature)

f . \ i l l i r css)



JUNIOR PLACEI,TENT

Employment Service form (see p. 55), rvhich was printed on a return
post card and so provided the applicant rvith a ready means of reply.
Courrselors in other offices periodically translerred all lapsed rcgistra-
tions to the inactive files rvithout communicating rvith the applicants
conccrncd or thcS scnt notification that this action rvas about to be
talicn onl; '- tt i  thosc l-hostt rcgistrations it rvas particularly desirable
to l iccp on hand bccause thcy possessed shil ls and abil it ies for rvhich
thcre n'as l i l icly to bc tlcrnand on the part of employers.

Cleararrce was e{Icctc(i by transferrirrg the applicant's registration
crrrd to &n iDactive rcgistration file, rvhere it rvas liept available should
the applicant later rencw his registration. Where the classification
records of each applicant were entered on separate cards in a supple-
rnentary file, these supplemerrtary cards also were transferred to an
inactive file. \\rhere classification records rvere kept as lists or where
they rvere entered on lists used in occupationally arranged classifica-
tion files, holever, they r','ere somen'hat less convenient for clearance
purposes. Counselors cleared these lists of the names of inactive
registrants by crossing nalnes off the lists. Inasmuch as entries thus
elirninated tended to accumulate in large numbers in the less recent
sections of the list, those scctions became increasingly difficult to use
and eyentually it u'as necessary to recopy the active entries into cur-
rent, sections of the list. Several counselors intervierved referred
specifically to this shortcoming but felt it was outweighed by the
economy in office supplies and in cierical .work that lr'as achieved when
classification records rvere kept in this form. Thc visible-index nanels
used in Phi ladelphia were much bet ter  rdrptcd for  c learunc.  pr .po." .
since each entry was made on a separate card and iuactive entries
could be remoyed and new entries adcled at rvill rvithout irnpairing the
compactness of the entire classification record.

Removal and Transfer of Records

The registrations of applicants who reached the upper age limits
served by these junior offices, usually 21 years, also were rernoved
from the active files. Before taking this action most counselors made
it a point to reinterview each registrant concerned in orcler to explain
the reason for closing his registration in the junior division, and, par-
ticuiarly in public employment offi.ces, to encourage his transfer to the
adult division. fn some public employmcnt offices, also, the junior
division's records of applicants making tiris transfer were routed to
adult-placement workers for their information before being placed in
the closed file of the junior division; most junior offices routed their
records to adrilt-placernent workers only u'hen asked to do so, but
a few, notably the junior divisions in Ccdar Rapids and Rochester,
sent, automatically to adult divisions all records of applicants trans-
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ferring their registrations. In thcse and. in a ferv other offrces, joint
conferences bet'lyeen applicants ancl junior- tlrd adult-placernent
workers 

"r'ere 
sometimes ]reld at, the tinre of transler.

It rvris unnecessary, of course, to arrlrigc {ol u tlrns{t 'r of rccords in
the functional junior divisions of the Cincinnri t i rncl I)istl ict of
Coiumbia public cmploymcnt cetttels, rvlrich nuriirtrrinctl r,entral
plncernent f i les fol registlnnts of all ascs, ol in thc ('orrcorti ofl ir:es,
rvhich achieved. '.r. simihl le\rrt ions\rip \ 'rr- clrr.s-Lt{rlcrr,, inq :rl\ jrrrrior
registrations. In tlrest' oll icr.s jrrrri, i l  cL)ur)::(, lf)r 's rrrrd rrrlLrlt-plriccrrrr-.nt
worirers sha,r'ed inforrnution on tlrt 'a1t1-r1ig1111tr'. strrt irs t lrrorrglrout
bhe period in u.irich he n-as legistercd rvith the junior dir-ision. \-or
did school placcment offices find muc]r occasion to transfer their
records to adult-placement, agencies. Counselors in the public-school
offices visited did, horvever, hold tliernselves ready to furnish rnliat-
errer infolr)ration adult-placement v'orkers in public employment
ser'\rices nright request from thern on their fornier applicants.
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GUIDANCE PROGR.A.M

The registrrt ic..s of most junior applicants *-ere coinpletecl when
they first came to the olfice or sirortly thercrftcr., ir ortler that piace-
ment might be madc as soon as suitable job operings occurred.
counselors found, hou'er.cr, that many of these yoi,og pe.sons failed
to makc the most of tireir abilities and opportunitics u,rlu.. time and
attention were given also to problems of guidance, problems which
varied considcrably among di{Ierent indiyicluals but which v,e'c r.rjru;.
of just as m.uch importance as the more immecliate need for a job;
u-c're this not the case, the term "junior counselor" would be a rnis-
l l O l ] l ( ' t ' .

c.u.sclors reportetl that many young appricants came to thc place-
ment office quite unprepared to rrppniise thcir intelcsts and trainins
in terms of the l'arious employment opportunitics that might be op.r,
to them in their communities. They .eeded a bacligrouird of infor-
mation about those cmploymeut opportunities and about the possi-
bilities they had to offer the experiencecl aclult worker. other appli-
cirnts, because they 'w'ere nnfitted or inerlequately trainecl for work
they wished to do, needed to reevaluate trreir abilitics ancl interests
and to plan needcd training programs. still others, who hacl never
rvorked before, needed advice o'such essentials as the importance of
personal appearance in getting and holding a job nncl on horv to
conduct themselves as employees.

consequently counselors in most ofiices spent a substantial amount
of their time in helping young applicants to increase their emnlova-
bility. uncler most circumstances, advice a.cl i'formation availile
in the placemcnt oflice ancl mutunl understanding betlyeen applicant
ancl courrselor sufficed to meet the sitriation;in a few cases i i iwhich
problerns rvere particularly ulgent or complex counselors founcl it
nccesslrry to rcfel dpplicarits to other agencies in the community
better equipped to give the necessary service.

The Role of the Junior Counselor

\4any of the guidance problcms that counserors handled were com-
rnon to a considerable ploportion of the applicants v'ith whom they
rvorl<ed. Regardless of di{lerences in temperament and expe'ience,
most young people need information on horv to cond.uct themselves
when thcy apply for a job and whcn they obtain onc, and many of
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them have a common interest, in lcarning about certain types of
occupations.

Counselors in a few of the offices visited met some of these basie
needs with guidance projects designed to reach their junior applicants
as a group. In the District of Colurnbia, for instance, selected junior.
applicants were invited to attend a serics of lectures and discussions
sponsored jointly b;' the Younq \Icn's C-hristian Association, the
National Youth Adrri inistration, and the local employment center.
University professors, employers, and reprcsentatives of the employ-
ment center g&vc talks on selected vocations and led discussions w[ich
covered such subjects as choosing a vocation and applying for a job.
In Durham also, conferences on similar subjects, in which all junior
registrants were invited to participate, were held under the auspices
of the local employment center.l

Use of the Interuiew.

Often the development of satisfactory attitudes and of suitable
vocational and educational plans inr.olves individual problems of
temperament, financial responsibility, and family attitude. Problcms
of this sort can be clarified only through individual conferences be-
tween the applicant and the counselor, repeated as often as neccssa,ry.
IJndoubtedly most of the guidance given to young people in the
placement office takes this form.

Good personal relationships bctrveen applicant and counselor are
essential to the success of any counseling program, since the applicant
as weII as ttre counselor must have a tiesire to share and cooperate
in any plans that may be deveioperl. \ lost of the connselors intcr-
viewed felt that applicants cotrlcl be counseled niost ef]ectivelv, not
when they first carne to the placcnrent officc as strangers, but when
they returned for later interviews and were more familiar with their
surroundings and rvith the counselor. Moreover, this arrangernerrt
also gave the counselor an opportunity to add to his knowledge of thc
applicant before reinterviewing him by inquiring into his tmining,
work record, and character traits through other agencies tlrtt had
known him in the past. Thus the placement sta{l in Nerv York City
made it a policy to use the initial interr.ierv chieflv for the nrore routine
processes of registration and relied on frecltrent reinterviervs for coun-
seling and for the devclopment of such speciai plans as might seem
desirable in individual cases. In order to gain a good understanding
of the applicant's placement problcm and to initiate further plans
with the least, possible delay, counselors in the New York City junior-

t The school placement office in Portland, Oreg., reported by questionnaire that it conducted a rvork-
application class to instruct registrants how to sell their services to employers. Other oflices, notatrly
those opcrated by the public-school system in Roston, Mass., and by the public emplo-vmcnt scrvict-' in
Chicago, Ill., and Worcester, Mass., reported that tbeir applicants were given similar suggestions in printed
form.
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60 JUNIOIT PLACD}IDNT

pllccment scrvice requc-qtetl applicants to report for reinterviews at
l-eclil1. irrtervais clurilrg the {ilst n}onrli after their initial registration;
after this thel' t-cre usuiriiv recluired to report, to the office only at
monthly irrterr.als, although if tliey dcsired to come more frequentlv
they rver"e wclcoine to do so.

The qrralitv of the counseling 'ndcrtaken by many junior-placemcnt
rvorliers g-as undoubtedly hampered by the limited amount of time
available for interviews. while the schedules which many counselors
found it necessary to maintain rvere usually sufficient for registration
pul'poses, often time did not permit the free discussion neccssary for
identifying any but those who most obviously needed counseling
assistancc. undoubtedly, less obvious but not necessarily less urgent
cases u.ent undetected t'hen interviews had to be conducted hurriedlv:
and evcn x'hen detected it was of course all but impossible for many
counselors to deal with complex situations in the time at their
disposrrl.

This difficulty had led the junior counselor in cedar Rapids to usc
his intervieu-ing time somewhat differently from counselors elsewhere.
In tlrat ofiice applicants kept their registrations active by reporting
clirectly to the receptionist; the counselor himself held no reinterviervs
for this purpose unless a,pplicants aslced to see him. The time saved
in this rvay made it possible for him to hold more leisurely registration
intcrrrieu's rvith all new applicants. These initial conferences often
lasted tluee-quartcrs of an hour or longer and usuaily sufficed to
bring to the s*'face any problems which might warrant special con-
sirlc.trtion. Thereafter, only those young people who were found to
bc i 'need of special counseling were requested to return directly to
the counselor for reinterviervs. undoubtedly this arrangement
rvorliccl as rvell as it did because in a community the size of cedar
Rapids a cou'seling relationship was comparatively easy to establish.
Ih-cn uncler these circumst,ances, howcver, thc counselor often found
ib i.advisable to initiatc any extensivc counseling programs at the
tirnc of the applicant's f irst visit to tl ic ofl ice.

Counseling Resources.

The guida'ce programs of some jurrior offices rvere rcstricted almost
rs much by the training and experience of the counselors who carried
or thosc programs as they were by the limited time available for int.r.
vi.vs. The bacligrouncls of the counselors in the offices visitcd arc
rl isctissed more fully irr a later section of this report. rt is enough to
lt'irrar'l< at this point that only one-third of the slaff members of these
I2 .Ifices 'rvere collcge or university graduates with training in guid-
rrrrc. tcsl11li61u1's. Most counselors drew largely on their ,rntirr,, .o*-
nlou scns(' ancl alcltncss to the problems of young people, rcinforccd
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by practical knorvlcdgc of rvorli oppoltrrnit it 's nccluircd tht'otrglr thcir
daily contact with thc omploycrs in their conrnrurri l ics.

lv{any counselors made use of rcferencc material on occllpatiorrs in
tl ieir work with individual applicants. To mcet thc ncotl for such
matelial the United Statcs Employrncnt Scrvice lvas, at thr: t imc of
this study, engaged in asscmbling a selies of tcchnical job descliptions
for use in priblic emplol-mcnt oIfices. This rescarch program hacl not
progressed far cnough to make job-description materials ar-ailable for
more than a feu. rnajor inclustrics,2 but to this extent, at least it rvas
furnishing connsr.lors in public employment officcs with job specifi-
cations useful for placement purposes and with a backgrouncl of
occupational information useful in counseling junior applicants.

The job descriptions preparecl by the Unitcd Statcs Employment
Selvice rvcre dcsigned for the use of placemcnt worliers ancl were for
the most part too technical to be useful to most young applicants
whom counselors wished to rcfcr to litcrature on occupations. !'or
the lattcr purpose counselors found more suitable material in the tvpe
of occupational information that has bcon assemblecl by many public-
school systems, fraternal organizations, private research agcncies,
and by thc National Youth Administration. The material of this
type that was available in some of thc offlces visited consistecl of trvo
or three nriscellaneous pamphlets placcd in thc rvaiting room for thc
use of any young pcople rvho 'w-ished to read thcm. Counselors in
other officcs had assembied rathcr complctr: liblarics of such occupa-
tional information; some of the branch officcs in Pliiladelpiii* listccl
this reference material so that it could be consulted leadily by appli-
cants u-aitirrg to intervie.lv the counselor. In Philadclphia and else-
where this kind of material l as used also as a source of information to
which many applicants 'lvere referlecl after their intervicu-s u.ith
counsclors. Especially in communitics .w'hcre public sclrools stressed
vocational guidance, many young persons lvere nlore than reacly to
take advantage of such opportunities for obtaining occupational
information.

Most of the occupational material used by each junior office liad
originally been compiled for general usc thloughout tlie statc irr rvhich
the office was located or tlrroughout the counlry at lat.ge. Some
counselors with whorn thc rnatter rvas discussed emphasizcd their neecl
for furthel information dealing specificrllv with thc local ernploymcnt
situations a{Iecting thcir oll-n placcmcnt scrvices. A ferv counse'lors
met this necd by sending a l irnitcd nrimber of their applicants to local
busincss and industrial leaders u.ho had expresscd a rvillingrrcss to
give young persons information on local conditions. Othcrs, notnbly
the public crnploymcnt center in the Distl ict of Columbia, had

I Autorllobile-manufacturing industry, cottou-terti le indusiry, conslruction industry, laundry inousrry.
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unclertaiicn researeb programs in orclcr to bring together in rvritten
lulm a funcl of inforrnation about clpportrurit ics for young persons in
thcir .rvn cornr'rrnit ics which could bc usecl by the-placement ofi ice
for g'idanco purposes. occupatio'rl information asscmbled in this
rvay inclucled ge'.ral infor.rnation ah'eacly available through published
sou-rces as u.cll as data on the lvagcs and s'orliing conclitions prevailing
i^ thocommu.ity serr-ed by the placcmcnt officc, the training facilitiers
available there, and the establishments rvhere employ-eit <_rppor_
trrnities for young n'o'hers u.cre most likcly to exist. counselors
obtai.cd m*ch of their i ' formation on local conditions by visit ing
*-orkers i '  the occ,pations being st'dietl, establishments in which
thcy lverc emplo5'sd, and the schools in wrricrr they receivecl trreir
trri. i 'q; occasio.ally thcy assembled it t lrro.gh q'Lstionnaires ancl
bt' urrl lvzing census matcrial.

Use of Guidance Specialists

- Recognizing that sorne typcs of guiclance problems requi-'e speciar-
ized techniques and a greater cxpenditure of ti-" by thu guidance
g-orker than mcst co'nselors are in a position to gir-e, coun.iors in a
f.r' of the olfices visitecl had so organized their programs that sub-
stanti.l nurnbers of applicants coulcl be oflered specialired guidance
services through other channels. r'or the rnost part, thesl offices
u-ere large placement organizations where the size or tn" staff and the
services available through other agencies in the conrnrunity perrnitted
a relatively high degree of specialization in the w-ork or irr" yarious
-qtaff groups.

'\s has already been saicl, the j'nior office visited in the District
of col.mbia was organized in s.ch a lvay that each junior applica,nt
rrlis p'ovided with a specialized co'nseling service to the 

"rtert 
rreces_

sar\'. rnasnruch as the prirnary function of the junior-counseling
cli'ision there was guidance rather than registration and placement,
the junior counselors had bccn appointecl prirnarily bocu.,.e they v,ere
qualified as guidance workers and had a knowlecige of g.,-idarrce
techniclues. Inasnmch as the more routine proced-ures b"y r,hich
each_,applicant's registration rvas completed and kept active were
usually handled by othcr stafi rnembers in the operating clivisions of
the ernployment center, the time of the staff membe.. in thu iunior-
counseling division could be kept, relatively free for counselinE services.
The young persons r.hor. the j.nior co'nscrors in the District of
colurnbia rcinterviewed wc.rc not primarily those who returned to
the officc to heep thcir rogistrati.ns uctir.e, but rather those rvho
returned to the counseling servicc for occupational and school infor-
mation, thosc rvho \r-ere encountering difric'lty in finding rvork through
the ernployment cerrter, or those who u.ished consicreration Eiven to
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their qualif ications forn-cirl< other tlrrrn lhrt in l-hich they haci been
originally c,irrssifi eri.

A sornervhat, sn',rller proportion oi junior registrants r,ere givcn I
sirnilar counscling sei:vice in 'rhree otirer offices visited. In the cin-
cinnati public employrncnt ccntcr, sta{l'lucrnbers of the junior clir-ision
as rT-eil as stafi mernbers o{ otlrer tlir.isions referred all applicants in
nccrl of counseling to corisultrnts in anotiier division of that ccnter'; in
lletroit antl in Ncrv Yrrl i City junior counselors hrd access to intle-
penclent asencics ri ' l i ich rnuirtl ined ofl iccs arl jacent to the junirr '-
placenrerit scrvice and had been orglnized to give selccfed applicunts
the s;-rccii l ized trontrncnt sonletirnes necc.ssary.3

In all t lrree of thcsc offices thc're was a .lear-cut divisio' of resporrsi-
bil i tv betrvccn tl ie junior counsclor and ther spocialist in the consulta-
tion s.r'r ' icc. The junior counsr,lor u-as primarily rcsponsiblo for thc
rcgistration and, in Dctloit rricl Nrrl- Yor.k, for thc placcment of t j i
junior ap1;licants as rvcll rs for such developrncnt of vocational anri
cducatiorial phns as coulti bc achic'vcd in the limited time at h.is
disposal. Althorrgh cou.sclors in thesc o{Iices wcre responsible also
for dct,ccting problerns requirilrg rnore intcnsir-c work, they usuallv
macle no attempt to hanclle such problems thenscives. On thc
other hand, the consull,ation tr.orliers to rvhom sclccted appiicants
were referred, actcd only in an atlvisory capacity to the piacrme,nt
ofl ico and seldonr urrdeltook responsibil i ty for.placcmcnt. Thcy r.vcre
conccrncd primarily rvith thc type of problcm that involvccl long-
tcrm pianning and training progr$rns, ancl they u'orked mainly rvith
)roung persons ri'ith personality or home problems that interfcrcd
with placement, those rvho werc vocationally unclecidcd, and those
rvhose plans wcrc at r-ariarrce rvith their appalent abilitics ancl ri.ho
stood in nced of counseling, psychological tcsting, or retraining bcfore
placemcnt could be undertaken. The staff members of most con-
suitation scrvices undertooh no \l.orl< ri.ith pcrsons rvhose problems
werc primarily duc to mcntnl deficicncy, rvho lvere in need of psy-
chiatric crlrc, or who l.cre nlrctrdy being ser-,.cil by other guida,nce
or social case-\r'orli agencies in the community.

Care rvas exercised in tho selection of applicants whom junior
counselols recommended for spccia,l connscling serviccs. Ifinal dcci-
sions regarding v'liich cascs cnrno rvithin tho sphere of the consulta-
tion scrvice anci re'galcling thc special trcatment, which each individual
shoulci reccive rvc're left cntircly in thc liands of thc consultation
speciaiists thcmselves. This policy of careful sclection, togcthcr

3 The Coutrcil lor Yorlth Servic€ in Detroit and the Junior CoDsultation Service ofthe Yocalional Servict:
for Juniors jn New York City extended consultation serrices to applicants of the junior-placement ol] ices
in those cit ies. 'Ibe junior service irr Rockland County, rvhich wes within commuting distanc3 of \ew
Yor k, also rcfered a l irnited muttt- 'er ol juniof appiicants to the New York City Junior Consultarion ser vrcc.
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with the close contact maintaint'd bei,rvcm counselors and consulta-
tion rvorkers, made it, possiblc {ol t}ro lattcr t,o clo intcnsive x.ork when
it seemed likely to bc hclpf.l. The junior applicants with whom
consultants rvorhcd rnacle up only a srnall proportion of thc total
nurnbor of registrants in these largo offices, but oven so thc numbi:r
serl-cd rvas considelnble anil tLc technical assistance l-liich corinselors
rvere thus able to obtain \l:as an invaluable aicl to thcrn in their
placcment rvorli.

consultation *'ori<crs u-t're ablo tcl tlcr.ote considerably more time
to each indiviclual Lr tiris sclectecl group thari g-cre the l'nior co.n_
selors who harrtllcrl comparativ.ly large nu'rbcrs of regisirants daiiy.
They hcld careful anrl repcatcd conrrirernces rvith thc lpplica't hi'r-
sclf and madc ext. 'sive_usc of ther supprcrnentory ,nui*irl arrcatry
discusscd-intcrerst blanhs, school t.cor,l. and recommcndatio's,
social-aElency records, and psychologicar tcsts. Data obtainecl from
tirese sourccs, to{cther rvith thc rccorcl of tJre consultant's confcrencc
u'ith tlro apPlicnnt, r 'rcrc usuallv cntclecl ori spccial forms, rvhich pro_
r-it lcd rnorc si;rrcc for this l i incl of i irformati..,r. lhon did tho registration
cr i t ' t ls  t t -qct l  br  t l i t '  jur r i t t r  corrust ' lor .

ID Cirrcilrnrti t l tt '  conrirleto consultation recorcl u-as uslaliy f i iecl in
tl ie applic.nt's reEi,ct'.t i . '  Iolcler arrl nny stall rnember ivho l iacl
occrrsioir to <.leal ri- ith the applica't the.efore hacl access to all pcrti_
'c't i '{o'rnatio'avaiiribie. I. Nerv york city and i 'Detroit, n.hcre
counsclors and consultrrt ion -specirrl ists maintrinecl sepalate fi les, the
lirrcii 'gs a'd reco^menclatio's of the consultatio' worker rve.e sub-
rnitted to tire j*'ior co'nselor i' rvritten form at thc time each con_
suitatio' c&se was closecl, and this report was fileil in the junior office
with the applicant's regist'ation record. In both of the iatter cities
also plans acceptablc to both the consurtant a'd the placement
lvorke.ivere worked out for each applicant in joint co'ferences at
which thc recommendations of the consultation workers r'ere rerated
to the practical piacerne't problem as seen by the stafl of the place-
ment ofiice.

Use of School Facil it ies

tr'requently the st.dy of an applica't 's placement problem pointed

_t9 
the advisability of his obiaini'g further trainirig iir order ti equip

himsclf fo. rvo'l< i' *'hich ire rvas interested. tn ttris connection,
counselors made particuiar use of the evening schools in their com-
munities. trn Phiilclelphia, for instance, many registrants were
requcsted to comc to the placement office for reinterviervs at the
beginning of the night-school terrn so that supplementary training
could be discussed; letters were rvritten to otrrer applicarrts suggesting
eurollment in the eveninq schools.
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unemployed youn€i persons rvere referrecl also to short-unit voca-
tiorral courses give' cl'ring the day and planned in such a v-ay that
training could be completed u'ithi' a brief period of time. In some
communities where short-unit courses l.ere not avaiiable counsclors
themselves had been instnrmental in inducing public-school systems
and other agencies to cle'elop such trai^i'g programs, the staff of
the placemcnt service sornetimes fu'rishi.g all or part of the instruc-
tion. Again in Philadelphia spced cla.sses in shorthand, typervriting,
and o{Ece macliiro rvorh hacl bcen startetl by the public schools at
the suggestion of thc placemcnt service and many applicants register-
ing for office u'ork rvcre referrecl by counsclors to those classes in
order that they might have an opportunity to increase their profi-
ciency. The teachers in charge of the instruction w-orked closely
with the placement counsclors, often recommending pupils whom
they considered best qualifiecl for openings received by the placernent
of5ce.

Counselors in almost all offlces also persuaded many applicants u,ho
were too young or too poorly preparcd to rnake immecliatc placenicnt
desirable to return to full-time day school. Tlre junior counselor in
the Cedar Rapids public employrnent office estirnatecl that during the
2 years his office had been in operation he hacl been instrumentai i.
returning well over a hundred applicants to full-time ciay school.
Some of these were young persons beyond the compulsory-school-
attendance age who had intended to stop school, while others \\-ere
pupils who had been referred to him by school-attendance officers in
the hope that he could, through his practical knowledge of employ-
ment opportunities, convince thern of the importance of continuing
their education in order to ecluip tiremselves better for rvorli.

Less frecprently, placement rn-orkers rcferred applicants to the
public schools for guidance. Thus in Rochlancl County junior appii-
cants were from time to time scnt to see tho county clirector of guitl-
ance in order to obtain occupatiorial information or to discuss the
wisdorn of dropping out of school to go to rvorli. Apart frorn tliis,
hor','over, school guidance worlicrs seldom served the immecliate
counscling needs of placement ofiices. The guidancc programs of
most school systems rvere gener&lly lieyed to serve the educational
rather than the placcment needs of their pupils;the guidance progra,rrr
of thc placemcnt office, on thc other hand, tvas intended to orient
the young app)ica'rt to a prrr,crical ryork situation at tho particr.rlar
time when he bccaure available for employmerit-a situation witlr
l'hich school vocational courrselors rverc often unfamiliar because
they had little oppoltunity to observc current cmployment condi-
tions at first hand. rn vicrv of tlris situa,tion, nrany placcment counsc-
lors have feli t l iat the school's greatest f ield of selvice in conrrcctiorr
with placement counseling lies in thc guidancc which it, oilc,r,s to yorrng
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persons still attending the schools. rt rvas perhaps significant that
counselors in trvo communities r-ith very limitca r.t-ol guidance
facilities mentionetl rvith regret that, nranS- of their young afplic'nts
were unprepared even to state the kind of rvorli they u.anteJ to cio,
rvhereas placement worhers in a third cornmunity with an outstanding
school guicla,nce program statecl that many young applicants cam.e to
the placeme't office weil preparecl to discuss theii i'terests a'd to
eyaluate their qualifications.

Other Guidance and Training Facilities

as result of the co'nseling procecl're, a limitecl n.mber of applicants
rvele referred to individuals and agcncies in the cornmunity oilie, than
those already discussed. Iior the most part, such refcrrals * erc for
short-unil, training courses conducted by -*ocial agcncies or aclult_
.rlucation councils. Less frequently thcy rvere for specializecl counsel
-.occssilr-y in handling some types of hc*lth, social, onil ho-" problems.
,\ ferv oifices handlecl applicants rvho had sc.ious horlth problems
somervhat diflercntiy fro'l othcr rcgistra.ts; the special procedurcs
used with this group arc discussed in a lator sectio' of itris rcport
which deals rvith tire registlation ancl placcrnc't of hanclicapped
applicants (see pp. 109-1 r2). Freq.ently the alra'Ecments between
the placement officc and coopcrating agencies providcir for an cxchangc
of rcport's and rccommend.li'rs, as in ccchr Rapicis, rvlrcre thc in-
structor of a speecl class in typirrg oficrcci by the young \vomc',s
christian association regularly roporteci to tire placemerrl oflice orr
thc specd attained by the r.arious stuclents enrolled in the coursc, all
of whom had been sclectccl a.tl refcrrccl tlr'ough the ju'ior counsclor.
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Almost all counselors spent a sclreduled proportion of their time in

-*oliciting job openings suitrble for their rcgistrants. Contacts rvith

cmployers, made initially in order to explrrin the purposc of a, plrrce-

nrcnt serl'ice for juniors rvhich 1!'as ne\\r to the community or to the
employer', rverc contirrtrerl rt regular intcrvnls in older to rnlilrtliirl
coopera,tive lc.lationships th us cstablished.

In outlining the basicr policies lvhich 1a1' L,"1tittd solicitation. n

supervisor of the Nerv York State Eniployment Serr-ice voiced the

fceling ol many counselors elseu'herc ir stating that solicitation of
jobs for inexperienced young appiicants sirould be directed torvard

finrling a suitablc job for each legistrant rrther than torvald n' general

search fol any job openings that coulcl be located. This had been a
policv diflicuit to put into plactice, howevet, because of the scarcit'y

of jobs and tlre abundurce of applicants at the time of t lfs study.

Consequently, much of the solicitation done constitutecl a general

search for jobs suittble for all or for spccial groups of junior registrants.
Solicitation rvas rnost liliely to bc productive of job orders rvhen it

rvas timcd to coirrciric rvith seasorrs of greatest business activity.
Nfany entelprises such as stores, garment factories, and resort hotels
periodically talie on seasonal woriit-'rs, and counselors iu practically

tlil oflfices fc-,urrd it prolitat-rle to ernplia-.ize solicitation frorn establish-

tnents o{ tliis sort lt tirose tinres of tlie year rr'ltctt they u-ertl most

liiiely to be necding rttltLitiorill n'oriiers.
Job solicitation rvas gor.cntocl to sclrne cxtent also by the fluctuations

which tooli place from time to timcr in thc character of the applicant
groui)s registerecl in tlie junior-plncement office' Thus counselors

anticipatirrg a large registration of irigh-school graduates at the end

of the school year macle it a point at that, time to solicit firms rvith

v'hich they rvere most liliely to ptracc that type of applicant, and some

of{ices occasionally uscd, as a guicie to tlie types of establishments

solicitecl, the particular occtrprrtionaL clessifications in which they

hrid a preponderance of u,.e1i-rlurlifiecl registrants at a given time.

There rvas consiclelrbly lcss solicitation o{ a particular job suitable

for a given junior rcgistlant'. l iari solicitation for all or special gloups

of junior registrants. Solicitation on beholf of individual registrants

u'as usually confi.ned to those applicants u,-ho possessed characteristics

in rvhich employers had previously indicated they were interest'ed or

to individuals, such as operators of power sewing ma,chines, who $'ero
67
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qualified to clo work for r.r.hich there happerred to be a current clemand.
It{auy of the cmployecs with rvhorri cour,"sclors got in touch under these
circrrmstances had already expressecl their rviliirgness to intervier- at
any time those applicants tvho wcre founcl b5, the placement office to
meet their specifications. other applicants for ryhom counselors
occ.Lsicnally undertooh special solicitrtion included those whose
phvsicril harrdicaps made this necessar.y and those *'rrose social bach-
grururcl rnade their lach of ernplo-r,-rnerrt a particrilarly acute problcm.
,\lth.ugh jobs sought for these vaiious types of inclivicluar aiplicants
tlid 'ot always materialize at trre timc they rvere soricited, plrrceme'ts
often resulted eventually.

In addition to t'his dircct solicitation, counsclors sometimes inter_
cstetl other individuals in the comrn.nity in hclping exceptionally
capable applicants to locatc s'itable omploym.nt. bo" -rn."lo"
with whom this matter was cliscusscd haa enhsted the help of members
of a local f-t'aternal orga'ization r'ho by lneans of their co'tects in
tirrr c, 'u',r ity attcmpted to locate employment opportunities for
the nrolc gifted applicants.

Methods

The counselors in all the 12 oflices visitcd consiclercd pcrsonal
calls on cmployers more procructive of job orcrers than arly other
method of solicitation. 

_rnsofar as possible, trrcrefore, offico m"ar,og.,r.
arrtrnged interviewing schcdulcs rvliich l-oultl alios- time for counselo.s
to make these outside contacts.

The amount of time rvldch cou'scrors actually forrntl available fo'
solicitation by perso'al visit rr-as necessar.ily limitccl by pressure of
other duties connectcd with placement,, notably by th! number of
registrants it was necessary for thc office to hu"at". Time spent in
visits to employers ranged frorn more than 30 percent of the coun-
selor's ilme in onc office risitccl to ress drral d percent of the counselor,s
time in othcrs.l rn general, counsclors in those offices that had been
recently organizecl dcvoted considerably rnorc time to visits to em-
ployers t'han co'nselors in o{Iices that hatl been operating ovcr a
pcriod of. sevcral years. Particularly when the ploc.-.rl servicc
wrls nelv in the community and therc was a need to rurta up an ade-
rluate employer clientele as quiciily as possible, counselors found it
.0cessary to devotc a considerable proportion of their time to making
thcse 'isits. Thus, when thc junior-pracement o{ficc was organizecl
i. Rocliland oounty rnore tharr half of thc co'risclor's timc rua"s gi'e'
t, call ing on employcrs in ordcr to acquai't thcm vrith the service
rr.t i solicit job orders; by thc c'd of a y('rrr thc major part of this
(riirr'irss of crnployers in the district hacl bercn completecl urrd th" ti-"

I: r rl l ir 'errr)loynlcnt orrces, -qolicitation was donc by adult,placenrent workers as well as by Junror: . ' : .  r j  i l r i s r r r t teordersobta inedbyLheformerwerceventua l l y rou ted to jun io rd iv is ionsrorhan i ;ns .
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given to visits to firms had bcen cut to approximatcly onc-tenth of
the counsclor's t inrc. In this ofl icc, as in other officcs, thtt counselor
continued to solicit job orcters bv call ing on cmplovers tvho wcrc

unacquainteci u-ith the placement scrvico as u.ell as bv rcttitu' ing coti-

tacts pcriodically lvith thoso who had already beon rpprolrchctl. ' l ' lrc

total t imc necessary for solicitation tl 'as diminisltcrl, l to\..-tt.er, bcctttstt

most cmployers alrendy knerv of thc placcmcnt scrr-ico tr,vailablc tlntl

calls made to rcncrv previous contacts tvcrc comparativcly brief.

Letters of solicitation also r'r'ere uscd to inform crnployers about thc

scrvices of the placcmcnt officc. Newly established placctnent

scrvices founcl it parlicularly ncscssary to supplement thcir visits rvith

this less time-consuming method of reaching employers unacquaintctl
with the service; otherw-ise they would have been forccd to clcpcncl

for their job ordcrs on a comp&rativel5' Iimited group of cmplo]'ors
until counselors coukl call on all employcrs rvho 'rvcrc prospcctir-t'

users of the scrvice. Tlicsc lctters of solicitatioil \\ '( 'rc st' l tt. i l t soltic

instances,  to  g i :ncra l  rnai l ing l is ts  t ln*n r t l l  f t 'o t t i  t l rc  t l i i ' t 'c t , r l i t ' , .o f

Sta le labor  dcpartmcnts,  f rom c i ty  t r r r l  t t ' l r ' l t l ionc r i i l t 'c to l i t 's ,  r r l r l

f rom informat ion suppl icc l  b1 ' local  c l i lmbct 's  r , . f  cot i t t t t t ' r 'cc;  i t t  o t i t i ' t 's ,

they u'ere addrcssed to emplovcrs l it lor' '-n to l lavc hrri l 1-orrng tt ' t ' t l i t ' ls

on their pay rolls, accorditrg to thc rccorcls of factorY ittsltcct,rls clt '

of rvork-cerlif ication o{ficcs, an{ accoltl ing to thc stittt ' tnelts of irrrLior
applicants thcmselves ll'hom they registerecl at the placcment olllcc.

Lcss frequontly, counselors wrote to employers q-ho a,tlvertisccl for

u-orkers in the ncwspapers, suggesting that thcy consider uraliirrg

use of thc facilities of tlie placement office.
Through fcaturc articles published in local ne\l'spapers ancl in

bulletilrs of mcrchants' associations, through talks given by counselors

before {raternal organizations and other grolrps, and through raclio

programs, many junior o{fices obtained ot}rer eliectivo publicity.

None of those melhods, rvith the exccption of thc last, wrs usccl

rcgularly in any of the olhccs r.isited, horvever. In the DistricN of

Columbia a series of radio broadcasts sponsored by the public em-
ployment ccntei' liacl provccl eliective in giving the community an

understanding of its x'ork. Brief prograrrts, scheduleci each moming

over a peri<ld of ser.eral months, featurecl talks by varions stafi

membcrs on the operation of the service ancl intervicrvs betu-een the

radio announcer and selected registrants rvhich served to demonstrale

the typcs of applicants available for placement.

Maintenance of Contacts With Employers

Scveral of the ofliccs r-isitetl hacl been in oporation for a considerable

period of time, and most of lhcir contacts u-ith employers werc rvith

those who already knol about the placelnent service. Insofar as
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possible, counselors endeavored to gct in touch rvith all such cmployers
at regular intervals antl thoir solicitation was pia,nnecl rvith this encl
in mind. rror thc rnost part, thcy clid not find it practicabie fron
the point of vierv of the placcmcnt office or dcsirable frorn that of tho
employer to rcly entircly on visits to employers to acconrplish tlis
purpose. Onco a satisfactory lvorking relationstrip hacl bccn cstab_
lished betwecn thc crnploycr ancl the placement office-and this
might or might not ltave nccr-rssitatcd scveral visits-the relation-
ship could often be rn:rintainccl in other \\ &ys.

Some counsc'lors rcncrved thcir init ial contacts pcriodically by
sending employers letters, f l iers, or monthly news brri lctins reporting
the activit ics of t ire employrnent sorvictr. Othcr counselors lcft
with ernployers brtsiness cards, lcaflcts, blottcrs, or guicle cards for
filing cabinets which bore printed material acivcrtising: the placement
office and served as rcrninders of the services availablc. t" still
other offices, it rvas a practice to foliorv up all or somc {irm visits u.ithin
a w-eck or 10 clays rvith a publicity folclcr or r lotter thanliilg t6e
employer for thc courtesy extr.nclecl thc reprc,scntative of the place-
me't ofiice and rcminding iiirn again of its sr,r'vices.

Policies and problerns of Coordination

In sol ic i t ing orclcrs t 'acl t  j r r r r ior '  ( 'ounsclor t t , r r t lc<l  to conccntrate on
employcrs rvho wL're most l i l iciy to lrrvc ollt 'rr inss for thc particl lar
type of applicant that her rcgisterecl arrtl plncccl. I imployc.rs sclclom
use one type of worker cxclusive'lv, horvcver, and rnost of them think
of the placement service as an agcncy ablc to supply them with all
types of workers. Employers arc usually unrware of the distinctions
made by the placcment office when it assigns to different staff mcmbers
thc registration and placement of differcnt agc groups, sueh as juniors
or adults, or of special occupational groups, such as inclustrial, clerical,
or domestic rvorliers.

Because of the light in rvhich most cmployers regarcl the pla,cemcnt
scrvice, stall members in most school and public employrnent officcs
avoided calling on employers rvho had recently be.en visited by other
staff mcmbers a,nd, in soliciting orders, they acted not only o. ,.pr.-
scntatives of their own branch of the se.rvice but also as rcpresenta-
tives of the scrvice as a rvhole. If a counselor was one of several in
a school office, he presented the services of ail counselors in that office
to the employer; if he was on the staff of a public crnployment service,
he solicited orders for adult applicants as rvell as for the youngcr
group registered in the junior division. 'fhis policy called for a
minimrim of self-intcrcst on the counsclor's part, and the dcgree to
which he followed it tt'as naturally inflnence,l by thc clegree to which
he could be confidcnt that all onlers suitablc for his applicant gr'oup
rvould later be routed to him for filling.
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In the public-school officcs visited it liad not becn diffrcult to put

this policy into practice. Except for occasional openings in which

teachers in the schools placed thcir pupils, no placement ancl no

solicitation was done by stafi members of thc public sclrools othcr

than thc junior .ouo..io.* thi'msclvcs. Even whcre branch offices

*.r" op.rotcd., as in Philadolphia and Detroit, the employer clientele

scrvcd by .ach b.ancl,. was sufficiently distinct to make it unlilrcly

fhat thc .tafi m"-bers of diffcrent branches would have occasion to

have any contact with the same ernploycrs' llence, most school

"o.rrr.elor. 
serving the sarne employi:r clierrtcle usually worlictl side by

side in the same placement office ancl could readily heep thernseh-es

informed about the solicitation bcirrg tlone by all staft mernbt'rs of

their offices; and since the applicttnt groups which each school coun-

selor harrcllc.cl $,ero clistinguishcrl by sex, educational bacliground, or

the type of work for rvlich they wcre registered-diflerenccs rnarkctl

"rro.,gh 
to make it irnprobable that two or mol'e counselors rvould holtl

t6o rlgistrations of p"rrorrt qualified to fill a gir-en job order-each

"oun..lo. 
coultl solicit olders for the entire office l'ith ther assulance

that he woulcl have an opportunity to place his or.vn applicants in

any suitable oponings that might bc {orthcomirrg'

in the public ,,rop1oym.r1.t cc'tcrs 'i-*ited, t|c clistricting of branch

offices in New Yorh City and the diilcrent racial groups served by

each of the offices in Durharn also maclo it unlikely that sta{f members

of onc branch would clupiicnte solicittt ion clone by stafi members of

other brancht:s. 
'fhis ras not ahvays the caso within a single bra.nch

or ccnter of public crnployment scrvices, ltorvevcr. SeYeral of the

public employment og.tr.i.r visitcd rvere large organizations rvith

jntio, and ai.rlt-plact'ment rvorkcrs occupying separate quarters in

ihu ,o,,'" building. Since thc j*nior counselors in some of these

of6.ces had comparatively littie daily contact with the staff members

of aclult-placemerrt tlivisions, ancL since both stafTs served the sarne

"mploy., 
g.oups it \Yas necessa,ry to take special precautions to a'voicl

a"pfi*tioit irr job solicitation. Furthermore' many of, -th-" 
orclcrs

I....rtti"g from solicitation by junior counselors could be fiIIed equallJ'

weII by"adult or by junior applicants; junior counselors could not

ulwuy. be assured, ih"."foro, ihat all orders rvhich might be filled bv

jun io rapp l i can t ' sand 'w l r i chm ig } r t r esu l t f r omt } re i r so l i c i t a t i on

would bc routcd to them for {i}ling'

This situation made.ome degree oi competition for orders inevitablc

whenever stafl members became absorbed in the placement of thcil

o*- putti."lar applicant group rvithout due regard for the placcmetrt

.err,ice as a u-hole- It rvas a problem rvhich rn-as sharcd to sorne extettt

Ly all j .,nior divisions operating as complete placemcnt-units in public

employment centers. Particularly in large centers of this tylle' s-herc

the voiume of work was great ancl where staff members in o'e tlir-isio.
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hacl little informal contact with staff members in other clivisions,
careful coordination was necessary in order to avoicl competition for
orders and unwarranted duplieatiorr in visits to employ*...

supervisors in many of these offices ha'e sought to unify and
coordinate thc activities of their various divisions by obtairring quarters
for thern on thc same floor of ttre builcling ond by bringin; ail staff
members together at regular intcrvals in joint meetings. i; iincinnati
a'ncl in the District of Columbia the problem of coordination has been
met by delegating major responsibility for the solicitation of all types
of job openings to special clivisions of promotion or of public relations.
Junior counselors in these trvo functional services dii comparatively
iittle solicitation, and thc limiteci nurnber of calls whieh they -"d. o.,
employers were in all cases clearccl through the special clivisitn -respon-
sible for solicitation. This arrangement solvecl the problem of cllplica-
tion of visits but at the same time it tended to limit the counselor,s
knorvledge of local employment conditions and so deprived him of an
opportunity to acquire some of the background of information neeclecl
for counseling. 

. 
particularly in the DiJtrict of columbia, how-ever,

counselors kept informed about the kinds of employers, orclers being
handled by the oflice because they frequently ..]..i.d applicants for
referral on typical junior job openings and t..urrr* they also visited
employers for the purpose of obtaining occupational information in
connection with the research program carried on by that office.

Records

Two types of records werc generally usctl to system atizethe solicita-
tion donc by various staff memb... of the placement organizations
visitecl' Counselors maintainecl files containing information on firms
visited by staff members as well as other fii.., usually known as
"contact files," containing trre n&mes of employers not yet solicited
b.v visit.

The cards s'hich went into the "firm-information fiIe,, provided for
data- about the physical set-up of the establishment, information about
employment polieies and personnel, and a description of the lvork per_
formed with particular emphasis on work done fy yor.rg p.op1. Ail
.thu 

pulTlic employnrent offices visited, with the e*cepiio' ir those
Iocated in the State of New york, ,..d a standard united states
Employment service carcr prepared for pracement ofHces hanclring
applicants of all agcs; other offices had adopted special forms expressly
suited to the kinds of openings usually ha.,dl.d by junior .ourrrelorr.
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These speeial forms differed from the stanclarcl unitcd States Emplov-

ment Service forrn in that they provicled more space for items rvhich

seemed particularly important in connection rvith opetrings for ;roung

workers, such as tiie employer's preferences in regard to education,

exper ience,  and pcrsonnl i ty  t ra i ts ,  nrr t l  L is  at t i tu t lc  to \ \  r1t l  t ' l r rp lo5--

ment of part-time worhers and continuation-school pupils. Thc forttls

usecl in New Yorh State lsee pp. 7a-77) are somelhat rnore detri i led

than the forms usecl in other o{Iices visited but they serve to illustrate

the liintls of infornation that that, office had found particularly use-

fu l  in  t l r is  conncct ior . .
Information obtained on the first visit to an establishment, rvas

entered as completely as possible on the {ilm-information carcl.

X'urther entries v-ere made on the same card rvhenever job orclers

rvere fi.llerl for the establishment, or rr.henever it was again Yisited.

Each card thus provided a running record of the placernent office's

contact with each empioyer visited or serYed.
Firm-information cards v'ere usuall5z filed centraily v'liere they

wele accessible to all sta{i members in the junior offlce u'ho miglit

have occasion to consult them. In public employment oflices tire3'

often contained information on establislunents visited by adult-

placement, workers as well as by junior counselors. In rnost cascs

these cards were filed alphabetically; less frecpently they rvere {ilecl

numerically, industrially, or occllpationally, u'ith alphabetical cross-

files for finding purposes. Counselors in sorne offi-ces coded or tabbed

the cards in such a way that they served as a guide in planning revisits

and letters of solicitation that would coincide with the season of the

year lvhen a contact would be most Iikely to result in job orders.

The card"s in the second type of file, the "contact fiIe," contained

the names of employers who had not yet been canvassed by rcprc-

sentatives of the placement, service. In several large offi.ces tliis file

was arranged according to the location of the establishments in order

to assist counselors in planning visiting schedules that, u.ould invoh-c

a minimum of time spent in transportation; in other ofiices cards wele

fiIed industrially, to facilitate plans for soliciting specifi-c types cif job

openings;and in some of the smailcr offices the*'e records \vere licllt as

alphabetical lists. Particularly i-n the large oflices, the contact records

sometimes carried notations of busy seasons or of the t1.pes of worli

for rvhich orders were most lihely to be forthcoming.
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RECEIPT AND FILLING OF EMPLOYERS' ORDERS

\Iosi job orders placed with employment offices dicl not materialize
until some time after they were solicited and often tliey called for
various kinds of $-orkers. Coupled with the necessity for locating
opcnings suitable for junior. applicants, therefore, was the nccessity
for instituting within the placement office procedures for routing
orders to the various staff groups who handled difierent types of
registrants and for selecting and referring to the employer the regis-
trarit best qualified to fill the opening in cluestion.

It was fully as essential for the entire placement organization to
hanclle all incorning orders as a single placement u.it as it was for it
to handle solicitation in that fashion. As in the case of solicitation,
this rvrs madc necessary by the fact that most employers rvere unable
to specii-v the particular division or staff mernber lvith whom their
orders shoulcl properly be placed.

The procedures follorved in filling orders for jurrior applicants were
of immediate concern only to junior divi-. ions that functioned as
complete placement units. It hns alreacly been noted that the junior
o{Eces in Cincinnati anrl thc District of colurnbia, both of rvhicli were
organized as functional junior clir. isions, had litt le or no direct conract
with ernployers in connectiorr u,.ith the receipt and filling of orders.
In Cincinnati selection of applicants to fill ordcrs rvas alu'ays made by
stafr members of the placement divisions from a central registration
file containing the records of appiicants of all ages, and all referrals of
applicants to employers were made by the same staff members. In
the District of Columbia also, il.here counselors occasionally selected
applicants to fill employers' orders, direct contacts with employers
rvere almost alv'ays made by placement r-orhers in the operating divi-
sions of the employment center. In both these offices, then, the pro-
cedures of selection and referral were basically the same for applicants
of all ages. The following discussion of the special procedures devel-
oped by junior counselors for the receipt and filling of orders suitable
for junior registrants is based, therefore, on the experience of the
remaining 10 junior-placement offices visited, which were operating as
complete placement units.

Receipt and Routing of Orders

\Yith the exception of a limited number of job orders u'hich coun-
sclors obtained at the time they solicited employers or which emproyers

1 2 5
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placed in person at the emplol'n'rent office, ordcrs were usually tele-
phoned to the ofEce. \Vhencvel possible, the cmployer's specifications
for each opening were talien by the staff member rn-ho would eventually
select a qualif ied appiicant for referral. Telephone operators and
receptionists, thcrefore, transferred each call directly to the placement
worker who rvoulcl bc responsible for fiiling the order.

Incoming orclcrs could be routed rvithout difficulty in the few cases
in which ernplol-ers rvcre sufficiently well acquainted with the per-
sonnel of tho plucemerrt ofifice to know the name of the division or of
the indivirlutl w.ith rvhom they u.ished to place their orders. When
this was not the case, definite policies governed the allocation of all
incoming olclcrs. ;\ny placement rvorker to 'whom an employer
happened to be referred could of course mahe a record of his require-
ments and relay the order to thc proper stalT member, but such an
indirect relationship betl-een the placernent n,orker filling the order
and the ernplol cr rvlrosc preferences ancl wishes were to be considcred
rvas avoided r-henever possible.

Wiihin the junior office itseif, the allocation of telephone calls from
employers seldom presented difficulties. In most ofifrces where tv'o
or more counselors were lesponsible for placcment, each v'as assigned
exclusively to the registration antl piacernent of a specified junior-

applicant group ancl consecluently each tentlecl to hlndle only certnin
types of employers'ori lers. In the Nerv Yorh City public t nrplo.r'rnerrt
service, rn-here the staff n'as too large for responsibil i t l- to lrt 'diricled
among indir-idual stall mernbers in this manrrr:r ', ortlers rect' ivcrl bv
each branch office rvere hatit i letl by har-irrg courr,*eiols tir l ie turns
at acting in tire capacitl 'of order trrker alt l pltrc'cnrcnt u-oll ier for t l ic
of f ice.  In  the case of  ce l ' t r i l i  t1 'pes of  oper i i r igs.  ch ie l lv  those receivcr l
f rom largc c lepar tnrent  s torcs,  t l rere r i ' i rs  p lor- is iorr  lo l  r r l locat ing orr l t ' rs
among the sevcral brarclr offices u'ithirr thc \eri- Yorli Citr. plircc'nrcrrt
systern, regardless of rvhether the estublishnrerrt ir-rts locrtetl rvit lr in
the district scrved b1'the branch oll icc to u'hich tl ic clrt ler ri-rts rorrtt ' t l .

The allocation of oldcrs bet*-ccn junior- tncl aclrrlt-phrccnicnt rl ivi-
sions of public cniployment services rvas consirlcl lbiv tnorc dif l ir:ult
than their allocation among tire scveral counsclors or branch ofl ices
of a single juniol serrrice. Inasrnuch as junior applicants rvere distin-
guished from adults chiefly on the basis of age and degree of expcri-
ence, orders had to be routed betrveen junior and trdu.lt dir-isions on
that basis. This distinction rva,s sonretimes a difficult one to m&ke.
Job openings clearly calling for beginning ll'orliers, such as orders for
messengers and mothers' helpers, corrld of course be easily identified
as suitable for junior applicants and routed to the junior division
accordingly. Other orders, si-rch as tho,.e for ccrtain kinds of oper&-
tives in industry and for oflice worlrers, \\iere considerably more diffi-
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cult to loute to the propcr piacement n'orkcr, inasmuch as some of
thcm co'ld bo filled satisf:iotorily by applicants registered in either
j'nio' or acl.it division. Thc allocation of such calls sometimes
rerluired oxccllt ional judgrnernt on the part of srvitchboard operators
and leceptionists louting incoming telephone calls. Age, rrhen it v-as
-specificcl, freqricnth' r ' .vclcd a rangc serr.ed by both junior and adult
divisions; exllericnct', on tlrc other hand, rvas subjcct to a variety of
interpletations. I lost prrblic emplovrncnt officcs found it diff icult to
apply arry hard r.nd fast 'rrles to the allocation of orders of this sort.

rnsofar as possible, prrblic cmplor-nrcnt ofi ices attacked the problern
of rl location at the point rvlrelc inconiing telephone cll ls u-ere first re-
ceived bv tire office. sri-itcliboard opelators and receptionists were
instructed to rrrake brief inquiries about the requirements for the
opening be{ore referring an ernployer to the proper placement worker.
The age and experience desired were rnost commonry the deciding
factors; freq'ently geleral inquiries rvere made also about the type
of *-ork involved. orrly seldom did telephone operators and reception-
ists inquire about the r,r'age offered, usually only wrren they rvere
unable to conrc to a decision on the basis of other information. Ntost
counselors feit it undesirable to route orders on the basis of wase
unless absolutely necessary. Their experience had been that all too
often this information tended to direct to the junio' division only
those openings which rvcre substandard in this respect.

In practice, most of the orders which telephone operators and
receptionists found difficult to route on the basis of brief qeneral
inquiries were refcrred to adult-placement rvorkers, who used their
ou'n discretion in filling them or in relaying them to the junior coun-
selors. \\-herc staffs v'ere small, v.orked closely together, and hacl
a clear understanding of the functior of each dir-ision of the nublic
emploSment center ' ,  an in f , r r r ra l  f l r r r lnsol r rent  for  t ransferr ing ordnrc
in this \r'ay was entirely satisfactory to both divisions. But in srme
of the larger employment centers, ll'here dir.isions v-ere less closely
unified, such informal arrangements tended to direct to the iunior
dir-ision only tlrose orders that adult-plaecment n-olrrers u-ere unrblc
to fill from their orvn files.

Some placernent services have attempted to meet this situation by
maintaining central order files containing a copy of er-ery order re-
ccived by the employment center, so that, whenever they wished to
do so, both junior- and adult-placement, v'orkers might suggcst
qualified applicants to the staff member in cha'ge of filli'g the order.
It, was partly because of the difficulties encounrered in worhing out
procedures to govern the alloca,tion of orders that some junior coun-
selors had cross-referenced the names of their applicants in the files
of adult-placemeni workers. 'rhe use of secondary registration cards
in the adult files \r.a,s an &ssLlrance that junior appiicants possessing
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the necessaly qualifications u,ould be considcrled irr connection u_ith
all orders fiiled by adult interviervers.

Records of Employers' Orders

rn most of the offices visited, information about each order receivecl
rvas cntered by the junior counselor on an cmpioyer's olclel crrr.rl
and this card was liept on the desk of the co.'=elor responsible
for filling the order until the opening ryas either filled or cuncelecl;
thereafter the order 

-card rvas 'sually filcd in an inactive-order file,
arranged alpirabetically according to tlie name of the ernpior.er.l

counselors in most of the public emplovment o{lices vi.iicd use.l
the standard united states Employment Scrvice order ca'cl. (sce
pp. 82-83.) Thc public crnployment offices of Nerv yorli State used a
sirnilar form deveioped for tlie slrne p.r'pose for use ti''or,ighout the
state. Many of the forrrrs'sed in public-school o.ffices *'ere co'sicler.-
ably less detailed t'han the unitcd states Ernployment Service car<J.,
but all of thern cor-ered esse'tially the sarne inforr'ation. Two 2
provided space for adclitional data on rvhcther the job ollered full-
t ime, part-t ime, or vacation '.ork; others j called forinformation on
whether the emplo-r-er u'as *.illing to co'sider handicapped appiicants
or applicants u.Iio rvere still attending continuatiorr scliool.

The Detroit pubiic-school officc simplif iecl its orclcrrtrrl i inq proccclrrrc
by using l ists on w-hich employers' orclers *-ere entererl cl ' ,rrLolt, l, icrrl l '
as thcy were recei lcd by the of l ice.  Errch counselr r  l<crrL a. , ] r , , r r . , , te
order  l is t  and entered on i t  a l l  orders cal l ing for  uorkers rv i t l i i r r  r l re
broad occupational fields with which he dealt.a rnforrnation obtai.eri
on orders listed in this w-ay was necessarily less cletailed than that
entered on separate cards and was somervhat less convenient to analyze
for statistical purposes. The procedure had been adopted chiefly
because it made possible a considerable saving in time thal counselors
would otherwise have had to spend in recorcl keeping.

Investigation of Establishments

rn filling empioyers' orders, the neecls and the protection of the appli-
cant rvho is to be placed deserve the sarne degree of consicleration as the
requirements of the employer. rnsofar as the rvages, hours, and cluties
outlined by the employer were concerned, the specifications of each
order enabled the counselor to judge whcther the opening itself rvas
suitable for a young applicant. These data dicl not by any means gir.e

I In one branch ofnce in Now York City sll fllled ordcfs of a given employer were filerl with ttre firn-
information card for his establishnent; io Bsser county fl l led orders sere i i led occupationally.

2 Essex Coitnty, Atlantic City.
s New York State officos.
{ Seleral ofi ices reporting by questionnaire indicated that all orders were i isted occor(l ing t0 i lre nf,!r0 oI

tho enploJ'er placirg the order and that a ser)amte order card was used for each emlilo5 er.
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84 JUNIoR PLACENIENT

a full picture of the conditions under which the applicant would be
recluired to work, holvever. other considerations, such as sanitation,
policies in regard to overtime work, and the general character of the
surroundings were equally important in protecting the applicant from
unsuitable working conclitions. Much of this information could be
obtaincd by the counselor only thro'gh a personal visit to the estab-
lishment in question in order to obser'e worhing conditions and to
inquire into the policies of the concern.

In the case of those establishmc'ts trrat hacl been visitecl pr.eviously
for solicitation purposes, conditions of rvork rrad already bee' a."".-
tained by the placement .worker and noted on the firm-information
cards on file in the placement office. rt was only in connection with
the comparatively small group of establishments that had never beerr
visited that there was need to make any special investigation of
working conditions.

rn the smaller communities, whero virtualry all employers hatl
already been visited or were known personally to staff ,o.-u""* of trre
placement ofEce, there w-as seldom any need io make a special investi-
gation of the establishments in rvhich applicants were placecl. on thc
other hand, in some metropolitan districts, rvherc vi.it, by the staft
of the placement offi.ce rvere liliely to be confined to large fiims, ma'v
orclers rvere received from employers about whose estaLlishments the
placement office had little or no direct hno*-ledge. rn actual practice,
cou'selors in largo offices filled most openi'gs of this sort v,ithout
making any preliminary investigation of the establishments i' ques-
tion because, under most circumstances, orders rvould have bee'
canceled if applicants had not been referred prornptly. special in-
vestigation rvas considered essential only when there *o. gooa reason
to suspect, from the information s'ppried by the ernpro5'"er when he
placed the order, that working conclitions might be uniesirabre.

considerably more investigation of rvorking conditions ',-as under-
talien after the applicant had bee' praced on the job than before
placcment. In Atlantic city the cou'seror checked every placement,
made by calling at the_employer's place of business tte day after
placement;and in New York ciiy and in Essex county arl pracements
made with employers unknown to the oIfice lvere checked as soon after
placement as possible by a visit to the establishment from a stafl
rnember of the pltrcement oflice. rn offices u,here sufficicnt time was
a'ailable for chechinpJ placenents in this fashion, these visits p.ovided
a fairly satisfacto'y although somervrrat derayed method of checking
o' the suitability of the pracement from the applicant's point of view.

oven tho.gh counselors in some of the offices visited dicl not in_
vcstigate all estabiishme'ts in which trrey placed junior applicants
rrcl rvhich were unl<nou.n to them, it should b" 

"*phu.ired 
tlrat those

\\'ith u-hom the matter was cliscussed wele in eutire agreement with
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the principle that young people shoulcl not be sent out intl iscrintinatolv
to work for employers under conditions unlciown to the placentcrit

oflice. It was clear that pressure of lvork, rather than lack of concern,

was responsible for prer-enting many placemcrrt workers from puttirig

this principle into more general practice.

Substandard Jobs

Counselors were occasionally asked to fill openings that fcll belorv
their standards of acceptabil ity. Usually thcse rvcre openings offeritrg
low rvages or recluiring long hours or lt l izarclotts rvclrl i  i l legai for 1'oung
persons.  Some of  thcnr  coui t l  b t '  ic lent i f ie t l  b1-  t t t i rcnsot table r ienutr rds
made by the ernployer rvheti he placetL tl ie ot't lcr or bv tltc otltpl()\ '01"s
record of failure to l ive up to his prouiises to worlit 'rs; t ferv n-t 're

openings about which counselors felt doubtful aiit l  l- l i ich, ttpou in-

vcstigation, they found to be unsuitable.
In justice to tlieir applicants, some placement oflices refusecl to

accept such orders. In the interest of maintaining satisfactory lela-
tionships u'ith employers, horvevcr, the number of orders re{used out-
right, ri.as usually kept at a minimum. Particularly within public

employment services, it rn'as a policy for counselors to accept orclers

of this kind, at the sarne time explaining to the employer that the con-
ditions outlined l'ere such as to malie it improbable that any qualificcl

applicant l'ould be interested in applying for the opening. Inasrnuch
as most counselors made little or no eflort to locate qualified :rpplicants
for orders of this sort the treatmcnt gir-en thcm in lhis tespect vras
tantamount to refrisai to accept them. Sorne counselors strtctl that

although thcy did occasionally f i l l  orders oflering substarrtlarrl r i- lscs

they did so onl1. u-hen tl ie trninirlg the 1-oung ri-orlrer tvortlt l  lcct' ir-c

outrveighed salary consirle'rations or u'lren thc alt lt l icrrrtt u-rts f itct 'r l

with an acute personal problcm thrit rvorrlt l  bc lelievcd bv lris obtrrin-

ing any kind of u'ork regardless o{ t l ie rr 'rrge oflt ' t ' ,rt l .

Selection of Applicants

It is a generally accepteci polic-v of empk,r-tncnt officcs tlrrrt e'trcir

applicant should be assured considerrrtion for cvcrr- lt intl of s ttrlt

that he is wiiling and able to pelforrn. The placcrne'rtt l-orlier n'lto

is filling an employer's orcler must first idontify tiie recorcls of all

registrants meeting the basic requirements outiined by the employer
and then select from amorrg this group of qualifying registrants the

tpplicant who is best able to clo the rvorh required and rvho is inter-
ested in the opportunities it oI}ers. The first process, hnon'n as
initial selection, invoh'es a brief inspcction of the records of a fririy

large group of registrants, and the second, or final selection, involves

a careful examination of the entire rcgistration rcoord of each applicant
thus found to be reasonably well qualified for the opening.
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Initial Selection.

rnit ial selectio'was inte'ded to singlc out frorn the entire applicant
group those rvho might be qualified to fill the orcler and to eliminate
frorn furthe. consideration all trrose classifietl in other occupational
categories and those rvho, artrro'gh classified in the cresirecr .ot"go"-u,
were obviousll- rrot qualif iecl for the opening because of sex or other
facto.s speci{ied by tire e'rployer. ltuctr of t}ris first parf of the
selectio'process was routine, a'd in many offices it *-rs performecr by
clerical lvorkers acting uncler the irist.ictio's of the co,,,-,.elo..

counselors i' Atlantic city, ccclar Rapids, ooncord, a'.1 Rc,ckran.l
county made their initi&l seiectio's clirectly fronr thcir ,"gi.tr*rio'
files. After i'specting tho occulrationrrl ,r irescriptive cra,ssifications
assigned to each registrant they '-ithclrerv for clos". orarni.aiion the
cards of those whose classifications indicated that tlrey po..ou.u,l the
qualifications necess&ry for the order that was bei'g fiirecr. \trrhen no
qualified applicants wer_e risted in the proper classification, rerated
classifications rvere usually consulted.

rt'vas evident that this procedure lvas satisfactory chiefly beca.se
the registration files in those four ofliccrs v-ere smali; seiciom dicl the
number of cards in their active files exceed 3b0, and in all cases the
occupational classifications q,'ere entered near the top of the recorcl
so that the brief initiar inspection courri be o""o-pli.hud quiokly.
Furthermore, counselors sercrom necdecl to inspect mo." tr*rr'holf of
these registration cards in connection rvith any orr" o.,1"., for their
files rvere already separatecr accorcring to the sei cf trre opfti.*rrt, o'a
this rvas an item almost ah'ays specified o' the .roproy."'. ora.r.

rn Rochester, rvhere the placemerrt office *o. ,o-l*,hat laroer.
counselors also rnade their initial selections directly rro* trr" ,"!t.i
tratio' file. Inasmuch as sca'ni'g the cntries o' th" ratirer large
number of carcls in this file rvoulcl har.e been'nduly time consuming,
tabs n'ere attached to each registration carcl, trieir coio, orrJ po.itio'
indicating to the cou.selor trre broacl occupational g.orp o"'i.o.p*
to rvhich each applica't was cinssified fo. ploc"mont.' This tlie
cor.rnselor was provided witii a quick means of identifying ail regis-
trants classified within a specific occupational field, u*rri whom he
could locate by further i'spection of each record ail those classified
in the desired occupatiorial category.

The active files of the otrrer pracement, services visited *.ere too
large to be used for initial serection in eitrrer of the way, tlrJ have
bee. discussed. some of them conta,i'ecl the recorcls of Lo.e than a
thousand applicants, and even a brief inspection of the classifications
assigned to so many applicants would liar.e taken too much of the
counselor's time to be a satisfactory proceclure i' filii'g emproyers,
orders. tr'urthermore, the group of registrants thus serected on the
basis of classifications wo,ld often pror-e to be too la'ge for fracticril
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purposes of final selectiorr and woulcl include rnany obviously not
qualified for the order held, because cmployers in large communities
specified much rnore frccpently than did employers in small com-
munities the agc rrrnge, training, or nationality that they considered
acceptable. Counsclors in large offices found it necessary, therefore,
to develop procedures that woulcl speed up the process of initial
selection and at ttre same time narrow down to rersonable proportions
the number of applicants rvhose records rvere to be given final con-
sitleration for the opening being {illed.

In orie iarge placement office, the Long Island City branch of the
New Yorii City public employment serr.ice, selections were made
directly from the registration file also, but the work rvas done by a
tnachine. The ofiice used special registration cards, each of whicli
was notchetl along the edges according to the applicant's occupational
classifications, age, training, and other qualifications. These cards
rvere passed through a selecting machine, which could be so adjustcd
that it automatically singled out the records of all registrants tneeting
the basic requircments for the job order to be filled.

Counselors in other large offices 6 made their initial selections by
mealls of tlie separate classification records which have been dis-
cussed. (See pp. 51-54.) Where these records were l iept as l ists or in
visible-index holders initial selections were usually made by scanning
the occupational categories and the special qualifications noted op-
posite each registrant's name and by then w-ithdrawing from the
registration file the records of all those u'ho met the employer's
specifications. Where supplementary classification records were kept,
as occupationally arranged classification fiIes, counselors had only to
consult the names and other data entered under the proper section of
the classification file in orcler to determine rvhich of their applicarits
met the basic requirements for the job order to be fillcd.

Final Selection.

The final selection of the applicant best qualified to fill an emplovcr's
order was made by comparing all specifications of tlie orcler helcl rvith

the full registration record of each of the applicants rvho hacl been
identified by the process of initial selection. N'Iany counselors con-
sulted not only the order at hand but rvhatever information about the
firm and previous orders from the employer ll'as available in the office.

fn mahing final selection counselors considered not only the specifica-
tions of the order but also the special interests of the applicant.
Just as an applicant not fully equipped to meet the demands which the
job makes upon his training and abilities will probably prove to be an
unsatisfactory worker, so an applicant will be likely to prove equally
unsatisfactory if his qualifications, even though they fit him for work

t O..tr"it, o*fram, Essex County, New York City (Brooklyn branch olncc), Philadelphia.
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in thc same occupational field, are detinitely superior to the opportu-
rrities rvhich the job holds for him or if lis interests are such that he
rvill not be satisfied in the job.

under all but tlie rnost u'usu.l circumsta'ces ju'ior-placement
counselors follorved this policy of basing their iinal selections on the
intl ividual's rbil i ty to do the job arit l the l ikelihoocl that the iob
rvoLrlcl, in turn, plove to be in l ine rvith Lis interests. Nevertheless,
thcre hrs uncloubtedly entercd into junior-piacemcnt rvork a recogni-
tion of tlie rice-d to lielp thc incxperrienced applicant to see the valuc
of a beginning job anci to assist him tlrough his work experience to
develop his potentialities to the higirest degree possible. occasionally,
rvhe' the rnost promising appricant availabre for an opening uncrer
co'sideration has failed, at the time of p-lacement, to measure up to
tire cmployer's spccifications in chrr*^teristi". .,r"r, u, poir"l-o" 

"0,"ni' sorne phases of his preparation or previons u.ork experiara", iurrio,counselors ha'e sought to enlist the employer's 
"oop".utio'in 

working
o't' necess&ry adjustmelts. still othcr young applicants corne to tirepiacement office specially traincd for work i" wtric-rr there is o:ury *mutt
cha'ce of obtaining positions and counselors have founcl it de.irable
sometimes to consider such appliclnts for referral on beginning jobs
rvhich, although they are in the sarne occupationar fieli, requiro a
somer'vhat lower le'el of performa'ce. consideration. ,.,"h as these
occasionally entered i'to the j,nior counsel.r,s dccisions in selecting
the applicant to {ill an emplover,s orcler.

- rn most large comm'nities tlrc co.nseror's selection of the appricant
best qualified to fill an cmproyer's order rvas .sually considered fi'al
a.d the applicant th,s serectccl *'as referretl to tire 

",'pioi-"r. 
I'

many small commu'ities, ho*-ever, the family 
"orno"tiorrJ 

of the
applicant and the firms for wrrich he rracl pre'iously worried sometirnes
played an irnportant part in cleterr,'i.ing whethcr he rvas acceptabre
in all respects to the eniployer. Accordirlglv, counselo* .".r-i"g .-"il
communities often found it dcsirable to check thcir tentative decisions
with the applicant ol with tlie cmployer or with both before tahing
any final action in regard to the reI'erral.

N{ost counselors referred to the employer the sa,me nurnber of appli-
cants that the order called for. This might or rnight not be the same
as the 'umber of positions available, for employJ's frcquently ashed
to see several applicarrts for a single ope'iug. r,fost counscl"ors di.-
co,raged this practice whe'evcr possible, lrolr.ever, Ieeling that the
competitio' inr.olved often pltrcccl you'g persons at an undue dis-
advantage and that the proceclur.. .,r.,,. at best inefficient.

_ occasionally the best selectio. a counselor \\,-as able to make from
tlre registration records narror.ved his choice dox.n to two or rnore
applicants who seemed equally well quarified for o .i"gt" of"rrirrg.
sornetimes such applicants were called into the orfice for ieintervie,r.vs
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in order that the cou'selor might che'cl ' i .forrnation previo'sly .e-
corded and make & more careful er-aluation of qualif ications. r,ess
frequently counseiors left the fi-.al dccisio' up to trre emprover,
either by discussing the matter with him over thc' tclcphorre or bv
referring to him all applicants who seemed equallv rveil r lurrl i f i .r l srr
that he might interview them personally and state his o\\'n l)r'efr\r'r,n(,(,.
Counselors in other offices made it a policy to select from crrurrl lr-
well-qualified applicants those who had been in most frequent or most
recent touch with the placement ofiice; still others gave precedence
to appiicants whom social agencies in the community had referred
to the offiee and for n'hom employment offered a solution to urgent
personal problems.

Other Methods of Selection

The procedures already discussed were designed by counselors to
help them to handle selections in which the most important requi-qite
was the occupational classification assigned to the applicant. \lost
selections were made in this manner. Nevertheless, all counselors
had occasion to use other methods from time to time. Occasionally
a job order had to be filled immediately or it offered temporary
employment with such limited opportunities for the applicant that
it did not justify the time necessary for the usual selection procedures.
Sometimes the classifi.cation into which the order fell lr.as not so
satisfactory an index for selection purposes as were personal cirarac-
teristics such as height and weight or special talents and abilities;
in other c&ses counselors were unable to find qualified applicants in
the active registration file at the time the order was receivcd.

tlntil a ferv r-ears ago employment offices frequently made selec-
tions, not after a consideration of all qualified applicants who might,
be registered, but from among those rvho happened to be in the
u,aiting roorn l'hen the order u.as recei.r'ed. At the time of this
study this practicc was by no rleans so prevalent as it had once been.
The limited number of selections rnade in this w&y were usually for
those orders that came rvithin the lol'est limits of acceptability, and
applicants considercd for referral in connection with them were often
young persons of limited abilitv.

At other times it was nccessary for counselors to btse sclection on
special characteristics and abilities rather thau on the occupational
classifications assigned to the registrant,. To some extent initial
selection for orclcrs of tlis type could bc macle by consulting classifica-
tions statcd in descriptive rathcr than in occupational telms. Often,
howcver, the specifications of the emllloyer's order u'ere such that
selection could be aclfeved only by examining all cards in the entirc
registration file in order to locate applicants u.ho had thc desircd
combination of chalacteristics.
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\'Iany counselors climinatcd a conside'able amount of this lahorious
u'ork by keeping special lists and index files of the names of applicants
who possessed special characteristics not rclated specifically to any
ono occupational classification but nevertheless important in filling
certain types of orders for inexperienccd rvorlic.rs. Probably the most
extensive use of recorcls of this kind .was maclc in the District of
Columbia public cmplo)'mcnt center, rvhere junior counsclors made a
limited numbcr of selcctions and for this purposc used a special-cluali-
fications file, as it was called in that officc. Applicants *ho.. names
were entercd in this filc werc thosc u'ho owned bicycles, who possessed
spccial aptitudes as demonstrated by unusually high scores on psycho-
logical tests given at the employmcnt center, u.ho lvere exceptionallv
ta l l ,  rvho were prof ic icnL in  one or  more forc ign lnnguages,  and u- l r t
posscssed other special qualifications. \\rith the help of thesc records,
sclection for some kinds of openings-for example, opcnings for gradu-
atcs of the eighth grade u'ho possessed bicycles or for receptionists who
rvo.ld be required to plive information to forcign-speaking clients-
could be made mo'e q'iclily and cfficiently than u.ould ha'e been
possible by inspecting each card in tho entire rcgistration file.

\Then inspcction of the records of all activc rcgistrants failed to
produce any applicant qualified to filr an order, other rccords, chiefly
those of inactivc regislrants, were consultcd. Thc inactive filc'usually
contained the names of somc npplicants rvho were stiil a.r,ailable foremployment but whose registraiions hacl lapsed b."ou." ii*y rroaneglected to kcep the office informcd of thcir i,,'pfoy,,'nrr, ,r"irr.

In a_few offices preliminary registration data ancl schoor rccordsassembled on young persons not yet intervierve. io. .ngi.l.rlion prrr-poses reprcsented another_ source of potential applicanis *lri;I, mightbe tappcd to fill an order for wriich t^here wcre no q,alified registrantsin the active files. \vhen these data reveared the ,rame oi? yo.,rrgperson rvho had not 
.as. 

yet becn rcgisterecl but who 
"pp*r.a 

t"possess the characteristics dcsired ry ttre employer, the'counserorgot in touch rvith hinr a'd completed his registration without furtherdclav; if he was found to be irrterested and qualified, rr" ** trr.r,referred on the opening available.

Clearance of Orders

\Yhen cou'serors faired to rocate q'arif ied applicants within theeonf incs of  t l re  iun ior  of l icc i tsc l f ,  thcy of rcn tu i ,nct l  to  ot l r , , r  jun ior_placemcnt services, to ad,lt-pla"o-nni divrsrons with v,hich some oftheir iunior ofEces were affiliatecl, and to other 
"*pi;y-;;f 

uJ"rr"i..in their communitics. ft was evidc,nt that this clea.ance of orclersoccurred_ only rarcly betu.ecn schools or school plu".;;;; o*m"". o'the one ha'd and pubric employment o{Iices on the othcr, but within
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their ov'n organizations counsclors in each t5'pe of iunior-placement
service reported that tbcy frcquentlv clcaled orders and succcedecl
in fincling qualified applicants in this mAnncr.

Clcarance with other agencies, as wcll ns u.ithin thc placcmcnt
servicc itself, v'as usually undcrtaken iriformally ovcr thc tclt 'phont'
or by pcrsonal conference, since thc sizc anci thc lnrnrbcr of thc pltrcc-
ment organizations in most of thc cornmunitics visitccl s-ere rchtivr'1r'
small. Oniy the offices in a fcu' largc nrt 'tropolitrrn c('nt( 'rs l isitr,t l
had adoptcd rcgular  proccclu lc 's  for  c le l r i r r rcc.  Onc of  t l r ls t , .  t l r r '
publ ic  employmcnt  cc 'nte l  in  l tochcster ' ,  c i rcr rL i tcr l  a  t l r r i ly  c l t , r r r iurcr ,
shect '  among i ts  var ious c l i r is ions,  and in th is  rvr r l " t , r rch t l iv i . ior )  \ \ i rs
hept informecl of unfi l ierl ordcls hcltl bv otl it 'r cl ir-isions. In I)rrl lrrrur
sta{I confercnccs \\-r,r 'o hekl cach morning for thc, sarnc purpos('. In
metropolitan Nerv York a nurnbc'r of public and privtte' nonprofit-
making placement' serviccs had sct up a ccntral clearancc oil icc to
serve thc same purpose. This ccntral office issued and circulatcil
daily bulletins containing job specifications for all unfillcd opcnings
leferred for clcarance by member agcncics, togcthcr rvith the name of
the agency holding the orcler. Participating placemcnt organizations
that had qualif icd applicants coulcl thcn get in touch with the agoncy
holding the order in rvhich thcy were intcrestcd. Thc final clecision
on thc applicant's acccptability rested lr.ith the offict-. hokling thc
older, and in most cascs that agency assumcd rcsponsibil i ty for com-
pleting thc transaclion with thc prospectiver employer.

The servicc for the Nerv York City are.a u.as the only district clcrir-
ance system encounterecl in the coursc of the field stuciy. State-uitlc,
and intelstate clearance systems, organized by thc Unitcd States
Employment Service along the same lincs, x.c.re quite widely usctl
by public employmcnt offices, howcvcr. These systems were par-
ticularly useful in clcaring openirrgs for highly skilled and specializcd
workers not generally handled by junior-placemerrt offices, but coun-
selors reported that occasionally they too clcarcd unfilled orclcrs
tlrrough these channcls and placccl thcir young applicants in jobs
that came to their attention in this way.

Notification of the Applicant

Once the counselor had selected an applicant.who met the employer's
spccifications the machinery for referral was put into action immedi-
atcly. Counselors in metropolitan centers found it particularly im-
poI'tant to take prompt action because business usually moyed at &
rapid pacc and there u'cle often competing employmcnt, agcncics in
the comrnunity. Dclay by the placemcnt office might mean the loss
of the ordcr unclcr thcse circumstanccs. In the srnaller communitics,

2t2235o_40_ t-
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wherc the tempo
lcss cvidcnt.
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of business rvas somewhat slorver, this prcssure rvas

co'nselors us'a,lly got in touch rvith the applicant selccted for
leferral by the quickest means available. rn most cases this !r,&s atclcphone message cither to trre appricant's homc or to a ncighbor
tlrrough *'hom he had previously informed thc office he coulcl bercached quickly. Occasionally telcgrams u.ere used. The cxpense ofthose was eliminated in.one office by sentling them orrlyio irr'o." .,r,rrohad signifiecl theirrvill ingncss to pay thc smail 

"rrorg.-oi; 
coilectmessage; another of[ce reduced trre cost by using a stalraara rrressagewhich the telcgraph.company hrd agrceci to handre at a mirri*,,n,r_ate. I,ess frequently, office boys, cierical rvorl<ers, arr.L .orro..lo^themselves delivered the message in person. tr'inaliy, in some of thesmaller commu'ities, u-hcrc comm'nicatio' facilities were reast satis_factory and where it also scemed least liliery that an o.J", *,rra n.lost th'o'gh a day's deray in filling it, appricants nu"r" .rotifi.rl itrroughthe regular mail or by special_delivery l"tt"r.

Referral

ordinarily the notification sent to applicants requcsted trrem toreport- irnmetliately to the praccment office, 'w,her" ih.y *.r. r,rt..-viewed by counselors before b.ing scnt on to see the ernployer. oc-casionail5' a iunior applica't *a-s rcferretr directly to ir'r"-'"',rproy*
rvithout a p'eliminary inter'ic.w. with the 

"onnr.io., 
either becausethe counselor already hnew that applicant rveil enougir to be s're thathe could -manage tlie i'tervicru ,ith tho cmployer satisfactorily orbeca.sc the time that_rvoulcr have becn spent in ieporting first to theplacement officc rvould have seriousry ielayecl the service to the

emDloYer.

ri tt". difficult to cstimatc the extent to rnhich inte'r,ic.*-s hcld atthc time of referral wcrc inte'crecl for pu'poscs of finar sercction andthc extent to which thcy rvcre for.tho pu.po.o of infcrming tire appli_
cant abo.t the orcler and prcparing rrim-for r-cfcr.ar. rnasrn.,ch aso.ly one applicant *'as usuaily caled i^to the office to" .a"1, fo.itro'br,ing filled it would seem that sclection was not, the primary p,,r.po.o
of i'terviews taliing place al, this time, although there i"*. urrio.rbt.oty
somg elcmcnt of decision about the applicant's acceptability to the
cmDlover.

once the counselor had satisfied himsclf about the applicant,s
ability to do the work requirecr, the preparation for tho intcrvierv withthc employer assumed major irnpottance ancl most of the conf.r.ence
*-.s given over to this subjoct. For many young pcrsons an intcrview
* itl i a prosperctive cmploycr is a momentous undcrtariing, and nrost
.i rrrrior counselors recognized trris fact by giving the appricint a spccrar
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hind of guidance at this timc. 'rhey have fo,'cl that marly young
persons rrccd prcrparltion {oi' the liincls of questions crnployers asii
them as wcll as genu'rrl i'formation abo*t the work they may bc
required to do and advicc on drcssing suitably for a business intcrvierv
and on the impoltancc of courtcsy and a businesslihe attitude. rt is
true that ernploycrs rvho understand young people do not expect B,
great, deral from thcn in these respects, but it is also true that many
employe's do not have such an understanding. co'nsolors liave
found that a l itt ie coaching at the time tl ie young applica't is rcfcrrcd
to thc ornlrloycl oftcn gives him neeclcd encoulagement ancl helps hirn
over some of tlrc tlifficulties connected r,vith applying for a job.

Applicants sc't to intcrview employcrs rvcre usually given referral
cards (sce belolr-) ; less frequently letters of introduction wero rnailccl
to applicants refcr'ed to employers rvithout a p'climinary intcrvicrv
at the placernent office or else the office teleplioned to thc c'irlovcr
and gave him the name of the pcrson rvho 'r'as bcing rcfc.r,r'cl. Tho,.t'
procedurcs scrved to protcct the placement ofl icc rgrrinst othcr
applicants rvho might overhear details about ordcr-s ancl inisre't)r'('s0nr
themselves as having been refcrre'd br,' tlie plrrcarnent ofllcc. Lctrels
and carcls of introduction also plovidccl applicants rvith tlie fccling of
assurance that crcdentials can afford.

REFERRAL CARD
lSelf-addressed post car' l l

' f  DL Errro\E

I \  RESPO\SE To YoUR REQUEST
WE ARE INTRoDUcI) ic

A s  A \  A T P I I C A N T  t o R  P o s t r l o N  o F  _  - _ _ _ _ , - - _

RES.;LT oF INTERtITi \ .  

*-- l

i
Evn  o t  r r , ;  I

I) \Tll ro 
I

YEs --  - - - -  ST-{rr  \1 0nr i  - - -  - -

\1'E AppR,EcrATE YouR fIsE or OuR SERVTCE AND
I IopE ' I f iAT You Wrr . t  CarL  Us AGATN.  pr ,EASE
f'rrl|r rsn RESULT oF .I ' Irrs RETERTiAL. SrcN AND
I\[ArL. No Posr{0E Is l lEeurRED.

I0 t ' rs ' ln l r j , y ,
N o  - - - - - -  R D , \ s o N

Form (devclopcd b] the L-nited -qtotes Emplcyment.sudce) used in Cedar Rapids, Cincinnari, (. 'oncorrl,
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Verification of placement

All eounselors follou.ed up tlicir r,eferrals
had ascertained rvhcther. the applica,nt had
v-hether the operring u-as still unfilled and
interview other candiclatcs.

to ernployers until thev
been found acceptablu o,
the employer wisliecl to

Placemcnts rve'e 'erifiecr tlrrough trre emproyer or, when that, wasnot feasible, thr.ough the applicant himself. Nfa,ny of the introduc-
tion calds ttsed were printetl on return post cards u-hich furnishecl theerilplol'cr rvith & means of reporting tt the plrrcernent office on t'eoutcorne of the referral, and applicants *,..t usually inst^rctecl toIeave these introduction carcls i*ur the enrployer for tt i. f.,.por..Applicants tliemselves were also asliecl to inform the office whether
they were engaged as a result of bhe referral.

counselors stated tlrat the great major.ity of placements were satis-factorily and protnptly verified in cittre, of ih.re trvo rvays ancl that itw&s necessa,ry to verifir only a srnall proportion of placements in someother m&nner. occa,si'nally, rvhe. the employer or the applicant
failed to return_tl1e 

ryport requested by the iracement office or whenthe counselor feit ib desirnble to r,-erify ttru plo..ment without rvaiting
for the routine report to reach trre prtccment office, tle o.tcome ofthe referral was checlied by * telephonc c,all, usuallv to tire employer,
less frequentl.y to the applicant. Sometimcs this verification wasrnade rvithin an hour or trvo of the refcrrall at other.tirnes counselors
allowed a wcel< or 10 days to elapse. In all cascs they tried to fittheir procedur._ 

lo- 
the employer's convenience and to the circum-

stances under which the referral hacl or.iginally been matle.
Although these were the usuar proJ.dures folrowed in verifiringplacernents they were by no rleans the onry methocrs used. InAtlantic city and 

_cedar Rapicls counserors ve.ffied -nrry pl,,"eme.rt,
by calling persona,lly at the employer,s place of businerr; ; it u ,o-"time renewing contacts for solicitation 

^purposes. 
Counselors in theDetroit office, accustomecl to handling^ o.du.. for rnany applicants

from iarge industrial concerns, reporteci that tliey often verifiedplac-ements by mailing to ernploycrs checli lists of the nanres of allapplicants who had been referretl.
Much of the work connected with the routine verification through

the employer or the applicant was hanclled by the clerical staff of theplacement service. \\'henever it was nece.'.a.y fo. the pracement
office to take the initiative in getting in toucli wiilr ilr. .-proyer,
however, counselors usually for,ncl it f,referable to make the contact
themselves. If the appricant referrei rrad not proved satisfactory
to the employer and the job was still open coulselors were then in abetter position to get further informaiion on tlie orrploy"J, ,r.nd,
and to interest him in considering other registrants.

I
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An inquiry into thc lvork historics of any represcntative group oI
young pelsons pt'oduces convinciug evidence tirat the junior applicant's
emplovment problern is by no means completely soh-ed once he has
been plncerl. \[ lnv positions held by young rvorliers recluirc a
minirnum of sliill tnd experience. They are the easiest for crulrlol-ers
to fill and a,mong the first to be discontinued during peliods of business
irractivity. Other openings, such as orders for some types of garment-
factory lvork, are seasonal and are lilled ternporarily by inexperienced
applicants onll- because more experienced rr-orkers ca,nnot be obtainct]
at such times.

The statistical reports of tlie offices visited reflected tlis situttion.
\[ore than one-t]rird of tlie piacements that counselols rnade during
1936 were reported to be in positions nhich ernplol-ers eistitnated
rvould be tenninated ri'ithin a rnonth of thc tirne of placernent. \Iorc-
over, the ferv records that are avaiiable on the actutl duratioir of thcsc
jobs indicate that an even greater propoltion than tl i is t l id actLrl l lv
termintrte witl i in a month. Of 7,000 pllcements made duriltg 1930
by the tlvo bra,nch offices r-isited in New York City, 52 pelcont lasted
less than a nronth a,nd only 13 perccnt lasted 6 rnonths or ionger,
The Rocli land County o{fice, located in a rural areu of the State,
reported a stubil ity of enrployment not much better. Of 25U
openings in rvhich this oil ice placecl its applicrurts duling 1930,46
percent  iastec l  icss bhrrn a rnont l i ,  and 22 pr ' rcent  lnster l  ( i  rnorr t l is  or '
longer.  Al though loc l tec l  i r r  the s iurre gcoglr rp l r icr r l  i l rcr r ,  t l i t ,sr '  1u ' r ,
cornmunities repre-sentctl the ertle'rnt's ir i et'ouorrric t lt 'r-t, lolrrrrlnt
w- i th in rvhich most  of  the junior ' -p lacenient  serr - iccs in  t l r t ' ror r r r t l r -1, ' l l .

Under these circurnstanccs placernent agt'ncics t 'oncc'r 'nt't l  rvit lr t lre
rvelfare of their ) 'ounq applicants h*ve l itt le lerlsolr to bt' l i t 'r-e tlrrLt
tireir services wil l no longer be needed by the applicant l-hcn ]re irrrs
been placed in a job, even thougli the job shorvs ploniise of l ieins
permanent at the time the placement is made. As a rtsrrlt, r l l i lr lv
junior o{lices have deyeloped special procedures for fo.llori'ing up the
plogress of t'he yoring rvorlier after placernerrt.

Follorv-up of placements shor.rld bc distinguished from the veri{ica-
tion of placerlerrt previously discussed. Tire distinction rnay seem
obviolr-", but it 'rras apparent from the questionnaire survey that
plece<leci tlie ficld study that placement $.orkers themselves sometimes
confused these tri 'o aspects of the placenrert progt'am. The follon-up

95
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96 JUNron, ?L;\cDlrn\T

ploccrlurcs discussed here entail an inr..cstigation into the youth's
rdi'.rst'rent to the job after he has *'orlied in it for a substantial
period of time. obviously it is not possible to make this investiEation
rilren the placement is verified, beca'se there has not been sufficient
tirne for the problems rvith rvhich follow-up is concerned. to manifest
themselyes.

Purpose of Follow-up

Follorv-,p has bcen for sorne time an activity common to empro;r-
r'ent o/Iir:es serving oppriconts of tr,ll ages, b't rnariy agencies espe_t:irlly charged with the placement of junior applicar"ts t-o-* 

"trong.athe ernphasis hitrrerto givel to this piiase of placement r.ork. Adurt_placement organizations that have unclertarren folow-rrp t oo" d"oltalmost exclusively with the ernployer an. have b""r 
"orr"irrruJ 

p"r-*-rilv rvith his satisfaction in the iransaction. \Irhile a few of tt *;,.rrio"_
1;'iacement offices visitecr clicr- rittle mor.e than this, there rv"ru u-orrgthem a substn'tial'urnber that consiclered the scrvices renderecl tothe you'g rvoriier through folrorv-up to be of quit" ;. ;;Jn*irrrporr_
ancfo as thc serr.ices rcrrde-rccl to ernplover.s.

T^is concc'r *'ittr t'e progress oJ tit 
" 

appricant himserf has cometo be cliaractcristic of trre jri'ior-pracement oflicc. xrlariy ti-". ojob is lost to a young rvorker be.,r.,.e of a sit'ation that ,r""i ,rot t o,r"devcloped. Young people nerv to a worh situation m.r"iirrerritabry
ma'l<c certain adjustrnents if trrey arc to become .r,ti.fo"t"ry .m-ploS's... when cou'selors intervieri'ed applica'ts before refn."nlthey sought to forestall some of the difficuiiies that -rgrrr-r"r..'rri.",
but they could not of course anticipate alr conti'gerr"i"i.-- sorr..tim".the youth's lack of experie.ce as an employee gaye riso to rnisunder-
standings that' rreeded to be clarifiett; sometimes his 

"rp.ri*"u 
o'the job i.clicated the_arrvisability of firrther training ir, ,rigrri-."rroor

or continuation school in order to prcpare himserf beite, toiit u *,o"r.he u-as expected to do.. . Thc young ivorker,s chnnccs of making thernost of his opport''ities courd often be greatly e'hanced iy ilrervell-timed uclvice 'nd.couriser of an expericnced placem"rrt *lork...\"roreor-er, by heepi'g in touch rvith the yourrg persons pracccl, cou.-selo's rvere in a positio^ also to evair-rate tir" ,,'orit, of the lob frorn thcapplica't's poi't of vierv. So'retirnes tlieir inquiri". i'ir*-"orrrr""_
tion pointcd to the wisdom of the applicant's seeki'g & ne\v position
rrhich rvould aflord him a bctter opportu.ity to a"r-"iop t i, Jriuri"r.rl:hile tlie acljustr'erit of the incliiitruar to thc job *,as usualry the
f irrcipal colrcer' of foilo'.-'p, it. *-as by no mcans the only pu'pose
sc.ved. Bv cti'tinuing to keep in touch rv.itri employ".. urr.i appri-<'.'ts after placements had been elicctecl cou'selors arso were able torrriil t. their orvn fund of information about the poricies orra utiitrra".of iridivirlual empioyers ancl about job specificatiorrs for--b"Elrr.rirrn

i
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Fol low-up Interv iew Report

Date

Departnent-

Job held

Sir l ;erv isor 's  t i t le-

Exact  rat t r ro of  r i ' r , r l i

A q e  o i  a p p l i c r r r t  L d r r e a t i , , r r  I I  i . : ' . r  \ \ ' ,  . r l : r  _ . _

School  recorc l
' I ' c s t i n g  

D i V j s i , , r r  i r ' 1 , , , '  r

O u l s t e n d i n g  q u a i i f i  c . r ,  i u t  .  f u l  j o l , - - - - -  -  -  -  -  -

Ex l  r e r i e t  r  ce

D a t e  r e g i s t e r e d  - - - - - - - - - - - -  l ) a t e  p l a c e c l  - - - - - _ - _ - - , -  D a t e  l c f t  _  _ _ _ - -

I l r l r o r t  on  I , l t eon ron t

Recommendat ion-

97

=

H c l d  b y - - - -

Cllassification-
Juni .or  cotrnsr l r t r

Wagcs

[ '
Hours{ I

I
t r

Chance

Advantr

Disaclva

Forln used in District oI Colunbia
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98 JUNIOR PLAOD}IENT

w.orkers in their cornmunities. Sometimes information so obtained
was analyzed and recorded in such a, way as to constitute a valuable
source of information on opportunities for junior workers in the com-
munity. In the District of Columbia, for instance, information
about jobs in which junior applicants were placed was recorded in
the course of follow-rp on a special form (see p. g7) and filecl occupa-
tionally so that it might be available to all counselors in the junlor
office.

Methods of Follow-up

Nine of the junior pltrcenrt'nt offices visitecl hacl developed their
o\\-n special procedures for mahing a r.outine follow-up, through the
applicant or the crnploler or both, of almost all placements made.l
In othcr o{fices the same follorv-up proceclures were usecl in connec-
tion v'ith placctnctrts of both adult and junior applicants or else the
young persolls rvhose progress rvas checked made up only a small
proportion of the total nurnbcr of junior applicants placed by the
office. It is with the policies and methocls developed by placement
services with special follo'w'-up programs for junior applicalts that
the preseut section cleals, for they typify the somervhat unique emphasis
that junior counselors have come to place on this phase oi th.i, worli.

I4ethocls of follow-up varied considerably in tliese nine offices,
clepending largely on the size of the group placecl. rn tlie smaller
offices the volume of work was such that counselors coulcl usually
rcrnember most of the placements they made orrer a brief periocl of
time as rvell as a,ny special problems of follorv-up that they might
present. fn conncction with their follou,-up work, counselors in these
small offlces often tooli aclvantage of incidental contacts with employ-
ers ancl even with friends of the young persons who had been placed.
fn most c&ses they needed rto carefully organized systern for making
these contacts. By contrast, large centers scrl. ing tholsalds of
applicants and employers annually found it nccessary to conduct
their follorv-up in a much more systematized fashion and gave special
treatment to cornparatively ferv cases.

Follow -up T hrou gh Employer s.

In all nine offices placements were ahvays foilowed up through the
employer, provided the office had not been notified that the lol noa
ternrinated. Some offices made it a policy to follo\M up all placements
regardless of the expected duration of ernployment at the time the
order was filled;2 others confined their follorv-rip to placements rvith a
probable duration of a month or Inore, soruetimes including also a
limited nunrber of temporary placernents that had presentecl good

*rt t"rt .  Ctt",  Cedar Rapids, Distr ict of Columbia, Durham, Esser County, Now york City, phi la-
delphia, Rochester, Rockland County.

I Atlantic city, Essex county, New york city, Rochester, Rockland co*nty.
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possibilities of permanency.3 Counselors 'w'ho follot'ed up temporary
as rvell as permanent placements pointeci out that the infornration
they obtained was sometimes useful if the office later had occasion to
consider bhe applicant for placement; rnoreover, ternporary placements
did occasionally develop into permanent jobs.

The customarv procedure for handling follow-up through employers
was to mail to them form letters inquiring about the progress of the
person placed. (See p. 100.) Ernployers n'ere asked to fill in and
return to the placetnent, oliice the brief questionnaires that u-ere
eithcr appended to tl iese lctters or encloscd in them.

In Ceclar Rlpirls nnd Allnrrtic City corrnselors reported tl iat thev
achieved their best results by personnl calls on thc etriplovel rntl ier
than by letters. In both these oflices tlic group servod rvrrs smlll
enough to make this plan practicable and ncquaintancesliips existins
betrn-een many employers and the junior counselors helped to lurlie this
proceclure ellective. Visits made in ihis connection rvere usefrrl rrlso
in renewing contacts for' solicitation purposes. Sirnilarlv, rviren
counselors in larger offices solicited openings from employers, they
occasionally availed themselves of the opportunity to follou. up tiie
progress of applicants placed with the ernployer. They could check
on only a small proportion of their pllcernents in this wry, however,
because of the time required to do so.

NIuch less frequcntly, counselols obtaincd follow-up in{orrnation
over the telcphono. Th.is t'as generally considered an un-qrttisfuctoly
means of gctting the desirecl inforrnation, holever, and the oflices
visited used it oniy rvhen employers happcned to call the oliicc in order
to place further ordels or r.vhen counselors had been unrble to follorv
up the placerrrent in othel rvavs.

Special fi.les wcre usualll' set up t'o serve as a guide to the ollice in
prcparing the communications neces,qary for follo*up. In sot.ne
offices the cards used in tliese follorv-up fiies rvere registration lecords
that had been transferred from the registration lilc at the time each
placement u'as made; other offices used special follorv-up cards gir irig
brief inforrnation about each opening {illed. In all cascs follol--r.rp
calds lvere fiied crhronologically by date of placcment, their posititrn
in the file deterrnining the date at l'hich follorv-up should bc under-
tahen.

The time at which counselors in the offices visited got in touch with
employers for purposes of follow-up r-alied from 1 rr eek to 6 nrontirs
aftcr placernent. In small olficesa the circumstances surrounding crrch
placemcnt, frequently determined the exact time at rvhich foiiori--up
rvas undeltaken. Larger offices, on the other hand, usualll- obst'rved
clcarly defined follow-up procedurcs and much of the r.orli rvrrs irrrrrcllt'rl

3 Cedar Rapids, District of Colurlrbia, Durhan, Philadelphia.
. Atlanti0 Ciiy, C€dar Rapids.
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Follorv-up Letter Sent to Employers

- -___ \ r 'as p leced in 1,our employ through

t l r i s  o f i i c e  o n  _ _ _ _ _ _ _ _ _

. 
' r lLr  jurr ior  cr lL l r lscr i l rg serv ice is_interested in knowing horv t r is  p lacc ' rentl r t : r t r i r t r r ' d  ou t  f r om  ) -ou r  I , o j r r l  o f  v i , i , r . - ' ' *  

. . '  * "

, I 1," ;i ? i I "' f HLTJ :j.,".$,il "i, il-""",:il I :, I :,;i ffi 3; I :* t lt 1: j i i. : i fr , ilr . r .  1r , ,  ronder .v: l l  l lo_re sat is factory scrv icc.  ' r  
ne in l .ornrat ion * . i l . l  bclegat'ded as confi dential.

Vcry truly yours,

Is --- st i l l  in your

At lr.hat job is ernployee rvorking at present?

Present salary? Has there been

J u,ttior Cou,rrcelor.

e n i p l o y ?  Y e s  _ _ _ _ _ _ _ _

No

any  advancc  i n  pos i t i , , r r  o r

salary?

Has employee's rvork on the whole been outstanding

g o o d  - - - - - - - - - -  f a i r _ _ _ _ _ _ _ _ _ _  l ) o o r _ _

Outstanding good poirits

Outstanding faults_ _ _ _ _

\l:ritc in any recornmenclations you rvould like us to suggcst for improvc_

ment: night school, etc.

( I f  no longcr employcd,  c late of  lear. ing _ -  _ _ Reason

Addi t ional  commerrts:

tr 'orm used in District of Columbia
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by clerical $'orliels accolcling to an estlbiished routine. In some of
them foliol--up letters u.ere -qent to employers approximatel5t 1 or 2
months after placernent; 5 in othcis, af ter a 6-month interr.al.6 \{any
counselors l'ere still erperimenting itr regard to the most efiective tirnc
to check on placernents in this fashion and they v'ere in general rglee-
ment that, each of thcsc intervals had its own peculiar advantages.
Since a largc proportion of )'oung 'lvorliers are discharged or laid off
from their jobs during or shortly a{ter the first month of emplol-rnent
the end of tire first nonth may rveii be considered an opportune time
for the counselor to get in touch rvith the employer. If difficulties on
the job have arisen or scem imminent, counseiors can then try to fore-
stall them by a rvord of advice to the applicant; oven if the applicant
has already been dischargcd because the job has terminated or be-
cause he has provcd unsatisfactory, the office nevertheless bas a
valuable check on its ou'n pltcemcnt rvork and on the applicant's
adaptability. On the other hand, a period of time consiclerabll-
longer than a month is usuaily necess&ry for any reliable demonstra,tion
of the applicant,'s adjustrncnt to a rvork sitr.ration, and placcment ofiices

have little measure of this unless foliow-up corrers a peliod of several

monthst employrnent.
\Yhere relationships betl'cen the placement office ancl the employer

were entirely impersonal, as they rvere in most communities, cottnselols
generally found it desirable to get in touch with employers only otrce iu

the course of follorving up each piacement,. If follow-up tl-as rtnclcr-

taken more frequently, the clesircd in{ormation rvas less lihely to bc

forthcoming; the Detroit office, which had for a short time chcclieti

through employers at l-month and again at, 6-morrth intervals after'
placement, had discontinued the practice partly for this rc\ason. Tliis

situation did not usually prevaii in the smaller corrimunitics, ltorver-et'.

The counselor in Atlantic City reported that he follorved rtp cacir

placement through the employer at least three tirnes durirrg the fir,*t ti

months and found this alrangement quite satis{nctorl- to the etnplo.r'cr'.

F ollow - up T hr ou gh APPlican t s.

Counselors i lr all nine officcs also follou-ccl rt lt sottto or l l l  of t ltt ' ir

placements tlrrough tl ie tpplicrrrrt. In Atlttntic: f i tr-, C'e',14r' ltr lpit ls,

and Durharn this aspcct of t ire follon--uit I)rost' i t l l l  touclreti orrlv I

l imited number of young pcrsolls, chicfl l- those rvlro retLtrrtc't l  of their

orvn accord to the ofl ice in orcler to report prcsrcss on the'job and

those u'horn employers inclicatecl to be in neecl of further training or'
practical advice on attitutles ancl rvork habits. Conuselors in the otlicr

six offices 7 either got in touch v'ith ali applicrLnts placeri, regarclless

6 District of Columbia, Durharn, Philadelphio.
6 Essex Count-v, New York City, Rochester, I iockls-nd County.
? District of Coluftbia, Itssex County, Nerv York City, I 'hi ladelphie, Rocliester, Rockland Cctrnty
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r02 JUNIOR PLACE}IENT

of the probable duration of the job at ilre time of pracement, or else
rvith ali those who had been placed in permanent emproyment. someplacement, serriices not foilorving up applicants placed"i' l"rr.po.ury
employment, as wtl,s the case in the bisirict of coiumbia, continued tokeep the registrations of such applicants in the active file; shourd thoseairplicants fail to get in to'ch rvith trre office utt". *r" frescribedinterval for lieepi'g their registrations active ha<i erapsed, J' i.rqur.yabout their emproyment status was sent trrem *,'ich *;r ;,* 

"qrri'otorrtof a fotlow-up regarding the outcome of the,.fi;;;;;;i"""lr_,r.
-_ 

In Philadelphia, New york city, Rochester, and the District of('olumbia, follorv-up.thro'gh the applica't took the forrn of an in-r-it.tion to come to the office to di*cu., the job during evening officelro,rs that had been established for that purpose.8 In most oflices itn-trs a policy for the counselor who had o.igiooity rr*ai.J"u* 
"ppri-cant's registration to see him at this time. counselors in Rocklandand Essex Co*nties got in touch with all applicanr. p1*"I i, _"orr.of a lettcr witrr a questionnaire appended. is." p. rtis.) rrrint*oyeach applicant praced by these t*o offi"". was asked to report on thestatus of his job and u-as inrited to discuss it r-ith the counseror ifthere *-as ariy further *'ay in *-hich the office courd serve him. .rhe

counselor in Rockrand county reportcd trr", .i*-i."qr.Jy rr"aoccasion to inte.view sucrr persons at her home in trr"'"rru,'i.rg; i.,Fssex. County, staff members of tlre plocement office remained ond'ty in the late aftcrnoon u'lrenever fu'ner appricants indicated adcsire to confer with them.
I{ost counselors who followed up placements through *re applicantstated that they felt these p"r.onur interviews were essential forefiective w-orh rvith at least some young persons. They had fou'd thattelephone conversations, intelview. oj it 

" 
appl.icant,s place of work,or information obtai.ed from him by questionnaire often fa'ecl to crearup difficulties or even. to bring t1,ern io the surface. personal inter-viervs were necessary if the couns"ro" *-o. to discover tt 

" 
offt"unt,.t^re reaction to the job-a reactio' that sometimes brought to lightproblems of which the employer *'as un&w-are or which he ha? neglecteato report-u'he. the placeme't office communicatecr with him. I/trhen-c;e1 

lhe follow-up report from the employer was availabre at the timeof this conference with the r,pplicant, thi 
"oun..ro" 

wu, in u fositionto irno*'both sides of the prn 
"-".ri 

situation and to ar."u.Jirrirrg.

i::il.ll" 
cmployer's point of view as well as from tlrat o;-il; ;"rr*

o 1'he Durhan office was planning st the time it $'as'isited to institute a sim'ar proced.re.
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Fol low-up Let ter  Sent

\CII]I I1-\_TS

to Appl icants

103

+-

Several  months ago \1 'c p laced you rv i th - - - - - - - - - - -

a s  _ _ _ _ _ _ - - - - -

We are very much intcrested in learning ho\\' you are progressing in

vour work, and 'rvill appreciate yout anst'ering the frlllou'ing questions:

1. Are you still etnployed t'ith the above firm? If not, please

ans\\'cr No. 5 and No. 6, belolv.

2. Whs,t was your starting salary? What is your present

salary?

Have you been promoted or transferred? If so, pleasc

exolain.

Have you considered that further education or training might help you

torvard greater efficiency or advancement in your work?

5. If 1'ou are no longcr employcd rvith the above-named firm, rvhen clic1

you leave? \\-ir1'?

6. Are you nou. rvorking clscu'herc? If not, I u'or,rld sLtggest

that  you come in and renew yt tur  appl icat ion.

If there are any problems in conncction rvith your work, we may i-rc

able to help 5'ou rvith them. Through our kno'wlcdge of employmcnt

colditions and opportr.tuities, rvc are ln a position to offer advice or sug-

pJestions rvhich I'ou may find of value. Should 1-ou be interested in furthcr

erlucation or trairing in preparation for atlr-ancement, s'e shall be glad to

aclr.ise 1'or.t regarrling the educatiotral and vocational coLlrses rvhich are

avai lablc in th is arco, .

\Yi l l  - " -ou k incl l l '  r . rsc th is forrn anr[  the cneloser l  s tatnpet l ,  sc i f -addressccl

envelope for  - tour ret1r l1.? Yon lu1.alsg r . rsc t l ie  revcrse s ic le of  th is let ter

for additional rernarks.

Cordial iy 5'orrrs,

chiii ij-F[i,i'^,,t.

.Forn used iD Esser CouDty
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704 JUNIOR PLAC]'NTI.]NT

As in t'e case of folrow-,p througrr employers, counsero's r,vhof.llorve<l 'p placem.ents 
_ througli oppli""nt, felt tLat there *,ererrrlr-antages to be ga-ined.b.y getii 'gi in tou"rr with them a few lveerisuftcr placemcnt ar<l a.qai. aitur Jrong, period rr-J 

"r"p."a. 
TheIi|st fcrv weeks after placement, they felt, rvas the most critical timetrt u'ltich to give whntcver advice ancl, I L' c o s -q i, rv an d ro es rabli sh th" co,,,, Ji i-"ffi:I.ff iJ,ff 

':t;.?'# 
i"':iTrou.ectio'. on the otrrer hand, a lo'ger period ''o.-r-,"."..nry beforethe counselor coulcl-bc iri :r position to-make a reliable estimate of theclialities displaved bv the applica'r o. the j"b 

";J;ir; 
offJrt,,,ritio.that the job had to ofier the applicant.

.The L rual procedure follorvccl *-as for counserors to communicateu'ith each applicant about a nronth after placemerrt, 
"n,i-the^r...por,..that they received to tireir inq*iries inclicatecl trrat this was a ',-elcomeprocedure from the applicant's poi't of vien,. Counselors in NewYgrk,. Philadelphia, arxr trre District of corumbia, ail of u,rrom main-tained evening ollcc hours, reported that at least half thcse youngpersons responded to their invitation to return to the office for con_ference' where questionnaires rvere sent to applicants, as in EssexCounty, the proportion of replies 

".""i*d 
,uo, 

"r",' 
h*;" 

"
rn many cases the,interview hertl after t'e firsf ro''' ,*}..'of employ_ment rvas followed by conferences at inter'ars that r.arie. u*orai,rgto the'eeds of individ'al applica^ts. rt has alreacly u."rr r-i"a u,otin P'iladelphia an eflort ir-as -o,r" to r,ot" .ub.1q,,"*^'i"rr"*-ro

interviews coincide 
. v'ith the rugi.t"oiion period for night-schoolterms so that additionar training rnight be consiJered *l'lrurr.r.aif it seemed desirable. counserois i"ihu offices visited in Nex., york

state made a routine. fotou-up of oii- applica^ts 6 months afterplacement, whicli was sim'ar to ihe orr" -o.i" after 1 month. appli-cants who fa'ed to respon. to this secona invitation to return tothe of'ce during evening of'ce hours were later serrt, 
-a- 

qu".tiorrrr"i.uo, wliich thcy were askecl to report briefly about their or*.".. o'their iobs. one branch office iri N.,, i;.k bi;; ;;;;"i#'that sopercent o! lhe applicants placed in i936 responded at trre time of the6-month follorv-up cither by calli'g at the oIfice or by returning thequestionnaire. \{rhere the follorv-ip program reachecl s*ch a largeproportion of the yo.ung percons pta"ea in,l rvherc trr"i" 
"-rp..iurr"uo\-er so lorg a periocl *'as reviervecl, co'nselors \':ere r"-", pr.ii;"" t"forrn a reliable opinion of the efiective.ess of their plo..rrer-rt ,un.r.from thc applicant's point of vierv as .,""[ o. from that ii ti .'" pr"y".
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SPECIAL APPLICAI{T GROUPS

Most applicants served b5r junior-placement oflfrces were handled
according to ttre procecluros outlined in preceding sections of this
report. These usual mctirods of registration and placement dicl riot
sulfice for taking cnre of ail types of young persons, however. At
least a few of those u'ho registered rvith the junior-placernent offices
visited prcsented placerncnt problems which counselors felt called for
special handling. Irrcluded among them were applicants rvith serious
health problems, a,pplicants placed rvith the Civilian Conservation
Corps or in positions as houseworkers and apprentices, and young
persons wliose recent, or currcnt association rvith the public-scirool
system made it advantageous for the placement office to work closely
with that agency. Usually some applicants made up only a small
proportion of the total applicant group in any one ofiice, but nerrcr-
theless they presented special problems that were common to all
offi.ces and that required adjustments in standard placernent pro-
cedures.

Programs for specitrl applicant groups varied considerably among
the oflices visited. They were influenced to a large extent by the
character of the agency supervising the u'orh in each office and by the
types of servicc agencies available in the community. Close associa-
tion with public-school systcms hacl imposed upon somc junior-
placement offices special responsibilities in connection with the place-
ment or follow-up of spccial groups of former school pupils; in other
cities, the presence of other agencies in the community had caused
counselors to adjust thoir' proceclures in such & manner as to avoid
duplication of rnrork and to utilize to the fullest extent the facilities of
those other agencics; in still other cities, the very lack of these facilities
had made it necessary for counselors to include in their programs
special services which \vere only rernotely connected with the place-
ment function itself but rvhich u'ere irrdispensable if placement was
to be satisfactorily achieved for the applicant group in question.

Applicants for Housework

Household service often makes unreasonable demands upon the
time and energy of the w-orker and is for the most part poorly paid;
the result is that many persons feel it gives a lorv social status to the
worlier and that placement offi.ces often find themselves with more

105
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106 JUNION PLACENIENT

orders for housev'orkers- thal they ha'e applicants able and wilringto accept positions of this kincl. tr'requentl-'- these orders are sub_standard in regard -to x.ages o. .,uo"i.irrg clnclitions or loth, andcounselors do not feer justifiecr i' recommcrrcling that appiicantsaccept them' on the other ha'cl, the employer *h"o ao", #."" .utir_factory employment concritions oit",r ,"q.,i.es experienc" *.d p"..orr.ality characteristics that make it difficurt for cou'selors to firrd rveil.qualified candidates for the opening.
Because of the sca_rci_t1 of uppli"orrts who are wiiling to acceptemployment as household workeis and who o"" q,ruffi"i to ao thisrvorh, some placement workers have found it desirable to centrarizethe registration of all applicants classilied as rrouseworkers ancr trrefilling of all orders of this type. Such an arrangement has made itpossible for one placement *.o'ker to consider 

"il;"d;;;;;;classifiedas houseworkers for,the most desirable openings received by the office,and to ,eave unfi-lred,openings offering ress satisfactory working concri-tions' rt has arso eliminat..i th" po"ssibility 'r"t ."il" .-ir""".. 
"rhouseworkers might place o.clers ruit' .everar differe't staff membersof one placement o.ganizatio^ i. the hope of obtaining t or.u"-o.t u".at_a lower lvage frorn one than from arrtther.

rn the public-schoor ofrices, where aii registrants u,ere juniors,there was no need to make .pu"iul provision i"i ."t*"irr-* in; place-ment of houseworkers, si'ce the divisio' 
_of r.esponsibility amongco''selors in each of trrese ofiices rvas such trrat in ;.";ti;;;"h staffmernber usually irandled ali orclers for rrouservorkers and ,.gi.tu.ua oilapplicants classified i' that fiercl. of the eight pubric uipi"y-.",offices visited, the usual procedures followecl l' tlie r"""tioi"i juniordivisions in cincinnati and the District of coiumbia also resulted incentralizing the placement of adurts and ju.iors ,"gi.tu,""a to"-house_work, inasmuch as in these trvo ofiices the placeme"t 

"iJJ 
uirpti"o.rt,in a specified field of work was 'a'dred by one operating or placementdivision.

The remaining six junior clivisioris of p'bric employment officesoperated as complete placement units, with ju'ior- ;. ;dl;. adurt-placement lr-orkers re-gistering applicants ancr hiling u-ptol-".J;orau...
of these, the tliree olfices in_cedar Rapicls, RocheJter, irra rv.* vo"r.city had developed special p.oce..,res ior centralirn* n"u."*"rr.placements.r rn each of these offices alr placements in householdservice were handlecl by the ad,lt-placement divisio's responsiblefor this type of applicant, and trre registratioris of all jurrio... 

"ia..ifi.das lrouse'-orkers were, - therefore, irade avairable to those aclult_placement divisions. This was clone either by referrinf tl* 
"pplr.urrtr 'special domestic-placement procedures, which were standardized for use throughout New york state,wefc not follon'ed by ths complcte junior-placem€nt unit risited in Rockland count-r, because at the time

il.l}'f il'"li"t-T Hff#ultomP]o]'meni 
oflice in the to"o-t-" i'ut naking onlv a rmit"o oo-u.. or pro"..
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directly to the proper adult-placemcnt rl ir-isirin f.r re::rrrsri.,n r,r l,r
g iv ing h im a secondary regis t rat ion cnl r r ,  , , r '  ( . r . ' : : - r i ' f r . r r . r .ce.  ln  i l .n t
division. such action lr,.as in all cases prccttlt 'r l  br- *n int(-n-:t....
between the junior applicant and the junior-piace'r.,rt 

",,u,,.,31.1 
1;,, i

was undertaken only when it had the appror.al of the collrr:r. l,r d.i
well as of the applicant.

Applicants referred for registration and pracement in arl. lt r lorr.srrt,
divisions were gerrerally those who w.ere qualified for antl i.tcrt,-stcrl
in houservork only. After their referral, iunior counserors ceaserr t,
have responsibil i ty for the registration or pracement of such applic*rrts,
which was handled according to the usual adult procc,lure= iollo*-erl
in these officcs.

Young persons who rvere classifiecl for houscrvork as lr,ell as for l-orli
regularly han<lled by the junior clir.isiori rverc pror..ided q-ith registra_
tions in the junior- as rvell as irr the p.opcr arlult-pLiccrncnt clivisiorr
and both divisions shnrecl responsibil i ty for their placomort. usurrl lv
the primary registration carcl rvas hcld lx- thc junior rl i i . ision {ln(l th.
duplicate carcl, ol cross-rcfercnce, \\-i l ,{ l i ic,i ,, i ih t irc rrrlrrlt-p1,r.on1errt
x'orl ier for consiclt 'r ' trt ir ltt irt ccltrnt'ctiori u-ith orrlt.r 's f,,r '  lr,,u.r,rr-oi ' ircrs.
Thc recor t ls  of  r ipp l ic l r r ts  i t t ' t r - l torn bot l i  jLr r r i , r r -  r rnt l  r r , l r i l t -1r l i r1 t ,1re1t
wor l iers hacl  th is  jo i r r t  i r r tcrcst  rvere s icnrr le t l  or  cor l t , , l  i r r  . r lc l r  i r  \ \ - i l r
that  any fur thcr  t rar isact ions t l in t  e i ther  r l iv is ion rn i , : l r t  I r r r r - , ,  r r  i r l r
these applicants wouid be clearetl u-ith the otlrt,r..

In many of the other offlces visited rvhere iurior corrnselors tlrcrn-
selves registered and placed junior applicants in houseri,rr. l i . r,r.rlt,rs .f
this type *'ere lrrur<llecl someu.hat tlillerently frorn orrlcls for ,ther
tvpcs of rvorliers. Counselors obtairiecl consiclerably m6rc i1for1]atrolr
about thc job at the tir le the ortler u-as placecl r. ith lhe o{lice than thev
did for other tr-1tes of jobs, ancl t i icl '  ctrtered this information on sueci,, l
ordcr fonns. Thcse forms proviclecl for the usual data identifying
the emplo-ver atrcl git ' inq infornration about hours ancl 11,ages. and itr
additiori include<l a sonrovliat detailed description of the ,lutics of the
u'orl ier, l iving rrcconrniotl lt ioris, and the size of the employer,s family
( sec  p .  10S) .

Becrus. of t l ie consiclerrblc number of yo.ng girls who are placeable
in householcl scrvico, many junior counselors have bcen especially
concernccl rvith the nered to raise standards in this type of employnent.
Whencver a prospective cmployer offercd \r.&gcs such as,,$2 tr week
and a good homc," as they sometimes did, or rnacle othcr unreasonable
demands, counserlors often handlccl thc request as a substandarcl orcler
and rnade little or no eflort to intercst qLralificd applicants in thc
operring.

2r2!350- 40--8
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N a n r e _ _ _ _ _ - _  _ _ _ D a t e _ _ - _ _ _ _ _ _ _
A d d r e s s - _ _ _ _  _ _ _ _ T r a n s p o r t a t i o n _ _ _ _ _ _ _ _ _ _ - -
Husband ' s  bus incss - - -  - - - - - - - - -F l omc  t e l epho r i c ,
Adu l t s - - - - - - - -  -  . dge  o f  ch i l d r c l - - -
S i n g l e  r c s i d e n c e - - - - - - - - F l a t - - - - - _ A p a l t u i c r r t - _ _ _ _ - N o .  o f  r o o r i r : r _ _ _ - .  _
Cc ind i t i on  o f  hu r t r e :  I r x ce l l en t_ - - - - - __ -Con i f o r t ab le  ___ -  poo r .  . _ ,  _ , _
Rel ig ion:  C- -  -  - -  -J-- -  -  -  -P- -  _ -  -  -  Gir ls  at tcnd c i rurch:  yes,  r  _ _ _ No - ,_ _ -  _
S e p a r a t e  r c ) ( ) n r - -  , - - - - - - - - - S h a l e s  _ _ _ _ _ _ _ _ _ _ _ _
C l a s s :  A - - - - P - - - , F  - - -  N i g L t s :  Y c s _ - - - - _ _ _ N o _ _ _ _ _ _ _  - I l o r l r , s  _  - _ _ - -
T ime  o f f - - - -

W a g e s - - - - - - -

D t i t i e s :  Gene re l  c l ean ing - - - - -  __ -Ch i k l  ca re____ - -___ - -___ -
Ironing- -  -  -  -  -  -  -Cooking- -  -

Washi lg-  -  -  -  -  -  -  -  Machirre--

Imprcssion

(Reaerse side)
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Domestic Order Card
[Actual sizc: 6 by 4 inches]

J' : 'pc of  g i l l -  -  -  -  -  -  -  -  -  -  -  Nrr t ion4, l i t1 '  -  -  :  -  -  _ -  -  -  Negro:  Ycs_ _ No_ -Age
I ixper icncc- - ,  - - l ters,r l11 c luai i t ics-

Iit'fcirrrrl Rt'sult

tr'ornr usrrd in Dctroit

The counsclor in Atlantic city, in his capacity as a schoor o{ficiar,
had made a bcginning il rcgulating rvorking con(iitions for young
persons still attending school and taking part-time jobs as house-
\r:orkers. Before any such part-time placements were madc, employ-
els in Atlantic city $-elo asked to subscribe to stantlards for house-
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Handicapped Applicants

109
hold senrice which were set forth by the placcmcnt office in a schcclulc
of wages, hours, and duties.2 Counselorsln ottrer offices visited usually
confined their cfforts to attcmpts to interest inclividual employers in
offering better conditions at the time they requested assistance in
obLn in ing domestic u'or.kcrs.

Most junior counselors, even thorrgh they themselves made no
placements in openings of this kincl, ,tia i".trde in their foliow-'p
activities all yo.ung applicants placed as houseworkers. Accordingly,
staff members in adult-placement divisions who placed junior appli_
cants as housen'orkers rcported tirose placemcnts to the lunior coun-
selors who hacl o'iginally refcrred the applicants to them.

Because counselors were doing tollow-up through housewives rather
than through busincssmen, many found lt ,r.r...ary to modify their
usual follow-up procedures. Counselors rvith whom the mattlr was
discussed reported that letters atlciressed to employers of domestic
workers often \tr.cre utranswcrecl. Some had achieved more satisfactory
results b5' follorving up housework placements tlrrorigh telcphone calls
to 

lhc employer or by getting in touch u'ith tho ripplicant himself.
And since the ttrrn-over in this typo of u.ork is rclatii.ly nigfr, f;il"*-
up of domestic phct'tnct.tts tvas somctimes maclc after a briefcr interval
of employrnent thtn ri-as the case rvith other. types of placement,.

. Handicapped applicants rnade up another group that was often
given special handling by the placement office. r' determining suit_
able occupational classifications for such young persons, it was neces-
sary for the counselor to have a thortugh understanding of the
limitations that their hanclicaps irnposecl oi their sphere of activity.
Before making a pla,cement, it w-as often necessary olro to cnlist the
ernployer's cooperation in accepting a hantlicappecl applicant and in
safeguarding his health on the job. Applicants rvhose disabilities
cortnselors felt were severe enough to warrant such consideration
ineluded those with visible hanciica,ps, such as facial disfigurements,
arnputations, or clefortnitics, as wcil as those with nonvisible handicaps,
such as epilepsy, hcart clise.se, or serious eye defects.

rnashuch as handicapped persons rnake up orrly a small proportion
of all young persons, only in trre rargest oifices u-as the nunrber of
trandicapped applicants great enough tn *'nrront the introduction of
special placement procedures for them. The junior offices in cin_
cinnati, the District of columbia, Nerv york city, philadelphia, and

2 A sirni lar attempt to encourage better working concl i t ions was reportecl by the jqnior-employment
departmcnt oI tlte i\rilwaukee vocational School, one of the olices that returne<I the rluestionnaire. Thisofl f lce f irrnished prospecfivg emplol 'ers and employees with a surnmary of the wisconsin miir inrrrm-wagelalv as it aflected domestic workers. toqethcr wiih suggestions of points io be consirlered in connection withproviding reasonable standards of rvork.
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It.clrestcr found themselves in this position and each maintained
sPt'cirrl ists orr. theil stafls who were responsible for at, least part of
r , l ro  r i  o lk  u ' i t l r  harr t l icapped appl ic lnts .  - \ Iany counselors e lsewhere
frlnlilv adnrittecl that their organizations \\:ere not eqrdppecl to deal
u-ith the special placement problems of handicapped applicants and
thrt they were able to do little more than refer ser.erely handicappecl
pelsons to other agencies, such as State rehabilitation aEencies. for
l l r os t l r e t i c  rpp l i r nces  o r  f o r  r e tm in ing  and  p l r r cemen t .

The relationship bet'ween thc specialists responsible for handicapped
applicants and tho jrinior counselor in the fir'e offices maintaining
this special service varied sornervhat. Fo'r wcre public etnployment
ser'ices in which these specialists scrr-etl ncl.lt as well as junior
applicants. rn one of these, the District of colunrbia office, the
specialist served in an acrr.isory capacity to the junior-counseling
ser'iee and to the operati'g dir.isions responsible ftr placernent; in
the other three p'blic ernployment o{fices-cincinnat^i, Nerv york
city, and Rochester-the placcment as rvell as the registration of
handicapped persons rvas handlecl by a speciar division oflhe emnrov-
ment service to rvhich handicapped registrants of ull oE", i"r"
referred. In the fifth oflice-philadelphia-the junior-piacement
service, operated by the p.blic-school system and affiliated wiih the
LTnited states Employrne't Serr.ice, had on its stafi one specialist
who divided her time flrnong the four branch offices in the city and
handled the registrrrtio' a'd placement of alr handicapped juniors
rcferrer l  1o l rcr  for  scrv icc.

Bcca.sc of the cxceptionally large nurnber of handicapped regis-
trants that it handled, the public employment ser'ice in New yorh
citv had set up rvell-defined policies and procedures for their regis-
tration and placenrent. other office. *rth special programs for
handicappecl applicants u'ere co'sitrerably smnlrer u.rd iroilo.s need
to adhe'e to forrnal procedures. Nel'ertricless, in nrost respects all
five oflices observed the same genernl principles in their work witli
handicappetl applicants, and the prograrn of the Nerv yorli city
serr.ice illustrates these basic policies.

Junior counselors in NTeu' iork city \rere rcsponsible for singling
o.t all hanclicapped applicants, irrcluciing those whose disabil it ies ap-
perrrecl to be slight, and for rcfe*i.g the'r to the specialists who were
better able thari j'nior counselors to clctermine the manner in which
each applicant's clisability might limit his employabilitv. For much
the sarnc reason that applicants i' 'ecd of .p."lot counseling were
referred to cons'ltants orrly after the-v hacl been to the office Jeveral
ti^es, most ha.tlicapped applica.ts also r-ere referred to the division
for the haridicappecl only after they hacl rcturnecl to the offlce for
rei'te^'iew and rvere somewhat accustomecl to its procedures.
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The specialist for the hanclicapped, after conferring g-ith t6e ap-

plicant and irivestigating any meclical records rvhich rnignt be available
through doctors and clinics, was responsible for deciciing which appli-
cants so referred had health problems serious enough to r,varrant
special consideration in corrnectiorr r,r.ith placement. All those regis-
trants rvhose handicaps \\ere founrl not sirflicicntly gr&ve to interfere
with placement--for cxattrplc, those rvith slight i,ea.t mnrmurs and
those rvith dofects in vision thlt lrrrrl bcor p.op..ly corrcctecl-were
referred bacli to the junior rlivision. A uc.oricl lir.g. group w-ith some-
what nlore serions distrbil i t ies, such as sonrc types of u,'ttr,rperlic ha14i-
caps and heart discase, lva,s also referrccl t n.t for placornlnt through
the regular channels;in the case of each of thcsc applicants, however,
the specialists made the assignment of occupational classifications in
which they felt placement coulcl be macle without injury to health,
and they kept in touclt rvith tlie applicant's progress by holcling in
their own files a seconclary registraiion or cross-reference for him.
The registrations of a thircl group of liarrclicappecl applicants, whose
placeme't was likely to require a great cleal & .rrr" orrd juigrnent,
were retained bv spccialists for intensive worir. This g.o,,p included
deaf rnutt's rncl thosl tt'Jto rrsr'(l cnrtches, suffered from p.ogr...io-.
myopirr, ot' l la<1 other sot' iotts t l isrbil i t ies. Stlff menrbc'r.s *'o.Li.rg u.it5
handicappcd tpplicants trtrtclc Lr\-ory eifort to l iecp tlr is last erolp at a
minirnum, feeling thn,t it rvts undesirnble to ernphasize thJ 6andicnp
in the applicant's mincl by singling him out for spccial treatment.

The registratirn nj 
_ou applicant with a serious handicap frequently

necessitatecl a careful sturly of his ph5rsical conclition ancl special
abil it ies ancl the clct'clopnreirt of pla,,u ftr rctraining him i1 suitabic
worli before irc could l ltr c<insirleru:tl re.tt ly fo, plr,c.ment. Inter-
v iewing rccort ls of  r l r t I  st tppi t ruer i tarv r latrr  i rsscmblecl  orr  most handi-
capped appliQrrrts irr Nt'n Yorli City were therefore more cletailerl
than in tiro t ' i tso of otlrcr rt 'gistrants, anrl special registratiol forrns
provicling a<ltl i t iorral spaco for this information lr-ere usecl.

I lnli l ic rnost of the solicitation clnne by junior counselors, solicita_
tion of openings for hanclicapped applicants \\-as usually clonc u-it5
the individua,l applicant in rnintl. 

-Specialists 
for the irandicappecl

spent consiclerablv more of their t ime in soiicitation than clicl othcr
placement r,vorliers ancl, since their placements were made with &
relatively srnall gro.p of cooperati 'g employcrs, thev also macle
greater use of thc telepltotte in solicit ing openings from cmployers l l.ho
had accepted harrclicapperl applic*'ts in ttre pulrt.

Placements were ncver rnacle unti l exact 
"oridit inns 

of work lrad been
ascertained, usually by visit to the establishrnent. Thereafter, parti-
cular emphasis was placed o. follou'-up, because of the possibility
that the job might prove eventua,lly to inclucle cluties that were not
stipulated by the employer at the time he place4 t6e orcler a'rl that

\
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it might bc unwise for the empioyee to undertake. Consequently,
specialists rvorking u'ith handicapped applicants did much of their
follow-up by means of personal visit to the employer's place of
business and by con{erence rvith the appiicant.

Applicants Associated With the Schools

tr'Iost junior counselors have regarded the servicos of the junior-
placement ofiice as a sequel to the training and guidance given to
young pcople in the academic and r.ocational schools. As such, one
of its greatest ficlds of usefulness is in assisting young persons to
make the transition from school to ernployment. The common
interest of school systems and employment services in the plogress
of this particular applicant gronp has led many counselors to cooperate
with the schools by instituting special procedures for handling the
registrations of young persons at the time they leaye school for lvorh.

High- S chool Graduates.

Graduates of academic high schools and of vocational schools u-ere
accordecl special treatment by the offices visited more frequently
than any other group of young persons associated with the schools.
As has been noted, most of the appiicant recruiting being done by
counselors at the time of this study aimed to encourapJe this group
of young persons to use the services of the placement office.

High-school graduates presented somcthing of a registration problem
to almost all placement offices because the5' generally became avail-
able for employment in large numbers at those times of the year
rvhen the schools were graduating their senior classes. Thus some
placement offices had found themselves overu,helmed periodicallv
rv i th  h igh-school  gmduates secking to rcgis ter  for  p lacemerr t ,  ant l  in
ordcr to cope with this situation they had found it necessary to make
certain adjustments in their registration procedures.

Almost all the offices visited readjusted intervierving scheclules in
ordcr to allolv counselors a greater amount of time for the registration
of prospective graduates bcfore the end of thc school te'nr. In
Rochester, for instance, the junior corinsclors went to thc public and
parochial high schools to cxplain the se,rviccs of the placement office
to school officials and senior classes a month or two bcfore the close
of thc school year. Tlrro'gh the coopcration of teachers and voca-
tional advisers in these schools, appointments for registration inter-
vicrvs at the placement offl.ce were a'"cnged for boys and girls 'vho
rverc planning to register for employmcnt after graduation, and coun-
selors readjusted their intervierving hours at the placement office so
that these young persons could be interviewed on Saturday mornings
ancl on weekday afternoons before the end of the school vear.
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Counselors in Atlantic City, in Essex and Rocklancl Counties, ancl
in Durham handled the registration of many prospective graduates
in a similar manner, but instead of interviewing registrants at ther
placement office they registercd applicants at the sclool during the
school day. rn Philadelphia some of the branch placement offices
handlccl this heavy applicant load by furnishing supplics of their
registration forrns to teachers and advisers in the high schools, who
assistccl in the registratiorr of prospcctive graduates by conclucting
prcliminary interviews g'ith pupils w-ho were planning to go to rvork;
a.pplicants registered at tlie schools in this vl'ay were laicr rerinter-
viewerd at the placerment office. Counselors in other oflices prepared
the rval' for a quicli registration of high-school gracltrates by obtuirriog,
before graduation, tlte results of psychological tests given to members
of scnior c:lasses and by assembling teachors' estirnafes of the abilities
and qualifications of young persons about to be graduated.

Aside from using these special procedures, most offices hanclled the
registrations of high-school graduates in the samc way that they
handled those of other typcs of applicants. only a few offices co.-
tinued to treat graduatcs as A special applicant group once the initial
registration had becn completed. Counselors in thcse fcw oflices
undertooli special foilow-up for this group of applicants aftcr plaeer-
ment, and in order to facilitate this follor,v-up somc of thenr rlis-
tinguishecl the registration lccords of high-school g1aciutcs fr.o'r tlirisc
of other applicanbs by means of separate ciassi{icat,iorr i ists or t l i l fcr-
ently colorecl rcgistrtrtion cards. trYhcre this rvas clone, special reports
based on this follorv-rrp were usually submitted at regular intcrvals
to t l lo schoois cct t tc ' t ' l ' t tcd.  fn l lochcstor,  for  i r rstancc, placenrents
effoctecl for cach gratlrratc \\ ero lcportctl at nrorrthlv intcrvals to the
dircctoi' of guidanco uttrl, through his ofl icc, to the school fr.or' u,l i ich
each applicant hacl gracluated. And iri Philaclelplria, : lt lantic City,
and ltrssex County counsclors follou.ccl up rrot onl.y gruicluates placed
by the cmployment offiee but all other graduates of prcscribecl 

",r,rr'r.r,regardless of thc cha,nnels tlrrough rvhich they had obtailed their
jobs, sornetittres contitruing the follow-up unti l the applicant reached
21 years of age. Placement officcs in thesc cities wore thus able to
furnish the schools with information about opportunitics for. young
workers in their communities and the progress of their former pupils,
and with a means of evaluating the traini'g they were offering young
people.

Puptils Enrolled in the Schools.

School authorities and junior-placement rvorkers in a ferv of the
communities visit,ed, notably in Detroit and Rockland county, under-
took some special placement programs for pupils who were stiil attend-
ing school. For the most part these were- high-school seniors who
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wcl'c o{l 'cr('d an opportunity to gain practical cxpcrierrce for bricf
pcriotls at Christmas and during spring vacation pcriods. Placement-
oll ice counselors and adviscrs in the prrblic schools rvorked together in
selecting clualificd pupils and in conducting brief training classes for
tirose intcrcstecl in obtaining tcmporary jobs of this sort. These jobs
wcre looked upon as a prrrt of t l ie training gircn to theso boys ancl
girls drring thcir scnior r.car iu high school, ancl a carc{trl report, on
thc pcrft irmanc,e of cach cmploycc \\ras in most cuses rttunr.d to th.,
school b1' the employer.

Asidc from applicants placcd tlirough tiresc special programs, young
persons rcgistcrring for part-tinre or ternpor&r1- 1v61[ werc usuailr-
handlecl according to thc rcgular proc.durcs of the junior-pracemcnt
oIficc. In rnost oflices such applica'ts made up o^lv a very smail
proportion of the total number of rergistrants. Emplovers looking for
)roung persoris to worii outside of school hours were in the habit of
telephoning thcir requcsts directly to the scliools, r.here tcachers and
principals wlio \l.cre in clail5' contact rr-ith younq pcople looking for
openings of t ir is kind selectecl canclidates to fi l l  thcm. some of the
placement u'orkr:rs i'tervieru.cd felt that this rvas undoubtedly thc
best way to hancLlo ordcls of this hincl, proviclecl, of coursc, that
school officials basc'd their scloctions on ability to do the r.vork rcqriircd
rathcr t iran on othcr consiclcraiions such as the necd for a job. piace-
ment workers pointcd out that school ofEcials posscss a rnore extensive
knor.letlgc. than thc placcrnont office of tJre school pupils ar.ailablc for
part-tirne lr-olli an<l that tirol also I'rrorv rvhiclr pupils rvill be able to
Iill such jobs u.itliout jcoirrrdizirig thcir school rvorli.

Applicants Placed as Apprentices

The school office in Detroit macle a co'sicle'able nrimber of appren-
ticeship placements and accorded this applica.t group special hand-
ling. Apprenticeship training in tlrat city rvas sponsolecl by industrial-
ists rvho, througli thcir manufacturers' association, ernplovecl a repre-
sentative giving full-t inre to the selcction of suitablc caridiclates. The
counselols in the placement olficc x-orlied closely rvitli this agent,
making preliminarv sele'ctions from aniorig their registrants for his
consideration. Their selections rverre in all cases basecl upon a con-
sideration of the inclivit lurrl 's irrtclcsts enrl horne background, his school
achievemcnt, ratings on tcsts of general intell igence and mechanical
ability, ancl teachcrs' rccornrncnrlations in regard to his suitability for
apprenticeship training. This infonnation was included on the school-
information hlrrnks submitted to the employment office for all gracl-
uates of the Detroit public schools. rfor all candidates reconrmenrlecl
for apprcriticeship by tlie placer'ent office a s'mmary of this informa-
tion rvas forwarded by the placement office to the selection agent
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of the manufacturors' association, who interviewed and made final
decisions in cotinection rvith those to be accepted for apprenticeship.

In addition to thc apprentieeship placement program in Detroit
similar but less extcnsive proErams were carried on in Essex County
and Philnclelphia, rvhere counselors also cooperated rvith local manu-
facturers or union oflicials in selccting applicants for apprerrticeship.
Courrselors elscwhere reportcd tlrat they hatl no oceasion to make
placements of this type or else that they did so very rar.cly. Although
preiimirlary selection of apprenticcs is obviously a service that place-
ment ofiices are in an exccilent po-sition to give, marly emplol,'ers who
might have been in a position to use the facil i t ics of thcir iocal place-
ment oflices for this ptirpose shou'ed little disposition to tlo so, prc-
ferring to obtain their apprcntices through other channels.

Applicants Placed in the civil ian conservation corps

Nlany .young persons registcling iri jrrnior-placement offices * ere
encouraged to enter the Civil iarr f lonserrvation L'orps unti l sqch time
as their prospects for obtairring enryrloyrnent shoukl improve. This
was particularly tnrc irr 1;uhiic ernployment offices, m&ny of rvhich
were in rather c losc toucl i  r i ' i th t l re progr:un of  the C. C. C. because
of  the i r  na t iona l  a l i i l i r t io r r .

In Cincirrnati tire public crnployment office lrncl cleveioped a special
progra,rn for handling this type of applicant. All young men in
Cincinna,ti seeking to enroll in the C. C. C. r,r,ere first instructed by
enrollnrent officers to report at the public ernployment office. There,
if they had not aiready done so, they registerecl for emplovrnent n.ith a
junior counselor in the placenrerrt o{[ce, u,]ro ther] st 'nt, thcrn to apply
for enlistment at the local o{ficc of the C. C]. Cl. Sholtl l '  before each
group of enrollees wAS sclrcrlrrlecl to leavc for camp, C. C. C. offieials
sent to the placcttrcttt oIfice u l ist of thc names of those u'ho had been
acceptecl .  Junior coirrrsolors checl ied the reeistrat ior is of  these young
men anrl retrr*t 'cl to the enrollment ofl icer 1 l6rport containing infor-
mation aborrt their spccial aptitudes and interests, together with
information about the type of work for which each enrollee seemecl
best fitted. The Cincinnati office, lr.hich maintained an extensive
program of psychological testing, u'as in an especialiy good position
to supply this kind of information. It was macle available in orcler
that each enrollee might be assignetl, insofar. as possible, to the camp
where he rvould have an opportunity best to clevelop his abilities.

At the close of each enrollee's enlistrnent period, the camp adviser
forwarded to the placement office a form on w'hich he reported the
date of discharge, information about work experience and training
acquired at camp, and recomrncnclations rcgarcling the enrollee,s
future plans. Counselors in the Cincinnati placement office, in re-
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ne*'i.s their eontacts with these young men, often found this infor-
rriltion valuable in reclassifying them for employment.

Other Types of Applicants

Applicant groups other than those already discussed were occasion-
ally given special handling, although for the most part no exte.sive
programs had been clevelopecl for tliem. s'ch groups includeci
applicants registering as laborers in Ceclar Rapids and as farm laborers
in Rochester. These applicants were first interviev-ecl bv iunior
counselors and then referred for rc;listration in adult-placcml"i al,ri-
sions. This arrangement had been adoptcd because there were usually
more openings than applicants for tliese types of worli and a centraii-
zation of placement made the best openings availalrlc to all registrants
interested in obtaining them. Nforeover, selection of a worker to
fill job orders of this kind depended more on the applicant's physical
ability to do the rvorh involved than it did upon his temperament or
intelligence, and it was not so essential for the junior counselor to give
the special care in seiectiorr that was neccssary for othcr types oflob
orders.

Applicants referred to the placernent oflice by social age'cies also
werc handled somewhat differenti5' from other registrants in a fer,v of
the offices visited. social agcncies made such referrals to junior
counsclors informally over the telephoire or, in a fcrv cases, communi-
cated by letter or on prescribed folms, giving the rcasorr for the referral
and furnishing supplemcntary informatio' about the applica't re-
ferrcd. In the placement office the registration cards of these appli-
cants rvere often coded or tabbed for identification, and some offices,
including those in the District of columbia, ci'cinnati, and Bssex
county, regularly reported back to interested agencies on cny action
taken or suggestio's they had to make for the applicant so referretl.
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SERVICES OTHER THAN PLACEMENT

The procedures that have been discussed had been developed pri-
trrrLli ly because they increased tho efticiency of t lre placemen[ .*.ui.n
tliat counselors ofiered to applica'ts and to employers. All tirese
proccdures \\-erc rnolc or lcss closcll '  reirrtcd to placement and occupictl
a  rnajor  prr r t  o{  the t i r r rc  of  jLrn ior  c .ounseior .s .

\trhilc placcrnt't i t rctivit ies rtrc the nrain cclricern of all pll ice'rnent
tl-or' l icls, Drost coLrnst' lors interprctcd the ploll lrrrl l  of the jLuii,,r '-
placemcnt offi.ce in r co'sidcrably broadc. serlsc. The problc'rs of
most young pelsons cannot be catalogued arbitrarily as probicrns of
placement, or training, or recreation and handled separately; a r,o-
opelative relationship betu.een youth agencies of all hinds is essentiri
if the prograrn of any one agency is to be fully efiective. J*st as the
placement, oflice has been able to do a better job lvhen it has had access
to the records and the special services of other agencics iri the com-
munity, so j'nior co.nselors, in their turn, have been of material
assistance to those same agcncies by sharing g'ith them the experience
of the placement ofiice. lt has already been noted that some
activities directly connected with placcrnent, such as follow-ui-r, \l-e'c
so conducted as to furnish data useful to othcr agencies as rvell as to the
placement oftice. othcr services, often further rernovcd from the
placement function of the junior office, also wele extended to agencics
working rvith 1, oung persons in some of the communities visited.

Services in Regard to Curriculum Changes

Most school systems include in thcir curricula vocational co*r.s('s
that are directed toryard preparing their pupils to earn a iiving. Il
this vocational education is to be efiective, it is important that tht'
school should lirron- in rvhat x-a1,-s its prograrn may be serving or fnlling
siiort of selving this purirose. A junior-placement officc is in urr
excellent position to furnish the pubiic schools with this kind of infoi-
rnat'ion. l'rom its contrcts rvith ernployers it knov's the particulrri,
fields of work in the cornrnunity in u-hich opportunitics for \oLrrs
rvolhers exist; from its examination of the abilities and aptitrLties ol'
registlants and fronr its follorv-up of placements it is ablc to jutlgc hori'
rvell the schoois are pleparing their pupils for the hinds of positi,rrs
open to young woriiers and to point out the sholtcomings thc' r.rrr-
reveai when placed on jobs for rvhich they have been trri inccl lr l t lrt
schools.

1 l ;
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Almost, evorv o{lice r-isited repolted cases in r,r-hich junior counselors
had been at least partly responsible for changes in school cu', ic.la.
\[here placement officos \rcle a part tif their local sc]rool systems,
schools undoirbtedlr. rnlir io qlcatel rrse of the experience of counselors
tl ian did sciroois in cornrnLnrit i i 's rri lcrc junior-irlacernent ofi ices
operatcd rs sell iu'rrte tl ivisions of irublic emplovmcnt s1-stcrns; never-
theless tlre srnie coollerative relationship betrveerr school administra-
tors rncl course'lols in public enrplol-rnent ofl iccrs rvas found to exist.

In sorue cases lncli of ernpiovn.ent opportunities for certain gr.oups
of applicants as reportecl bv the junior-plrrcernent o{lice lccl to the
elirirination of r.-ocationrl-training proglarns, as in Atlantic city, rvhere
a conrmerciril course ollererl bl- a vocational school for Negro gills rvas
discontiniied; in other cases the facil i t ies of the public schools ryere
extended to pupiis previouslv ercluded from thern, rs in cedar Rapids,
lvhere arrangerlents l-erei nracle at tlie suggcstion of tire junior coun-
selor for a selccted group o{ prrrochial-sc}rool pupiis to rnake use of thc
intl-rstrial-arts erluipmcnt in the pr-rblic schools and tirus acquire neeclecl
training. Again, in Atlrrrrtic City and in llockland County thc prog-
ress of yollng persons piacctl in ofiicc positions as reportecl by the
juniorplacernent ofl ice led tire schools to devote morc timc to insrrucr-
ing comrnercinl pupils in slrell ir ig ancl in rleveloping speed in shorthand
and t1-pervriting.

sitnilarly, the opinions o{ jrrnior corinseluls u-erc sornctirnes sought
by scliool authorit ies n-ho l"elt '  consitlcrins tire lr lcl it ion to the scirool
curricula of nel- training rrrrits. Tlurs, befcu'e tleciding to init iate a
courso in ornamerrtal horticri lture in one o{ the Rocklarrd County
high scliools, schooi authoritics consrilted tlie counselor in the local
pubiic ernploymcnt office about tho dernantl for trained u.orhcrs in this
fielcl ; and in Philadelplria a largc part of the surnmer-school program
rvas briilt rtp each ),-ear on the basis of suqgestions nrarie by the place-
rnent o{Iicc from its i<nou.Ieclge of the l<inds of rvork in l'hich there was
a current demand for trained young rvorlicrs.

The Essex County Boarrl of \rocational Education, rvhich supervised
the rvorh of the countlr- junior-placernrent service as'rvell as that of the
vocational schools, probablv rnacle greater use of information obtained
frorn the placemcnt offrce in cleveloping training programs than did the
school authorit ies in any oti ier conrnrunity visited. Ai the requcst of
the county board, counselols of the trlssex Clountv pll icenient service
spcnt an estirnnted 15 pcrccrit o{ t ireil t iuie cluling 1g37 in research
ancl inr-estigation into indrrstrirrl contlitions that rniglit have a bearing
on vocatiorral-training progranrs. Sonre of thcse inr.estigations u'ere
conclucted inclependently by counselors of thc placcmcnt office, others
rvere unilertalien in cooperation l.ith teachers frorn the county voca-
tional schools; findings rverc usuallv subrnittcd as formal reports with
recutnnrcndations to the Countl- Board of Vocatiorral Eclucation.
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SERVIOES OTHD1T THAN I]LACEII].]NT 119
Many of these investigations were made for the purpose of cleterrnining
whe.ther changes were desirable in the subject matter covered or in the
equiptnent uscd in connection with .o,,.r.. being given in the voc&-
tional schools; others \r'ere preliminarv to the establislunent of new
courses of study. Espccially rvhen investigations \vere macle for the
latter purpose, trends in selectccl inclustries throug[out the country
were studied, and employers \\'ere visiterl in orcler to obtain inforrna-
tion about the need for specific tvpes ol u-orlicr.s, t lre types of young
persons who should be trccepter l  for  such tr l in ing, , r r , l - the level  of
abil ity required, airt l t lrc trnits of instruction ,rncl Lin,l 9f e<luiprnent
necessary for the ltrojectecl course.

Special Guidance Services

Guidancc rvas a,nother field in which placeruent olfices supplemente4
the work carried on by other agencies. fncleecl, sonie of ilu place-
ment offices visited g&\'e the only kind of guidance servicc available
in their communities, and the experience of the junior counselor in
placing yourrg applica'ts gave him a knowledg. of .u..ent employ-
ment trends and practicos rvhich rvas often of practical valpe to school
advisers and other youtlt workers as well as to young persons them-
selves. As a resttlt, courtselors in a number of offices wcre cnllerl
uporl to give grotlp and inclividual guidance to young per.sols g'1o
in many cases w-ere sti l l  attending full-t ime *cliool, a,i, l  t lrer- ir lstr
servecl as a source of guidance information to sclrool lr lr-ist,r 's u-hos(.
opportunity for obtaining first-hand inforrrurtiorr about locrrl busi.ess
and industrial conditions was often lirnited.

Many counselors, when aclclressirig sclrool sloul)s or) t[e subject
of their placement services, also discusserl the inrlror.trrrrce of vocntional
planning and t l ie rc lat ionshi l r  of  npt i t r r r les to occuprt io la l  success.
l 'or the most part thcse trrlks \\-or'o atlrlressecl to rnembers of high-
school graduating clirsses u'lro *-oultl soon be going to work; less fre-
quently, as it l  Ceclar Itrrpicls, counselors also discussed occupational
opportunities lttrt l vocitt iotral antl eclucational planning with those
eighth- ancl nintlt-grrtt lc pupiis rvho expected to leave school for work
or wlto \rcre plrrnrting their high-school courses of study. In Atlantic
City and in ltocl<land County this employment 

"o.rnruiing 
was ofierecl

regularl.r' to graduating classes in a series of class discussions held in
the schools b-v the counselors themselves. At these class meeti'gs
the services of the junior-placement office were explained to prospective
graduates, and ways and means of job hunting were discussed.

To a lesser extent guidance information was given through mimeo-
graphed bulletins addressed to school authorities and throt[h articles
for the general public appearing in local papers. In Essex County, for
instance, the school placement ofllce was occasionally callecl upon to
answer questions received by the editor of a query column in one of the

-  -  1 : r i :
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local papers; it made available to school adr-isers the resources of its
library of occupational information, kept them in tor.rch with current,
articles and publications in the field of guidancc, and furnished them
with information about occupational opportunitics in tlie community
which came to the knowledge of its counselors through their solicitation
of openings from employers. Ancl in Cincinnati r pLrblicity u-orker
on the staff of the public employment center pfcl)rrred for the school
page of one of the evening prrpct's I scries of nrticics on the facilities
of the employment, ofiice ancl on the vocational courscs rvailable in
public and private schools of that city.

Assistance to Law-Enforcin!, Agencies

The employment of many of the applicants servecl by junior-place-
ment offices was subject to regulation by State chilcilabor and scir.ool-
attendance lalr,'s. Counselors v.ho placed these young persons in
employment and kept in touch rvith their progress thereafter rvere in
a position to aid materially in promoting the obserr-ance of these lal's.
Thus the counselors in Rochestel had prepared for the use of othcr
agencies in the cornmr-inity rnimeographed srimmarics coveririg \rork-
perrnit laws and houls of ltrbor permitted for minors.l It has already
been noted that in many other offices proof of age was rcquired frorn
all registrants, rvho w-ere thus protected from illegal employment.

Counselors in Philadelphia and in Rockland County rvere clirectly
responsible for issuing tire emplovment certificates recluired by their
State child-labor larvs. liven though martl. of the youn€i percons
applying at these offices for certificatcs already hacl plomises of em-
ployment and so had no need to registcr for placcment, counselors
considered it adr-antageous to have the issuance of certificates handlcd
by the placement ofifrce since it a{Iorded them an opportunity to
counsel young persons leaving school for their first jobs and to know
u'hich employers in the community were using )-ormg workers in their
establishrnents.

Other offices, although not directly responsible for any part of the
administration of State lax.s and regulations, rnatle it a policy to
report to the proper authorities any violatiorrs comirrg to their atteu-
tion and to ascertain rvhether applications for u'or'li cerlificates had
been made by all registrants lr'ho lvere recSrired to liave them. In
Bssex County and in Cincinnati the narnes of legistrants of certifica-
tion age lvere reported regulariy to tlic autirorities in charge of issuirg
certificates. Counselors in several other o{fices stated that they had
had occasion to report to the enforcing authorities serious violations
of State labor lax's, particularly rvhen these violations involved
excessive hours of lrork.

t The school pl8cenent oflices in Los Angeles and llilwaukee rel)orl.ed by questionneire that they had
issued similar naterial.

iin"""v, c.*g"t"*r uffirity



THE COUNSELING STAFF'
A ju'ior-placerne't program clema'ds exceptional judgment and a

bacliground of information on the part of the counseior. The coun-
sclor in charge of the prograrn must be a person with insight into
the problems of youlig persons encl ability to rvin their confidJnce ancl
evaluate their abilities. lle nnrst be able to r,r.ork hannoniously with
school authorities and u'ith reprcscntatives of other agencies. He
must know where job opportunities for young workers exist in his
community and be able to present the serviccs of tlie placernent office
c'onvincingly to employers. He rnust also be capable of ro organizing
the junior-placement program that it forms otr irrt"gral pari of thc
broacler program of the agency sponsoring it.

Bt 'car. iso thc captci t ies anr- l  the pcrsonnl i tv of  the corrnselor pl lv
sttclt l l tr i trt i lol ' tt i ttt lrrrl i  i lr f lvl i progl' irni of the placclrent ofl icc, t ire
calibcr of thc cottt iselittg stl{[ is in many respects even rnore important
tlr it ir thc, trtcrit cf t ire lrasic plocctlru'es follou-ccl. A l inorviedge of thc
background ancl training of the counselors in thc officcs ,,irit..l i,
therefore essential to a full undcrstancting of the progra,ms of those
o{fices.

In order to obtain this inforrnation about the staff members of the
offices visited, standarcls governing the sclection of counselors were
cliscussed $'ith rnanagers ancl supervisols in cach oilice, and informa-
tion about training and expeliencc u'rs ol;tainecl from a total of 60
counselors on their stnffs.r Trr,.entl--{ir-c \\-orc cclunselors in the 4
public-school offices and 35 rvorliecl rvitli junior applicants registering
in the 8 publio employment ccnters. \\:itrr a f"iu exceptiols their
appointments lvere govcrnctl b.v tlrc n,r.r'it systcms of the State employ-
rnertt scrvices and prrblic-sclrool svsterns in rvhich they workecl. In
soll le of the hl'; lcst pl:tcrctnciit olgunizations,2 thc competit ive exarni-
nations on u-lri<.lr t lrc-r r|ralif ied hacl been set up speclfically for the
position cf juniol ccr-rrrsclor; counselors in a felv p"uti. employment
offices \\.cro lPircintcrl fr:om alnong candidates qualifiecl as empioyment-
ofiicc intcrvicu-ers or, in tire case of counselors in school 

-od."r. 
o,

te r tc l re rs .

t This total represents all mernbers on the conn-selin11 stafl in each of the o1fices and branch ofllces at the
time the-\' q'ere r-isited. The number of eounselors for s'horn inforrnation was obtainerl was as follorvs:
Public-scl 'rool of l-rce-q-Atlantic City, l ;  Detroit  ( l  branch ofl ice), b; Esser County,4; phi lartelplr ia (4 branch
off ices), 15. Public employntent off iccs-Cedar I lapir is, 1; Cincinnati ,  3; L)oncorrl ,  1; Distr ict of Cotumbia,
3; Durham (2 branch off ices),3; New York City (2 branch ofi ices), 13; Rochester, b; Rockland County, l .z New York State Ilml-,loyment Service, North Carolina State Employment Service, ptrilaclelphia Junior
Employment Service.
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Personnel

\ 'Iost rppointing authorit ics rvcle of thc opirrion thrt iunior coun-
selors shor-rld be colicgc gracluatcs. prr,ft,rrrblv ri i th somt'unclerrgradu-
l t r .  o1 '  qr l r l rur l r ' t 'o i r Isr ,s  i r r  \ '0cr t t ior r i t l  gr t i t l r inct ' .  I r r  th is  lcspcct ,  coun-
,s t ,Lr ls  in  prr l r l ic  t 'nrPlovrnent  o i l ic t 's  i r t r r l  cot tnst , lors i t r  prrb l ic-school
officcs lt 'portt ' t l  sirrri lrrl bachgrounds of traiuing. Fortv-nine of the
sixtv cotur. ':t 'krrs for rvhorn informalion was obtft inccl rvere collegc
sratluatcs ancl approximately half of this number qualif iecl also in
rr.spccL to training in guidance. Ivlany olhcr counselors reported col-
lege and university training in related fields, such as personncl aclmin-
istraticn and sociai l.ork. Of the 11 counselors who rvere rviLhout
collcgc clegrces I in public employment o{ficcs and 2 in public-school
ofliccs-all had completed at, least sorne coursc on a college level.

Thc background of previous w-orli cxperienco acquired by counsc'l-
ing staff members before their appointmcnl also u-as considered im-
portant in clualifying thcm for rvorli l.ith junior applicants. Coun-
solors in both types of placement scrviccs rcpor' letl srtch cxperience in
a rvide variety of plofcssional ancl busincss fiel.ls. Counselors in
public employment o{frces werc a cornparativcly young group of work-
ers, hov'cvor; threc.-fi{ths of them lr-ete undcr 35 ycars of agc, rvhile
all but 1 of thc 25 public-school counselors rl'crc 35 yca,rs or over-. The
prcvious work experience of counsclors in public employment oflices,
although equally varied, hacl thcrefore covcrc<l a consicierably shorter
period of time than had tire experience of school plnccment rvorkers.

Supcrvisors placed particular cmphasis on professional experience in
placement l'ork ol in related fields like pcrsonncl managcment' and
vocational guidance as a valutrble background for positions on their
counseling staffs. In somc public employment offices this type of pro-
fessional experience n as consiclcrccl an acceptable substitute for col-
lcgc training. \{ore than half of the 60 counselors in the offices vis-
ited had had such experience, having hcld positions as placcment
workers with other employmcnb agencies, as training supervisors and
personncl worlicrs in department storcs and industrial establishmcnts,
and as yocational counselors in public-school systems. Some appoint-
ing authoritics also considered teaching experience a desirable prereq-
uisite to counscling in thc placcment office; approximat,ely onc-half of
the counsclors in public-school olliccs and a somewh.at srnaller propor-

tion of those in public employment offices reported this type of
experience.

hi addition to this professional cxpericnce alrnost all of the 60 coun-
selors had acquired practical knowledge of occupations and industrial
processes based on actual experience in work not directly related to
counseling and placement. They had hel<l positions in the fields of

.---,,-J-
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business management,, engineering, and labor-law administration' and

had donc variJus kinds of sales, clerical, and factory work'

Nlo.t appointing authorit,ies considered t}re personality of tlre corrn-

selor to n. t"tty as important to his success as his training antl ex-

p"ri"""" trveit wlterc merit systems goYerned the appointment of

ir"* ,ton members almost all supervisors were permitted some degree

of choice in selecting frottr among candidates whose training and

experience rnet prescrillccl stantlards, those n'hose personalities and

i'ierests serr-erl fest to c*ralify them for work rvith ju'ior applicants.

Salaries

In vierv of the fact that the backgrounds of the counselors in the'

offices visitecl were similar in many respects, the difierence in the

;;i;; scrrlcs maintained by the two types.of offices visited was striking.

School sniaries were' on the whole, much higher than salaries in public

employment oilices. of the 35 counselors in the 8 public emplo5rment

offi"". 'r-i-.it"tl, only 4, all of whom were in supervisory positions' re-

ported salaries of 6z,SOO or more a year' whereas salaries on this level

ivere reported by 1g of the 25 counselors in the 4 school offices. of

the 7 school counselors who received less than $2,500 a year' 5 wcre

p"ia f""- lund. allocated to school offices by Federal agcncies' but

all received $1,500 or more a' year' By contrast' 3 counselot's irr public

"-ploy-"nt 
offices were paid less than- $1,500 a year'3

This difference in .alary scales may be due in part to thc lact tliat

most of the school offices visitecl t 'ere operating in large ttrbun centers

$,herc snlarl- lcvels terrcl to be higher thtrn,in snull conrtnunitics sttcli i is

*.e.e servetl 51. scvt,rul of the pirblic emplovmerlt o{ficcs visitetl. Ti 's

fact  by no t l te tns r icc( ] r r r r ts  fu .  t l te  ent i re d iscrepr i l lc \ '  in  sr i l r r r l 'sc i t lcs,

Iroo,erler. l ivcn i. cit ics o{ cotrparrrble size, srtlrtries i '  the school

offices visitecl outrankecl those irr public enrplo't-tttclrt serviccs' The
-*,*rff i". 

reportcd by (luestionnaire for corrnselors in puhlic.school 8nd puhlic emplot'rneDt oll lces

t h r o u g h o r r t t h e c o o n t l y . s h o w e . l t h e " s a m e c o n t l a s t s d i d S a l 8 r i e s i n t h € 1 2 o f i i c e s l i s i t e d ' T h c y r e r e r e -

lrortccl for B total ol 226 counselors as fcllows:

Annual salarY

Totn l  - - -

l,ess than $1,n00
$1.500 and less than $2,000

$2,000 and less  than $2 '500. - - - - - - - - - -

$2,500 and less than $3'0C0-------

$3,000 rnd less than $3'500-------

$3 ,500 or  more , - - -

212235' -40--g

Corrnselors
in pnblic

employmcnt
offlces

Counselors
in public-

school oflices

62

6

Provided by the Maternal and Child Health Library, Georgetown University



-'-q\ ,'!Em&"i.;::

/C'-

t24 J UNTOR PI,.{,C-E XII]NT

diflercnce in salary scales may be at least partly exprained by the
fact that a largc proportion of courselors in pirbric"en,pio.,r,''u,-,t offices
t]1! 

"o--u 
to their jobs during the depression years wrren there *,as littre

difficulty in obtaining well-qualifiecl rvorlters at comparativel5, lorv
salaries. tr'ive-sixths of them had bee. appointecl within 5 years of the
tirne their offices were visited ir 1937 orif o,r.lv 1938, u.hiie orrry orr"-
half of the public-school counselors had servetr for so brief a period.

In-Serviere Training

whatever the experience :rn<l trai'i'g of counserors when they are
appoi'ted to the staff of the placernent service, some plan of training
for their new work is necessary. Newly appoiritecl counselors need
information not only about their cluties as pracement, workers ancl
about tho procedures and policies of the office with which they have
bccorne associated but about the schools and other agencies i' trre
community trs rvell. Particularly in public employmer"rt offices it is
necessary for counselors to have an u'derstancling aiso of the fu'ctions
a'd i'terrelatioriships of the various divisions or tn" oflice ser'i,g
other types of applicants.

only in Nerv York city, tlie largest praceme.t service visited, did
newly appoi.tecl cou'selors ptrrt icipate i '  an organizecl in-service
training program. Else*-he.e there *.as comparatively little 'eed for
formal training procetlures si 'ce cotr'selirg staffs *.erc corisiderably
smaller and new appoi'tme^ts rrere 'rntle J i ' freclue.t i.tervals. rn
most ofiices visited, therefore, the program of the piacement office was
explained informally to new staff members, and the instruction which
eactr received rvas adapted to his background oftraini'g and experience,
to his particular responsibilities as a member of the sltrfi of the piace_
ment service, &nd, at least to some exte't, to the amount of tirne that
his supervisor and his corvorkers foun<l available for this irrstruction.

rrrespective of the m&nner i' rvrrich trai'i'g p'ogranls were con-
ducted, there was similarity in their co.te.t u.tl i' tlc practice work
they provided. The usual plocerlurc wiLS to hrrve trai'ecs obser'e
other staff rnembcrs at rvorli r*ri grurlr'illy, .'der supervisio', to
have them take over the sar'e clutios. Lr rna'y of the smaller offices
this constituted the backbone of the i.struction given to counselors
after their appointment. ofte'it included not only the registration
of applica'ts and the filli'g of employers' orclers but tt e .o"li"itotion
of job opc'ings. rn sorne p'blic e'iployrnent offices it included obser-
vation, of the work done in divisions placing other types of applicants
lts weII.

The amount of time devoted to irds process variecl from a very few
<lays in some services to at least a month in New york city, wrrere
trai'ees spent time i' each of several branch offices of the ciiy place-
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rnent service, w-orking under the direction of junior- and adult-place-
ment workers who served as training supervisors.

Observation and practice work were supplemented by frequent
conferences with supervisors to afford the new staff members aI)
opportunity to discuss the general policies and procedures follol'ecl,
the development ancl the function of the placement service as a lvhole,
and the school-atteridance aricl childlabor regulatioris affecting the
work of the office. In Nerv York City, rvhere tlierc rvcre r,rsually
several trainees receiving instructiorr at txre time, rnany of tliese
discussions took the form of group rneetings.

Supervisors in several of the ofiices visited also rnarie rri t'I}ort to
provide time for new staff rnembers to nake contacts u'ith crrtlrloyers
and with other agencies irr their communities. In the District o1
Oolumbia particular emphasis was placed on visits to ernplol.crs irr
order that new counselors might obtain occr,rpational informatiorr arrrl
thus acquire familiarity with business and industrial con<litions irr tlrc
city. Neu.ly appointed counselors in this and in other ofliccs tlso
visited and observed the work of schools and other agerrt'ies u'itlr
which their work blought them in contact. Thus sorne of the cotttr-
selors in New York City spent a part of their in-scrvice training periotl

lvorking in the offices of the Junior Consultation Service, to rvhicir
many junior applicants were referred by the public ernployruerrt
service for special counseling.

While most of these training attd informational prograrns \r'ere
designed expressly for nerv employees they u'ere not alu'ays confirretl
entirely to this group. In the District of Columbia all counselors attt l
adult interviervers on the staff of the ernployment center wele prlr-

ticipating in an in-serl'ice training prograrn at the tirne that ofiice rvns
visited. Begun during 1936, the course of training was intencled for'
new employees only, but in its initial preserrtation it was extendecl to
all staff rnembers. In a series of group discussions held once a u-ecli,
tlir.ision supervisors reviewed the functions of the various divisions o{
the employment center, problems related to the coordintrtion of tht'

work of those divisions, and the development and philosophv of the
public employment service in the District of Columbia ancl in tlre

countrl '  at large. As the course progressed, a summary o{ eac}r tolrit '
presented was prepared in rnirneographed form ts an aitl to c,lttss tl is-
cussion. In this way each staff member assembletl a body of rttatt 'r ' ir i l

that served as & manuai of ofl ice procedure and policy. IIr rir lt l i t i ,rn

to these discussions, guest speakers, tnany of u'horn *-ete ltelsottttcl
workers, addrossed selected groups of staff tnetnbet's olt ecollolrric rt lr(l

industrial ploblems relating to ernployment.

Provided by the Maternal and Child Health Library, Georgetown University



J4'--

126 JUNIOR PI,AC]I ] IENT

This rvas the only organized training program in which all place-
ment staff members w-ere participating at the time the 12 offices were
visited. In almost all the other offices, ho$-eyer, stafi conferences
rvere heltl at regular intervals, counselors were encouraged to take time
to attend occasionn,l corr'entions and training institutes, and they
rvere kept informcd of nerv p*blications and university extension
courses related to tlreir rvork. N{ost supervisors with whomthe matter
was discussecl considered it essential that there be co'tinued training
of staff rnembers after their appoint,ment ancl exehange of information
among all staff members in order to keep the program of the entire
placement organization coorclinated u"a op..oiing i., the most
effectjve manner possible.
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THE PUBLIC-SCHOOL SYSTEM AND THB PUtsLIC
EMPLOYMENT OFFICE IN A PROGRAM

OF JUNIOR PLACBMENT

As it has become more and more difficult during the past feu. years
for young persons to find suitable employment, attention has become
focused on the need for a program of guidance that n-ill heip t,he
young worker find his proper place in oceupational l i fe, and there has
been a great increase in the number of ofi ices providing specialized
placement services for junior applicants. t lhief arnong the agcncies
responsible for the development of t lr is rvork have been public-school
systems, public cmployrnent selvices, rnd the National Youth Admin-
istration. The tlr.o forrner types of agencies hitherto have been con-
cerned primaril5' u'ith somervirat different phases of thc occupational
adjustment of youth-the schools rvith the education and the voca-
tional preparation of J.oung persons, the public employment office
rvith the placenrent of u'orkers in business and industry. Particularly
drrring recent )rears the pressing need of young persons for assistance
in finding suitable employment has been bringing together more and
more closely the functions of these two agencies. A placcment service
for youns job seekers operated by either one of them finds that, by
making use of the resources of the other, it can Ereatlv impror-e the
qual i ty of  i ts  service.

'fhe nccorrnt u-hich this report gives of the junior'-placement pro-
gl'alns of public-school systems and public empioyment services o{fers
aburrdtrnt er-idence of the interdependence of these two agencies.
Experience in junior-placement work snggcsts that the developrnent
of  a cooytcrtr t i r -e le l l t ionslr ip l rctu cor)  I ) l rb l i r ' -sr ' l rool  sr-st ,cms and publ ic
emplovntent services nritv rvcll trc of frrr rlrot'o significa,r'rce in & success-
ful placettteltt prograln than ('r.n any &nswer to the much-discussed
question u-lrether one agency mav be in a more advantageous position
than thc other to rrndertake iunior-placement work. Given the same
high qtralit;- of personnol--and this presupposes the financial resourccs
necess{iry to rnaintain adequate salary standards and a sta{I large
enough to meet the needs of all young persons who may rccluirc rrs-
sistance in linding rvork through the placernent office-a junior-plnce-
ment program sponsored either bv the public-schooi system or by t[e
public employment serr.ice has the basic equipnrent for efTectir.e rvork.
But such a, progt'am fails to reach its full effectir-eness if undertaken
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one of them rvithout the cooperation and assistance of the

The school placerne't office has much to gain from the knowredgeof employment opportunities and trends thafis acquired by a Nation-*-ide public employment system, froln ur. fool.d erperience in junior_placement procedures ar" dev.ioped uy p"uri. employment officesthroughout the country, a'd fro-m thu" rti.raardizatio" ir, .uportingrnet'ods that a national orgnnizatio. ;J; f,ossible.In commrrnitit.s irr.utic-h jrrrrior. prr,..rrr*rrt i. do.e not by theschools but b1',the prrirl i ., uttrlr lor'r ' ,,rrt.u.ti.u, the schools can be ofassistance to trre prrbric . 'rpioyr,ent ofl ice by explaining to pupilswithdra*-i'g atrtl 
.g*rd.ati'g'fr'.ir' th; ;;iltJ'tt,u facilities a'ailabrethrough tlre llrbli. ernlrloyrfrent center. The junior division of tliepublio .r'yrlo.yr.errt ccr.te. c&rr grcrr,tly ir'prove trre quality of itsservice by rnaltir lg trse of the recorcls oi o"hi."emcrrt and abil ity thatthe schools ilrrr.r' have assenrbled on oppri.,or.t. o.ra by obtai'ing therecol'nrercllrtio.s. of teachers, pr.i'cipot., orrj-rro.utional counselors.Thrrs tlre Prrblic-school s;.stem ar,.r tlie prrblic employment o{ficeare i' a lrositio' to mnke a valuable contriuuriu' to a prograrn ofjunior placement. Trre intercrrange of ,urrt.u, and informationbetween these trvo agencies rnakes possibre a j unior_placement programthat is based on the guidance progrtrm of trre scirools and ihat, bymaking use of t'he knorvledee *n,t 

"*p".i.n."-or 
the ad.lt-placer'enta,gency, helps tlic young applicant to become orie'tetl i" tf*-*.rkingworld tl iat he is enter.ir lg.
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SUMMARY

The function of a specialized junior-placement service is to counsel
inexperienccd yourlg pr,rsons in search of employment and to help
them find jobs suited to their interests and abilities. The nature of
the plact'tttent problun for such junior applicarrts differs from t[e
placement problem of adults chiefly because young applicants have
little if any occupational experience that can serve as a guitle to types
of work they are fitted for and interested in and arc therefore under a
serious handicap in getting a job.

'Ihis study deals with junior-placement services conductecl uncler
the auspices of public employrncnt serrvices and of public-school
systems in which the progratn was sufficiently specialized to require
the full-t irne services of at lenst one junior-placcrnent workcr. It
touches upon the extent of such progra,ms in operation in the Unitetl
States during all or part of the year 1936 and studies rrloro closely thcr
work done by o selected number of junior-placement offices in 1g37.
Junior-placcment programs of the type with which this study is
cr(tl'lct'rttcd wcre reported to the Children's Burcau to hlver bgt'rr
operating in only 66 cit ies in 1936, notwithstanding the expansiol irr
this field of service irr recent years.r Two-thircls of thesc t itics lurri 1,
population of 100,000 or over; even so, young job scckers \\:ere o{Icretl
such specialized assistunce in placernent in less than half the cit ies of
this size in the country. NIuch nrore rarely did employment oflices
and school systems in cities smaller than this offt'r' the s&rne kincl of
assistance to junior applicants.

The major part of this report is concerned with the problems nret
by counselors in junior-placernent work and the ways irr which coul-
selors have dealt w.ith them in the 12 offices visited during the course
of the study. The following sunlm&ry reviews briefly the methods
and procedures found effective in serving the young applicant group
in tlie offices visited.

The rnost characteristic feature of junior-placement proceclure is
the intervierv betrveen applicant and counselor in which the applicant's
job interests ancl qualifications are discussed and evaluated. This
interview initiates the process of registration with the placement office
and in it the counselor seeks information about the applicant whir.h is
needed later in order to make a good selection for an opening fronr
alnong all applicants registered. The interview, which is concllctecl
with as much privacy as possible, inclndes a discussion of the appli-

t The results of a later stlrvey of the extent to which junior counseling and placement services had been
developed within public employment cf,0ces are given in appendix A, p. 133. 
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cant's school experience, previous jobs, and interests, the kinds of work
available in the comrnunity for which the applicant may be qualified,
and perhaps also his health and his hobbies.

This interview and subsequent ones, in addition to serving the needs
oT registering and m_aintaining the registration of an app"licant, are
the means of coun-'eling the young percon who neecls rr"rp i" under-
standing his ou'n interests and abilities, who needs information on
oceupations and work likely to be available in the community, ancl
who needs assistance in making vocational plans for himself that are
in line with his abilities and with emplo5rment opportunities.

-In serving as guidance as well as placement workers, junior coun_
selors do not ahr-ays haye the time and resollrces necessary to render
the intensive g*idanee assistance that is needed bv some applicants.
A ferv large jrrnior officcs found it pos-qible to give specialized'consulta-
tion services t. a liniitcd 'n'rber of applicants rvho presented difficult
problems i. vocational planning or who seemed especially dificult to
place. r. -sorne offices-such ser'ices operated o. port of tfie flacementorganizatio', and in others the services of outside agencies were avail-
able to the placement office.

rt is often desirable^ for both registration and counsering purposes
to supplement the information obtained through the inte"rviervs by
using records on the applicant's abilities and background and by
consulting other agencies that have worhecl with him. counselors
frequently co'sultecl scores of psychological and other tests. severar
of the j.nior o{fices visited in the .or".u of this study had arjailable
testing serr-ices under the supervision of a trained psychorogist, and
were, thereforc, able to use tests to meas're aptitudes and ibilities.
other junior offices confined their testing programs to tests for pro-
ficiency in typing and stenography. Murry--"ou.selors found the
r:l-9ol records of applicants useful in helping them under"t"na tnu
abilities, interests, and personarities of young applica,nts. other
records .sed by some offices were proof oi og", 

"-proy.. 
references

rvhen certain types of jobs were under consicleraiion, and hearth
records if available.

rn addition to obtaining as much information as possible regarding
an applicant's qualifications for pla,cement, it is esscntial'itrat arecord-keeping system be maintained that makes s'ch inforrnation
o' an applicant available in the office i' rvritte' form and that also
makes it, possible to locate quickly the record of any applicani both
according to his name and according to his qualifications.

In most of the junior-piaccmcni- ofiice. o-i.it.,l, junior-placement
counselors nct only handlcd the rcgistration ancl corrl.eliog of young
applicants but also referred applicants to emproyers requ"esiing theserrrices of the placement office. This arrangement of work was found
in all public-school offices visited and in rnost of those operatine
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\\-ithin public employment centers. A few of the junior services oper-
ating as units in public employment centers, however, spccialized in
the registration and counseling of junior applicants only, placement
being made by units handling placement of adult applicants also.

In order to find job opportunities for its young registrants, junior
offices find it necessary to determine rvhich employers in the com-
munity have employment opportunities for relatively inexperienced
young persons and to intcrcst them in utilizing voung applicants.
X{ost junior counselors thertfore spend a certain amount of time at
regular intcrr.als visiting employers' places of busincss. Through
thcsc visits counselrls lcnrn thc hincls of jobs that are available in an
cstablishment anrl the tr-pt's of applit 'ants prcfcrrcd b1- the employer.
This brcligrouncl, in adtl it ir,xr to iacil i tating phcenrcnt, hclps counsel-
ors givc young applicants counseling assistance that is gearcti to
act,ual job opportunities in the community.

The selcction of a worker for referral to an employer in r('sponsc to
an ordcr calls for careful judgmcnt by the counselor of thc kintl of
worker that will be satisfactory to the employer and also of tlit' rlurrli-
fications of the applicant and of his probable interest in the job. At
the time of referring an applicant to a job junior-placement counsol-
ors do morc than is usually donc by placement offices for adult appli-
cants in preparing thc selectcd applicant for his interview with the
employer. Thc junior counsclor discusses with the candidate the kind
of rvork thc employer offcrs and the type of questions the employcr is
likcly to ask him, gives advice on how to dress for and how to conduct
himself in a br.rsiness interr-iew, and generally encourages him for thc
tnomcntous undcrtaliing of applying for what may be his first job.

The assistance of a wcll-functioning junior office to a, young appli-
cant docs not cease rr.ith placcmcnt. Nlany junior offices arrange their
office hours to aliorv a period outside of usual working hours rvhen

)-oung u'orhcrs rviio havc been placed on jobs can conyeniently call
for follor'-up consultation. Junior counselors have found that after
the applicant has bet'n on a job for scveral weeks it is advantageous to
discnss his probierns of rdjustment to the job, his interest and satis-
faction in the job, anrl the possible nced for further training or a shift
in jobs. Con-*rrltation rvith the emplover as to his satisfaction with the
placernent is also part of the follorv-up procedure, but it is secondary
in importa,nce to follorv-up through the applicant.

Throughout junior-placement, u'ork emphasis is placed on the indi-
vidual and his needs and interests. This stress on service to the indi-
r-iclual entails constant rcvision and refinement in junior-placement
office procedures, modification in ways of dealing with special groups
of appiicants, and a brancing out of activities in a r.ariety of wavs.

Man_t junior-placement offices also give certain -"ervices that are of
benefit to 5'outh by rerrdering assistance to other youth-serr ing
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agoncics. rn some offices considerable rvork is done in helping voc'-
tio'al schools to set up vocational-trai^i'g programs adaptei to irclus-
t'ial needs and employment opportunities in the commurritv. serr-ices
relating to vocational guidance also are extended to schoois and othcr
agencies. In addition, many junior-placement offices kcep in close
touch with the work of agencies enforcing childlabor nnd oiher labor
laws and with officials issuing employment certi{icates. Most of the
offices visited made it a policy to refrain from pracing yo.ng appli-
cants on jobs offering conditions and u.ages belou. an established lelel
of acceptability, a.d some reportecl tti the proper authorities condi-
tions in violation of legal labor standnrrls that carne to their attention.

Throughout the field of jurior-pllce.re.t activities the ability of
the junior-placement counselol hinrself is the liey to the effcctiveness
of the serr.ice that the oflice rentlels to junior applicants. rt is there-
fore of vital irnportance in the development ancl exparrsion of junior-
placement services to develop and rnaintain personnel stanclards at
a professional level both as to c$ralifications ancl as to salary levels.
In the oflices irrcluded in this survey the position of junior clurr*clo,
was generally recognizecl as calling for special qualificrrtions in person-
ality, training, and experience, and the counselors, in the oflices
visited, both those in school s1-stems and those in public employmcnt
centers, were generally rvell prepared for the u'ork; but salaries, es-
pecially in the public employmerit officcs, rvere often at such lo*.
levels as to endnnger serio'sly the future tleveloprnert of ju'ior-
pla,cerne.t serr-ice at a desirerl high level of perfomra,lice. Firrther-
more, t l ie full rell izatiorr of the possibil i t ies in junior-placement
serr-ice calls for provision of a stall large enough to hanclle tire volune
of ''vork pressirg to be rlone. Quality of service is seriously sacrificerl
when efforts to give some service to all conlel.s res.lt in insufficient
time for courseli'g and for contact with employers ancl community
agencies.

Special j'nior-placement services in this co*ntry have developed in
response to a special need. Good social planning demands that
community resources for the irnmature and inexperiencecl applicant
for work be different from those for the adult out of a jol. The
junior-placement office is dealing witrr immature youths and with
their developing indiyidual abilities and personality characteristics.
The junior-placement counselor, thro'gh the vocaiio'al counselins
and placenent assistance he gives the yo'ng applicant, can make I
yital contribution to the solutio. of the probl",,t. tlie young job
seeker encounters and can help hirn 1incr a field of work tirat will be
satisfyi'g. By increasing that chance of fincling satisfaction in worli,
the junior-cmployment office has an unequaled opportunity to con-
tlibutc to the social usefulness of the inclividual and to ihe social
progress of thc community and of the State.
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APPENDIX A

Junior-Placement and Counseling Services Within public
Employment Offices, 1937-39

At the close of 1936, when ttris survey was undertaken, public cm-
ployment offices throughout the country with the assistance of the
National Youth Administration were in a period of expansion in
their special programs for junior applicants. A questionnaire survey
made in the fall of 1939 by the Employmcnt Scrvice Division of
the Bureau of Employmt'ut Security (formerly the United States
Employrnent Service) shows that during the 3 ycar.s after 1g86 the
number of special programs for junior applicarrts in public enl-
ployment offices, similar to those cliscussed in the prescnt stucly, had
more than tripled. On Octobor 1, 1939, there were 177 cit ics irr which
public employment services had on their staffs counsc'lors giving full
time to u'ork with junior applicants. Of this nurnber, 160 were citir.s
of the size covered by the Children's Bureau study; that is, cit ies1vit|
a populat ion of  10,000 and over;11 u 'ere c i t ies wi th a populat ion of
I t ' ss  than 10 ,000.

Dtrr ing tht '  l tast  3 ycars nrrulv ptrbl ic t ,nr1l lo1'nrcnt of l ice.s have been
tloveloping a somervhat different type of spccial servico for j l1ior
appl ictrnts i r t  adcl i t ion to t l tcscr fu l l - t inre junior-counsel i r rg arr , i  l r l , rc, , -
ment services. Particularly in small comnrunitics, u-lrt,r ' t '  thc rrtrnrJlt,r
of junior registrants does not justify the appointnrtrrt of spt,cial strrl i '
members to give their entire time to that group, public cnrploynrt'rrt
ma,negers have been assigning one of their regular intervicwers to giyg
a part of his time to worh with juniors and to handle the registratiel
of all applicants in this age group. trighty-seven of these part-ti.ie
programs were in cities of the size discussed in the prcsent slrvey; 23
were in cities rvith a population of less than 10,000.

The following table gives detailed information about the clistribution
of these full- and part-time junior-counselirrg and placcrnent serviccs
as of  October 1,  1939.

Junior-counsetins and ptacem"i:rrinrrii;: 
f;,lf.utr,'lrfr!a, 

nuhtic employment o.ffices, by

Cit ics with counseling and placenient services

Size of ci ty

I
_  

177_1  100 .0

z {  I  4 r .8
i6  I  43 .0
l f i  I  9 .0
t r  

I  
6 .2

1 1 0

2
13
42
t'1

1 0 0 . 0

1 . 8
39. r
38. 2
20.9

"r";';;ll,iil'":iilitTslTi#ssii,'$""P*.1..tl5i,[1;i,iJJiu;ll'!ndi*JfJ;$,:jl1.;,s:ere 
pubric-schoor
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APPENDIX B
List of Selected Readings on Junior placement

-\rrrwsoN, ReyrroNr C., OmNcn,rxrz, Loursn C., and Donrrxc,
BoN: Public Bmployment ser'ice in the united states. public
Administration Service. Chicngo, 193g.

BnNrlny, Jrnous H.: The Adjustment Servicel a report of an experi_
ment in adult guidarrce. American Association for Adult Educa_
tion. New York, 1g35.

Cur,nnnr, Jenri X'. and Slrrrn, Hnr,px R.: Co'nseling young Workers.
Vocational Sen'ice for Juniors. New york, 1g3g.

Frrcu' JouN A.: vocational Guidance in Action. columbia uni-
versity Pr.ess, New york, lg3b.

INrrnNarroNer, LeBon ornrcp: probrems of vocational Guidance.
Geneva, 1g3b.

occuparroNs-the vocational Guidance Magazine. published
monthly from octobcr to June by the Nationafoccupational con-
fercnce, Ncrv York.

uwrruo Sr-a.re-s llrrp'orrrorvr spnvrcn: A counseling program for
Public Emplovnrer-rt Offices. St. Louis, 1g3g.

\trrnrrp Hol:s'r Cosrrnrxcr ox Csrr,o Hoer,rH .Lxo pnorocrroN,
1930. subcornmittee on yocational Guidance: vocationar Guid-
31"9. Century Co. (norv D. A. Appleton_Century Co.), New
York, 1932.
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