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DEFINITIONS OF PERSONNEL MANAGEMENT



PERSONNEL MANAGEMENT

(An extract from the leaflet "Personnel Management"
issued by the Institute of Personnel Managerent,
London, 1944).

"Therc have been numerous attempts to define
personnel management, but in 1939 a lead was given by the
International Labour Office based on the findings of an
Advisory Committee on Managcment, Porsonnel management was
then defined as: ot

"that clement of management which 1s responsible
for advising genorally on all questions affecting industrial
rclaticns within en undertaking and in particular perfcrms
adrinlistrative duties relating to the employment, conditions
of work and well-~being of the cmployces of the undertgking. -

Tho Ihstitute's definition of Personnel Management

"Personnel management is that part of the management
functicn which is primarily concerncd with the human rolation—
ships within an organisation, Its objective 18 the
naintenance of those relationships on a basls which, by
conslderation of the well~belng of the individual, enablos all
thnsc engaged in the undertaking to make thelr naxioun
pordonal .contribution to the effective working of that -
undertaking.

' In particular, personnel managecment 1s concerned
with: :

Methods of recruitment, selection, training and education
and the proper employment of personnel; N
Terms of employment, mecthods and standards of
remuncration, working conditions, amenitices and employee
gervices;

The maintenance and cffective use of the facilities for
Joint consultaticn between cmployers and employees and
between thelr roprcsentativos, and of recognisecd proceduros
for the settlement of disputes.

Personnel Officers are those perscns speclally
qualified by tralning and experiénce to advise on the
formation of personnel policy, to secure understanding and
apprlication of that policy at all levels of the opganisation
and to bc rosponsible for tho appropriato cxecutive dutics
arising from their function."

@ International Lebour Revicw, December, 1939,



SECTION ONE

INTRODUCTION

a) The gcope of the thesis,
b) Sources of information and reference.
cg Notes on terminology.

d) The socilal scientist in industry:



A, The Scope of the Thesgis: .

Apart from the few trained personnel managers
in the Cape Peninsula, there seems to be much différenee
of opinion among industrialists generally regarding thé
necessity for personnel management, its status.and its
functions.» Thelsﬁrvey which forms the main part of
this thesis was undertakeﬁ in an attempt to find out if l
personnei management was widely accepted in the Peninsula
and how.the functions undertaken by Personnel Managers |
here compared to those undertaken by similar officials
overseas, Also, it wés hbped to find out if
industrialists were willing to accept social science
éraduates as‘possible employees in this branch of
management, and whether or not the thcoretical training
they rcceived was thought to bc adequate or desirable
for such work. |
' There has been no attempt to undertake
detalled discussion of the concepts and functions of

e

personnel management as acceptcd overseas, Thoré are
already many excellent texts, both British agd Américah,
which do this; many 6f thesc are listed in tho
Bibliography at the cnd of the thesis.

It was realised that personnel management in
’the Cape Pcnihsula should bc considered as it is set in
the whole field of personnel managgmcnt in South Africé,

but some limitation of thc work was necessary. Also,

"developments here have varied both in oxfeht and in speed
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and what 1s truc of the Peninsula is not necessarily

truc of the Union as a whole, No survey of personnel

management in the Union has yet been undertaken, although

one Personnel Manager is hoping to publish at a later

date a "Manual of Personnel Managcment for South Africa."
Questions to which it was hoped that the

-gurvey would provide an answer included:

1. Was a pcrsonncl manager nccessary at any stage of
devclopment of any industry? Or only at a ccrtaln
cmployee figure?

2, Did industrialists regard a social sclence Qr'othor
degrcec as cssential or desirable for personnel work,
or would they regquirc some other special training -

or did thcy consider any spceial training
unneccssary?

3. - What was thc gencral opinion as to the status of
personnel managemcnt or the Personnel Manager?

4, If a Personnel Manager was cmployed, d4id he carry
out all those functions gencrally agreced to bclong
to him? (Scc discussion in the scetion on method
in the survey). .

5. If no Personnol Manager or Official was employcd,
who was responsible for those functions gcecnerally
allocated to such an official?

6. Where a personal interview was possible - what was
the opinion of the officlal intcrvicwed as to the
future demand for employecs in this type of work?
Did he regard a social scicnce degree as
particularly good thcoretical training in
prcparation for personncl work?

7. How much gencral knowledgec was therc of the
requircments of the social scicnce degrec - how
much knowledge of overscas training programmcs
for pcrsonncl management? ‘

It is hopcd that the complete thesis will be
of intercst to social scicnce students and to
Industrialists generally, =2nd also that it may have
som¢ valuc to those individuals and organisations
undertaking training for personnel managecment in Cape

Town and clscwhcre,

B, Sources of information and reference:

The material used in the preparation of the

thesis is drawn from the Questionnaires completed in the -



3

Main survey and frbm the-intorviews conducted:during
the Short survey. |

References for the thesis werc obtained from
the library of the National Dcvelopment Foundation and
from the Informaﬁion Bullctins and Handbooks issued by
this organisation; from the Jagger Library and the
Hiddingh Hall.Library of - the University of Cape Town,
and from thc United Statcs Information Library, also
héusod at Hiddingh Hall; other refercnces werc obtained
from the collcction of books and pamphlets on porsonnoi
management and labour relations made available to me by
Dr. Sheila van der Horst. In addition'l used many
Journals and pamphlets (the majority of which wore
1ssucd by the British Instituto'of Personnel Managcment)
and other books on personncl managémont from my own

collegtion.

C. Notes on Terminonlogy:

Usec is made in the thesis of cortaln terms
which may have slightly differcent meanings for various
peoplea. For the sake of clarity'thé following notes
on thesec tcrms are given.

1. Personnel management: it is sometimes thce practicc

to divide pcrsonncl work into two elasscs - industrial
personnel work, and staff managoment 1in rotail_
distribution and commefcial undertakings; for the
purposecs of this thesis personncl managemént is taken
to includec both thcse categories, unless otherwise
stated, |

Exception is sometimes taken to the term
"management" in pcrsonncl affeirs, but this is generally
only thc case when the perscn concerned 1s thinking

morc in the old terms of "bossing" labour. Today, the



definition of menagement in any ~ne of its branches
is more likely to be in terms similar to those quoted
below:

"(For the purposes of this article) Management
is defined as:  The art and science of getting people
to co-opergte willingly in carrying out somc Joint
activity to mutual bencfit with the least expenditure
of human.cffort.'

2. Personncl policies: refercnce is mede in the thesis

to pergcnncel policies. It was found during the survey

\
the term, The fcllowing quotation from an article by
Paul and Faith Pigors decfines the term in the sense in
which 1t is uscd in thc thesis:

"The torm ' 'policy" is often confused with
"rulc", "established practice", "procedurc", "precedent"
not only in speech, unfortunately, but in action, But

"policy" unlike the common misnomers for it, has certain
uniquc implications. It alonec implics scopc for
discrction, iniative, and the devclopment of judgcment
In deciding what ought to be dcone in specific situations
« + o When we refer to a policy we mean a guide in making
dccisions e o« o In order to be adequate as such a gulde

pOPS“nnul policy should include the followling featurcs;

1) It affirms, for the company as a whole,
~a long~rangc purpose for personnel relations, At best,
such purposes are derived from well thought out principles
of psychology, socioclogy and ethies, Thus they reflect
but do not specifically state, mature soclal principles
(or ideals) in human relations,

2) It commits managemont representatives at
all lcvels to reaffirm and re-enforce this purpose in
thelr daily decisions and behaviour,

3) It indicates the scope loft for dilscretion
when the long-term purpose is intcrpreted in a variety
of specific situ%tions and over a2 period of time.'

3. Peprsonnel managument and profesgional gtatus: thereo

was no completé agreement on the status of personnel
manageincnt 2mong industrialists in the Cape Pcninsula,
and in this rcspecet they were similar to many other
industrislists overscas - there has been much discussion

on the subject 2and the final word has not yet bceen said.

4 England, E.C.G. "How to be a Manager."
The Manager, dJune, 1953.

¥ Pigors, Paul and Faith, "Whco should make Personncl
Policics?" Personnel, November, 1950




4. Hunan Relations in Industry: refcerence is nade in

the thesis tc this wider field cf personncl rolatibns,
and it may be holpful to include the follewing dlscussion
taken from the rcview of an article by F.J.Roethlisberger:

_ "Fiprst, what does the term (Human Relations)
include? To the growing boldy of Jata that is resulting
from the study of concrcte sltuations of human belngs
at work in organiscd humen ~ctivity, to thc pdint of view
and methods characteristic of such study, and to the
results obtalned therefrom beoth in terms of more cxplicit
skills and of better theorctical formulation for adjusting
to and administering change, I give thc name of human
rclations, Somc of the problems with which it is
conccrned are: (1) general problems of communication and
understeanding between individuals and groups, and between
groups under diffcrent condlitions and varylng relation-
ships, (2) general problems cof securing action and
co-operation under different conditicns 2nd in varying
formal organisations, and (3) gcneral problems of main-
taining individual and organisaticnal ecquilibrium
through change. Its mnethods both from the point of view
of research 2nd taking action 2re clinical and dlagnostic,
Its methods of instruction arc the prcblem case and
clinical cxpecricncc. It locks at its data from the
point of view of growing and ecvolving soclal systems.

Second, 1is 1t a scicnco? Depcending on our
understanding of the things te which scicnece refers, our
answer can vary. Human rclations is certainly not a
sciecnce as we think of the norec cxact scicnces in the
sense of a body of techniques or 2 bedy of definltive
knowledge about men at work containcd in well articulated
theories, laws and principles, Certainly it is too
youny for that, Perhaps it will never attain that
stature.  Howeover, it 1s a "seciencce" in the following
songcss (1) It has a method and a uscful point of
rcference for looking at a particulor class of phenonena
in order to scek for uscful uniformitics among the facts
in that class of phocncmcna. (2) It can ask simple and
clear questions in order to direct its obscrvations.

{3) It can scck for thosec clustcrs of things which
recurrently tcnd to appear together in ecxpericnce - like
a "syndromc" in medicine, a clinical cntity (c.z. the
neasles) which people who have a intultive familiarity
with the facts in a2 given areca lcarn to rccognisec.

(4) It can dcvelep simple "theories" -~nd "hypotheses"
which it has derived from its obscrvations in order to
seck for necw obscrvations and illuminate practicc.

Third, has it principles? Werds being what
they are, perhaps many will be shocked to learn that
human relations has no "principles"; in medern science
prineiples, like all the othcr holics - theories,
generalisations and so on - are subordinate to facts.
Principles arc mercly uscful ways »f synthesizing facts,
of picturing focts, of sumnarizing facts and theories,

# Rocthlisberger, F.J, "Human Relations - Rare, Medium
or Well-done?" Harvard Business Revlew,
January, 1948, Reviewed in Psychology
at Work, Vol, 1, No.,2 -~ May, 1948,
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a particular part to play in the evolution of management
~ the soclal scientist saw industry from a different
angle to that of the manager, the supervisor or the
worker in industry - he saw industry from the outside
and saw 1t "whole".
| Later writers emphasised the importance of the
contribution of the social sclentist in the promotion
of bettervrelations between management and workers,
Since the latter half of the 1930's a school of.Industrial
Sociology'has grown up in the United States, and much
literature is decvoted to.the gocial structure of the
factory and of industry. Discussion of "the factory as
a soclal system", "symbols of status", "segmentation of
the structure", "patterns of interaction", "formal
organisations" and similar matters usc tcrms familiar to
the soclal science student - these particular divisions
arc used by Burleigh Gardner in "Humen Rola£ions in
Industry" published by Richard Irwin in Chicago, 1945.

Wilbert Moore, writing in his book on
"Industrial Rclations and the Social Order" (Macmillan,
New York, 1951) says .in thc Preface; |

"Since the publication of the first edition of
this book in 1946, industrial sociology has gained a
sccure place in many college curricula and in the
company of professionsl sociologists, The intervening
years have been marked not only by a wide acceptance of
the speciality but 2lso by the correlative development
of recsearch and theory."

Speaking of the devclopment of this branch
of sociology, =2nd of the particular task of the
gocliologist, Moore says;

"In previous thinking aboutvindustrial
organisation it has been customary to consider the
factory, shop or mine as a big machine with human cogs.

When something went wrong with these complicated social
machincs, it was often dismissed as being due to human

@ see Hunt, E.E. "Scientific Managcment since Taylor,"
McGraw-Hill, New York, 1924.

/




SECTION TWO

HISTO R ICAL BACKGROUND

a) Early devclopnents. :

b) Personnel Management in Great Brltain.
¢) Personnel Management in America.

d) Variations in development.

e) Personnel Management in South Africa.
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A, Eaprly Developments:

Whilst the sociologist studies personnel
management as a part of the larger plcture of industry
In society, the industrialist in the Cape Peninsula is
generally more concerned with personnel management only
a8 1t affects his particular undertaking - if he is
interested in the subject at éll. The reaction of many
industrialists 1h the Peninsula when 1t is mentioned 1s
to:qubstion its worth, or 1ts position as a separate
- branch of managemoﬁt - a branch which has developed to
the stage wherc-it has recelved regognition elsewhere as
a service or profession for which careful theoretical and
practical training is neccssary. Part of this reluctance
to accept per;onnel management may be due to the faof that
little 1s known of earlier devclopments overscas, and of
\the studies and resesrch behind those concepts and
techniqﬁes which are accepted in Britain, America =and
clscwherc. ‘
It may be of intorest to both the industrialist
and the social scicnce student who has not studied in
dotall this particular facet of menagoment, 1f a brief
outline of the development of personnel management 1s'
included here.  The cssence of the ocutline could woll
bc given in a list of names - Taylor, Fayol, Myers,
Pigors, Mayo, Roethlisberger, Northcott and othcrs,
- But, it is probably of greater interest to those who

have not made a detalled study of the work of these
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invostigators.into sciontific’managoment and its
components, tovtraco the graduai growth of interest

in the different aspects of the subject, and to learn
of the great progress made in this field cf study within
the last fifty years.

The social science graduate will not look for
the "beginning" or "end" of a movement or of any group
gituation, for he hés been trained to recognise that
few, if any, situations "begin" or "end" -~ they emerge
from, or are cause by, other situations, and they may
continue and develop along different lines'or, in them-

4

éelves, form the nucleus of another situation. Often
personnel managcment is said to have “begun" with the
Industrial vaolution, but this 1s over-simplification
and, whilst convenient to start from this point, it must
hchr be forgotten that the Industrial Revolution 1tsélf
and the tensions and problems which arosc frbm it, were
all affcected by humen relationships which existed long
before, There have always bcen' labour problems of some -
kind, and the lord of the manor who thought that Joe
Smith should bring in more grain this year, while Joe
himself was convinced that not another ear céuid be
produced on that ground, is not so very far removed
from the personnel manager of today who must dcal with
the human problems arising out of a nced fop more
out-put, The social sclencc graduate 1s trained to
sce éll the factors in any onec situation, but the
Industrialist may forget, or may not recalise, that the
.8ituations which cxist in his particulaf undertaking
are not isolated from other factors outside tho factory
or cffice.

If then we consider pcrsonnel management as it
has developed over the last fifty ycars, wc should not

\

losec sight of the fact that this is no "beginning" of
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lecture given at the Jubilee Meeting of the Société
de 1'Industric Mindrale in 1908, In the preface to his
work on "Industrial and Genoral Administration" (translated
from the French for the Intornationsal Menagement Institute
by J.A.Goubrough and published for the Institute by
Pitman and Sons, London, 1930) he says;
"I have tried to get a falrly accurate idea of
the system of orgesnisation called the Taylor system,
about which there has .been a good deal of discussion
during the last few years . . . 1t scems to me that 1its
main characteristic ie what Taylor himself callsg
"seientific or functional organisation" which he has
described at some length in one of his latest works , . .
the systcm of orgenisation depends on the following ideas:
~a) the need for a Staff to help shop managers and
forecmen . . . the foreman has attached to him various
specialiste who relieve him of the nccessity of being
thoroughly competont in cach special subject, and who
release him from constant interruptions, which would take
up too much of his time; this is the work of the Staff,"
.~ Whilst 1t might be of interest and help to
study fully dcveclopments on 2 world-widec scalc, references
for Britain and America arec the most readily available,
and they also reflect the position in other countrics at
a similap time; developments in the two countries
mentioned did not proceced on exactly similar lines or at
a similar rate, nor is there yet any comparative history
of pcrsonncl management in both countries, Conditions
and developments-in Britain and America are therefore

discussed briefly and separately in the following pages.

B. Personnel Managemént in Great Britain:

The Institutc of Labour Managemcnt in London
published in 1944 a bocklet which consisted of two
articles_by L.Urwick and E.F,L.Brech, both from the
geries of articles on "Pioneeré of Scicntific Management"
first published in "Industry Illustrated" in the same
year. The booklet was called "The Human Factor in
Management" and covered developments in Britain during

the period 1795 - 1943. In the Foreword the authors
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wrotc as follows;

"To thosec who have beern cngaged in, or olosely
allied with industry in the course of the present war,
one of the most interesting contemporary developments
has been the emergence of personnel management as an
accepted feature of industrial policy and practice . . o
In part this development may be seen as a natural
recurrence of the expericncc of the last war. But it is
also something more. Seen in the sctting of its social
environment, it represcnts yet another advance in a long
story of progress, a furthor stage in a contlinuous
evolutionary process,"

Speaking of the early years of development
in industry, and perticularly of the period after 1795,

the nuthors say;

"™le have as yet comparatively little know #ge
of thc standards and methods of management during the
varicus phases of the industrial revclution, It has *
boen possible to deal with only a few firms about which
spceific data have been preserved, and it scems reasonable
to regard those cagcs as instancoes of excoptionally ghod
managecment o . o they stand out as unusually enlightened
employers, with a strong scnse of gocial responsibility
and an awarcness of its relation to effective management,
What was the morc common attltude of their contemporaries
1s scen only too clearly from the social and economic
historics of the times . , . In thelr approach to
peraonnel managoment 2nd the genoral qucstion of the human
factor in emploxmont Boulton and Watt were chiefly
concerned with pr%ctical" questions such as selection amd
training of workers, establishing systematic bases for
wages and bonus calculations, specialisation of effort

end the like. The principal "welfare" provision was the
sickness bonefit eschome known a8 tho Insurance Society,"

The authors then trace developments in Britain
over the follcwing years, one of the first land-marks
in the story of personncl management boing the passing
of the Factories Act of 1833. This wa2g confined
primarily to tho textilc industries and its application
restrictced to young ﬁeoplo. Lator, control was expanded
to cther industriecs by\means of the Factories Act
Extecnsion Act of 1867. The "modern" phase of factory
legislation is regarded as dating from the Factories Act
of 1878.

Tracing thc cmergenee of the Trados Unlons the
authors say;

"The middle deecades of the nincteenth century

were the epoch of rugged individualism, In economics,
the ascendant doctrine was the hard unmitigated laissep-
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Taire of Adam Smith, Malthus and Ricardo - "labour" was
just a factor in production, . . . That it was housed in
a human body and impelled by a human soul was no more
than an accldental factor which had no bearing on its
utilization. To men imbued with this outlook, Factory
Acts and Regulations were an obnoxious restriction , . .
and any suggestions of improving welfare or workling
conditions could only be met by refusal because they'did
not pay" . . . In the textile trades, and increasingly

in the other tredes after 1860, minimum standards in
certain directions were imposed by law, and it was only
natural that employccs should seek thelr own methods

both of securing the establishment of minima in matters
not subject to leglslation, and of pressing for advances
where the legal minimum appecared to be susceptible to
improvement, This made inevitable the devclopment of
Trade Unions, and in turn of Employcrs' organisations.
They, in their turn, equally inevitably, developed the
"bargaining" proccdure and the atmosphcre of collective
negotiation between orgenised antagonists, the "old
diplomacy", which has come down to the 1940's as the
traditional framework of British industry. Trade Unions
were in existonce as early as 1824, but these earlier
unions were of a type approximating to a social reform
loaguc. . + About the middle of the century the type
began to change and there arose the coraft union of a
limitod scopc « . . By the end of the period (1833 -~
1878) the Trade Unions had become powecrful bodies in the
structure of the country's industry. Supvported by the
spceclal legislation of 1871 -~ 75, they could claim to be -
with the Employers' organisations which almost everywhere
3prsng up as8 a corollary - an esscntial part of the
mechanism for the dcvelopment and maintenance of the
conditions of cmployment in the trades they covered, . .
In.this situation, pecrsonnel management could be nothing
morc than a bonc between two dogs « . « Through the dust
of oonflliect, 1t was impossible to sec personnel management
clearly as an essential function inhcrent in the very
naturc of effective management, a 'sinc qua non'."

Devclopment in industry in the period 1876 -
1921 is rovicwed, and mention is made of the emcrgence
of the "welfarec worker" concept, wherec the evils of . .
industry were regarded as incvitéble, but could be off-
set by public-minded citizcns who might "do good" to
their less fortunste brethron, However, thcre werc
also the few individurls who regorded the well-being of
thelr employees as an 1mportant part of thelr poliey.
Progress by such firms was steady, 2and the "germ" of
personnel administraticn was growing. Text books
written in the period arcund 1900 were beginning to
stress the impertance of proper selection and training
of cmployeces, and the necessity for good relations

between eaployer ani employce, Edward Cadbury ( of
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Cadbury Brothors, Ltd,, Bournville) wrote a study of the
firm's mcthods at thie time, pointing out that the ideals .
expressed thoréin had been conceived by his predecessors .
more than fifty ycars ago. He included in his book
discussion of the selection of cmployces, cducation and
health and safety, and recrcative and social institdtiohs.

It is gencrally stated in both British and
American tékts, that the two World Wars were rosponsibio
for great advances in manggenmont techniquces, The-
authors of the bocklet now under discussicn consider that
the Great War (1914 - 1918) roally “put personncl manage-'
nent on the nep" of British industry; they distinguish
threc phases in the process. The first was the
ostablishment in 1915 of a conmittee to‘enquibe into the
health of nunition workoré; the sccond was the establish-
ment in 1916 of the Industrial Welfare Department of the
Ministry of Muniticns, under the dlrecticn of Mr, B,S.
Rowntrec, - This department had the task of "infusing
inﬁo war production factories of gome understanﬂing of
thovpcrsonnol and welfare aspects of managcment."  The
third w2 jor phase was the Report of ﬁhc Whitley Committee
in 1917, conccrned with the special problems entalled
in relsationships between enployors and cmplcoyees, and
an effort to attack these in a way less antagonistic
than was the casc beforc.

Although the period of the Great War and the
industriasl eprisis of 1921 m;ght have been expected to
imbrovo Industrial relatiocnships in Britain, this was
not the easc and, in spite of the work of such bodles
a8 the Natlonal Instituto of Industrial Psychology |
(founded 1n 1921), the Tndustrial Welfafo Soclety (founded
in 1918), the Institute of Labour Management (founded in
1913) and tbe Institute of Personncl Management (alsé

founded in 1913), 1ndustry gencrally did not leayrn from



17

these léssons. The interest in personnel management
certainly continued and increased, particularly in the
period up to 1940, but this was not in itself any
indication of similar progress in the practice'of’
personnel management in 1nduétry. The Second World
War, however, again focussed attention on just those
matters which had\beén so important in the Groat War,
| énd'rapid developments took place, The Factory
Inspectorate was taken over by the Ministry of Labour
and Nationai"Servide, and its functions were widened,
Orders werc issucd providing for the compulsory appoint-
ment of personnel or welfare officers wherc necessary,
for medical supervision and for cantcens, In mid-1941
the Ministry, with the advice and co-opcration of the
Institute of Labour Managemcnt and other bodies, set up
a training programmc for "personnel managers and welfarc
.shpervisors" éonsisting.of a special three~month course
of study and praticai training, |

In addition to the developments brought about
by the exigencies of the Sccond World War, personnel
management in Britain owes much to the work of individuals,
and to certain professional bodiecs cstablished to promote
the cause of good management in its many phasecs, |
including all those listed on page 16, In addition,
there was cstablishcd in 1947 the British Institute of
Managemcnt, which is concerned with collecting information
about managcment practices and procedure, and making this
generally availablc, promoting schemes of training for
management, and cestablishing the professional'status of
mandgement; Severai of the Institutes already mentioned
now co-operate with the Institute of'Management in its
work, whilstxretaining their indcpendent status and
continuing work in their own particular branch of

management studies,

~
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into association with the British Instlitute of Management,
in order to ensurc unity of action in the.msnagement field
and aveld any'overlappihg~of;activitiss; at the same time
the Institutelretainod its indcpendent status.

| To the work of the Institute must be attributed
much of the growth of personnel managemont functions which
has taken place in the last 10 years. Discussing the
chenges in the status of the personnel officer.in Britain
since 1939, Annc Crichton writes;

"Before the last war there was no outsid
pressure to enforcc any uniformity of approach to
personnel problems, and variations. in practice were wide,
developing in individual undertakings according to thelr
traditions, Then, between 1943 and 1945, the Institute
 published its definition, of personnel management and a
gerics of broadsheets on various aspects of the personnel
fungtion which havc becn dGScribed 28 the creed and gospels
of personnel managers,

Thesc 1deas, famlliar perhaps to the majority of
ostablishod personnel officcrs and to some of thelr
cmployers, had not previously been exprossed in a fcom
which could be the foundation of a campalgh of preashing
to the unconverted, and a basis for uniting tho separzte
devclopments, Since 1943 they have becomc widely
accepted, and the occupationel group of personnel officers
has grown from 1,800 in 1939 to over 5,000 in 1950, (This
figurc 18 ba2sed on a very approximate estimate made in
1950 by the Personnel Management Branch of the Ministry
.of Labour and National Service. There 1s reason to
belicve that the quoted figure is, 1f anything, an under-
.ecstimate),’

The Institute's definition of personncl
management, mentioned above, 18 to be found at the
beginning of the thesis; traiﬁihg for personnsl mana “ement
offored by tho Institutc 1s dlscusscd in detail in the

section on the social sclence greduate, -

Brief as it is, it 18 hoped that this revicw of
progress in Britaein shows how personnel management h=s

emergcd over the years as a separate branch of managei.ent,

@ Crichton, Anne, "Changes in the status of the
: Personnecl Officer sincc 1939."
Journal of the Institute of Pecrsorncl

Managoment XXX1V, 322, December, 1952
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_and how those individuals and organisations interestcd
in the dovelopment of this field of management are both
continuing the work in Britain and maintalning contacts

overseas,

C. Personnel Management in Ameriea{

In America the emphasls has been rather
differently placed; and developments there have moved in
other directions and emphasised varying techniques.‘ It
is dlfficult to trace a hlstorical pilcture of the |
evolutlon of the personnel phase of management from'tne
welter of material available. It scems that the whole
field of human relations in industry has assumed more
importance today than that particular section of
Jmanagement reSponsibilltios usually considered under the
heading of personncl management.l‘

N Earlyrstudies in scientific management are
regarded as beginninngith Taylor, (see page 12). Prior
to the Great War many firms had a Personnel Manager: but
fow had developed ' personnel policy, or an employee
relations policy as_itvwas sometimes called. The: labour
troublee of the Great War were largely responsible for
crystallising personncl policies and advancing the
_development'of personnel management generally, In. this
development, the pcrsonnel manager emerged from his
position as a "buffer" between labour and menagement to
undertake wider duties. These included training
superV1sors to handle grievances 'on-tho"floor." | Often,
‘instead of a Personnol Director or Manager sitting in an
loffico detached from the production area, personnel men
‘dispensed with regular offices and spent the whole day
jintthejproductionfdepartments; making their_"office"

wherover there was need for consultation or advice,
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The central porsonncl office became merely a records
office. In one firm it was found that Union and
allied mattors took up so much.of the Personnel Ménager*s
time that he had insufficient time to glve to employees'
‘queries and gfievances. Hence, a number of "Personnel
Advisors" were appointed and "scattered" through the
plant - ecach depqrtment'(employing“about 750 men) then
had an advisor on the spot who could sottlc, with |
‘superviesors or employecs, any difficulty immcdiatoly it
arose, ffﬁhis 'open" personncl work is often found in
many of the indugtrial organisations in America, and has
doveioped from earlier studies and cxperiments in the
field, |

Early texts avallable on personnel management
cover much thc same ficld 88 that sct out in Bbitain;
Tead and Mctealf writing on "Personnel Administration”
in 1920 (published by MecGraw Hill, New York) discuss
the field of personnecl administration as covering the
’Departmont ltself, Employment Methods, Health and Safety,
Education and Training, Rescarch, Rewards, Co-ordination
and Joint Reclations.

Wyiting in 1928, F.E.Woakley considers tho
neccssity of a personncl department and the dutios of
Employee Supcrvision, Instruction Supervision, Health
Supcrvigion, Personal Service Supervisipn and the
Supervision of Allied Activities (mutual benefit societies,
savings, loans and other stmilar matters)., | |

Perhaps.tho"following extract from Urwlick and
Brech best sums‘up the position in America at this time,'
(1920 - 1940): . |

"In the meantime parallel developments were

$ Weakley, F.E. "Applied Pcrsonnel Procecdure,"
McGraw Hill, New ¥York, 1923,

X Urwlck and Brech. "The Human Factor in Management ,"
Institute of Labour Managecment, London,
1914.
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taking placo in America, On the research side the
progress mede was morec repid and the front of advancement
wider., _ Much the same was also true of application, in
so far as much larger numbers of firms took up personnel
management actively and did so on a morc intensive scale
than many of the English concerns. Although a good deal
of the American thought and practice became available in
published form, i% did not influence the British outlook
on the human factor in management to any marked degree,
or modify in any way the specifically British character
of the movement on this side of the Atlantiec ., « o In
one direction, however, currents were beilng generated in
the United States which are likely to have a profound
influence on industrial organsiation throughout the
world . . . They are not so much spccific contributions
to the function of personnel managment as now concelved
a8 an indication of a new attitude to all management,
They present a vision of the executive process as
including & personncl factor that is its vital force."

Thesc developments include the work of Mary
Follett, who emphasised 1n her work that the human
factors must be rocognisod by management, and integrated
with production methods and managcment into a functional
whole,

At about the same time (1924) the Westcrn
Elcectric Company began thc now famous series of studies
at their Hawthorne plant, These studies were undertaken
in collaboration with the Harvard School of Business
~Administration, and were the direct causec of much later
regearch into the human factor in production. The
experiments have been discussed atvlength in the works
of Elton Mayo, whose emphasis on the human relations side
of managerent has had such a profound effect on !
personnel work and practices in America, The actual
experiments made at the Hawthorne plant are aiso‘discussed
in detail, and in their implic=tions for management, by
F.J.Roethlisberger (sec his "Managecment and Moralc"
Harvard University Press, 1943; and "Management and the
Worker" by Roethlisberger and Dickson, Harvard University
Press, 1943).

Much of the rescarch and writings on personnel
administration in America has concentrated dn the various

problems connected with Trades Unions and labour disputes,
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Agpeements‘in-America are often signed covering not a
whele industry but only relations between a Trade Union
and one particular company. Legislation is complicated
and lengthy and of particular interest only in America,
But much has been written of genebal interest to Personnel
Managers in Britain and South Afriea, 1nc1uding work by
such familiar namos as Gilbreth( who was particularly
concerncd with Time and Motion.Study); Hathaway, Thompson,
Myers, Pigors and many othors.

Regarding Institutcs or similar bodies devoted
-to the study and encouragement of personnel menagement
in Amefica, there are ﬁany.. Possibiy one of the best
~khown is the American Management Aégociation, generally
known as'A;M.A.;'this Association is composcd of members
from almost every type of industry in America and it is
espcoially concerned with making available the intor- |
change of managémont informationland experience, Its
~ sorvices include confercnccs, information and research
'dopartments-and a large library. There are seven
. divisions of the Assoclation, cach wovering a. particular
part of the Management field ~ Personnel, Office -
Management, Production, Marketing, Packaging, Financc and
Insurance, Each of thcse divisions 1s headed by a
vice-president of the Assoclation, who is an expert in
his own particular field, Each division holds 1ts own
mecetings and.conducts 1ts activitics as an autonomous
unit. Three ﬁublications are issued - "The Management
Review" (monthly), "Personnel" (bi-monthly), and
"Business Condltions and Forecasts" (monthly), (This
infOrmation ié taken from a review of the work of the
Association contained in the book "Personncl Relations -
their application in a democraéy" by J.E.Walters, andv
published by the Ronald Pross Company of New York, 1945).

Another well-known organisation 1s the Society
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for Personnel Adminisﬁration, Washington., Thie Socliety
‘was formed in 1937 by personnel administrators and
‘personnel technicians from the public services and from
rrivate industry. The following details of the aims -
and work of the Society are taken from the pamphlet
'"The Human Elcment in Personﬁel'Management" by Lawrcnce
Appley, 1ssued by the Society in 1941,

"The objectives of the Soclety are:
To promote and encourage the study, development and use
of improved methods and higher standards in personnel
research and administretion,
To encourage fundamental and systematic training for
personnel research and administration,
To foster and deveclop interest in establishing and
malntaining comprehensive programs of personnel
administration for the purposec of bettecring the conditions-
and relations of employecs in thelr occupations, and
increcasing the effectiveness of administration,
* To provide a forum for the exchange of thought and a
medium for the collection, publicatlion, and distribution
of information relatlng to personnel rcscarch and
qdministration. _

In working towards its objectives, the Soclety

- conducts conferences and meetings and sponsors study and
discussion groups in the fields of tralning, selection
and placecment, position classification, employee rclations
and other phases of personnel activity.

The Society publishes "Personnel Adminlstratlon
a monthly journal, and a series of pamphlets,"

, In addition to tho A M,A, and the Society for
Personnel Administration, therc are many other
Institutions_and_Sociéties devoted to studies and rescarch .
both in general managemcnt and personnel relations - they
include such bodies as the Soclety for the Advancemeﬁt of
Management, Poersonnecl Psychologj Incorporated, and many
speclal departments in the various Universities,

Speaking of education for business
administration in America, F.J.Tickner says:

. "In the United Stétes where the educational

gysten is different from ours, the relaticn between the
Universities and industry is different, and we find, by

way of contrast, that post-graduate courscs in business
administration have, for scme years, been a feature of

¢ Tickner, F.J. "Modern Staff Training."
University of London Press,London, 1952
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the activities of several of the Universities,  The
Institution which is best known in this country, offering
this kind of education, 18 the Harvard University

Graduate School of Business Administration, more generally
8poken of as the Harvard Business School , . . There are
post-gradusate schools of business administration associated
with the Wharton School of Finance and Commerce of the
University of Pennsylvania, at Michigan University and

at Stanford University . . . The Harvard School was
founded in 1908, and for admission . . . a student must
have at least a bachelors degree or its equivalent from

a recognised collegiate institution in the Unltcd States
or abroad. What is known as the case study mcthod of
instruction is -followed,"

In Britain therc is no similar training system
avallable, although the Institute of Personnel Management
in collaboration with the London School of Economics,
the Manchester College of Technology, the Royal Technical
College, and the West of Scotland Commercial College in
Glasgow, offers a course of training in personnel
management in two parts - the first is theorctical (sece
details in the section on the social science graduate),
‘and the second part consists of two months practical
training in a personnel department, In addition, various
government departments have arranged short tralning or
"refresher coursesg for personnel officers, being a direct
cutcome cf the urgent war-time need for tralned

supervisors and personnel officers.

.

D. Variations in Development in Britain and America:

In addition to the diffcrcnces in educétion
for personnel administration mentioned above, other
vapriations of'intérst have taken placc. Perhaps one of
the most widely divergent has been the building up of
joint consultation méthods in Britain as contrasted to
the collective bargaining methods developed in America.
One interesting comment on these different techniques
1s to be found in an article by the Amcrican ekpert

Helen Baker, writing in thc Jcournal of the Institute.
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of Personncl Managecment (London) after spending several
months in Britain making a spccial study of Jjeint

consultation; shc says:

"In discussing communications in industry with
an Englishwoman visiting the United Statces before I went
to England, I was a bit startled tc hear her say that
most company information programmes in Amcrica werc "sheer
propaganda, At the end of ny first week of visiting
plants in England, my feelings about jeint consultation
was that it was a new form of paternalism with many of
the characteristics of the employee representation plans
now outlawed in the United States,

There are elemonts of truth in both these
cursory appraisals, The weakness of such hasty judgements
is, however, the failure to rccognise the value of
different methods seeking the same cends, and a failure to
understand the factors in the diffcrent national situations
which encourage emphasis on one method in one country and
another in the other.  Four month's obscrvations of jJoint
committecs in England did not make me an enthusiastic
advocatc of such plans, It did, however, give mc a
fuller apprcciation of the conditions in Great Britain
which created the need for and gave greater emphasis to
joint consultation in the post-war years, and influenced
‘1ts particular form, , . What British industry is
attempting to accomplish through Jjoint committecs, American
industry is seecking through printed and oral messages from
management to worker, clear transmission of orders and
information through line channels, with special cmpnasis
on foreman-worker understanding, and frequent informal
discussion with union reprecsentatives at various levels
with cmphasis on foreman-shop steward-worker relationships,
British industry is, of course, carrying on some of these
activities but does not often consider them as important
a8 joint committces in striving for greater worker-
management understanding and increased interest in the
common enterprisc . o .

Joint committees for management-worker
discussion were first widely adopted during World War 1.
in the form of employee representation plans in the
United States and of Whitley Councils in Britain, During
World War 11 both governments again gave official
encouragement to labour-management co-operstion, Since
the wapr developments have becn in opposite direcctions in
the two countries, Joint Committees havc had government,
management and union support in Britain. . . In the
United States (they) have almost vanished, . . Some of the
conditions accounting for thesc diversc trends are
historical, others are of more recent origin,"

Discussing factors which have had a negative
influence on the further development of Joint consultation
in the United States, Helen Baker considers that ono of

the strongest was the provision in the National Labour

# Baker, Helen. "Joint Consultation in England -

: an Amcrican's Comments." Journal of
the Instlitute of Personncl Managment,
XXX111, 314, March-April, 1951.
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Relations Act making it unfalir practice for any cmployer
"to dominatc or intorfere with the formation or adminis-
tration of any labour organisation or contribute
financial or other support to it."  This legislation set
thé pattebn for future negotiation on a unlon-management
beais, In Briﬁain, hoWévcr, the Ministry of Labour
éctively encouraged joint committeces and joint
‘c5nsu1£ation 1s lecgally provided for in nationzlised
industries. Tho necd for incroased productivity and the
growing chcerﬁ of ménagcment and govcrnment for improved
managemont—worker understanding have been the additional
factors influencing progress in joint consultation in
Britain, Continuing her dlgcussion of the different
developménts, Helen Baker says:

"In additiocn to these conditions of the national
econcmy. and collective bargaining, the political and
soclal atmosphere of Britain favours joint commlttees
rather than the more forthright management or more informel
union-management approach used in the United States to
gain cnployee interest and co-operation., . , For the
American company considcring the nced for greater emphasis
on matters of ccommon interest to managers and workers, the
"question ig whether to try Jeint commlttees or first to
strengthen management-employee relations through perfect-
ing methods now in use, My feeling is that American
industry 18 not likely to adopt a system of joint -
committees to any greater extent in the future than it has
in the past., . . Finally in America, both because of
-moncy-mindedness and because we can still afford it, more
cmphasis is put: on financial than on non-financial
incentives."

Briefly, the main differences in developnment
in Britain and Americae may be summed up as follows:

1, Although.initial interest in personnel and management
studies arose at about the samc time, Amerlica has done
mere in a shorter time to develop concepts and techniques,
and industry therc has becen more recady to try these new
methods, and to help in the evolution of further studies.

@ For a consideration of the effects of the National
Labour Relaticns Act and the Wagnoer Act on labour
relations in one particular industry, see the booklet
"A Generation of Industrial Peace" by Stuart Chase,
‘1ssucd by the Standard Cil Company of New Jersey;
*belng an account of 30 ycars of management-worker
relations. - Co. . ‘ : S o
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2. Whereas in Britain there is still emphasis on
Perscnnel Management and the Personnel Officer, with
certain dutics in a limited ficld, in.Ameprica the work

has widened and today studiecs in personnel affairs are

a part of the study of human relations in industry. _
There may be a Perscnnel Director or an Employcc Relations
Officer with a contral office, but he will move freely
within the production arca, or will havc ncmbers of his
staff who spend their time "on the floor", dealing with
problems as they arise, In addition, there may be a
special personnel records office, Personnel Relations
are secn in America as including everyone in industry

from the Directors to the humblest cnplmyee. In Britain
thc Personncl Manager is often the "buffer" between
labour and nﬂnagoncnt or he may undertake mcrely those
clerical duties entailed in kceping adequate pcrsonnel
records,

3. British literaturc in the monagecment field 1s not

80 great in quantity or so widely circulated as Ancrican
publications in the same ficld; There are one or two
standard works on personncl management in Britain, but

not so much on particular aspects or problems in any one
industry. In Amcrica therc arc many general texts

- and much has been published in additicn, both in book

- form and in the many scientific and industrial publications,
on particular aspeccts of personnel administration, or

on a topic of particular interest to onec industry.

4. Duc to dAifferences in industrial development in
Amecrica, therc is great emphasis on the particular problens
invelved in labour negotiations and relations between
labour and managenment, 2nd much time and paper has been
devoted to discussions of this particular aspect of
pergonnel administration,

5. Training available for perscnnel officers in Britain
is limited in availability and extent, the Institute of
Personnel Management offering one of the most comprchen-
sive courses, In America, training in personnecl
administration is widely available, particularly at post-
graduate level, There 18 morc use of the case study
-method, where students or tralneos are given actual work
situaticns to study or "act out" , a8 cpposed to the

more general lectures and discussions.

Commenting on the differences in personncl
nanagement concepts and pracfices in Britain and the
rest of the world, and discussing her world tour of
personnel or@anisations commleted in 1952,'Miss E.B.Sharp
(Deputy Dircctor of the Institute of Personnel’ Management)
says:

"I found 1t impossible to explain why there
were differences in personnel managenent concept and

# Sharp, E.B. "The returned traveller looks at the
Institute," Journal of the Institute
of Personnecl Management, XXX1V, 320,
Scptember, 1952.
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practice a8 botween other countries and ourselves without
underlining the contrasts in our respective social and
industrizl backgrounds, and I feel that we should keep
this fact-in mind when rccclving overscas visitors as so
many members do today.,  We 1must show them how our ideas
are based upon, for example, a system of collective
bargaining which still emphaslses the voluntary method;
upon an educated and responsible people with a long
historx of demccratic government and upon the welfare
state, - o

E, Pérsonnel Management in the Union of South Africaé

The maln develobment of personnel managcment
~concepts and techniques has taken placé.within tho last
tWonty years in South Africa, and the comment was made
often during thc short survey that,prégress in areas
'~ such as the Transvaalland the Eastern Cape Province had
been more rapid than in thc Cape Peninsula.(The South
© African Institute of Personncel Management was founded at
© a meetling of personnel and welfare officers in Port
Elizabeth - see the account of this organisaﬁion in the
scction on Study, Investigatibn and Research in South
Africa), So far therc has becen no general history or
review of personnel management in the Union Writtcn, |
although soveral Porsohnel Managers have mentioned- the
need for such 2 publication and expressed the hope that
somc rcview Qf develdpments may be written in the future.

It will be ncted from the detalls gliven in the
ghort survey that, whilst one or two firms have had
personncl departments or offlclals from their lneception,
gome as carly as 1930, the majority of the firms
vislted had established special personnel offices'or
engaged spcclal officlals only within the last five op
teﬁ years. The South African Institute of Personnel
Management was founded in 1945, and the National
Development Foundation of South Africa, which has been
responsglble for much of the increased interest in

personnel administration, began opcrations only in 1948,
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Henee any history of personnel managemoﬁt in South Africa
would bo relatively brief. Tho activitles of those
organisations concerned with ﬁhc study ahd investigation
of and recsecarch into personncl techniques and methods
arec discussed in section 5. |

>The personnel manager‘in Souﬁh Africa 1is
fortunate in one respect - that he can learn from other
countries who have been studying the subject for a
lengthier period - but the warning given by Miss Sharp
about the differences in soclal and economic background
and development applies here, not only by comparison
with other countries but also within the one country.
The furthey developmeht of personnol-managomént, or the
wider field of human relations in industry, will depend
largely on the amount of invostigation and study of the
particular and peculiar problems of South'African

personnel in industry.

This brief summary. does not pretend to be an
adequate survey of personnel management developments on
a world-wide gscale, It only outlines progress'in two
. countries and does not meéntion similar work in Europe,
Canada, Austrelia, New Zealand or India, Through the
publications of such bodies as the National Development
Foundation, the personnel menager in South Africa may
study developments in all.these countrics and add their
experience to his own. It will be some.time yet before
industrialists in this country generally recognise the
progressﬁmado in pefsbnnel administration o#erseas, and
a lengthier period must clapse before many recognise the
similarity of labour problems the world over, and learn

%rom thp experience of other countries,



SECTION THREE

THE SURVEYS

‘The main survey.

The results,

Summary of the main survey.
Comments from the firms,
. The shoprt survey, )
Interview procedure,

The interviews,

Summayy of the short survey,
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A, The Main Survey:

With .the initial plan of the thesis I had

drawn up a list of some 16 firms, known to me‘thfough
my contacts with the Cape Town branch of the South African
Institute 6f Personnel Management, as having a Personnel ‘
or Staff Manager. This list was augmented after
discussion with the Régional Manager of the National
Development Foundatioﬁ; Mr, W;Taylor, and finally showed
34 firms known to have, or reputed to have, some form of
personncl organisation. This 1list, ﬂogethep with the
outline of the whole thesis, was submitted to Professor
Batson. After discussion it was égreod that the list of
34 firms was inadcquate if a represcntative ricturc Qf
personnel management in the Cape Peninsula was to be
obtained - a number of 100 firms belng suggested aé a
more desirable figurec, The Capec Ghamber of Industrics
and thc Cape Chamber of Commorce'wcbo mentioned as the
most suitable sourcc of further names for investigation,
and i1t was arranged that these bodies should be approached
and asked to co-operate‘in the work, The short list of
34 firms was to be retained, but tfeagbd‘separately -
personal contact with the officials concerncd being casy.

| The Chamber of Industries and the Chamber of
Commerce willingly supplied copies of their Membership
‘Lists. These werc examined and certain firms deleted
' immediatoiy - those outside the Cape Peninsula area, and

these already included on the short list, In addition,
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this work, As part of the aim of this present survey
was to find out how far overseas standards wepre reccognised
or acccpted, a much lower filgure was taken, and an -
approach considered ﬁo’firms employing far less than 250),

| With both Membership Lists tabulated (as shown
on the previous page), the next step was to draft the
prépdsed questionnaire, Obviously, the best way of
obtaining the information required would have been to
make personal visite to all the firms concerned, but,
in an initial survey of this typé, it was thought
sufficiént to obtain the replies by means of;a carefully
planned questionnalre, Should further work be possible
at & later date, then visits might be made to all those
firms who replied to:the questionnaire; in the meantime
it was-hopéd that all the information‘required could be
gathered from the completed forms recoivcd.

The questionnairo, then, must cover discussion

of the functions of personnel management, information
as to the status of the firm (branch or hoad office), and
dctails of any special personnel or staff organisation
“in existence. Where such a special department did not
cxist, it was hoped to obtain dctalls of responsibility
for the various functions and,'possibly, an opinion as to
thc status of personncl managemont, the training'doemed
necessary for any personnel official and/or his staff,
and_possibilities for future development in this field
of employment.,

In discussing ﬁhe functions of personnel
management, it was desirable to have some fairly simple
division, There have been many books on personnel ‘
management - a number arc listed in the bibliography
at the end of the thesis - and as meny differing lists
of functions, However, ail thesc references contain

the same broad goneral grouping, although they may differ
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American rofcrenccs generally give similar

divisions, gomctimes employing slightly different

terminology.

questionnaire was drawn up from a combination of the

The final 1list of functions used in the

various authorities, (The same order is kept throughout

the discussion of the returns later in this section, but

the sub-divisions are abbreviated when used in the

tabulations). Six main divisions were used, with a

number of sub-divis;ons as folloWS{

l'

Employmant Procedure:

Decide labour reguirements.

Interview applicants - engage, transfer, dismiss,
Introduce new labour to firm. :
Follow-up new labour,

Maintein employce precords.

Absecntecism ~ investigate and report.

Labour turnover records.

Job Rating and analysis.

. Legislation re¢, smployment,

Employment of apprentices.

Hours of work and overtime,

Grading of employees,

Progress reports for promotion,
Employec interviews and consultations
Liatson with government officials.

Wage Procedure:

Salary and wage procedure,
Increases.

Authorised deductions,
Queries and deductions,
Changes in indlvidual ratcs
Sick pay.

Bonus schemes.

Maintaining records,

Wage agreecments (under Actg).

Joint Consultation:

de

Liaison and consultation with unions,
Industrial agreements,

Works councils,

Staff councils or committees.
Interpretation of personnel policy to employees.
Workroom grievances.

Repregent firm on outside committees etc.,
Liaison between all employees and Top Management,

~

Welfarce, Health and Safety:

Provisions of Factories Act.

" Liaison with factory inspcoctors,

Accident prevention measures.

Safcty committcee.

Reporting safety hazards.

Hours of work, rest and meal brcaks,
Hecalth rccords. v

Mass X-~Ray.

ete.,
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4, Welfare, Health arid Safety:(continued).
Clinie.
First Alid training for employees.
Red Cross films and training. .
Medical examination of all employees:
- Initial examinatlion,
Further regular examinations,
Eyesight tests: '
Initial test,
- Further regular tests.
Home visiting,
Special provisions for convalescent WOrkers
Workmens' Compensation.
‘Medical Ald schemes - BEuropean,
Coloured,
Native.

5i_Education and Training:
Training for new labour.
Training for promotion,
Training for supervisors and foremen,
Training for apprentices.
Training under TWI sohemc.
General lectures (on firm's policies,
. production, etec.).

Notice boards.
Book of regulationg for ncw labour.
Works magzzine.

Sugzcation schemes.

Works broadcasts,

Library (for all omployecs?)

6. Employce Serviges:
Administration of canteen,
Administration of sports and soclal clubs.
Benevolcent funds.
Sick funds,
Pensions schemes,
Loans to employces.
Savings schemes,
Long service grants and presentations.
Outings.
Transport.

The questionnaire itself wag made up in five
gscetions: . 1
Section 1. Dealt with detalls of branches, whether firm
operated under an Industrial Council or a Wage Agreement,
(which would dictate certain compulsory provisions .
regarding welfare, hours of work and otherimatters - these
‘provisions are discussed later in thc thesis), and the
rcsponsibility for decisions on personnel policy.
Scotion 2. Dealt with numbers of cmployeos - dlvided
into three groups, belng those most commonly used in
industry and commerce, European, Coloured and Native,

‘These groups werc sub-divided into male and female and
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also into:

5taff - Including all officc staff and
cxecutives - normally paid monthly salaries.

Seles - Including Retail Salesmen and
Commercial Travecllers,

(These two classes being goncrally rcgarded a8 non-
productive labour).

Others - Including supervisors and foremen and
the labour force - or all prcductive labour.

Scetion 3. Dealt with the personnel organisation -
whether s specialfdepartment'or official, and the
responsibility for the functions listed on the previous
pages., In addition, information was sought as to the
'numbor of staff in the special department (if any) and
its official designation. o

Section 4. Dealt in dotail with the functiohs of personncl
monagement as already discussed, and asked for details
of the fuﬁctions‘actually carried oﬁt in cach firm, and
the responsibility for them,

Section 5, Asked for an opinion as to the neccessity for
a special personncl department or official, what training
‘was considered desirable for such an official and/qr his
staff, and whether personnel management could be classed
as a profession, (fhc question of future prospects in
this field of employement for soclal science graduates
was omitted from this-secﬁion, but it was planned to
include discussion of this point during the interviews
with the firms on the short list. As they alrcady had
some form of personnel organisation, they coﬁld be
expccted to give a better idea of future/demanQ.

A covering letter to accompany the questionnaire
was also drafted, outlining the purpose of the survéy,
and emphasising ﬁhat dny information - given would be
regarded aé strictly confidential, and no names of any

individual firm, or officlal in any firm, would be
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mentiéned, except for formal acknowledgement of help
received from all the firms concerned, A:list of all

the firme who were contacted during the two surveys will
be found at the end of tﬂe theslis, together with coples of
the complete questionnaire and the covering letter (see
Apvendicos two and threec). |

The draft questionnaire and letter being
approved, the tabulated Membership Lists (see page 32)
were examinéd. It was decided to use for the survey
those firms on thec Chamber of Industrics' list who employed
over 75 personnel, The division of members used by the
Chamber of Commerce gave no indication of the real size of
the firm ~« where it was stated that 50 Europcans werc
employed, no details of non-European labour were-givcﬁ.
The labour forcc could includo 500 non-Europeans or only
two or threec mcssengers. Also, many of the firms employing
ovor 50 European personnel were already included on the
Chambor of Industricd list - of the few who werc not, the
majority.were such firmg ae Accountants, Lawyers or
Wholesalers, who would be unlikely to employ personﬁel
officcys.

It was arranged that the questionnaire should
be despatched on 4th March, a remindocr letter (together
with an additional copy of the qQuestionnalre) to be sent
out on 25th March to all those firms who had not replicd
by thig date, a copy of this letter i also included at
Appepdix three, A second reminder was to bc made by
tclephone to all those firms who had not replied by 7th
April, tho closing date for the survey being 17th April;

Thesge dates were later amonded and the final dates were:

5th March - despatch of questionnaire,
26th March - despatch of rcminder lettoer.
8th April - telephone reminder,

18th April closing date for survey.
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A wall chart was drawn up covering all the
questionnairos‘despatched - the firms being allocated
code nunbers for case of referonce and to ensure that,
as far as possible, the confidential nature of the returns
would be maintained. An index card was made out fdr
each firm, giving all details, including a coded
refercnce to the nature of production or business,
Distinctive markings were devised for the ccmpleted
returns, indicating whether the questionnaire was filled
in or not. At the same time, a sceries of index cords
was drawn up for the firms on the short list - from this
point onwards all discussion of thé surveys will refer to

the main survey (postal, to 118 firms) and the short

survey (covering the original 34 firms). The index
cards for the short survey were given a serrated edge to
make iﬁentif;cation easlier. | |

Ag the returns in the main survey were recelved,
the wall chéart was marked with the date and the typ#s of
retﬁrn, a serial number was allocated, and all details
were entered on the index card. On the returned
questionnaire itself was entered the code number of the
firm, date of recelpt and serial number. The form Was
then filed to await the completion of the survey and the
oxamination of all returns. Some firms wrote or
telephoned offering to give the information if a visit
could be made in order to sort out certain difficulties,
All these offers were accepted, ard the visits made,

Whilst the rcturns in the main survey were
coming in, appointments were made for interviews with the
proper official at all thc firms on the short list.
‘Before the'visits'commencod, an interview summayy was
drawn up to cover the various points to bc discussed.
This summary was not intcnded to scrve as a dcfinite

intervicw proccdure, but merely as a reminder of all the
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matters to'be'covered, (2 copy of the summary is included
at Appendix threc). - A copy of the questionnaire used in
the main supvey was also taken to each interview and,
where possible, was completed, . Some officials preferred
to kecp to a general discussion of organisation in their
particular firm, others were quite willing to fill in all
thc details on the spot.

It was hoped in these interviews to obtain
fuller information as to the actual cstablishment of
personnel'or gstaff dopartments - the date started, staff
cmployed, qualifications of”staff, line of authority in
each firm, records kept, avellablility of Personnel
Mahagor to all employces, services offered to employees,
and opinions as to the training considered desirable or
necessary for prospective Personnel Officers or staff,
and the likely future demand for such staff, In
addition, it was hoped to find out.how many of the Staff
or Personnel menagers in the Cape Peninsula were aware
of the details of the curriculum for the sccial sclence
degrec, how many were conversant with overseas standards
In personnel training and how far they werc aware of,
and usod, facilities fop training outside the University,

A summary of the procedurc in both main and

short surveys will be found at Appendix three,

B, The Returns in the Main Survey:
- - = r‘w . - ——

“After the despatch of the questionnaire on

5th March, the first reply was received on 6th March,
and I read for the first time what was to be g constant
refrain throughout the main survey - "over-worked and

under-staffed.," A further refusal followed, but, on
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Tth March the first completed qucestionnaire wa.s received,
By 25th March, 22 replics had bcen reccived, made up as
follows:

13 ©Gomplcted questionnaires,

2 Refusalg,

2 Valid nil-returns. &

2 Replies promised.

3 Interviewe offered.

giving a total of 22 Peplies of all types, being a return

of 18.6% of the total survey - 96 replies gtill outstanding.

The reminder letter was dcspatched on 26th
March to the 96 firms who had not repliad,’ togother with
an additional copy of the questionnaire.

Replies received up to, and including, the
first pcst on 8th April (the date get for the telephone
reminder to those firms who had not then replied to the
reminder letter) wore méde up as follows:

Completed questionnaires.
Refusals,
Valid nil-returns.

Reply promised.
Interview offered,

H U0 Ut

giving a total of 19.preplies, representing a roturn of

19.8% of the outstanding 96 replies - 77 replies being

gtill outstanding. The complete return for the whole

supvey up %o and including the fipst post on 8th April

was then: Al replies - representing a perecntage of

34.7% of the total of 118 guestionnaircs despatched,

It 18 of intorest to note that these replies
follow closely a pattern pointed out 5& Professor Edward
Batson who, in the course of the many surveys and other
cnquirics undertaken for the University and other
authorities, observed that returns fell into a fairly

clear pattern - roplies rccelved in the 10 postal days

4

# Valid nil-returns rcprcsent those firms who advised
that they were either outside the Cape Peninsula
area, had only a small office staff in the area with
production units outside, or employed well under 75
personnel, '
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folloWing date of despatch represented.approximately

half of what might be expected to be the total return

" on the whole survey. Subsequent replies, received in

the 10 postal days following the despatch of any
reminder, would generally represent a similar percentage
of the 5utstanding replies, In the survey un@er
discussion therefore, the first return of 18,6% should

be followed by é similar percéntage of the outstanding'
returns, followlng the despatch of the reminder letter.
The replies actually received represéntcd a percentage of
19.8% of the remainder, thus agreeing to within 0.6%

with the above "pattern,”  However, the third scrics

of replies cannot be jJjudged in the samé way, as reminders
were made by teléphono, and the pattern 1is lost,

The Progress Chart overleaf sets out in detail
despatch of all quostionnaires,.dates of replies recelved
and typc of reply, datés of all réminders and total of
-all replies. |

The rominder telephone calls (77 in all, plus
~three to firms who had originally promised réturns, but
who had not yet sent these in) were made over a period of
two days - 8th and 9th Aprril, it being found impossible
to complete all the calls in one day as planned.

- It will be notéd from the Progess Chart and
from the Histogram of the returns that the number of
refusals increases groatly following the telephone
reminder, The recason is probably that, being asked
directly for a reply, there was no opportunity to "pend"
the return Oor pass on thevform to some other official for
attehtion, when it might be expected that, if a reply
was to be sent at all, deépatch would be delayed for
8 longer period, Faced with g request for the return of
. the questionnaire, many preferred to refuse at onée, gone

apologising at length, some more directly, some, I think,



5th March, 1953...

CHART,

PROGREGSS

PERSONNEL MANAGEMENT IN THE CAPE PENINSULA.

. «Questionnaire despatched to 118 Pirms as listed below...

“~

*ABLES AND DIAGRAMS:- NUMBER 3.

|

..5th Mar¢h, 1953,

== = == ; =
Code | _ M.26 A,8 Code | _ M.26 A.8 Code | _ M.26 A.8 || Code | _ M.26 A.8
no,of 1st.i1st.; 2nd.; 2nd.; 3rd.|no.of lst.i1lst.; 2nd.! 2nd... 3rd.; no.of 1st. 1st.: 2nd.!2nd.;|3rd.ino.of 1st.! 1st.: 2nd.;2nd.; 3rd.
Firm,; R Rtns.: Rem. Rtns. Rem.: Rtns.;PFirm, R Rtns.! Rem. Rtns.| Rem.| Rtns.! Pirm.; R Rtns.. Rem.: Rtns.| Rem.{Rtns. Firm.! R [Rtns.: Rem. |Rtns.|Rem. Ritns,
1 |8} M, 26 A.9 1424 | 31 T M.26, 4.1 61 _|B M. 26| M.30 91 M, 26 4.9 |
2 |B M.26 A.9 1A,14 | 32 M. 26 A.8 62 ¢l M.7 92 | ¢l M.11 A
3 M. 26 A.9 33 M. 26 A.8 63 M.26 A.9 93 M.26 A.9
4 M.26 A.9 34 | P M.26] A.8 [A,14 64 !B M. 26 A.9 |4.9 94 ' B M.26 A,9 {A.9
5 1¢ M. 26 A.8 |A,17 | 35 | B IM.260 A.4 65 . B M.26 A.4 95 M, 26 A.9 4.9
6 |Ci M,26 A8 | A9 | 36 iC M, 26 A.8 {A.14 | 66 | CiM.17 96 i B M.26 A.1
7 _IB M.26 A8 1 A.81 37 'B M.26 A.8 |A.8 | 67 M, 26 A.9 97 M.26 A.9
8 |B M.26 A.8 1 A8 | 38 M, 26 A.8 68 | B M. 26 A.9 |4.9 .| 98 B M.26} A.9 [A.14
9 |B M,26 A8 | A.8 | 39 M. 26 A.8 69 | B M. 26 A9 |A.9 | 99 |V M., 261 A.l
10 | Pl M.13 A.9 40 !¢ M, 26 A.8 | A9 70 | CiM.19 100 M.26 A.9
11 1 ¢ M,13 41 vl M.10 71 | B M. 26 A.9 4.9 1101 | C|M,18
12 ¢ M.26] A.l 42 | B M. 26 A.8 [ A.8 72 M.26 A.9 102 1 ¢ M.26 A.9 [A,18
13 | ¢ M. 26 A.8 | A9 | 43 B M.26 A.8 | A.8 73 1V M. 26 A.9 14.9 1103 iB M.26 A.8
14 1 M. 26 A.8 |A.10 | 44 M. 26 A.8 74 |V M.26 A.8 104 ' B M.26 A9 'A.9
15 1 ¢l M.10 45 M. 26 A.8 75 | B M.26 A.9 {4,9 [105 i¢C M.26 A.9 [A.13
16 | B M, 26 A8 1A16 | 46 1 C| M.14 76 | B M.26] A.2 106 | C M.26 A.9 lA.18 |
17 | M.26 A.8 47 | B M, 26 A.8  A.8 77 | Bl M.7 107 | B M.26 A9 A.17
18 1o M. 26 A.8 |A.13 | 48 M.26] 4.8 78 | I1M.13 108 | I| M.11
19 M.26 A.8 49 M.26] | | A,8 79 | B M.26 A.9 14,9 1109 | B M. 26 A.9 |A.9
20 |V M.26| M.30 50 M.26 4.8 80 | I|M.11 110 | V| M.24
21 M. 26 A.8 511 ¢ M.26] . A.81A.14 81 | B M.26/ A.1l 111 | ¢ M.26! A.2
22 M, 26 A.8 52 | B M.26 A.8 | A.8 82 | ¢liM.14 112 M, 26 A.9
23 |y M.261 M.31 53 | B M.26 A.8 A,17 . 83 | B M.26i A.l 113 | B M.26 A.9 A.9
24 | Y M.26| M,31 54 | B M.26 A.8 | A.B 84 @ M. 26 A.9 [4.15 1114 | B M.26 A.9 4.9
25 M.26 A.8 55 1 Ci M.11 N 85 |V M.26 A.8 4.8 1115 | C M, 26 A.9 1A.17
26 M.26 A.8 56 M.26] A.8 86 'V M.26! A.4 116 1 C. M.14
27 g M.25 A8 57 M,26 A.8 87 | ¢IM.11 117 | B M, 26 A.9 1A,14
28 M, 26 A.8 58 M,261 1 A.8 88 M, 26 A.9 118 | C M.26] A.1l
29 B M. 26 A.8 [A.14 | 59 M, 26 _i A.8 [ A,16 | 89 M., 26 4.9 |
30 M. 16 60 | B u.6 M 90 | B M,26, M.30
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irritated at the mere thought of filling in yet another
form, In every case, an effbft was made to explain the
aim of the survey, and to point out the importance of
information gained at first hand from the people most
concerned. | Some of the industrialists showed interest,
but’ the general feeling engendered by éll the calls was
that personnel management has not received wide recog-
nition in the Cape Peninsula, nor do industrialists

geem to feel that any good purpose.could be scrved by a
sclentific study of the matter. It may be of intercst
to summarisec the replies made by the 77 firms contacted:

1 Firm was included in the short survey, under a
different name,

1 " was no longer operating.
1 " was newly ostablished, and no phone number
could be traced. _
1 " had under 75 personnel.
14 " had not seen the questionnaire - in another

department, would look it up.
12 " were sending it off in another few days, or
would do their best to complete.
" eould not contact any responsible official,
nessage left,
" official concerned was away, or going eway
immediately - no reply p0551b1e.
" too busy, or understaffed - can't complete.
" would like extra copy - original mislaid,
or spoilt,
too many official forms. anyway - no reply.
information regarded by top management as
strictly confidential,
" will have a look at it.
" 1in waste-paper basket (and staying there).
nejority of personnel non-European, no point
in completing (no persuasion effective).

|
o

HON AR I O

Of the throo firme who had already promiscd to complete
the questionnaire - in one the official concerned was now
¢cn leave, in one the dircctor who could authorise the
sending out of such information was out-of ﬁown, and
in one they had been very busy - all threc promiscd to
try =nd complcte the form as soon as possible,

Every effort was made to persuade the reluctant
to fi1l in the questionnaire, cven if they felt that all
the 1nformation required could not be given " Some

officials, of course, refused in a manner obviating all

- B . L.
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appeal, It secmed that the telephone reminder did serve
to éncourage gome officials to complete the return, who
might otherwise not have done so, and scveral took the
opportunity to express thelr interest in personnel
management, even where their directors were not in
cbmpleté agreement with such concepts. Several said
that they thought such a sﬁrvey would be better undertaken
in several years time, as interest in the subject was
only just beginning to be widely}exﬁressed.

Among the difficulties encountefed in making
the calls - the greatestﬁas the long wait sometimes
necessary before calls to certain numbers could be put
_through - 1t was often’necessary to dial numbers on the.
"s5" and "2" exchange several times before the line was
clear. Another big difficulty was to find the right
official, The telephdnist often had no idea who would
deal with such matters, and even if finally put through
to some official the form had.been "passed on" to some-
one else.‘ Sometimes such mall as clrculars and forms,
other than official. ones, seemed to disappear without
trace after opening. | _

In the period 8th - 18th April (up to and
ingluding the last post on this date) the following
replies were recelved:

14 Completed questionnaires,

3 Valid nil-returns,
29 Refusals. .

-being a_total of 46 replies, representing a pvercentage of

59,7% of the outstanding 77 replies.

The final position, when the survey closed on
18th April was as follows:

The total number of all replies recelved was 87, which

represented a 73.7% return in the survey - outatanding

roplies totallad 31 « o;‘26.3% A Histogram giving an

analysis of the daily returns will be found overleaf,
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The table below gives a complete summary of
2ll the replies roceivod, according to type and date;
below this, the.prOportionate distribution of all types

of replies ig 1illustrated.

(Table 5) SUMMARY OF ALL REPLIES RECEIVED,
(according to type and date).

Replies rec. Sub-~
byo ot 0D e0 0 v C P I V Ref. total TOta] %
Mar, 25th. || 13| 2| 3] 2| 2 || 22 18.6
Apr, 8th, | 3| 1| 1| 5| 9 19 19.81
A | 1 41 134.7
Apr. 18th. || 14 3| 29 4 46 | 59.7

TOTAL, 30 | 3| 4 10 | 40 87 (713.7

(Diagram 6)
PROPORTIONATE DISTRIBUTION
OF ALL RETURNS. '

A A7

?Ues‘ﬁonnu\/e O( fe -

Tept e s
s IQS- Q'lL CQ:YQ%O{ >

g C. - Completed questionnsire., I. - Interview offered.
P, -~ Reply promised - only V. = Valid nil-return.
: 1 out of 3 reccived, * Ref. Information refused,
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Questionnaires were sent to all firms employing
over 75 personnel, as one of the aims of thé suyrvey was
to find out if the size of the firm had any relationship
to the interest in pérsonnel managemeﬁt, of if small as
well as large establishments were interested enough to
assist in such an enquiry, even if all the functions
listed were not carried out. Some idea of the intercst
in personnel management (aé expressed by willingness to
do-operatc in thé scientific study of the field); might
also gerve as an ihdication of future growth and possible
i demand for qualified staff.

The following table shows the division of the
returns.according to the gize of the firm. From the
118 firms have been taken the lo_who‘madc valid nil-
returns, leaving 108 who completed thé questionnalre,
refused the information or did not reply. For the
purposes of this table, the column "No reply or Refusal",
inecludes the two firms who origlnally promised to fill in

the questlonnalro, but- did not finally do 80,
Table 7.

QUESTIONNAIRE RETURNS ~ACCORDING TO EMPLOYEE GROUPS
{Cape Chamber of Industries Grouping)

C.Chamber of Ind.| Gomp' tea | Mo |
Grouping- Number | Quest. |Reply or %

No, of Employeeg.iof Firms.JRcturned,Refusal, ReturnaJ
76 = 100 27 4 23 14.8
100 = 200 s | 13 28 31.7
200 - 300 AT# 15 6 9 40,0
300 - 500 15 7 8 46.6

500 = 1,000 8 4 A 50,0

over 1,000 ' 2 1 1 50,0

From the figures in the above table (excluding

the last group, which is too small to be representative,
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and recognising the relatlvely small number of firms in
the differont groups when compared t§ the whole of the
Industrial Cape), it would seem that the smaller firms
do not send in repliecs to such questionnaires as readily

as the larger'firms.

| - Wg turn now to an oxaminabion of the completed
questionnaires, Two of the 35 firms sent in completed
returns; although on examihaﬁlon the number of employees
in ocadh casc falls beldw 754 However; soveral other
-vfirms hive inereased the number of their employces since
the susoy on which tho figures werc based; For the
purposes of bhis Oxamination, the original employee
‘groupings will be retailned, and the two firms mentioned
will be included in thelr original employee group, 75-100,
A table of the information recorded 1n sections
1, 2 and 3 will bo found overleaf, this table includes
detailed emplbyeo figures for cach firm.
: Of the 35 firms -
18 havo only one address,
9 are the Head Office of the firm, with
other branches outside the area.
8 arc branches of the firm, with the
- Head Office outside the area,
Of the latter, 5 firms state that the Head
Office is in Johannesburg, 1 clsewhere in the Western
Provincé, 1 in Natal and one firm did not statc where
the Head Office was located.
Of the 17 firms which are either branch or
Head Office, declisions on personnel policy arc made =~
in 9 cases by the Head Office,

in 4 cases by the branch concerned.
in 4 cases by elther Head Office or branch.

| In the lattor case, it 18 general for the Head
Office to decide on personnel matters concerning the
executive and higher office grades, being responsible for

the actual engagement, or the decisions on promotion in

-
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~ these grades.  Decisions on r¢out1he staff matters, and
tho omploymeﬁt of lower grade'éloricéiléﬁaff and ordinary
labour arc left to the &anager of each branch.

| Whether the firm operates under an Industrial
Council or a Wage Determination, will have a beéring on
certain of the functions of the personnel managér, such
as certaln provisions regarding wages, rates of pay,
records and other matters, Where a Personnel Manager is
employed, 1t is most likely that most of theso matters
will fall under his authority; where therc is no special
official, another mombcf of the exccutive staff will }.
assumec rcsponsibllity. Full details of the compulsory
provisions may be found in the Industrial Conciliation
Act (no. 36 of 1937) and the Wages Act ( no. 44 of 1937,
as amendeqd by Act no. 22 of 1942); mention is made hefe
of brief details of certain provisions,

Undcr a Wage Determination: the Wage Board mey make

certain recommehdations or may slter previous recommehn-
dations on any matter:

"affecting or connccted with the remuneration
-or the conditions of cmployment of all employees or thc
mcmbers of any class or classcs of cmployces, whether
rcmuncrated according to the time worked, or work
performed or on any other basis, the scope of the provision
not being limited in any way bX the mention in this sub-
section of particular matters,. '

The Act also specifics the keeping of cortain
records by all employecrs upon whom any determination is
fbinding under the Act, and requlircs the posting of certain
notlices, No Inspectors are appointed under this Act.
Under an Industrial GCouncil: certain rules are laid down

concerning provisions for remuncration (caleculation and

# Sections 9 =nd 10 of the Wages Act - 44 cf 1937, as
amendecd by Act no., 22 of 1942,

% Section 9 of the Wagcecs Act.
~ Section 29 : : : : , Sub=sections 1 -~ 6.
Scetion 30 , Sub-sections 1 and 2,
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truc and unbiaged picture of>tho conditions in each firm;
indeed, it may be difficult for one man to sct down

accurately the rcsponsibility for each of the functicns
mentioned, cspcclally if Top Management has no set
programme or organisation of the various branches cof the
mdﬁagement function, Responslbility may be divided among
geveral persons, and may be altered from time to time.
The duestibnnaire merely asked that eaéh functioh carried
out should be ticked, and the/responsibility for cach
indicated, There can be no question of evaluating the
way in which each function ié carried out - a library
could consist of 10 or 1,000 books, and could be &ell—run
or indifferontly.operated; cantecns will vary in size
and efficiency, and many other difficultics could be
thought of. To obtain full details of the carrying out
of 211 the functions would cntail a number of porsonal
vigits and a largc amount of detailed work, even if the
firms conccrned werc willing to allow this,

| Nor may the list of functions carried'out be
complete, Where a firm omits fo indicaté roéponsibility
for Salary Proccdurc, it is fairly obvious that some-one
must assume final rOSponsibility‘for such a basic funetion.
All thesc -points should bé born in mind when éxamining
the rcturns,
' The tablc overleaf gives details of all functiéns
carricd out by the various firms. One firm (code no. 84)
did not fill in scetion 4 in detail, but stated that |
"thesc functions are carried out as a part of Genoral
Administration, A clcar definition of functions =2nd
rcaponsibility would be difficult, Welfare and incidental
matters arc the initial responsibility of the Industrial
Sister in chargc of the Surgery/Clinic. Final rcsponsib-
ility for all matters rests with the Management,"
Hence, in'the table overleaf, this firm is omltted,
One firm, (code no. 59) did not completc the section on

Joint Consultation, but indicated that the Industrial
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Council was responsible. Prcaumably some one pecrson in
the firm must assume responsibility for managoment'é part
in the functions concerned, but this is not indicated.
One firm, (code no. 5) did not éomplete the secctions on
Welfare, Healphiénd Safety - Education and Training -
'Employee Serviée;; but sent with the return a letter
discussing particular difficulties in thelr orgsnsiation,
Extracts from this letter are included in the "Comments
from the Firms" at the end of the present section,

The nhoxt table, overleaf, gives the functions
carried out in 3% firms (firms no. 84 and 5 are omitted
as thelr fetUrns were incompleto); recorded in thé
employce groups used by theChamber of Industries, Whero
any function ig hot-carriéd'but'by any firm ip a. certain
enpleyec group, the column 1s shaded in,’ |

In the group of firms emnloying 75 = 100

personnel, no responsibility is indicated for the
functioning of Works Councils, Staff Committees, or
provision for Outside Representation of the firms on any
speclal committees or other meetings. Nor is any
responsibility indicated fcr the carrying out of MBdical
Examinations (either before employment, cr at regular
intervals afterwards) - similarly with Eyesight Tests,
Home Vigits, Provision for Convalescent Workcrs or the
" provision of any Medical Aid Scheme., Other functions
not carricd out by this employee group include:

Apprentice training.

T.W,I.ScHeme participation.

General lectures, on policy, etc.

Book of regulations for new labour,

Works Magazine. '

Library.

Sports and Social Club.

Pgnsions fund.

Long service presentations.

Outings. °

Transport services,
With the possible cxception of the Medical provisions,

which are important in a firm of any size, it is quite
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S:- NUMBER 10.
Shown in Em
Number of Pirms in eagh;throu gth%l
76-1100~1200~ 300~ 1500-5-Tgyers croups| %
FUNCTION 100! 200: 300: 500 10007011000

(4). (12): (6) (6) (4)1) (1) | (33)
Decide Labour: 3 ; 12 6 6 4 q IQ?;&; 17 {51.5
Interview etec | 3 10 6 6 4 3 1 24 72.7
Intr.new Lab. 2 9 6 5 3 3 - 14 42.4
Follow up " 1 1 6 4‘ 4 - 19 57.6
Emp.Records |3 | 12 | 5 6 4 _ 11 33.3 .
Absenteeism. 3 | 6 5 4 35 - 8 24.2:
Lab.Turnover @ 2 5 3 4 3 5{2 5 115.1
Job Rating. 12 3 3. 5 2[ 2 6.1
Enp. Legis. 3 8 6 6 4[| _ 1 | 3.0
Apprentices 1 6 5 6 23 ~ 4 12,1
Hours of Work : 3 | 11 6 6 4 1 ; 6 18,2
Emp.Grading 2 6 6 6 4 1 31 93.9
Progress Rep. | 2 8 5 5 3 1 16 :48.5
Enp.Interviews 3 @ 10 6 5 3 - 7 0 21.2
Govt. Liason {3 | 10 6 5 4 .;%' 6 18.2
Salary Proced 4 | 11 5 6 3 . 1 23 1 69.7
Increases 4 12 6 6 4 1 18 54.5
Deductions 3 011 6 6 3 1 17 | 51.5
Queries & Adj.. 3 © 11 6 6 - 4 i 1 17 51.5
Changed Rates : 3 11 6 6 14 j v 6 18.2
Sick Pey 3100 6 5 4 .. 8 024.0
_Bonus_Schemes | 4. . A L. &5 _i...A i .= -
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understandable that the other functions are nct carried:

*

vout in the small firmd undcr discussion,

In the group of firms employing 100 - 200

personnel: the following functions are not indicated as
carried out by anyone:

Staff committees,
Initial eyesight tests,
Further regular tests.
Home wvisits.

Works magazine,

Works broadcasts.
Librory.

Benevolent fund.

In the group of firms employ¥ng 200 - 300

personnel, therc is not one function which is entirely
omitted by all the firms in the group.
In the group of firms cmploying 300 - 500

personnel, the following functions are omitted by all
the firms in the group: |
Regulay medical cxamination.

Initial oyesight tests.

Further cyesight tests, -

In the group employing 500 - 1,000 personnel,

the following'functions are omitted by all in the group:

~N
Staff committees,
Initial eyesight tests.
Futher regular tests.
Regulations book, ete,
Works magazine,
Works broadcasts.
Library. .
Sports and Soelial Clubs.
Outings.
Transport servicos

The one firm employing over 1,000 pepsonnci

apparahtly omits provision for thevfollowing functions:

Training for apprentices,
Progress recports for promotion,
Liaison with government officials.
Sick pay.
. Liaison with Factory Inspectors,
Safety committees,
Reporting Sﬂfety hazards,
Health Records.
All other provisions under Welfare, Heqlth and
Safety, excepting Workmen's Compensation and
European Medical Aid Scheme,
T.W.I.Schene,
General Lectures on firm's policies
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Book of regulations,
Works broadcasts,
Benevolent funds,
Outings.
Transport services,
It has already been pointed out on page 50, that the
returns might not be accuratej it seems fairly obvious
ﬁhat, in a firm of the size indicated above, some of
the functions listed would be the ultimate responsibility
of one official in the firm, but have not been checked.
"Finally, the percentages of all firms carrying
out each function have beenvcalculated; these flgurcs
appearihg ih thollast two columns of the table under
discussion. It is thon.possible to'sort out those
functions‘carried out by the majority of firms, regardless.
of eize, and those carricd out by the least number of
firms. For case of refercnce, and tolgivo some scale
of relative importance, the functions have bcecen divided
into four groups:
1. Those carried out by 75% - 100% of tho firms.
2. Those carried out by 50% - T4.9% of the firms,
3. Those carried out by 25% - 49.9% of the firms.
4. Thosec carried out by less than 25% of the firms,
The rcsponsibility for thesc functions has
also been further analysed and tabulated -~ each return
was examined, and a point allocatecd for oach»sfficial
said to be responsible for each function. The points
were then totalled, ahd the tables drawn up. Where any
firm stated that any function was the joint responsibility
of two officials, say the Secrctary and the Factory
Managcr; a point was allocated to eash. This explains
the position. where one function such as "Deciding labour
requircments" in the first table, shows the total number
of rosponsible officials as 36, when only 33 firms were
included in thc calculation,

When any firm said that the responsibility

for any function roectéd with say the Secretary or the

e ——————
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taken oVer by such an official with léSS opposition than
where the function i1s regarded as belonging to Line
Managcment, (For further discqssiOn of this point, sece
;ection 43 - The introduction cf personnel managcment),
| The conclusions reached on the division of

responsibility can only be generalisations - the tables
glve only the total points assigned to the various functions
and takes no note of the different sizes of the firms,
They 4o not represent the position in any one firm, nor,
should the total points show that the function is mainly
the responsiblility of Top Management, should this be
taken to reprcsent the péSition in any one firm,

The statement of responsibilities in the tables
may bc further simplified by using only three catecgories -

Top Managoment, including Direcctors and Secrctarics;

Accountant and Wages, sometimes included under Top
Management, but here including wage clerks and other
responsiblc office staff, and, as such, not purely Top

Management; and Line Managecment, including Production and

Factory Managers‘énd supervisors and foremen,

Taking the first division of functions carried
out by the majority of firms, and condensing the:columns
as above, we find that certein of the functions appear
to be regarded generally as thce responsibility of Top
Managementy, and certain other functions to be the
responsibility of Line Management. In some.cases, the
points are ailocated almost equally between Top and Line
Managcment, or between Top Managcment and the Accountant/
Wages section. In the condensed tables on the following
pages, thosc functions falling clearly to onc of the
ﬁanagement teams (according to the points rating) are

indicated by outlining the points allocated.

7




Table 12,

FUNCTIONS CF PERSONNEL MANAGEMENT CARRIED OUT

BY 50% - 74.9% of 32 FIRMS.

L Responsibility of -
Function, Dir,|Sec. {Acct.| Wzes, |F,Man,| Other.
Follow up lab, i 2 1 12 11
Absenteoiém. 2 2 1 4 6 8
Lab. turnover, 1 4 ‘4 4 4
Apnrentices, 3 1 4 T
Progrcss reportsfi 5 2 8, 7
V-Bonus schemes. 5 5 .1 1 3 2
Union liaison. 9 2 1 6 7
Industs agree't.| 14 2 4 3
Int. pers. pol, 6 2 6 5
Outside rep. 12 2 4 4
Safety haz'ds. 3 1 12 8
Health rec'ads. 1 5 1 4 3
Mass X-Ray. 4 8 7 2
First Aid tng. 3 4 5 7
New lab. tng. 1 T 11
Promotion tng. | 1 7 7
Super. tng. 8 7
Apprentice tng. 1 6 6
Notice Boards. 4| 3 8 7
Cantcon, 3 2 8 7
Sick fund. 2 | 4 1 1 3
Pension fund, 3 I 1 1 1 4
Loans. 10 4 1 2 3
Savings scheme. 2 8 2 3 1 5
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‘Functions carricd out by 75% ~ 100% of the 32 firms:.

Function. Top Man. Acct./Wzes., Line Man.
Decidc Labour 17 19 -~ ‘
Interview lab, 19 1 20 -
Introd. new lab, 6 23] /
Emp'ce reccords., 12 12

Emp'ee legis., Eﬁ% 4 9

Hours cf work, - 1 3 18

Enp'ec grading. 9 16

Emp'ee intervicw, 10 1 18

Gov't liaison. [19] 2 11

Salary proced, ' {Eg} 8 8
Increcases, : 2 2 11
Deductiona, 12 10 8

Queries and adj. 10 13 9

Sick pay. ‘ 9 8 9

Job rccords. 12 11

Wages agreem't, \14 9 8

W'room griev. 8 ' 11

Emp-Man, liaison, 10 18

Fact, Act prov. . 17 2l

Inspect. liaison, 16 21

Accident prev, 12 . 123

Rest Breaks 10 1 15

W'mens' Comp. 12 6 13 : \

Thus, in those functions carried out by the majority of
the firms, thosc which appear to be regarded as the

responsibility of Top Management are: Employee leglslation

(15 points), Government liaison (19 points), Salary
procedure (15 points), Increases (23 pointg), and Wage

agreements ( 14 points). Those which are the

responsibility of Line Manaszcment include: Introduction of
new labour (23 poiﬁts), Empléyee grading =nd Intcrvicwing
(16 and 18 points), Fgctories Act provisions (21 points),
and Inspector liaison and Acecident provention (21 and 23
points).

Similar czlculations may be madc for those
 functions carricd out by more than half, but not by the
najority of the 32 firms ( 50% - 74.9%). The first table
appears cn the prececding page, giving the detailed
responslibility, and on the following page will be found

the condensed table.



Functions carricd out by 50% - 74.9% of 32 firms:

Function. Top Man., 'Acct./Wzes, Line Man.
Follow up new iab, 3 1l 23
Abgentecism., 4 5 14
Lab, turnover. 5 4 ‘
Apprcntices. 4 11
Progress reports. 7 1

5

=
o
N

Bonus schemes.

Union liailson,
Indust, agroe't.
Int.pers.pol.
Outesidc represent.

Hl P
N
\]

Safety hazards. 4 _ v {20]
Health records. 6 1 7
Mass X-Ray. 12 9
Firat Aid tng. T 12
New labour tng. 1 18
Promotion tng. 1 14
Super tng. 15
Apprentice tng. 1 12
Notice boards, 7 15
Canteon, 5 15
Sick funds. 6 1 4
Pensions funds.. 10 2 5
Loans, 14 1l 5
Savings schemes, 10 5 6

The functions most generally assigned to Top Management in

this group include: Bonus schemes (10 pointsg), Industrial
Agrecments (16 points), Outside rcpresentation of the firm
(14 points), Pensions funds (10 points = this function
probably includes privatc schomes for staff, not those
compulsory provisions required by the various Acts), Loans
and savings (14 and 10 points), Functions regarded as

mainly the responsibility of Line Manazement include: the

Follow-up of new labour (é} points), Absenteceism
investigation (14 points), Apprenticeship matters (11 points)
Progress Roports (15 points - most probably productive
labour only ~ Top Management generally rcsponsible far
reports on office staff and oxecutives), Safety Hazards (20

points) and all treining for new labour, sSupervisors and
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A)

apprentices (18, 14, 15 and 12 points),Notice boards

and Cantcen administration (15 and 15 points),

Table 13,
FUNCTIONS OF PERSONNEL MANAGEMENT CARRIED QUT

BY 2594 - 49.9% of 32 FIRMS.

\

Responsibility df-

Function, Dir.1Sec.lAdct, I Waes,l . Man,| Other,
Job reting. 2 4 1 1 4 3
Works councils.| 7 1 ' 5 1
Staff comm, 5 1 3
Safety comm, 5 2 10 2
Clinic. 1 3 6 2
Red X films, 2 2 4 1
Medical aid Eurf 1 3 1 2 3
Suggest. schemef 3 5 5
Long serv. pres|f 7 1 3 3

The condensed version of the above table gives
the division of responsibility in the functions carried
‘out by less than half of the firms (but not by the minority)

a8 follows:

Function. Top Man. Acct./Wzes. Line Man,
Job rating. 6 2 T
Works councils 8 6

‘ Staff commn., 6 3
Safety comm, T i12§
Clinie, 4
Red X films. 4 5
Med Aid., Eur. 4 1 5
Sugzost. sch. 3 (10}
Long serv,.pres, 8 6




- The only functions which could be sald to be generally
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allocated to Top Management or Line Management in this

group, arc the two - Safety committeesvand‘Suggestion |

schemes (12 and 10 points), which may be carried out by

Line Management.
Table 14.

FUNCTIONS OF PERSONNEL MANAGEMENT CARRIED OUT

BY 1% - 24.9% of 32 FIRMS.

Respcnsibility of -
Function, Dir, |Sec.|Acet, |Wges,| F.Man,.| Other
Init. Med Xam. 1 2 5 5
Regular " i | 2 3
Init,Eye test. 2
Regulayr " 1
{| Home visits, 3
Conv.W'kers, 1 }2
Med.Aid, Col. 1 1 2
Mod,5id Nat. 1 1 2
T.W.I,Schemec, 1 1 1
Gen.lectures. 2 2 3
Regulétions. 3 3
Works mag. 1
Woris broad, 3
Library. 1 1
Sports & social, || 1 1 1 3
Benev, fund. 1 1 1
Outings. 1 1
Transport. 2 1 3 1

Functions carried out by less than a quarter

of the firms (as in the above table) are condensed as
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follows:

Function, Top Man. Acct./Wzes, Line Man.

Init,Mcd,Xanm, 3 10
Regular
Init.Eye test. -
Regular " '

Home visits,

Conv., w'kers,

Med. Aid Col. 1 1
Med,Ald Nat, 1 1

DWW W

T,W.I,schene, 1
Gen, lectures, 2
Regulations,

Works Mag.

Works b'casts.
Library.

HWHEFOUIND

Sports & Soc.clb. 2

Benev, fund. 1 1
Outings,

Transport 2 _ 1

~AOHFDN

In all of the few firms who undertéke_these

functions, Line Management seems to take the responsibility.

So far we have considered the responsibility for
the various functions bf personnel management as it 1s
‘delegated in 32 firms having no special Staff or Personnel
Manager, These functions have becn divided into four
groups, according to whether they are carried out by the |
majority of the firms, by more than half but less than
the majority, by less than half, and by less than a
quartcer of the firms, There has been no division of
functions as carriéd out by the variocus employee groups,.
The table overleaf shows the percentages of firms in
each employec group carrying out each function - the
groups being those used throughout the main survey, takeh
from‘the Chamber of Industries List,
| In the last category in this list ( over 1,000
employees), there is only one firm, consequently this
column shows 100% for all functions cerried cut by this
firm, Firm number 10l is also included in this ‘table -



TABLES AND DIAGRAMS:- NUMBER 15.

SUMMARY OF FUNCTIONS CARRIED OUT IN 33 TFIRMS.
(Percentage of Firms in each Employee Group carrying out Functlons)

e
e m——

e

Huner oF Firme IPesact Sroup and Fumpor Of Fimme inoack Group and
76 - 1100 -: 200 - {300 -~ {500 - | over 76 - 1100 - : 200 - | 300 - . 500 - | over
FUNCTION 100 | 200 300 500 1000 | 1000 FUNCTION 100 | 200 300 500 1000 | 1000
| (4) 1(12) | (6) (6) (4) (1) - (4) {(12) (6) (6) . (4) (1)
Decide Iabour 75% § 100% | 100, {100 !100% |100%: Health Rec'd 50% [ 33.3% | 66.T% { 50% | 100% -
Interview etc. | 75% | 83.3% | 100% |100% |100% | 100% Mass X-Ray 50% | 58.3% | 100% 83.3% @ 25% : 100%
Intr.new Lab. 50% | T5% | 100% |83.3% | 75% |100%; Clinic 50% | 33.3% | 50% |33.3% | 75% -
Follow up Lab. 25% | 58.3% | 100% | 66.7% | 100% | 100%4| First Aid Tng. | 50% | 41.7%  83.3% 183.3%  50% -
Emp. Rec'ds. 75% ; 100% | 83.3% {100% |100% | 100% Red X Film - 25% 50% |66.7% @ 25% -
Absenteeism. 75% ¢ 50% | 83.3% [66.7% | 75% |100%} Init.Med.Xam. - 1.8.3%: 504 133.3% @ 50% -
Lab.Turnover 504 i 41.7%: 504 166.7% ! 754 100%4: Regular " - 8.3% - 50% - 25% -
Job Rating 50% i 25% | 50% |83.3% | 50% |100% Init.Eye Test - -, 133.3% 1 - - -
Emp. Legis. 75% ;i 66.7% 100% 100% :100% i 100%: Regular " - - - 16.7% i - - -
Apprentices 25% i 50% | 83.3% {100% 50% - Home Visits - - - 16.7%  16.7% i 50% -
Hours of Work 75% : 91.7% i 100% (100% |100% | 100% Conv. Workers -~ 116.7% % 50% 16.7% @ 25% -
Emp. Grading 50% | 50% | 100% :100% | 100% 100% W'mens Comp. 75% { 100% | 100% | 100% 75% | 100%
Progress Rep. 50% i 66.7% 83.3% 183.3% | T75% - Med.Aid - Eur. -~ 141.7%  66.7% | 66.7% 1 50% | 100%
Emp.Interviews i 75% | 83.3% i 100%¢ {83.3% ! 75% :100%: " n Col. - 8.3% . 50% !33.3%: 25% -
Govt. Iiason 75% : 83.3% ; 100% | 83.3% i 100% - mooom Nat. - 8.3% | 33.3% | 33.3% = 25% -
Salary Proc. 100% 91.7% 83.3% | 100% 75% | 100%: New Iab. Tng. 50% | 41.7% : 1004 |83.3% : 100% @ 100%
Increases 100% : 100% | 100% .100% 100% | 100%i Prom. Tng. 25% : 41.7% | 83.3%  66.7% i 50% @ 100%
Deductions 75% 1 91.7% i 100% | 100% 75% . 100%: Super. Tng. 50% i 33.3% : 66.7% | 66.7% | 50% . 100%
Queries & Adj. i 75% {91 7% 100% :100% ;100% | 100%: Apprent. Tng. - 1 33.3% 83.3% i83.3%  50% ! 100%
Changed Rates 75%  91.7% 100% 1100% ;100% @ 100%4i T.W.I. Scheme - 8.3% i 33.3% : 16.7% | 50% -
Sick Pay 75% : 83.3%: 100% 83.3% | 100% - Gen. Lectures - 25% 1 33.3% | 33.3% | 25% -
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1t will be remembored that it was cmitted fronm the
tabulations of responsibilityifor the various functions,
a8 the firm employed a Personnel Manager who administered
all the functions in question. The figures in the

table have been celculated from the details in tablé 10,
(following page 51). '

It will be noted that onlyvtwo functions are

shown as carried out by all firms, regardless of size -
namely Increases and Wage agreements, Certain other |
functioﬁs show an incre&se in the pércentage of fiprms

i

undertaking them as the larger employee groups are, reached,

‘for instance: Interviewing and engaging labour. This
function is undertaken by 75% of the firms in thé émployee
group 75 - 100; by 83.3% of the firms in the next group
(101 - 200); by 100% of the groups with 201 - 300, 301 -
500 and 5C1 = 1000 employecs (aléo by the one firm in
the last group). |
Qthor functions showing this same tendency are:
Deciding labour, (75%, 100%, 100%, 100%, 100%).
’ Hours of work, {75%, 91.7%, 100%, 100%; 100%).
Emp. grading, (50%, 50%, 100%, 100%, 100%).
Queries & adj.  (75%, 91.7%, 100%, 100%, 100%).
Changed rates, (75%, 91.7%, 100%, 100%, 100%).
Job reeords. . (75%, 91.7%, 100%, 100%, 100%).
Union liaison, (50%, 50%, 66.7%, 100%; 100%) .
Workr'm griev.  (25%, 83.3%, 83.3%, 100%, 100%).
Outside rep.  (nil, 75%, 83.3%, 83.3%, 100%).
Fact. Act prov. (50%Z, 100%, 100%, 100%, 100%).
Inspector liais. (75%, 100%, 100%, 100%, 100%).
Accident prev.  (75%, 100%, 100%, 100%, 100%).

With the exception of those functions indicated
as left to the Industrial Council (sce note on page 51)

and Inspector liaison, the one firm in the last employee
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group.( over 1;000) also carrics out all these functions.
No other function exhibits a similar pattern, the size of
the group having no relation to the percentage of firms
carrying it out. . For instaﬁce, in Employee-Management
liaison the percentages;for the various employec groups
~are 50%; 83.3%, 100%, 83.3%, 100%; similarly for the

Loans function the percentages run, 50%; 75%, 83.3%, 66.T%,
50% ~ with the one firm in the last group giving 100%,
This same lack of sequence appears in all the other

functions listed, except for those on thé previous page.

The final table in this scetion, which appears
on the‘folloWing page, summarises the returns inlthe
last section of the du?sﬁionnaire - that conterned with
the hecoSsity for personnel management; the training
‘desirable and the status of personnel managemerit,
Officials were asked for their own opinion on these
questions, but there is no way of deciding if the answers
reflect to any extent the policy of the firm, or the
attitude of Top Management in that firm, Where the
questionnaire had to be passed by a director or other
executive before it was returned, the answer given might
well be a reflection of the attitude known to be favoured
by Top Management, rather than the opinion of the official
cdmpleting the form. Thie should be born in mind when
roading this table, |

‘ Three of the firms did not complete this:

section of the questionnaire «~ code no's 46, 36 and 118,
Two firms answered only the first question - codes 30 and
87; one firm answered only the first and last question -
| code 115. One firm replied "no" to the first question
and scored through the rest -.code 12;one firm answered
the first question "No, not considcred necessary" and left

the other questions unanswercd - code 51, Firm no. 59



NUMBER 16.

No.of | Code|il | Per. Man-
Emp.,- iNo.ofi1al is it a
ees. Firm.;;'s: Profession?
76 -
100 - 12 -
14 No
62 Yes
82 Yes
2__
100~
200 13 Yes
15 Yes
27 Yes
55 A Calling
66 Yes
18 Yes
84 Limited
92 Doubtful
102 Yes '
105 Yes
106 Yes
111 Not defined
118 -
8
200~
300 6 Yes
50 -
36 -
40 -
80 Yes
116 i:s, Yes
' 3
300=-
500 5 -
11 Yes
18 Possib'ties
70 No
87 -
101 Yes
115 Yes
4
500~
1,000 31 D/K
4.6 -
51 No
108 Yes
1
over
1,000 59
TOTATLS, 17
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as "particularly necessary” but checked e¢) and f),
The details of the training considered necessary
- by each firm is recorded in the table, but certain comments

added by somc firms should be considered in conjunction

with the training requirements listed: !

Code no,

of firm. Comment.

62 Experience - plus the training indicated.

78 Not for all staff, emphasise cxperience,

92 Training necessary, emphasise personal
qualities,

102 Definitely training is necegsary.

106 " t s n "

105 Yes, in a factory such as this (sec note on

previous page) Necessary to have three
languages plus training indicated.

111 For our size of firm (277 personnel) ¢ and f only.

30 Treining necessary, no details,

80 Only for over ordinary clerical grade,

5 No - but checked ¢ and f,

115 Yes, depends on number of employces what
training is necessary.

31 Not all staff; University degree good, but
experience plus personal qualities the most
important.,

108 Can get theoretical and practical trainig
whilst working, but personal qualities essentid
first, : :

Tt will be notod that many of the firms stress
the importénce of personal qualities and experience, often
putting thcse before Unlversity degrees or special
training, .In the section on the short survey, this point
~is omphasised by almost 2ll the officials interviewed.

As to the training conslidered necessary - the
total points scored for each requirement (allowing one
point for each posgitive answer to each gection) are:

a) Dogrec in PSychologye.eeesoccreocssssscosesd

b) Degree in Social ScioNCCe.eseeseecrsssveanssd

¢) Training in Industrial Psychology....ecseee?
~d) Training in Industrial Legislation and

Administration...eveee...14

e) Training in Office Administration.........16

f) Special personal quUalitieS.eeeecssecsseeesll

The special personal qualities then,.sgseem to
be considered ‘the most necesgary;. next in lmportance
comes ‘training in Industrial Legislation and Administration,

then tre=ining in Industrial Psychology, a degree in Social

-~
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Sclence, and lastly, a degree in Psychology. (1t shouid
be remembered that the firms were not asked if they were |
aware of.the requirenents for these latter degrees, nor
were they asked to specify detsils of training in the
other scctions, Hence, two firmeanswering "yes" to the
same requirement, might have in mind two very different

standards).

‘The last question in this section and in the
questionnaire, agked 1T peréonnel management could be
cohsidered to bé'a profession, with wéll—defined standardé
and fields of activity. Of the 35 firms, 17 answered
"Yos" to this question. Other answers which were not

considered positive were:

A calling. Limited.
Doubtful, '~ Not defined.
Pogsibilities. No opinion,.

Three firms answered with a2 definite negative, .
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C. Summary of the Main Survey. ~

The Returns.

1, Names and addresses of the firms to whom the
questionnaire was sent were taken from the Chamber
of Industries Membership List (see pvage 38); forms
were sent to all firms on this list employlng more

}  than 75 personnel.

2. Completed questionnaires were received from 35 of
the 118 firms - a preturn of 29,6%. The total
numbery of replies of all kinds was 87 = a return of
73.7%. (Sce pages 40 - 46, and Diagram 4).

3. Not all of the completed questlonnairos had answeps
to cvery gection or sub-scction, Comments on
omigsions are included at appropriate points in the
discussion of the returns.

4. A larger percentage of the firms in the higher
- Employee Groups completed questionnaires than did
those firms in the lower Employee Groups. (See
pages 46 and A47).

The Questionnalre.

1, Decisions on personnecl policy in those firms with

- one or more branches and a Head Office are generally
made by Head Office only for executive and higher
grade clerieal staff. Branches generally take
responsibility for lower grade office staff and
employees in the production departments.

2. Of the 35 firms who returned completed questionnaires
12 operated under a Wage Determination,

20 " an Industrial counc11
3 " " both. (See pages 48 and 49).

3. Only one of the 35 firms employed a. special Personnel
~ Manager. (See page 49). _

4, - In the other 34 firms, the functlonsllsted were
allocated to various officials, A summary of-
all the functionscarried out in the various firms
appears in table 9,

5. The firms were divided according to the original
Chamber of Industries grouping, and the percentage
of the various functions carried out by firms in
each group were calculated, = (See table 10 - two
firms are omitted from the calculation for the
reasons stated on page 51).

6. Functions carried out in the 33 firms may be
: divided into 4 groups:
a) carried out by the majority of firms (75%-100%).
b) carried out by more than half, but not
by the majority of the firms (50% ~74.9%).
c) carried out by less than half, but not
, by the minority of firms (25% - 49.9%).
d) carried out by the minority of the firms
( 1% - 24.9%).
(Sec page 53, and tables 11, 12, 13 and 14).
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Responsibility for the various functions is
divided among several officials - Directors,
Secretary, Accountant, Paymaster, Production

or Factory Manager and others (supervisors and/or
foremen and heads of departments are also named),

Certain functions seem to be generally the
responsibility of Top lanagement and others of
Line Management (see pages 53 and 54).

The percentage of flrms in each Employee Group
carrying out each function has been calculated -
certain functions seem to be carried out by a

‘larger number of firms in the higher Employee

Groups., Othere show no trend of this kind.

Only two functions are shown as carried out by
all firms, regardless of size, (Sce page 60 and
table 15), v

16 firms consider that special Personnel or Staff
Departments are necessary to all industrial
undertakings; 10 consider that such provision is
necessary only when employee figures reach a
certain level., (Sce page 63 and table 16).

Pcrsonal characteristics and experience were

" regarded as more important than other special

qualifications for the staff of a personnel
department; of the training specified -

3 fiﬁms vo&od fgr a dogﬁee iﬁ Pgychology.

6 _ Socigl Science.
7 " " " training in Industrial Psychology.
14 " " "  training in Industrial Legislation
and Administration.
16 " " " training in Office Administration.
21 " n " gpecial personal charactecristics,

(The above qualifications in various combinations -
sce pages 63 and 64 and table 16).

17 firms considered that personncl management was
a profession, with well-defincd standards and fields
of activity.

Scveral firms sent additional explanations of
particular points of interest or difficulty in
personnel administration in their own orgenisation,
Extracts from these letters will be found in the
following pages.
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D. Comments from the Firms:

The lagt part of this discussion of the main
survey is devoted to quotations from some of the letters
which were sent in with completed questionnaires.

Several of the firms who felt that there were particular
difficulties in personnel administration in their own
organisation were good cnough to include comments on some
special aspects of personnel management. Some included
general comments on personnel management and the nced

for special organisétion for South African conditions,

All the comments are of interest and value, as they'
represent the expericence of executives in various
industries and under different conditions. They illustrate
some of the widely varied problems whiéh any personnel
manager, or any graduate who undertakes wofk in this field

of management, may have to consider,

Codc nc. of firm - 101 (Employce group 4).

"It is nmy humble contention that special -
Personnel or Staff Departments are essential to the
succssful functioning of any Industrial Firm, except in
a very small firm where the manager or proprietor fulfills
the position with his duties,.

In any firm thec Personnel or Staff Department
spells co-operation between the members of the staff,
better co-ordination and synchronizing between the various
sections, departments and branches, and a better
understanding of the top Management by the "lower deck"
and a morc sympathetic understanding of the "lower deck"
by the Management, -

I would compare the Personnel or Staff Depart-
ment of any Industrial Concern to the heart in the human
body - the Management is the brain, The firm cannot
thrive without the two functioning harmoniously."

Code no. of firm - 92 (Employee group 2).

“If a Personnel Staff is required I feel that
courses in Psychology and Officc Administration are
desirable, and most important of all are the personal
qualities, The main problem, however, is not how to
get Personnel Managers, but how to train one's staff to
use them correctly. As you will sce from the attached
figures, our labour is 90% non-European, and although we
consider that we have a good type of girl working here
we de not think that she would use a Personnel Manager
to advantage. I think that labour has' to be educated to
a certain level beforc personnel managers of the type
you cnvisage - Judging by the questions you have asked -~
arc required.,”
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Code no. of firm - 46, (Employce group 5).

"With recgard to your final query, G, a
Personnel Manager could cnly be employed in an industrial
organisation when the staff figures reach a certain level,
This will vary a great deal from one industry to another.
One factorwhich will have a big bearing upon this, is
whether the processes are undertaken on a semi-craft basis
or whether the work is mainly of the conveyor belt type.

' Another factor of possibly even greater con-
sequence, 1is one which rclates to the way in which the
business 1s developed., For example, if the industrial
undertaking has grown from small beginnings, the functions
of the Pecrsonnel Manager are usually divided among other
officers; because in the first instance, it has becn
esscntial to employ such other management, whereas it has
not becen essential to employ Personnel Management, If on
the other hand the industrial undertaking has been estab-
lished in a large way by some overseas organisation, then
invariably they would find that a good Personnel Manager
is essential,

With regard to training a Personnel Manager, we
would naturally like to find one with & sound knowledge of
the technicalities of his work, irrespective of whether
this was obtained by a University Degreec or any other
institution or training. There-after a Personnel Manager
should posses a good character and pleasant personality,
and an ability to get on with other people, and therec-
after initiative,'

Code no, of firm - 87. (Employce group 4).

"With refcrence to the status of personncl
management, tho writer finds great difficulty in giving
any advice on'this matter as his whole training has been
spent in the Enginecering and Metal-working industries, and
it is not found easy in those industries to establish a
personnel officer owing to the largdvariety of employees
who have necessarily to bc specialists and consequently,
can only be selected for employment, promotion, etc. by
senior Executives who are themselves specialists.

To clarify this statement I would point out that
the only person qualified to select a draughtsman-designer
1g the head of the drawing office and similarly it must
be left to the head of each depayment to pick his own
employees, provided, of course, that we are only consider-~
ing skilled men. The hiring and training of labourers
and unskilled machine minders could be convenliently left
to a permanent officer, but such personnel is, under
modern technological advance, being steadily replaced by
the automatic machine line with fully automatic clamping
and transit devices,

Quite frankly, there would appear to be little
onportunlty for speclally trained personnel officers,
excepting in the large works which employ more than 1,000
hands and as such are only about 1% of factories of all
kinds in South Africa there would not appear to be a very
wide field of employment.

The general run of factories is small and
usually the Directors are technical men who spend most of
thelr business hours in the factories and know most of
their workeprs by nanme.

The factories employing less than 100 employecs
form 78.23% of the whole of establishments.

11 - 24....34.5% 250 =~ 499... 5.6%
25 - 49....24.8% 500 - 999... 1.15%
50 - 99....18,98% 2000 ~ 4999.. 0.488%

100 - 249...11.95% 5000 & over., 0.0177%
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This table is practically correct for nearly all
manufacturing countries, including the U,S.A.

The presence of technical Directors in the work-
shops is the reason why the metal-working industries are
peculiarly free from labour trouble and undoubtedly the
daily personal contact of management and employees is the
recason why the British steel industries have had almost
40 years of industrial pcace.

Such conditions may be peculiar among the
children of Tubal Cain but I have no doubt that most
manufacturing concerns are similarly managed."

Code no. of firm - 5. (Employce group 4).

"... . your questionnairc on Personnel Management
Survey which I have found quite impossible to complete on
account of the conditions peculiar to the ...Industry which
prevall here, Firstly let me point out that this is not
a factory, threce quarters of the cmployces being seamen

. + They are not subject to Factory Legislation, but
fall under the discipline of the Merchant Shipping Act and
their remuncration, which is based on a fixed wage plus
commisgion on catch landed, is governed by a Wage Deter-
mination, As you will appreciate conditions arc totally

~different to any shore establishment, A trawler is at
sea for from five to eight days and upon return to port,
the crew recelve from 48 to 72 hours Shore leave according
to the duration of the trip. Each vessel 1s in the
command of a Skipper, whc is a certified Officecr, and who
is responsible to the Manager and Marine Superintendent
for the dilscipline, welfare and safety of his ship. In
addition to the Skipper, a certified mate, a certified
Chief Engincer and twenty/twentyfive other hands arec
carricd, All Officcrs have to qualify in First Aid and
undcrgo annual medical examination for eye-sight ete.

Under the Merchant Shipping Act all crews serve
under Articles and must be engaged ("signed- on") or dis-
charged before a Shipping Master, who 18 a Government
Official, holding office in each Union port.

s The Company also employs a Marine Shore Super-
intendent, who is a Master Mariner, selected for his
ability to handle ships, seamen and the difficulties which
beset both,

The Marine Shore Superintendent in addition to
multifarious duties ashore, connected with the maintenance
and fishing of vessels, also recruits crews, liases with

~&ll Skippers and attends to the welfarc and grievances of
crews generally,

Employeces have formed an Officers Assoclation
and a Trawlermens Union and elected delegates from these
organisations mcct representatives of the company (usually
two or mcrc Directors, Manager and Marine Superintendent)
at periodic round tablec conferences, when grievances,
suggestions and welfarc matters are discussed. . . it will
be understood that with the highly technical conditions
prevailing in the Industry the establishment of a
personnel department as such is impracticable."

Code no. of firm - 11, (Employee group 4).

"In our opinion a specialist staff officer would
not be nccessary or cconomic with a staff of less than
1,000. In a small factory staff reclationships and
welfare are adequately controlled by general management,
and other detalls by the wage and personnel department,
This is especially the case where Industrial Counail and
Trades Union organisations control rates of pay in accord-
ance with automatic scales, and guard the welfare of the
employee,"
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These extracts reprcsent the ideas of executives
in widely different industrial organisations.  They cover
'many shades of opinién and are the outcome of individual
experience.  Except for the first (code no., 101), none
of the undcrtakings employs a special Staff or Personnel.
Manager. The fact that the officials concerncd took
the trouble to add additional lengthy comments to an
already lengthy form would seem to indicate more than

a casual interest in peprsonnel management,
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work with the investigator; at the same time the purpose
of the interview and the aims of tho thesis were to be
explained, Where possible, an appolntment was to be made
immediately. Of necessity, arrangements for all the
interviews covered a long period -~ Personnel and Staff
Manageré are netoriously busy people, and it was often
difficult to fit in an interview. Sometimes a delay of.
several weeks was exporionced before the interview could
be arranged. In addition, often through no fault of the
official concerned, appointments had to be cancelled at
the last moment. But, it must be cmphasised, that every-
one was very willing to give all the help possible, and
were genﬁinely gorry when it proved impossible to help the
investigator.  All expressed their interest in the aims
of the thesis and in the study and development of personnel:
management techniques, ' |

| It will be remembered that, of the 35 firms
included in the main survey, one stated that a Personnel
Manager was employed (code no. of firm - 101). It was
agreed that this firm should also be visited on tho same
basis, and an account of the interview included with the
others, (Four other firms in the main survey stated that
they had Staff Managers, étaff Departments or Personnel
Departments, but, on investigation, it was found that these
were merc records departments, or that the Secretary or
other official included some Staff duties with his normal
work. These firms, therefore, were not included). It
may be noted that two firms in thé short survey call tho
official interviewed the "Secretary" but, in each case, he
is a spcecial Staff Secretary, undertaking similar functions
to the other Porsonnel'Managers. .Ho is not on the same
plane as the ordinary Secretary of en industrial under-
taking , who includes in his work some elements of staff

managemnent,
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that the investigator should feel quiﬁc free to approach

him at a later date,

Code no, of firm -~ SL 11, This firm had a Staff Manager
who was responsible for staff control in all branches of
the firm, but referred to the Managing Director for
declsions on @ain points, and for such matters as the
suggested interview, The Director was preparing to leave
on a protracted tour of the Union and Scuth West Africa,
Here again, although unable to grant an interview at the
present time, there was interest in the aims of the thesis -
énd the work belng undertaken, and the Director offered

his help on any matter, on his return to Cape Town.

Interviews were arranged with the remaining 30
firms, and carricd out over a period of 6 weecks, from 16th
March to 28th April, 3 interviews had to be cancelled
and carricd out in the weck ending 22nd May, owing to the

indisposition of the investigator.

F. Interview Procedure:

To each interview was taken a copy of the
questionnalire used in the main survey, and, where the
official concerned was willing, dsetails were filled in
of the functions undertaken and the numbers of enployees.
The other points to be covered weprc listed, and an interview
summery was drawn up. This was not intended to be used
as a set procedure, but merely as a guide to the various
matters to be discussed. It covered the designation of the
official interviewed; size of the department (if any);
number of staff and qualifications; ﬁérsonnel policy; forms
and‘records; availability_of Personnel or Staff Manager
to all émpioyees; type of training considered necessary
or desirable for the staff of a personnel department; and

the attlitude of Top Management and of other employees,
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It was alsc hoped to find out hew much was
generally known of the requircments of the social sclence
degree of the Univeraity of Cape Town, and how much was
known, and what advantage was token, of other training
for personnel management available outside the University.
(A full discussion of the facillities available for other
training will be found in section 5 E).

It will be apprecited that there could be no
"pattern interview" = all were different and the quality and
quantity of the information obtained varied with each,

The best procedurc secems to be to recqrd 21l the interviews
as they toonk place, quoting any comments of particular
interest. A final summary’pf:all the intervicws is

added at the end of the secction. " The quotations which

‘arc included represent the perscnal cpinions of the

officials'concerned,.and are given as they were made to the
invéestigator, Iﬁ gome cases they may reflect the policy

of the firm as well as, or differing from, the officials

own feelings ; but‘;t is not possible to say which clements
are included or in what prbportion. Nor can any evaluation
be made as to the efficiency of the personnel management in
any firn, This cculd only be attempted 1f it were possible
for the investigator to spend some time working within the
firm concerned; even then there would inevitably be bilas,

in that she would never be regarded as an ordinary employee,

subject to normal procedure,

 G. The Intervicws:

Of the 30 firms 1lnvestigated, it was found that
5 did not actually have a Personnel or Staff Manager, opr
any official, whatever the designation, carrying out the
majority of the functions of personnel managenent listed, .
In ecach of thesc cases, the responsibility for the various

functions was divided betwcen scveral heads cf departments,

t
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or other executives, similar to the firms discussed in the
nain survey. Only two of these firms completed the
questionnaire, so that it is not possible to conmpare in:
detail thce procedure in the five firms,

25 firms were found to have a Staff Managdr,
Personnel Manager or other official, wholly responsible
for the majority of the functions iisbed. The procedure
in each fiym will be discussed 1n the accounts which
fcllow. The list of the 30 firms, with tho.désignation

of the official interviewed is glven below:

No Personnel or Staff Manapger or other Official carrying
out similar duties:-- :

Code no. 8L 10 (Quest%onnaire comp%eted).

SL 18

SL 12 (Questionnalire not completed).
ST, 27 . " n .

SL 23 ‘ n n

Personnel or Staff Manager, Welfare Officer or other /
Official, as designated, responsible for the carrying out-
of the functions ol personnel management, as listed,

/

xx Code no. SL 6 Works Manager,
: oL 9 Welfare Officer.

XX SL 27 " "

SL 25 Staff Manager.

SL 29 " 11

SL 16 " [

SL 2 Director.

SL 5 Secrotary. (Staﬁf)

XX 8L 28
XX SL 33 Employce Relations Officer.
SL 1  Personnel Manaﬁer, or Officer. :
xx 5L 3 : " x /I
'g% §3 " i .on
SL 17 . 1t 1" 1"
XX SL 19 4] 1] n
sL 20 n tf n
XX SL 22 " " "
po's . SL 24 1" it ) "
SL 26 1t 1" L
XX SL 30 3] 1t 1
XX SL 31 n 1} n
XX SL 32 " n "
XX SL 34 " 1" "

xx Main survey 101 " " oo

We cexamine first the five firms having no specilal

Personnel or Staff Official, or any onc person normally

XX Questionnaire complcted at the interview,
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responsible for the majority of thc personnel functions.,
In each of these firms, procedure varied; in all of them
some form of staff or personnel management was practised,
but wag not regarded as the special work of one man, or
of onec man with a team of workers under his authority,
In cach of the five firms, staff management entailed a
division of respongibility between various officials,
with varying degrees of liaison in each firm,

Code no., of firm - SL 10,

Interviewed: Assistant Manager and Accountant.
Retail Distributors.
Head Office: Cape Town - 6 other branches,

Some sections of questionnaire completed.
No numbers of employecs given, :

Responsiblility for the various functions of
persdnnol managamnent a8 listed in the questionnaire

is divided between the following officials:-

Employment procedure: Manager, Accountant and Wages

' Office. b .

Wage procedurc: Manager and Apbountant.
Joint Consultation: Manager and Department Managers.
Welfare, Health and Manager, Despatch Manager,
Safety: Welfare Club and Accountant.

Education and Training: Manager, Department Managers
and Accountant. :

Employee Scervices: Cafe Manager, Welfare Club

Commlittee and Manager.

Engaging new labour was the joint responsibility
* of the Assiétant.Manager (for sales and office staff),
. and the Accountant (for non-Eupopean personnel), As
far 2s interview procedure, no special routine was - °
followed regarding Eduational Qualifications and other
requirements ~ it was found that there were insufficient
experienced or inexperienced persons available to fill
all the vacancics, Labour turnover was high in all
departments, and it was not considered worthwhilevto
undertake ény staff training programme, or to introduce
proper full—sdalé persohnel management in view of this
high rate.

Ail records are kept in the department concerned,

and therc 1s no organised central records systen.
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Ccde no, of firm -~ SL 12,

. Interviewed: Manager and Secretary.

Steel Works (Planning and construction).

Head Office - Johannesburg, 4 branches, :

Questionnaire not completed. (Cape Town branch mainly
concerned with plans -~ bulk of manufacture at
other branches). :

Number of Employees ~ 259,

~ Roesponsibility for the various functions 1s
divided between the Manageh, Chief Draughtsman, Works
_Ménager and Secrctary.

The Manager stated that all aspects of steel work
are covored by legislation and trade agheements,/and
personncl.management, as such, was felt to be un-
necessary. All staff are encouragecd ﬁo obtain the
highest qualifications possible in their particularp
spherc. All labour engaged is specialised labour, and
covered, as statoed above, by législation and agrecement,
Stecl workers are apprenticed and are covered by an
Industrial agrecment, Draughtsmen are engaged on a
signed cohtract for six years, during which time they
are full trained, It is of interest to note that, with
‘a large office staff in other branches, and with much
specialiscd work, the firm contemplates introducing a
training scheme for all office staff; under this scheme
employees are fully trained, over a period of 5 years,
in. all branches of the firm's work, Salaries arec
graded over the five years, and will be standard for
all branches. At the end of the training period, the
firm will have a fully qualified office staff, any
member of which can take over any particular duties
within the office, or at any branch, The scheme is at
prescnt being planned, and details are being circulated
to all branch offices. |

All ecmployees can see the Manager at any time,
and both he and the Seéretary are fully aware of the

necegsity for close and cordial relationships boetween
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Management and employeces, The Manager feels that
personnel managemenﬁ has a limited field in South Africa
“and is "more generally appropriate to general manufact-
uring industries and commerce,"

(It is interesting to compare this interview with the
views expressed in the letter from a similar industrial
undertaking, quoted on page 69).

Code no. of fiyrm - SL 18,

Interviewed: Secretary.

General manufacturing,

Head Office: Cape Town - 3 other branches.
Questionnaire was completed.

Number of employees - 269.

Responsibility for the various functions is
divided between the officlals a2s shown below:

Enmployment procedure: Secrctary, Factory Manager and
Asgistant, Welfare Sister,

Wage procedurec: Wages Clerk, Factory Office and
Factory Manager., _

Joint Consultation: Factory Manager to Secretary and
Directorate,

Welfare, Health and Safety: Factory Manager and Assistant
Welfare Sister and Doctor. (Firm
has own Medical Alid scheme - free
attention and medicine, sick
benefits., No contributions from
employees).

Education and Training: Assistant Factory Manager and

' Engineer, pluse European Soclal

: Club,

Employee Services: Welfare Sister, Accountant and
Secretary.

It was felt that no special personnel or staff
department was necessary until employec figures had
reached the 350 level; training would be necessary only
for the head of such a department, and should include
a degree in social science and training in industrial
legislation and administration and general office
administration - plus particular personal quallties.
The scope in South Afpica was at prcesent limited, but
personnel management was a profession,

-Labour in the. factory was largeiy unskilloq,
except for the fittors, The Secretary engaged tﬁo
office staff and the Factory Manager all others, | Office

staff arc cencouraged to obtain appropriatc qualifications

o~ -
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and the firm will pay necessary fees for Technical
College Courses, postal tuition or othervtraining.
The Secretary is availlable at all times to the office
_staff, and factory employees may also see him by
arrangement with the Factory Manager, He has to deal,
wlith many personal problems, as employees come for advice
and hélp on many matters - they may be grénted a loan
from the firm on the Board's recommendation. |

. The Secretary has a full knowledge and
appreciation of the concepts and techniques of porsbnnel
‘management, but feels that, until employee figures reach
the level of about 300 , or more generally 500 , it is
not neccessary.
Code no., of firm - 8L 21,
Interviewed: Secretary.
Clothing trade,
-Only establishment,

Questionnaire not completed,
Numbers of employces not given,

Responsgibility for the various functions 1s
divided between the Manager, Secretary, Factory Manager-
nos ther officials being menticned. The Secreﬁary is
responéible for all matters affecting the office staff,
and the Factory Manager'for all matters connected with
employees on the production side, All records of
factory personnel are kept in the Factory Manager's
office, ‘and the Secretary has little knowledge of them,
No special records are kept for the office staff. At
one stage, the firm employed a special Personnel Clerk,
or Officer (both terms were used in the course of the
intervicew), but it was found that she was better
qualified than.that; and she was transferred to another
department. _ |

Factory personnel are skilled and semi-skilled,,
and the Factory Msnager ascertains needs and arranges
for up-grading of employces (under the apprdpriate

legislation).
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Code no, of fiym - SL 23,

Interviewed: Manager.

Clothing trade,

One of production units of firm concermned - there are
others in the Cape, plus a centralised office, which
controls all production and keeps records. .
Questionnaire not completed.

Numbers of employees not glven- approximately 400,

The official interviewed was responsible for all

employee matters in his scction; engaging and training
S, » all the

(under supervisors) and floor supcrvision - also/buying

necessary. There is a Worké Manager, but no Assistant,

The official concerned said that he thought the
personality of a Staff or Personnel Managoer was much
more important than the actual duties carricd out - the
primc necessity for such a position being a sense of
humour." Productioh could only be maintained and
increased by persuasion, ahd by the maintenance of a
friendly atmosphere between management and cmployees,
In this firm, labour turnover was not excessive;
promotion was, as far as possible, from the "linc" and
all employees were encouraged to fit themselves for
better jobs.

Special rccords were not considered necessary -
co-operation among all employees was good; and it was
geneprally encugh to speak to any offender for the
irregularity to disappear. Management made suggestions
to those cmployces who had becomé recognised lcaders
in their particular group, and these persons passed on
the instructions or requests to those in their spherc

of influence.

11}

It will be seen that, in these five firms,
the responsibility for the various functions of
personnel management listed ig divided much as it is
for the firms in the main sufvey. The attitude of the
officials interviewed varied, as did their knowledge

and acceptance of the various concepts of personnel
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managenent, and their practice of the different
techniques. But, all were most helpful, and very
willing to discuss as much as they were able of

conditions in their own organisation,

The 25 firms remaining have all one official
responsible for the majority of the functions of
peréonnel managemnent, although he may not be designated
Personnel Manager. Ih gome of the firms, other -
officlals may shére a part of the responsibility, or a
team of office workers may carry out routine work, but,
in every case, the official interviewed was responsible
for the direction and co-ordination of the funcfions.

In some'cases, top managemeﬁt might restrict some of
the functions and require him to carry out only a part
of what he considered necessary or desirable.

One official stated that "he was rather afraid
that he looked down on personnel managemeht - it encour-
aged the worker to expect too much, in any case such
work was mainly common sense."  However, in spite of
this statement, he was carrying out a comprehensive

programme of staff administration, by virtue of which

- he could be classified as a Personnel Manager, I think

that he probably thought of personnel management as
covering only the purely welfare meésures, or including
employee services - in which function, more and more
services are being included by more and ﬁore firms,
However, we are not considering individual concepts of
personnel management, but assessing each on the standard
of‘functions carricd out.

The officials interviewcd represented a variety
of industrial and coﬁmercial undertakingé - Transport
Services; Retail Organisations; Banking and Insurance;

Tetrol and 0il Distribution; Food Packers and Processors;
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Welfare Officer guﬁy work on shifts, and this in itself
glves rise to many problomé, It is difficult to find
sufficient labour, as shift work is never pbpular; in
addition, 1t is found to encourage sickness,

The firm runs a large and sucessful Sports Club, |
which is open to the employees' families, Other services E
include the provision of dental and ocular facilities at |
reduced rates, for employees and their families - the amount'
due 1s deducted from wages regulafly until the whole amount
is paid. The Welfare Officer is available at all times
to any employee - he is wery conscilous that there is a nced
for wider welfare services, particularly home visiting.
In addition, many work&rs come to him about routine matters,
but are obviousiy worried by outside matters which have a
direct boaring on the work problem. There is not time
cnough to spare to talk over these kind of cases as he would
like to do. If more time could be glven to this sort of
work, the Welfare Officer fecls that labour turnbvor could
be substantially reduced. ’

For anyone wishing to enter this field of work,
the official concerned considered that maturity and
experience were the first essentials, plus proper training
to deal with all the different legal, financial and other
problems which would be encountered. He finds that many of
the lecturcs and training'programmes offered by outside
organisations are good, but deal too broadly with the whole
field of personnel managcment - he would prefer more
specific case studies of particular problems, which must be

common to most industrial and commercial undertakings.

The next five interviews cover firms concerned
with Retail distribution; one of the firms also has a

production unit, distribution of the articles manufactured
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Branch Managers arc answerablc to hor on all welfare
natters,

. There 18 no compbehensive records system, the
Wage Office has detalls of all staff, and records are kept
of all medical examinations and absentces. (It is often
found that retall orgasnsiations do not kceep very elaborate
records of staff, as 1is genéral in industry - where full
details of experience, work undertaken, ratgs of pay and
other details, must be kept under the industrial legislétion
now in. forco). Each bfanch keeps 1ts own records of all
staff engaged. 7

In considering possible employees, no spceial

aptitude tests are used. For the stores, a goneral
education and a pleasing personality are requiped. Every
cmployece must visit the X-Ray Clinic immediately after
employment, and arrangements are made for regular yearly
vislits after this, Employce serviées offered by the
firm include a comprehensive medieal aid scheme, an active
Soeial Club, run in consultation with the Personnel Officer,
and éertain special services on legal, financial énd other
metters raised by cmployces.

, The Personncl Officer is available at all times
to all employecs., She finds the personnel policy of the
Directors most progressive, and can always obtain all the_
hclp she may need from them. Her responsibilitiecs will
increasc with the move to the new offices and the altered
administration. When the time comes to appoint an
aséistant, she considers that this porson should ha§e a
Unlversity degree plus as much experience as possible,

. Speaking of training for personncl management genecrally,

she considcrs that cven a few days in an office such as hoers,
to sec at first hand tho many and varied problems with

which thc Personnel Officcr must deal with daily, would

prove invaluable in giving prospective personnel workers
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an deectivo view of the work,

Whilst she did not consider personnel management

L]

was wldely accopted as a profession 1n South Africa, she
thought that knowledge was increasing, and the concepts
would gradually be recognised by industry and commorce'

generally,

Code no. of firm - SL 20,

Interviewed: Personnel Manager., -

Head Office: Johannesburg - branches administercd from

Reglonal Headquarters - Westcrn Cape Region

i controlled from the offico. 1nfcapo Town.

Questionnaire not completed,

Number of employees in Western Cape (including Port

Elizabeth) approximately 1,360 Europeans,

: 500 non~Europeans.

This firm has always had & most progressive
personnel bolicy and special Personnel Departments were
established in all chions, as the byanches wofe opened,

- The Cape Town Office controls (in the Western Cape Arca)
7 stores, 2 warechouses, 2 affiliaﬁed companies, and stores
in Paarl and Port Elizabeth. Tho -latter stores have
"either a Personncl Officer or a Staff Officor who is
responsible for all employeoes in his branch. Employecs
for all the other branches and the warehouses are engaged
- through the Cape Town Personncl Department, and are inter-
~viewed and tested here, being directed to the various stores
afterwards, No employec is dismissed from any branch
except through thé Porsonnel Manager. In Johannosburg,
the Hoad Offiée, thcro is a Personncl Manager responsible
for the co-ordination of all personnel services in the
Union, and the Regional Personnel Managers are responsible
to him, Each Reglonal Personnel Manager must make
regular visits to all the branches in his pregion, and all
employees thus have tho opportunity‘to soc him, should
they so desire. | |

Thc Personnel Department in Cape Town has the °

following staff:-
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The Pecrsonnel Manager: fully qualifled in personnel
menagement, trained in Britain, He takes an active part
in the training programmes planned by various organisations,
He 1s responsible for the employment and training of all
male employces,

The Assistant Employment and Tralning Officer: (female) is
rogpénaible. for tho employment and training of all female
employecs,

The Welfare Officer: responsible for all welfdro matters
In all branches and stores in the region.

The Staff Sister: responsible for all welfare matters in
this branch.

The Staff Manageress- responsible for personnel matters in
this branch.

The Staff Sugervisor. responsible for personnecl matters in
the affiliated company.,

| It 18 of particular intecrest to noto that the .
site of the department has bcen carefully planned.,  All
cmployces must pass the door to get to the cloakrooms,‘
cantecen, locker rooms or rest rooms, and it is thus éasy
for them to ask for an interview, without the fact being
widely known, No action is téken on any problom raised
without consultation with the head of the department

concerned, but all employecs are qulte free to sece the
Personnei Manager or any member of his staff at any time,
and full adventage 18 taken of this,

With the exception of a few sub-sections,
mentioned beloﬁ, the department carries out all the
functicons listed in the questionnaire, . Apprentices are not
employed at all, and those measures concerncd with certain
" provisions under the Factories Act Safety Measures,
Broadcasts and‘TranSport Services fall away. The
accldent rate in the whole organisation is extremely low,
and they are generally of a minor nature. Loans are not
generally available to employees, but may be granted in
exceptional circumétances.‘ Employee services lnclude a.
well-run canteen, spofts club, dances, lectures and
discussion groups and other activities.

| All prospective enmployees are asked to £ill1 in a
comnprehensive form giving details of all work over the last
fow years, deta ils of family, military scrvice, cducation
and training and health.
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According to the nature of the post to be filied, they
will bé given aptitude tests in the department, and after
eﬁployment, will recelve thorough training in salesmanship,
stdck—keeping and any other aspects of thelr work,
The-Persqnnel Manager interviewed felt that
vtréihing for personnel management should include a
Univefsity degree,; plus peféonal qualities and as much

practical experiende as possiblei He himself is actively

o concerned wlith the spread of greater knowledge of the

concepts of personnel management in South Africa. -  He has
attempted to introduce a short training coursc (for three
months), within the organisation, but finds that it is

inpossible to condense the tralning in this way, and obtain

.sétisfactory results - the work will always need lengthy

expericnee, following a thorough theoretical training,
and, even then, should only be undertaken by persons wlth

the requisite4pcraonal qualities,

Code no, of firm - SL 30,
Interviewed: Staff Controller. .
Head Office: Cape Town - plus other branches,
Questionnaire completed,
Number of employees - 521 European. .

255 Coloured,

53 Native.

The Staff Controllers Department was started
about 10 years ago - the present Controller'receiving
three years training under a qualified Personnel Manager

from Britain., Thc department is staffed by the Controller,

- a Staff Tralner and two typists; the store also empléys a

Staff Sister and a part-time medical officer.

The Staff Controlloer is responsible for the
majority of the_functions listed, sharing the responsibility
in some cascs with other officials, The Braﬁch Manageyr is
in part responsible for liaison between all employcecs and

top managemoent, and for the benevolent fund administration.
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The Chief Engineer acts in liaison with the Factory

Inspectors, and is in dharge of the accident prevention

vmeaéures. The Staff Nurse and the Medical Officer

undertake the provisions for Health Records, Clinlc and
Medical Examinations, and also check all Safety Hazards.

The Sccretary is responsible for the Workmens' Compensation

" administration and the Pensions Scheme; the Office Manager

and the Chailrman administer the Savings scheme and Long
Servi¢e Grants and Presentations, .

'The heads of each decpartment notify the Stéff
Controller of their requirémehts,'and she is then
responsibie for interﬁiéwing and engaging the required’
number of cmployces, Tho_head of the department 1s
consultcd wherce nccessary as to the final choice.

The Wages office keeps the majority of records
for the staff, including absenteeism and labour turnover
rate {on sales staff this is said to be high). No
regular étatistical reports are made to top management,
but the figures are available if required.

The Staff Controller is at all times ready to see
'any employce, and no appointments are necessary. Regarding
the training necessary for prospective personnel workers,
the official considercd that a University degfee was
essential; preferrably in Psychology. Much could be
gained from lectures given by such organisations as the
National Development Foundation, and more use should be
made by industry generally of the facilities offered by
thomn. She feels that personnel management is not
generally regarded as a profession in Séuth Africa, but that

growth and expansion in this field was going ahead rapidly.

Code no, of firm - SL 13,
Interviewed: Personnel Manager.

Only establishment.

No Quesgtionnaire completed,
No number of cmployces glven

-
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was essential before the graduate should consider himself

- ready to undertakc personnel work,

Codec no, of fiym -~ SL 34.

Interviewed: Personnel Manager.

Head Office: Cape Town - plus 22 branches.

Questionnaire completed.

Number of employees - 1,450 Europeans,
426 non-Europeans.

_ This 1s the second Personnel Department which has
only been introduced this year (1953).  The introduction
is part of the long~-term poiicy of top management for the
- more efficient administration of the firm, Many of the
functions to be later wholly taken over by the new depart-
ment are at present undertzken by other offices, or are
only ncw being introduced. The Personnel Manager has
clerical assistance, and cosoperates with all branch
managers on staff matters. There is also a Divisional
Staff Manager_and Staff Manageress, responsible to the
Pepsonnel Manager for the branches ln the Cape area.

The grocedure for interviewing and engaging
ataff 1s to be éxtended and improved; medical testd and
X=Ray screeningvfor all staff are to be introdueced.
Records 2re to bo investigated and, where necessary, new
procedurcs are 40 be added, br the o0ld methods revised,
Simple retumms of absenteelsm and labcur turnover aﬁe
already kept, these will be claborated, and a full break-
down of thesce figures undertakén, together with regular
-8tatistical reports tc top management, Branch records
for cach employee are to be improved, and will include
detalls of experience, length of sorvice and cther inform-
ation not at presont kept. |

Redognition of personnel managcment was only
Just beginning in South Africa, but should grow rapidly.
Regarding theltraining necessary for the work, porsonal
qualities were by far the most important. Degrcese were

not really noccessary. It would be several years before
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any organiséd programme of practiéal training for inteﬁding
personnel workers would be possible within industry or |
commerece, Meanwhile, the lectures offered by the Technical
College gave.a good introduction to the subjJect. The
official inﬁerviewed madé full use of the facilities
offered by the National Deveclopment Foﬁndation, and encoup-
aged all branch managers and senior staff to attend the
various lectures and courscs. He thought that the aware-
ness of personnel management concepts was as great in Cape
Town as in Johannesburg, but that in the latter city there
was more scope in the large~scale undertakings for the
practice of techniques.

With a progressive top management giving every
support, it seems likely that the department under review
will grow prapidly, and soon take over responsibility for

all the functions listed.

Code no, of firm - SL 8,

Interviewed: Personnel Manager.

Head Office: Johannesburg - plus office in Cape Town and
other branches,

Questionnaire not completed.

No number of employees gliven.,

The'Cape Town dcpartment was started in 1952, the
present Personncl Manager having had wide practical
experience of staff management and vocational guldance work,
Staff of the department consists of a wages clerk and
an assistant. The department is responsible for all
employment and staff matters in %he Western Province, It
is hoped to expand the work of the department gradually, and
include more training of staff, and gréater'co-ordination
of staff services.. Focw records are kept at the moment
_theso howover, include absonteeism and labour turnowor
figures.

The Personnel Manager intervieWs all prospective

employees, and makes hls recomuendations to the head of
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the department concerned. He regards the total personality
of the applicant and his suitability for the position as
more important than mere qualifications, The use of
aptitude tests is to be developed, All_employees must have
a medical examination before'commencing work, and must join
the Medical Ald Scheme and Provident Fund. Social Clubs
run by the staff fluctuate; 1t is found dlfficult to orgen-
ige them outside working hours, as they prefer activities
which can be enjoyod during the time spent at work,

The Personnel Manager considered that the work
had professional ‘status; anyone wishing to undertake it
should be in posession of a University degree, particularly
in Psychology. Where the degreec obtained was other than
this, 1t might be necessary to call in an outside Industrial
- Pgycholegist to carry out aptitude testing. Even with a
degree, much practical tralning and experience was also

necessary.

This completes the summary of interviews with

Personnel Managers in the Retail Trade.

Code no, of firm - SL 29,

Interviewcd: Staff Supervisor.
Head Office: Cape Town -~ plus branches throughout the Union.

Questionnal re not completed,
No number of employees glven,

No questionnaire was completed by the official
interviewed, as he felt that, in his particular undertaking,
procedure varied in many ways from the ordinary industrial
or commercial fiprm, He preferred to discuss generally the
system of gtaff management carried out by his'erartment.

The organisation has always had a special Staff
Office, The Staff Supervisor has two assistants and a

clerical staff of about 30.- The department deals with
21l matters affecting staff in all the branches of the firm.
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Capc Town is regarded as the Head Office - the Geneoral
Manager having his office in this olty.

Beforc the last war, 1t was the practise to insist
that prospective staff had passed their Matriculation '
examination befofé Joining. Today, this standard has had
to be eased in many cases. The organisation still prefers
to take employees straight from school, and train then
through their own internal school‘system. Each employee
~has his own personal record, started.immediately upon‘his
entering the organisation, and is gradually trained to
undertake as many Jobs as he 1s éapable of doing. Progress
reports are added'regﬁlarly to the personél record, This.
policy glves a fully trained, relisble staff, and 1t 18
~rare to take on outside personhel for any department.

There is always a reserve of staff capable of being trans-
ferred cr promoted to fill any vacancy. Even for the
speclal staff department, this holds good. Special
gradﬁates may occaslonally be engaged for work in particular
departnonts, but this is exceptional, The promotion

policy of the organisation is elear-cut, and is knewn to
every employee. A yearly report is made for cvery membepr
of the staff, both aghegards ﬁo the performance of duties,

‘ and as to the development of personal qualities.

The Staff Supervisor is available to all employees
at any tine; branch staff nay come to Cape Town and see
him whilst on annual leave - or they may writec to him
through their own manager. A recent appointment 1s that
of a Lady Supervisor, attached to the Staff Supervisof's
depaptmént, but spending her time travelling around all the
branches to watch the interests of the female employees,
| particularly in such matters as lighping, cloakroon
facllities and other provisions.

The Staff Supervisor considers that there is no

necessity for a Personnel Manager, as all thce functions
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are already undertaken by the present department. In
addition, it 18 not likely that specially trained staff
would be engaged for this special work - as noted on the
previous page, staff for any department are obtained from

within the ranks.

Code no, of Firm - SL 25.
Interviewed: Staff Manager.
Head Office: Cape Town -~ plus branch offices throughout the
Union,
Questionnaire not completed.
Number of employees at head office:
approximately 1,000 Europeans.
" 200 non-Europeans.

The depaftment was developed in the early 1930's
as a pﬁrely administrative section for salaries and allied
matters. Welfare méasuros have been added to the functions
of the department, and, recently, a Welfarec Officer was
appointed, This official_is responsible directly to top
menagement, and does not work under the Staff Manager. He
is concerned with the administration of such matters as |
the Cafetoria and staff housing. The Staff Manager is
responsible for the administration of all other stéff
matters, including engaging and training employees, employee
interviews, gtatistical records (including absenteelsm and
labour turnover figures), and others, All employees may
sce the Staff Manager should they so desire, but they must
first approach the head of thelr own department, who makes
the necsssary arrangements,

In interviewing prospective employees, use is
made of a special series of tests which were worked out for
this particular organisation, Each employee must undergo
a complete medical examination by one of the ganel of
doctors retained by the firm.Educational etangérds requl red
~have lately been lowered., At one time the firm insisted
on all office staff holding Junior Certificate or the
Matriculaticn Certificate, but it is found today that there
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are not sufficient'persdns avallable with these qualifio—
ations, = Employeés are now accepted who have passed
Standard V11, or cven lower. The Staff Manager explained
the resulting altepration in office procedure, Before the
war, in any one department, on¢ man handled all the |
numefous stages in ﬁassing through any of the firm's
routine business - this might eﬁtail entering and checking
records, legal points to be looked up, decision on action
to be taken and the final steps to e¢losec the business,

" Todsy, 1t was necessary to split up all this work into
perhaps cleven easy stages, and train persons with a lower
educational standard to undertake Just one of the stcps -
a type of work which could be compared to production line
repetition in industry. A special "Methods" department
had been introduced to investigate the flow of work, and
to sinplify all opérations.

Records arc kept of all employees, and yearly
reports are made - in addition, each member of the staff
is required to make an annual return of all outstanding
debts ( including Hirec Purchase) to the Staff Office, There
is a sports club which is very active - membership is
compulsory, and a monthly subscription of 2/64 for males
and 2/- for females is paid, ’

It is the opinion of the Staff Manager that
personnel management is being professicnalised, and, whilst
there was no need at present to insist on a Uniﬁérsity
degree as a gqualification for such work, this must cbme in
the future, For possible employees in the staff depart-
nont, good personal qualities and experience would be
roqdircd. One or two months training in the work would
not be sufficient, at least a year was required to learn the
ninimunm necéssary.< The best way was for the graduate.to

go straight,intc the job and learn hard.




100

The next four interviews cover. a group of
companies who deal with identical commodities, and who
have very similar administration programmes, It 18 thought
beﬁter to discuss provisions in the trade as avwhole, rather
than to discuss individual firms,*which could be easily
identified, putting in any appropriate comments from the
various officlals. Each of the firms has a parent
company oVerseas, and each carries out staff programmes
which are similar for all branches of the firm, in whatever
country they may be., The code numbers of the firms
concerned are SL 2, SL 45, SL 28, SL 33; questionnaires
were completed by SL 28 and SL 33,

The products handled mostly come to South Africa
in bulk, and are stored at depots at the port of enhry,‘
being distributed from here to interior bulk storage
dépots and retall outlets. Hence employees include depot
staff and labour, lorry crews, salesmen, special consult-
ants to handle queries from clients, and head offico or
vbranch staff,

In general, thc officials interviewed were
responsible for hoad office staff administration, and
maintaincd records of all branch personnel, Depot managers
took on their own labour, which was mostly casual. As far
as branch staff were concerned, branch managers engaged
their own office personnel, sending detalls to head office.
The undertakings concerned genorally had a set personnel
strength,‘and staff were not taken on over and above the
requihements 13id down for each head office by the parent
company. Each firm had some system of merit rating or
grading for employees, and speclal proérammes for promotion -
of scnior staff and exccutives. 1'

Each has 1%8 own medical and bensions échemo -
one firm divides-employees into ﬁwo categories, being

Staff, all pensionable » 81l European; and labour, being
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nonéﬁensionable, non-European, As a rule all staff members
of all firms are permanent, and are required to Jjoin the
reSpective pensions schemes on employment

The officials interviewed had di fferent desige
.natione ~ Employee Relations Officer, Director, Secretary =~
but gll undertook similar functions. In some cases,
.special wage clerks or a wage office dealt with the
‘wage calculations and payments, but all wage decisions and
-adjustments were made through the official concerned All
were agreed that 1t would be difflcult with such "long
range" administration, to have one Personncl Manager at
head office responsible for the carrying out of all
functions in all branches, Hence, branch managers were
largely responsible for staff matters within their own
unit, but policy decisions were made by head office, and
paesea on to branch staff through the managers, |

Each firm in the group runs training programmes
for 1its own emplo&ees - especially for those concerned with
Athe actual distribution and sale of the products; each has’
a large department dealing with,queriES, technical
difficulties and requests for information from customers
and from the general publlc., All the officials interviewed
were most helpful, and anxious that the investigator should
be given all the help and information poseible.

- One point of interest was raised by one of the
officials - with a laid-down promotion policy, it may
happen that a man is promoted to become a Staff Menager, .
(or to undertake the functions‘of personnel management,
whatever his designation), and, however good he pro#ed to
be in this work, further promotion might move him away
from this office. It was pointed out that, if one really
believed in persommel management, and wanted to be a good
personnel manager, one night have to refuse promOﬁion in

order tovcontinue'with the work, and devdop it further.

(1}
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The next two firme are ¢oncerﬁed with food

processing, storing, packaging and distribution,

Code no, of firm - SL 16,
Interviewed: Staff Manager.
Head Office: Cape Town - plus branches and depdts throughout
the Union,
Questionnaire not completed.
No number of employeces given.

The Staff Mahager interviewed is responsible
(under the Secrectary) for all employee mattors in the Cape
Town branch. Each of the other branches has 1ts own
manager, who is responsible for the staff and labour in his
unit, and who'may'consglt with the Director, who is
delegated to bandle’all staff poliey decisions. Each
branch handles its own salary and wage payments, and rcndcrs
regulér returns to head office. Employees are diviqed into
two categorios - monphly paid staff, generally Eurgpéan,
and weekly paid lsbour, generally noﬁ-Europoan. Separate
sections of the wage department handle payments for the two
sections, = All monthly paid staff aro required to undergo
é medical examination on entering the firms employ; some
classecs of labour are required to undergo cxamination under
the_requircments of the Wages Act: The labbur turnover
rate 1s high among the non-European labourers, the work
belng largely un-gkilled,

All cmployces may consult the Staff Manager on
any matter, by making sultable arrangements with the head
of their dcpartment, Advice and Help is glven on many
matters - loand may be obtained in certain cases, usually
for such emergencics as an operation, They are not made
for such things as radlo-grams, or‘any item regarded as
"consumable,"  Often, an old servant of the company may
be paid his fuil salary, or a proporticn of his wages,
for 1life, on retirement. ‘

The Staff Manager did not think that personnel
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management was really necessary, ag it was only an over-
elaboration of services already in operation, and was likely
to make labour too demanding.  Howevep, agcording to the
functions carried out by his department, ho could himself

" qualify for the designation of Personnel Manager,

Code no. of firm - 101 (from main survey).
Interviowed: Personnel Manager and Secretary.
Head Office: Cape Town - plus 5 branches,
" Questionnaire completed.
Number of employecs - 80 Europcan.
- 363 non-European,
206 Native.

¥

The Porsonnel Department was cstablished about 3
years ago. Up to this time, the wbrk'had'been donc by the
Managing Director and the Seéretary but, with the growth of
the firm, i1t was thought adviseable to engage a specilal
" Peraonnel Manager to co~ordinate and expand employce
gervices and administration, The Personnel Manager 1is
rcesponsible for employment and wage procedure, Joint consult-
ation, education and training and employece services, 1n
consultation, whbre necessary, with the Director, Secretary,
Factory Manager and Sectlon Heads. Theldepartment is well
organlised, with comprechensive records. As far as the
office staff is concerned, administration is similar to
that in any industrial undcrtaking, but certain differences
and difficulties arise with the other employees.

The firm has a fleet of frawlers, at sea for long
periods, perhaps remaining at the wharf for only one or two
days., Hence normal personnel programmes, as, for any
ordinary industrial undertakiné, are unsuitable,. In
eddition, it wa.s poihﬁed out‘that the seamedﬁere a class of
labour on their own - they were hard-bitten men and could
not be regarded in thc same way as industrial labour,

They had strongly rooted conviétions as to their rights,

many of which had becen established for yeérs - any attempt
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to alter regular proceedings, even if it were to lead to
improved conditions,would, at first, be regarded with
suspicion., The scamen did not hesitate to walk in on the
Director or Manager and say what they thought on any matter,
they had little time for the indlirect approach through
some other official. The Skippers engaged their own crews,
often at a minutes notice, and could not be "organised",
The Personﬁel Manager 1is responsible for the factory
(cleaning and processing) and office staff, |

There i8 a cantcen, and certain réqréational
provigions -~ g soclal club and film evenings are provided,
It is the aim of tQp management to make as many contacts
a8 possible with their employees. The Personnel Manager
_himéelf must spend a proportion of his time in the sheds,
and could not carry out'his functions properly if he
merely directed work from his office. . He régards personnel
management as a profession; with good future prospects for
trained personnel workers. He would not, himself, insist
on a Unlversity degreé (and in this the Secretary agreed),
but.thinké’that personal Qualities and experience arce most

important.

The next two interviews deal with firms engaged

in printing and allicd production.

Code no, of firm - SL 6.
Intervicwod: Works Manager.
Head Office: Caps Town - plus factory in.the same area.
Questicnnaire completed.
Number of employees: 523 European.
‘ ' 535 non-European.

The Works Manager is responsible for all staff
matters, and is particularly concerned with the factory
personnel. It is of interest to note that 90% of the |
qualifled employees in the factory are engagéd'through the

aporopriate union, which is very strong and well organised,
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The Union representative in the factory co-operates with
the Works ManagerJoniall matters affecting members of the
Union - wage rates and grades are laid down in the
Industrial Couﬁcil agreement, there is a monthly meeﬁing
with the Union‘representative to consider any other
matters which require attention. Even the committee of
the Sports Club is tied up with the Union, Hence, where,
in another industry, a firm of equal size ‘mignsfind that
the Persbnnel Manager must ﬁndertake a good deal of liaison
work with employees, most o? the work here 1s according to
recognised rules, and follows well known lines of action,

The firm also employs a Canteen Manageress - it
was at first intonded that she should also undertake a
certain amount of welfare wofk, but the job has become too
lapge to admit of such extra duties. The Deputy Staff
Manager may undertake some Welfare work, but his time is
”almost entirely taken up with the administration of details
_/of training and other matters connected with the apprentices
articled by the firm. The selection, tﬁaining, testing
and supervision of these cmployees leafes little time for
oxtensive welfare work. It is hoped later to start a
special training school within the factory, which will
include the provision of a Schoolmaster on the premises,
and will make possible the day-long training of appfentices,
both in the various processcs carried out in the factory
and including the necessany theoret1cal work.v
The firm finds that there is a shortage of labour, both as
to suitable apprenticcs and qualified men.

Bearing in mind the limitations discussed above,
the responsibilitics of the Works Manager cover the employ-
ment and training of all labour; wage procédure (there is
a Paymaster to deal with thc mechanics of the system);
joint consultation (also with the Assistant General Manager);

the majority of the welfare; health and safety measures (in
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consultation with the Union representative, where
'nécessary); such 1ectures and training a8 is undertaken for
~all employees; and employee services, such as loans and long
gcrvice awards. (It should be noted that loans are granted
only against an'equal amount to the credit of the employee
in the firm's Savings Fund). Should employees wish to
purchase a house, this may also be arranged, but it is
dealt with by the Union, so that repayments shall not be
interrupted should the empioyeé go to another firm,
Regarding.pefsohnel nanagement generally, the
Works Menager thought that, in any small firm, it would be
sufficient to have a part-time worker, or for the functlons
to be undortaken by'a suitable staff member as part of his
normal dutles. He did not wish to express any opinion on
technical training for thc work, but emphasised the
importance of personal qualities, Personnel managément
was a professién; but should not be allowed to become

"top-heavy" and too overbearing with its own importance.

Code no, of firm - SL 26,

Interviewed: Pcrsonnel Manager.

Head Office: Cape Town ~ plus factory in same area.
Questionnaire not completed.

No number of employees given,

Undertaking similar production to the firm Just
'discussed, the same responsibilities are undertaken by the
Union concerncd. With the expansion of the flrm, 1t was
felt that & special Personnel Manager should be appointed,
and, accordingly, the department was opened two years ago,.
It was a question of slow and careful progress, and the
gradual introducticn of new concepts, and much remains to
be done, fhe‘Assistant Personncl Manager, appointed only
a fow monthsvago, is é fully trained welfare worker from
Britain, and has undertaken the revision and expansion of

all employee regords.
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The éersonnel Manager officially engages all
employeces, but qﬁalifiod personncl are obtained only through-
the Union, nor is it possible to maintain a small “pool" of
qualificd men in the area, to be drawn on when necessary.
For cvery qualified man cmployed there rust be a machine
walting., . Any aptitude testing is done by an outside
Indusﬁrial Psychologist. Medical examninations are
supervised by the Union for its members; office staff not
included under Union regulations,and any othcr employees,
are examined regularly by the fi{m's Doctor, and have
regular X-Ray screening.

The PersonnellManager may be seen at any tinme,
by any employee, through the head of the particular depart-
mecnt, If the Perscnnel Manager is approached direct, the
enplcyece is reforrod back to the head c¢f the department
ccnecerned, Sports Club, Savings Scheme and other omﬁloyoe
provisions are administefcd by the Pehsonnel Manager and the'
Union representative, in joint consultation,

Regarding the necessary qualifications for
personnel work, it was considered that personal qualities
were of supreme importance - theoretical training alone
belng useless, Industry did not recognise the need for
- personnel management in its early stages -~ it was only when
expanding production and competition forced the need to cut
costs, that the firm might realise that'niggardly savings
were not cnough, and large scale production savings, such
as could be effected by good personnel management, were

necessary.

Code no., of firm - SL 19

Interviewed: Personnel Manager.
Head Office: Johannesburg - plus 6 branches,
Questionnalre completed, .
Number of employeccs: 242 European,
666 Colourecd.
320 Native,
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This firm is responsible for thc administration-
of onc of the fiL&é;in the main.survoy._ Employee figureé
include those for this other firm, | |

The Personnel Dcpartment was opencd only a few
years ago, but is now well-established and effective.

Staff includes the Personnel Manager, Welfare Officger, 2
Clerical assistants, Time Cleork, Sister, Nurse, and Cantcen
Managcress énd Aggistant, The Poersonncl Manager is
responsible for the majority of the functions. listed, some-
times sharing the responsibility with a hoad office |
executive, (Personnel policy gencrally is'laid down by
.the head offioé in Johannesburg -~ particularly on such
matters as the administration of the Penslons Scheme, works
rcgulations, works magazine and long service awards),

Full recdords, including absentceism, labour turnover and
accident rates and types are kept by the departﬁent.

The heads of the various departments advise the
Personnel Mapager of employee requirements, including thé:
necessary skillé or cducational standard. From replies to
the advertisements then circulsted, the Personncl Manager
sclcets one or two, and thc head of the department concerned
1s consulted 28 to tho final selcetion. All employces are
medically examined on their engagement, (The Pcrsonnel
Manager feels that ccrt2in of the processes carricd on in
the factory impose a certain physical strain on omployees;
and he hopos.to introducc a special study of thése, and
devise remedies, wherc possibla),

Employee secrvigos include two Sports Clubs - one
for Eﬁropeans and one for non~-Europeans - and weekly film
shows. The Works Committee brings tc the notice of the
Pérsonnel Manager any. other service which it'feels could
be intw¥pduced. All omployees are free to see the Personnel
Managecr at any timc, by arrangement with thc head of their

department, or a supecrvisor.
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1t is definitcly a profession, and training should include,
if=possible, a Univcrsity dcgrec, plus the right personal
qualitios and practical cxpericnce, Having reccently toured
Britain and Europe to study developments in personnel
management concepts and techniques, the Personncl’ Manager
feels that all training for this work should be based on

a good theorctical background such as is offered by a
University degree, followed by at least 6 months intensive
practical training in a special "school!l devoted to case
studies and problems in Industrial Legislation - the
gtudents acting out each problem situation, Oné or two
month's vacation work is not sufficient to grasp the nature
and cxtent 6f the work, This case study and action method

is widely used in Europe teday, and is vecry effective,

Code no, of firm - SL 24.

Interviewed: Personnel Manager.

Head Office: Cape Town -~ plus factory in same area.

No questionnairc completed,

Number of emplcyees - approximately 2,000, - N

The Personnel Menagement and Welfare Department
was introduccd in about 1936, and, at present, is staffed
by a Personnel Officer and 4 clerical workers. It is
responsible for the majority of the funotions listod, the
Production Managcr and the foremen co-operating in certain
liaison measures, The firm has a Sister in each of the
two factories, both being rcesponsible to the full-fime
Medical Officor. The Clothing Industry runs a comprehensive
Sick Fund, with provisions for all categorics of workers.
In addition to this fund (which docs not include provision
for Natives), the firm runs 1ts own Sick Fund,,providingl
for this class >f workers also,

The Industrial Agrecment for the trade, lays
down the grades and wage rates for all workers, and calls

for the keceping of certain records. Abgsenteeism and labcur
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turnover reccrds arc also kept by the Personncl Depaprtment.
Employee services provided include a Canteen - run by a
Manageress ~ and a Sports and Social Club, this is run by
the employees, but receives advice and financial help where
necessary. Difficulties and queries are generally handled
by the heads of the various departments, but employeces may
scc the Porgonnel Officer if they so desire.

For any graduate contemplating personncl work, the
official interviewed thought that lcectures and prgctical
;oxporience wbuld‘fill in the gaps left after avgood 5operal
education,»buﬁ'that the intending worker should, in any
caso, possess those personal qualities which would make
him sucessful in this work - work which nceds tact, under-

standing and strength of character in its performance.

Code no, of firm - SL 3,

Intervicewed: Personncl Manager.
Only addrcss., ‘
Questionnaire complcted, -
Number of employees: 200 Europcan,
800 Coloured.
10 Native.

-The only functions not undertaken by the Personnel
Department on the list, are, first-aid training; Red Cross
films; Eyosight Tests; Works Magazine; Broadcasts;
Regulations book and special Transport Services. The
Department is staffed by the Personnel Manager, his
assistant, the Pay Master and one clerical worker. The
Personnel Ménager is availablo ét 81l times to all employces,
his officc opening diréctly off the production floor,

There arc few social activities yct, and new
scrvices must be "sold" to the workers before their
“introduction,

ﬁ The official intervicwed worked under a very
progressive top management, and all his requirements were

met immediately. He has spent much time studying the
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Godc no. of firm - SL 17.

Interviewed: Personnel Mansger.

Head. Office and factory: Cape Town,

No questionnalre completed,

Number of employees: approximateoly 875.

" The firm visited presénts a particularly complex
problem fér the Personnel Manager concerned, as there arc
actually fivc separatc production units under the same roof,
cach with its own Factory Manager, So that, in addition
to co-ordination between mahagément and cmployecs, there
are often’further adjustmonts to bc made between tho various
factorics, The Personncl Manéger 1s responsible for all |
the functions listed, with ﬁhc oxception of cortain'health
and wolfare mecasuros which arc undertaken by thc Factory
Sistér, and the Doctor, who attcnds woekiy. The Canteen
has a Managcress, and the Social Club is administered from
the Head Office in Cape Town = this administrative officc |
being quite separate from the production unit visited.

" One official in this office 18 responsible for staff mattors
thore, | |
| Each Factory Manager adviscs the Personnel Manager
of his labour reduirements, and this official theon obtains
the requisite émployoos, of the desired standard, All
omploycecs are required to'undergo 2 modical cxamination and
X-Ray gcreening., | |

It is hoped to cxpand the work of the Personnel
'Department in the future, when an assistant can be cmployed.
For peprsonncl work in general, the official interviewcd
puts thq omphasis on personal qualitiés and general office |

and industrial administration training.

This completes tho review of firms in the

Clothing Industry.
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Code no., of firm - SL 22.

Intcrvicwed: Personnel Manager,

Timber products.

Only address.

Questionnaire completed,

- Number of empleyccs: 168 European.,
, 323 Colourecd.

466 Native.

Thedcpartmént wasg cstablished originally as a
purely Wclfare Officc, and has gince devcloped until it is
mainly rcsponsible for most of the functions listed. In
the firm, the Production Manager, Accountant and Personnel
Officer have the same amount of authority, and co-operaﬁe
on all matters, being responsible to the Directors.
Certain plans for the expansion and improvement of the work
of the Personnel 0ffice are dependant on the opéning of the
new factory - at presont in the planning stago.

A large pcrcontage of the labour is unskilled,
and all non-Europoan labour is selected by the Personncl
Officor, Office staff are recrulted by tho Accountant.
An Industrial Psychologist visits the firm wcekly to carry
out any ncccssary aptitude tosﬁing. Rccords kept include
absenteeism figurecs, sickness and lateness rccords., No
labour turnover figures have ever been kept'- so much-
migrant and casual labour is used that thc pcrecentage |
turnovcr would bc very high: in addition, Puch of tho work
ig unpleasant, and somc is shift work, so that many
cmployees leave after a few weeks work,

Employece servicces include a'subsidised Cantcen,
which provides meals feor the European employecs (including
forcmen) and soup for non-European employces, Frce
medical attention is éivén to all employeces carning under
£700 per annum, and also frec dental treatment - this also
includes provision for thce families of such cmployecs.

Tho introduction of a trained Pcrsonnel Officef
i1s rocent - previously Welfarc Officers wcere omployed who
had to undertake a great deal of elerical work. There

is, therefore, much to be done in thc fipm, cspecialiy in
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view of the fact that the move to the new factory will
take place at a much later datc than was at first planned,
Existing facilitles, which were regarded as "make-shift"
must now be used for some time to come, The amount of
progresslve personnel management which can be carried out
will depend largely on the attitude of tob management.,
Training regarded as necessary for personnel
work included a Univcrsity degree in Soclal Science, plus
tralning in Industrial Psychology - by far the most import-
ant requiromont, howcver, was the posscssion of the right
personality for- the work, = Lectures, such as those offecred
by the Natiohal Development Foundation,Awere very good to
introducec ordihary staff to the concepts and‘techniqucs of

personnel management,

Code no, of firm - SL 32,

Interviewed: Personnel Officer.
Only address.
Questionnaire completed, :
Numbcr- of Employees: 254 European,
809 Coloured,
16 Native.

Whilst this is theo only address of this firm,
officc administration is undertaken by the contrqllingr
company, which markets the products, Hence, somec functions
said to be ¢arried out by "head office" arce carried out in
a separatc building - these include recsponsibility for all
Industrial Agrccments, and the administration of the firm's
Sick Fund and Pensions Scheme, Apart from these, the
Personncl Officer is recsponsible for all the functions
listed, occasionally using extra clerical staff, as in the
Wage Administration;' The Personnel Officer is responsible
to the Directors, through thc Factory Manager. His staff
consists of an assistant (femalc) and thrce female clerks,
21l of whom have bcen transferred from the factory, haviné

shown thomselves more suited to this type of work.
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With the exception of time cards, which are kept
in the wages office, the Personnel Department keeps all
necessaryrrecbrds; including those called for under the
Industrial Agreement; ' Monthly returns are made, where'
neceséary, to the Fa&tory Manager,

All prospective employees are given a scries of
aptitude tests and a general intelligence test, and must
have a medical examination, including chest X-Ray,

All employces can see the Personncl Officer at
any time, but it is donsiderod courteous. to go through
the head of the dopartmont concerned, although the reason
for the interview necd not be divulged. ~The sizc of the.
factory makes the diffusion of personnel polic& difficult,
and 1t is hoped to start a House magazine or bulletin,

All the omployees arc generally appreciative and co-operative
but can be, in turn, suspicious 2nd hostile. Great use is
‘made of the works broadcast system, and programmes include
“music, "pep" talks, grectings and other personal messages.
Other cmployce services include a Sports and Social Club,
which is well suppofted; savings ééhemes and long service
awards,

The Porsonncl Officer considered that a special
,departmcnt was essential in any firm employing over 300,
and,)oven below this number, such a department could be
cconomically organisecd. Itvwas ndt necessary for all staff
to be specially trained, but, for the scnior positions,
training should includo-a dogrep in Social Science with
cxtra ﬁraining in Industrial Legislation, Administration and
Office routine, plus thc usual personal qualitics, Personncl
Management was most certainly a profession ~ it carried a‘
high degree of responsibility and nccessitated a knowiedge
of subjects which have, themselves, professional status.
Therc was only a limited field for personnel work in the

Union at the moment, but this should lncrease as industry
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increased its demands for such speclal services,

H., Summary of the. Short Survey:

It has already been stated that the aim of the
short survey was not so much to obtain factual informstion,
as in the maln survey, but to collect information regarding
the operation of personnel departments, policy problems and
general administration - matters which could not be discussed
in the main survey, but only dealt with in the course of a
personal interview, In such discussions, it should be
possible to obtaln personal opiniong as to the worth and
gstatus of personnel management in the various industries =
qualitative aspects which could not find place-in the mere
tabulation of functions collected in the main survcey.
Briefly, the points to be covercd weré:

Official designation of the person interviewed.

Staff and quallfications,

Functions and responsibilities of the department,

Forms and rccords kept.

Personncl policy, and its diffusion,

Avallablility of Personncl Manager and slte of office.
Attitude of top managemont.

Personsl opinions as to training recquired by
prospective staff; attitude to social science and
other graduates; future prospccts in this ficld of work.

All the intérviows have been summarised in the
preceeding pages, and rcference should bc made to them for
fuller informaetion on the points montibnod here., The
summaries do not ropresent all the matcrial collccted - much
wag of a subjective nature, and could not find a place herc -
therc were many anccdotes which, whilst amusing, added little
- to th¢ information obtained. Some of the comwments have
been included 1n other sections, where it was felt that they
werce more appropriate. Some foew of the storics threw an

Intoresting light on the many probleoms encountercd - the

official who, asked whq was rosponsible for the noticc boards,
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replied with a despairing gesture of the hands, "éverybody",
gave a more interesting and accurate comment on the
organisation in his firm than any reply on paper could have
done, And the official who had to deal with absenteeism |
statistics, added‘considerabiy td?ﬁ%ual qQuantitative nature
with the story of the six girls who arrived very late for
work because Jthéir taxi hadn't called for them,"

However, any personnel manager can cap these, and
 add many more notes on the humen interest side of personnel
management, which could not be included in this present
discussion, 'The‘interviéw sumnaries include notes on
special difficulties of the work, an@ the following notecs
arec intended to sum up thce whole survey briefly. |

Of the 34 firms originally listed, 29 were finally
visited, plus onc from the main survey - making a totél of
30 firms interviecwed. Of these, 25 had one special official-:
responsible for the majority of ‘the functions listed.

The dopartments concerncd had becen started at
verious times: 8 of the firms haed had such officcs sincé
their establishment - the code numbers of-theso flrms belng
SL 2; SL 20; SL 27; SL 28; SL 29;SL 31; 5L 33; SL 5.

% firms statcd that the personncl depertment had
grown out of departments originally intended to deal ohly
with welfare or salary mattcrs - SL 25 (original department
1930); SL 101 (personncl department introduced 1949);

SL 22 (no date glven).

No detalls of cstablishment were available for
4 firms - SL 3; SL 6; SL 16; SL 17. The remaining firms,
with the date of cstablishment of the department are:

SL 9 (1930);'SL 24 (1936); SL 30 (1943); SL 32 (1948);
SL 1 (1948); SL 26 (1951); SL 8 (1952); SL 13 (1953);
SL 34 (1953); SL 19 stated that the department was introduced
"only a fow years ago." |

From thesc figures, it will be sccn that the
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ma jority of the special personnel offices have been
introduced during the last 12 or 15 years,
Designation of officlal interviewed: a full 1list of the

official titles of the persons interviewed will be found
on page T7. It will be noted that 15 of the firms call
the official concerned the Personnel Manager or Officer.

Staff and qualificationsg: the table on the followling page

gives such details\as weré avallable of the staff employed
"in the various personnel or staff departments. This does
not include wages clerks or other personnel outside the
actual offico, although such persons may work under, or

in co-operation with, thc department. '

Qualifications of Personncl Managcrs and staff
vary - wherce the managcr 1s speclally trained in personnel
managcment; or possesses a Univorsity'dogroe, he 1s more
likcly to expect that at least the senior staff in.his offlece
" should have some spceciecl training or qualifications,

Sevoeral of the officials intervicwed had rcceived cxtensive
treining in porsonnel managcment concepts and technigqos,
generally in the first instance in Britain, Cne or two

had University degreces in Law, Psychology or Commerce, The
ma jority of the officiale interviewsd, however, had had no
special training, but a variecty of ocxperience in personnel
administration, plus the roquisite pecrsonal characteristics,
made them particulérlwfﬁgjgﬁi work, and capablec of carrying
out sucecssafully the functions of a personnel manzger.

Functions and responsibilitices: In overy cage, the officlal

_intbrviéwed wag responslblc for the majority of the functions
listed in the original discussion of the questionnairec - scc
pages 35 2nd 36. In somec cascs, onc or two of the sub-
divisgions of thc main funetions weorc dclegated to another
momber of the staff, or to a separate dopartment., In

gcveral casocs, wages werc made up and paid by secparatc



Table 17:
DETAILS OF PERSONNEL STAFF IN 2> FIRMS.

i Pors.Man.| Pers. | Welfare| Otheor
Code no. cte., Agst, | Agst. | Staff.! Clorical]
SL 1, 1 1l No,
2, 1. a/k Yes,
D 1 1 1 1
5. 1 a/k Yea,
6. 1l - 1 . 1 " Yes,
8. 1 1
9. 1 1
13, 1 1
16, 1 1 Yes.
17, 1 1 " Yes.
19, 1 1 1 2
20. 1 1 1 3 3
22. 1 1l 2
24, 1 1 -4
25, 1 1 | Yes,
265 1 1 ' ¥OB. '
27, 1 No,
28, 1 1 Yeca.
29, 1 2 30
30, 1 1 1 2
31, 1 1 Yes,
32, 1 1 3
33, 1 1 Yes.
34, 1 2
101. 1 Yes.

(NB., The hordzontal divislons above do not represent any
spcelal grouping of firms, but are used for easec of
reference only).

Weifare Aggistant: 1includes Welfare Officer, Staff Nurse,
Staff Sigter, Factory Sister or Nursc,. '
Qther Staff: includes all scnior assistants, other than
the Assistant Personnel Manager or Deputy.

Personnel Managcer: includes all officials intcrviewcd -
whatover their officlal designation.

d/k, Numbcrs of staff not indicated, but other sonior
stﬂff mentioned durlng the intecrview,
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clerical staff, Decisions on long service grants or loans
were sometimes the responsibility of a Manager or Director -
several other minor functions were not directly the respon-
8ibllity of the Personnel3Manager; but in all these cases,
the official.intefviéwed was advised of all declsions and
administrative details, and 1t was generally his task to
co~ordinate all the work, and‘to deal with all qheries from

employeecs concerning thesc 1tems.

Forms and Records: ‘Here agaln, proccdurc varled from firm

to firm, Where one Personnel Managcr kept all records in
his deparfmont, or had duplicates of those retained in othecr
départmonts, anothcr official would have merely personal
‘rceords for'all employoos,.with scparatc records maintained
by the wages office, production departments or othcr members
of the managecment team.,  Several of the firme concorned had
‘well-organiscd record systems, covering all details for every
employee, all kept in the one office. Soveral intimated
that thelr records wero beling o#erhaulod,'so that this would-
'be.possible at a later datoe, Still othér Pergonnel Managers
wouid 1ike such a centralised system, but were hold back by
a differencc of opinion with top management,

| The mejority of the officlals rendored rogular
statlistical reports to their managors or diréctors, the items
mdst_gonorally included in such reports bcing labour turn-

over and absentecism figures.

Porgonncl policy: All the officials interviewed realised
the importance of a progrecssive peﬁsonnel policy, and the
'appointment of speceial personncl officials in theseifirms
indicatcd that top menagement was also awaré of 1its
importance,

| Some of the commorcial undertakings, in particular,
had a clear-cut personnel policy and promotion scheduls,

known in dotail to all employees, In addition, extcnsive
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traeining programmes gave every employee the opportunity for
advancement, should he prove eapable of the duties-entailed.
The'provisions for Employee Services varied in almost all
undertakings, industrial or commerciasl; but, even where
such amenities were limited, this should not be t§i$%7%%§ite
management was not aware of the need for more oxtensive
provisions for thcir cmployces. In many cases,/tho
Personncl Manager was empowered to introducce needed scrvices
as soon ag possible, - Partlcularly was thie the case whore
the arpolntmont of a Personncl Manager was very recent,

and re-organisation was in progrcss. In some casecs, of
course, thc Pergonncl Mahagor felt that certain sorvices
should be oitcnded or introducecd, but had to wait until

top management was aleo conviﬁcod of the need for such
provigions,

Avallability of Personncl Manager and site of devartment:

In cevery case, it was stated that cmployees were frce to
approach the Personnel Manager at any time, for any reason,
but progedure varied, generally falling under onc of the

following:

a) Tho Official conccrned would séﬁ anyonc at any time,
without appolntment, and without the employee having to
consult the hoad of his department or any othcr officlal,

b) Employecs could scc the official, provided that tho head
of the department was notified of tho cmployoe's intentions.
(This might ontail having to give tho rcason for the desired
interview),

¢) The Personnel Managor could only bc scen after the hoead
of thc department was satigfied that the interview was '
nocessary, and had made the necessary arrangements for 1it,

The actual Personncl or Staff Office was sited
in a varicty of ways, but thcsoso again fcll into three main

| categories:

‘a) The office or dopartment was deliberatcly positioned

8o that all cmploycos passcd the door on their way to cloak-
rooms, locker rooms or Cantcen, thus making it easy to
apprroach the Personnel Manager or any membecr of his staff,
without attracting undue notice from supervisors, heads of
departments or other cmployeecs,
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b) The office was situated on the floor, within reach of
2ll production employees, but any approach would be seen
by supervisors and other employees alike,
¢c) The office was placed with the other administrative
- offices, where the production employees were not likely to
move freely, or where the presence of such employees might
be challenged,
These points are probably of more importance in
tho industrial firm ~ in a commercial firm all offices are
generally grouped togcther and there 18 not the same dlvision
of cmployeces as there 1s in industry, where:'the two groups
of office cmployecs and production cmployces do not genecrally
mix to any great extcnt.

Attitude of top management: Whilst one or two of the

officlals folt that Personnel Managers were appolnted
bocuasc suchappointments had become "fashionable" and not
beeausc top mansgement was convinecd of  the nced for their
gervices, most fcolt that top management had accepted_the
necessity for a special offielal to administer personnel
servioces,” but that often thcde services were not widely
'enough used, Several pointed out that, once introduccd,
pbrsonnol manhagcment could rapldly prove 1ts valuc, This
encouraged the oxtenéion of\sefvices within the firm
concernced, and also helped to spread the concepts of
personncl managcement to other firms in thc same industry
who had not, so far, undertaken to provide spceially for
it,

The goncral opinion among all the officials
gccomed to be that, whilst every Personnel Manager and some
of tho\top management rcprescﬁtativos were consclious of the
advantageé to bc gained by the appointment of & personnel

officer, managecment in industry gcnorally had not yet
reachcd this same gtage, It might bc some yoérs before

the majority of top managemcnt representatives oxhiblted the
samc awareness of tho concepts and funections of personnel

management as could now be found in other countries, It
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might take even longer for the Personnel Manager to be
recognised as an egsential part of the management team in
any firm,,no matter what its size.

Training for - personnel staff: It was generally agreed that

all the senior staff members in a personnel department would
benefit from special training in personnel managemeﬁt
concepps and techniques. Somc of the officials consldered
'that a University degres was esscntial, others thought it
desirable,}but ﬁot cssential, All were conversant with the
training programmes offecred by the National Development
Foundation, and agrccd that lecctures and discussion groups,
such as were provided by this organisaﬁion, wero a ﬁaluablo
treining medium for their staff. Several of the Personnel
Managcrs had acted as ldcturors, or werc actively conccrnod
with the "Training for Supervisors' Schemo, also administerec
by the qundation,

| The opinion most often expresscd was that, given
the right gort of porson, thc'othcr things' could be
accumulated as hc went along. Personality was thc most
important, cxpcrioncc was a.matter of time, and spccial
techniques could always be lcarned, The most rcady
approciation of tho advantages of a thorough theorctical
treining wes cxpressed, as might be éxpected, by those |

officials who had thcmsclves had such training.

The,othcr two points mentioned, the attitude of
-Personncl Managers towards the graduatc, and futurc prospects
in the fieold of personnel managoment for the social scicnce

graduatc, arc dealt with in full in scction 6.

Generzl comments: There remain one or two comments of

intorost,‘which do not fit into any of the previous hoadings,
Ono of these concerns the difficultics cncountercd by

Poraonncl Managers in trying to implcment the full personnel
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policy desired by management, and known to be both necessary
and profitable for both management and employees. Some of
the industries concerned find that, where their employees

are members of a strong union, there still remains suspicion
of management policies, and a feceling that Personnel Managers
are trying to "get round" thc workers, without giviné them
their rights, This attitude 1s diminishing, but persists
strongly enough in someo industries td hampor‘the best efforts
of the Pcrsonncl Manager or his staff,

It was found that some of the officials_always
rofcrred to “héﬁ or "him" in speaking of prospeective
personncl workers, Agked if this mecant that they would not
consider s womén for such a position, it was stated that,
in genceral, women made good welfarc workers - factory sistcers
or industrial nurscs or dcaling speccifically with femalo
employecs - but that they would not be acccptable fbr the
genior positions in a personncl office, Onc official said:
"I scc no rcason why women cannot do a personnel officer's
job quitc well, but I would stress in this case that they
must be of a scnsiblo age, and must have the right
qualifications. In my own very limited cexpericence of
women, I find that they can be more biased than a man, and
deal rather subjectively with problems, I would not choose
a woman if I had an equally good man, but I havg not mct
cxperienced personncl women to judge fairly."

This attitude will probably pcrsist in industry, oven if
s number of women prove themselves efficient Personnel -
Managers or Assistant Managers.,

Onc final gocneral point - in the discussion of .
thie main and the short surveys, wc have referrcd to Pcrsonnel
‘Managors in many firms, It must be remembered that each
and‘ovcry one of thecse officials carries out his work in
a different way, cven wherc the functions carricd out
arc said to bce the same, Two managers may héve cxactly
gimilar dutics, on paper, but the actual administration
will vary'greatly. The framc of reforeﬁoe, and the

limitations imposed by top managecment and other factors,
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will differ in every firm, There can be, therefore, no é

comparison of personnel management functions as carried
“out in the various firms, nor can the performance of the

duties by the various officiale be compared,
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It has been possible, through the surveys, to make
a factual anélysis of personnel practices in the Cape
Peninsgula, but, in addition to the material collected and
presented on the preceodiﬁg pages, there are a number of
'points‘of interest concerning the position and functions
of thec Porsonncl Manager, ariéing from the surveys, which
arc not sultcd ﬁo quantitative presentation., It'is
proposed to sot out these points now, on thoéd following pages,
with any rclovant comments made by thc officials intcorvicwed

during tho short survey.

A: TFunctionsof tho Porsonnel Manager:

In drawing up the quocstionnalre which was used in
the surveys, 1£ was nccessary to uso some arbitrary list of
functions as a sﬁandard, apd.this wag drawn up bascd on |
certain recogniscd auﬁhorities, all of whom writc about
personnel managcement conccopts and practices outside South
Africa. Until such time as some national body comes into
being in South Afrida) capable of formulating a profcssional
code for Porsomnel Managers in the Union, these outslde
suthoritics will rcmain the only guide, Even a specclal
code or manual for personnel workers in Soﬁth Africa would
“po'based on theso authoritics, and on the oxporience of
local Pcrsonncl Mecnagcrs, many of whom recoivod theip éarly
training in Britain or Amcrica, or who galned oxperience

in thesc countrids. Whilst thc functions of thc Personnel
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Manager in the Cape Peninsula (‘and indeed in the Union)
do conform closely to this list, gertain variations should
be noted. Each main function is taken in turn, and any
special comments made during the survey are included in the

discussion.

Employment Procedure: Here, as is general overseas, it scems

to be the practice for the Production or FéctOfy Manager to
indioaté his roquirements to the Porsonncl Manager, including
-thc degree of proficiency and the cducational étandard
desirable for eaéh vaéancy. The‘Personnol Managcr then
intervicws applicahts, and selects the roquisito numnber -
sometimes the Production or factory Manager may makc the
final seclection, Whero the firm erks under an Industrial
Agrecement, ccrtain regulations may affect the cmployment.

of personncl. Hence both Factory Managcr.and Personnel
Manager need to bb thoroughly conversant with the industrial
legislation affceting their particulér industry.

Labour turnover records arec, ih many cascs, being
kept for the first time, and are oftcn availeble only for
the laét feow ménths or the last ycar. Few firms have such
rceords covering a period of morc than § years, Of the
35 firms in the main survey who completed the questionnaire,
20 stated that they kept labour turnover records, 9 of these
gave no dates. The romainingvfirms had kepbthese rccords
for varying‘periods ranging from 10 yecars to 7 months, 9 of-
the firms starting such records within the last fi#e ycars,
‘and 1 of theosc 9 firms only startecd the procedurec within the
last 7 months. | In the short survey, among the firms who
completed the questionnaire, 14 stated that such records were
:kopt; of those, 8 firms gave no date, 2 firms had'kopt the
records for five years,‘ana 4 firms had started such records
within the last year.

Very few firms call in outside cxperts, such as an

Industrisl Psychologist, to help in the selection of their
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employees, Some‘Persdnnel Managers carry out minor aptitude
testing, only one or two have a regular programme of such
tests, in addition to the routine interview, Where such
testing is carried out, it is almost entirely confined to
.European employees, In some firms the office staff are
regarded as the responsibility of some official other than
the Personnel Managcr.

Wage Procedure: Where therc is a Personnel Manager cmployed,

he often co-operates with a éeparate wages department, wages
clerk or paymaster, Records may be képt only by the
Personnel Manager or in his department, or may be the
rcspongibility of thc wages department, Duplicate records
may be kopt in both offices,  Where the firm works under
an Industrial Agrcement or a Wage Determination, there will
bc certain compulsory details which must be known - by the
Pergonnel Manager, 1f hc assumes the final responsibility for
this function, or, otherwise, by the official concerned.
"Bonus Schemes" under thc Wage Proccdure heading,
rofers to those schemes officially rccognised - provision
is made in industrial legislation for such schemes, details
being set out in cach Industrial agrccment, For instance,
in the Industrial Agrcement for the Printing and Newspaper
Industry (Department of Labour, 23rd June, 1950 - Government
Notice no., 1437) section 5, sub-scction 2 states that:
| "Notwithstanding anything contained in sub-scction
1 of thie scetion and scction 21(4)(c), it shall be -
permissable for any cmploycr to set up a Jjoint production
committce, consisting of representatives of the management
and membcers appointed by the chapel concerned, in order to
climinate wasteful methods of production and reducc costs in
his cstablishment. Should any such committce desire to
introduce any scheme which providecs an incentive to improved-
production, such schemc shall be submitted for approval by
the Standing Committec, after rcference to the Joint Honorary
Secrectaries of the Council, before being put into operation,"
The Sick Pay, included in this section rofers also
to provisions under thc appropriate legislation, whilst the

Sick Fund provisions included under thc section on Employee

Services covers those private schemes run by the individual
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firms., These may 5@ administercd by a separate clerk,
by a‘committeo/or by some other officlal, cven where a
Personnel M=znager is employed.

The Personnel Manager is often one of the
employer's representatives on the Industrial Council for
the pafticular industry concerned,

Joint Consultation: It 1s often difficult to say definitely

whether the Personnel Manager does actually undertake all
liaison work between management and employees, The function
Vmay be on the list of his official duties, but in actual
practice, the General Manager, a Director, or some other

top or line management reprcsentative, may take over this
work in partlcular cases, The Personnel Manager's‘position
1s particularly pronec to assault from top and linc management,
reprcsentatives of elither section feeling that they can do

"8, moro efféctive plcce of work. vThis is particularly the
casc when tho Fersonnel Manager is a rclatively new mcmber
of the management toam (sce tho discussion on the introduc-
tion of personncl mansgement, in section 4d).  The
questionnaire 1llustretes a static position, or division of
duties, whercas, in fact, there is a constant change in ﬂho
intcer-relationships within the firm, and the division of
functions may not be so clcar ag the questionnaire.would
suggest, |

Welfare, Health and Safoty: Functions in this scction will

vary according to the naturc of the firm, Industrial fiprms,
which gonorélly includes all "productive" firms, generally
operate under thc provisions of the Factories Act, and tho
Factory Managor is thovofficial most often rcsponsible for
scolng that the provisions of the Act are carried out, He
may a2lso bo in charge of all safcty programmes, first-aid
provisions and allicd matters, The Commércial undertaking
or retail store wili not need such stringent safcocty

provislons, and accidontswill probably bc of a minoy nature.
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Accldent prevention measures are generally a matter for Jdint
consultation between Personnel Manager,'Factory ob Production
Manager and foremen, supervisors or heads of depaprtments,
Where a Factory or Industrial Sister is employed, she may
work under the Personnel Manager, the Factory Manager or the
firm's Medical Officer (where one is employed). She may

be responsible for all health measures and for the keepling of
the neceasary records for workmens'® compensation claims,

Both Industrial and Commercial undertakings generally recquire
all omployces to undgrgo an initial medical examination,
ﬁsually including chost‘X~Ray; it 18 not so usual to insist
on regular cxaminations after this, Tho usc of eyc-sight

tcéts is almost non-cxistant.
¢

' Many of thc officials intervicwed expressed concern
over the lack of timg or staff tq pormit<moro home vislting
of abscnt workcrs, and hoped to include greater provision

for this in the futuro.. Scveral Personnel Managers thought
that morc carc should be taken when ecmployeces returned to
work after a loﬁg or scvere illness, and felt that some
arrangements should be madc to put such personncl onto a
lighter job for a short period. Precssure of work is often

so groat that the Personncl Mansger must neglect many of the
welfaré aSpeqts of his work, or omit ﬁhem éntirély.

Education and Training: The amount of employee training

undcrtaken by the Personnel Msnager will, of course, vary
according to whether the firm is industrial or commercial,
and accordiné to the type of production in the industrialA
£irm, Whorc one firm has two units, one the production

unit and the othor administrative and retail outlet, thore
are often two separatc programmes and two scparate officials
doalihg with training and oducation; The purecly rctail
organisation will have to devote a large part of its training
programme to sales technique and similar matters, Such a

programmc may consist of onc or two talksbeforc the employce

7’
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goeé "on the floor", plus guidance whenever it is needed
from the Sales Manager, or othef selling staff, If the
firm is iarge enough, it may run a full "school" for all
gales employees, with the initial training covering several
weeks, plus "refresher" lectures at regular intervals.

- In the Industrial firm, training is more often the
responsibility of the Production or Factory Manager; the
Personnel Manager may co-ordihatc all the programmes, and
koep records of pérformance on the employeces' individual‘
rccord card or'file. Few of the firms underteke long-term
trainihg schemes for promotion, Soveral of the Personnecl
Managers woul@® like to introduce such a programme, but fcel
that it will take somc time before top management fully
accecpts the advantages to bo gaincd from such work, An
cneouraging number of industrial firms have adopted the
Training for Supcrvisors Scheme, run by thc National Develop-
ment foundation, and morc and morc onquirics are being
recelved regarding the application of the scheme,

Thc provision of notice boards is compulsory in
firmg operating under an Industrial Agreemcnt or a Wage
Determination. In addition, man& of the Pcrsonnel Managers
add to the compulsory notices, details of Sports and Social
- Club mectings, and other notes on Employec Services provided.,
Very fow firms publish a works magazine, nows shoet ér
bulletin, Thosec firms with head offices overscase generally
rceclve copios of magazines published by other branches of
tbe\organisation. Suggestions schemes, works broadcasts
and library servicos arc vcry littlo used; of the threc the
broadecasts are the most common - particularly in those
production firms with a l=2rgec proportion of female labour,
cngaged on relatively quiet opcrations.

Employee Scrvices: The administration of the Canteon, where

one 1ig provided, may be the responsibility of the Personnel

Manager but, in the larger firms, thcre is gencrally a specisal
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Canteen Manager or Manageress, who may or may not be under
the authority of the Personnel Manager.

Sports and Soclal Clubs are often run by the
employees, but the Personnel Manager may'act ag advisor, or
- represent top management,bn committees, Those firms which
run thelir own benevolent fund, sick fund or pensions scheme,
(as distindt from the compulsory provisions ;nder the
Industrial Councils) may include thc admjnistration of these
in the duties of the Personnel Manager, the Accountant or
the Secrctary.

Many firms state that they do not encouragc
employees to borrow from the firm, but, in speccial olrcum-
gtances, may be prepared to make a loan. Often some
security is required, such as the employce's savings in the
firm's benevoleont fund; or, if no security is required, the
cmployoc may be expected to pay back the amount by regular
deductions from his salary. The Personnel Manager 1s the
official most often approached to arrange thesc loans -
hc may cither have to obtain all dctails and then submit
the request to top management, or he may be emﬁowered to
| make an lmmediate deecision., Some of thc older flrms arrange
for long service grants or presentations and for recgulap
outings, but thesc arce in the minority.

Very fow firms makoe spcelal transpbrt arrangements
“fdr thelr employees, even those who have built in thc new
industrial arcas, wherc transport may be difficult. The
Pcrsonnel Manager concerncd must often meke allowances for

these difficulties when dealing with late-comers,

B, Troining within Industry - ( TWI, 2

This schemec, widcly known and used ovcrseas, is

known in South Africa as the Training Schemc for Supervisors,

Few of the firms who completed the questionnaire in the main
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survey knew of this scheme, either under its well-known
abbreviation of TWI or ss the Training.Scheme for Supervisors.
However, in the firmsinterviewed in the short survey, the
ﬁajority of the officials knew of the programme, and used
1t - indeed some of the officials concerned acted as
Instructors, . Although the scheme 18 beneficlial to both
commerelal and industrial firms, 1t 1s more widely used in
the Peninsula by the indugtrial uhdortakings. The Regionélv
Office of thé National Developmoent Foundation ( thc
organisation responsiblec for the introduction of TWI into
South Africa) statcs that thore is over-growing intcrest
in the programimes, and, as now Instructors were trained,
the schome would becomc more widely used. |
In view of this growing intcrest in a training
programme which has alrcady proved its worth overscas, it
may bo of intcrest horeto summarise the devolopmeﬁt of tho‘
Training within Industry schoeme -~ particularly as such
training is generally regardced as falling within the functions
of thc Personncl Menager. Most of thec material uscd in the
following pages is taken from the two booklets dealing with
the scheme, published and 1ssuod by thce National Development
Foundation, ’ S
These two booklets glve detalls of thc original
IWI. Scheme, as developed iﬁ the United Statcs of America, its
adoption by othcr countrics, and its introduction into South
Africa; togecther with basic detalls of the threc programmes
at precscnt in operation in the Union., A notc on the progress
of thce echeme so far will be found in the discussion of the
Foundation's activitiocs -‘included in scction 5.

"Development of Supervigsory Training:
Considerable Managemont Resecarch has been ecarried

g 7.3.3./1, "Training Scheme for Supervisors in Job Relations
+ Job Instruction and Job Methods."
T.S8.5./2, "Selection and training of Instructors.'
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out during the last 20 years to establish the basic
essentials of the art of SUPERVISION, and to determlne by
what means the special qualities and skills required could
be included or developed in Supervisory Personnel,

Based on the findings of this Research and
experiments resulting therefprom, a speclal form of train}ng
known ae "Training within Industry for Supervisors (TWI)"
was designed and earricd out in Industrial Organisatlions and
the Armed Forces in the United States during 1939/45, by
means of which millions of comparatively inexporiencod
poople wore sucessfully prepared for and fitted to Supere
visory posts. '

TWI proved its valuc in several countries during
the wapr and sincoe then has been widely devcloped and adapted
to all forms of business cntorprisc in Great Britaeln,
Bclgium, Denmark, Holland, Norway, Sweden, New Zoaland, as
wcll as the United Statcs and Canada.

Training Scheme for Supcrvisors: ,

By arrangement with the British Minlstry of Labour
(the sponsors of TWI in Great Britain) the N,D.F. has boon
granted nccesgary facilities to offer the identlcal training
in 3Bouth Africa,

In viow of the naturce of thec training and 1ts
adaptability to all forms of public and private ecndecavour, it
has becen dceidecd to carry it out in South Afrieca undcr the
title of "Training Scheme for Supervisors,"

The Schemce consists of two parts:

i) The training of Instructors, and

1i) The treining of Supervisors,
and covers practical training in three programmes:-
1) Job Rclations (skill in handling pcople),
i1) Job Instruction (skill in the use of good
instructional methods),
-11i) Job Methods (skill in improving procedures
and methods),

The training is essentially practical and is
carried out by a combination of the tecchniques of dcmonst=
ration, group discussion, learning-by-doing, It is
designed to lay the foundations of Scientific Management in
an organisation, thoroughly and soundly, by tralning supeor-
vigors at all levels to apply the practlices of Secientific
Managemont in thelyr day-to-day work.

Sclcetion and Tralning of Instructors:

o+ « o« Mombeors of the N.D,F, will bc invited from
time to time to nominatec candidates for training as
Ingtructors in onec or other of the thrce programmecs . . .

Instructors . . . will be oxpected to maintain
their pitch of competonce by tralning not less than onc group
of Supcrvisors pcr month in the programmc concerncd. .

As thec orgrnisation of personncl training is
usually a part of the functions of the Personnel Department
. of an organisation, it is dcsirable for a suitable membcr
of that Department to be trained as an Instructor. . .

An Instructor will be frequently confronted with
probloms wherc there appears to have becn a lack of tact or
tolerancec or a scnsce of humour, or involving oemotionalism
or impatience, or inadequetc thcought inistive or zocal. He
should, thecreforc, possess, to an adcquate cxtent, thosec
personal qualitics which will cnable him to copc with such
gituations. ., .

The Training of Instructorg:

The training of an Instructor takes place at an
"Institute" or Coursc of Training for Instructors, and is
carried out by an Institutc lcadey, qualificd as such under
the British Ministry of Labour's Scheme, . . An Ingtitute
lagts for a full tcn days of two 4~hour scssions per day
.+ o« o at such an Institute, groups of ten candidatc
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Instructors are coached intensively in the techniques
concerned by the Ingtitute Leader. ., .
The Training of Supervigors:

Each group of Supervisors is trailned by an
Instructor, Each group-should consist of not less than
6 nor more than 10, but preferably 8, .supervisors as nearly
as possible of equal or similar status, e,g. 8 managers or
superintendents, 8 departmental heads, 8 foremen, and so on
e « o The Group meets for five 2-hour sessions, preferably
on sucessive days. . .

Discussingthe TWI Scheme and its development,
F.J.Tickner states that, in cach of the thrce stages, the
TWI training ddvolops an analytical approach to problems of
supervision, formal class~proom mcthods arc avolded in the
use of group discussion, and the working expcricnce of the
studonts in thc group 18 drawn on by:the Instructor who acts
as "chaiyrman", Advocates of TWI clalm that the schome |
rcducesg the timo takén to instruct workcrs on new Jobs,
scecurcs better workmanship and more¢ production, reduccs
"gcerap", and should lead to less accidents, and can be an
assct in the promotion of bettcr relations between workers
and managemcnt., Its critics\claim:that 1t tries.to‘éolve
.too wlde a varicty of problems, particularly those concerncd
wi th human behaviour, by an 6ver—simplifiod method,
However, with all the limitetions, Mr, Tickner considcrs
that TWI was onc of the first in thce field as a mcthod of
training for supervisors, and it has maintained its
popularity. | |

Personnel Managers in the Cape Poninsula who have
alrcady nominated any of their employces for training under
the scheme, fecl that, after a poriod of such trdining,
rclations within the organisation are much improved, Tho
tr=inecs cncourage others to take the same coursc, andvthus
add to thc possibility of improved rclations, It is folt

that the resulte far outweigh the capital outlay involved,

'# Tickncr, F.J. "Modern Staff Training." University of

London Prcss, London, 1952, r
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C. Industrial Legislation:

Froﬁ time to time, in this and other sections of
the. thesis, reference has been made to the provisions of
certain Acts, as they affect industrial and commercial under-
takings and the duties of the Personnel Manager. The
functions of this official will, of course, vary ﬂfom fipm
to firm and, where one official will be responsible for all
matters affecting hours of'work and remuneration of employeeé
another will not be responsible fér this part of the WOrk,
but may concentrate on health and welfare measures, |

Thé bricf 1list which follows scts out thosc Acts
which affect thce functions most generally rcgarded as
bolonging to the Fersonncl Manager; each official will need
to know certain Acts or scctio;s, as they affect his
particular industry, but the scctions iisted below are those
to whikh rcference 1s most often made,

The Factorics Act ( 22 of 1941)

Provision: Section number:

Powers of Inspectors, ' 5 and 6

Rccords to bc kept, ) 9

Health, Welfare and Safety., 16, 17, 23, 24,
| o 31, 32, 33, 47.

Hours of work and omployment regulations 3, 6, 8.

under thec Act.
The Industrial Conciliation Act (36 of 1937),

Formation and function of Industrial 18 to 34.
Council, _ : ) .
'Conciliation Board., 35 to 43,
Mcdiation and Arbitration, ' A4 to 46,
Rpcords under the Act. 57.
Notices to bo posted. 58,
Insoootors, appointment and functions. 60 to 62,
Noticc of alteration of conditions 64,

of cmployment, '

Froedom of assoclation of cmployccs. 78.

The Wagces Act ( 27 of 1942),

Application of the Act. 2.

Wagc Board, . 3 to 8.
Recommendations by the Board, 9.
Appointment and powers of Inspectors. 26 to 27,
Records and notices, 29 to 30,

These three Acts are probably those most widely
‘consulted by Personnel Managers, the three furthor Acts,

ligted overleaf, will also be used in many cases, depending
' I

¢
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on the functions oarfied out:

The Workmens' Compengation Act ( 30 of 1941, as amended by
Acts 27 of 1945, 48 of 1947 and 36 of 1949).

' The Apprenticeship Act ( 37 of 1944).

The Unemployment Insurance Act ( 53 of 1946, as amended by
‘Act no, 41 of 1949).

A survey of the Industrial Legislation most
affecting the functions of the Personnel Manager in the
various industries has not yet been undertaken, but would be
a valuable addition to future trsining programmes for such

officlalg, and thelr staff,

D. The Introduction of Personnel Management:

A poiht which was mentioned by several of the
officials intervicwed was that, with the spread of knowledge
and the dcceptanco of pérsonnel managoment as a geparate and
neccssary branch of management stﬁdies, therc would bc many
firms contcmplating inthoducing a Personnel Manager into
thelr organisation - which may, up to this time have
functioncd without such an official. (Sec also the comments
in the Summary of the short survey, and in the section on
the social scicnce graduate), It was agrced that the
1ntroduction of a Pcrsonnel Manager could causc particular
difficultics in the firm'concerncd. Evonféssuming that
top management had a clcar picturc and approéiation of the
functions of thc Porsonnol'Managér, and had chosen a man or
woman with adcquate theoretical and practical training, plus
thce requisite personal quulitios, the'ompléyeos with whom he
would work might not be so advanced, and might be unable to
sec any ncccssity for his scrvices. |

‘Whon'top management appoints such an official for

the first timc bocause it is folt that the firm must be

"in the fashion" with the reost of its competitors, or becausec
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they recogniée some need for help to re-organise certain
departiments, but'do not fully appreciate the necessity for
8 clear-cut programme for the official, the situatibn will
be more aggravated, The Persoﬁnel Manager will have to
work with neclther top menagement nor employecs having any
conviction a8 to hls nececssity, or any clear idoa of what he
is trying to do.

Perhaps onc of thc difficultice has arisen from the
‘vory term "personncl management' or "Personncl Manager'! - as
onc official said, "of coursc thec Personncl Manager mustn't
manage, or hc will be a.failuro."- But, as has alyrcady bcen
pointed out in the Introduction (scc page 3), the modcrn
concept of management does not include the rather agressive
attltudes and techniques,which the above comment scecks to
outlaw,

It has been suggosted by several officialg that
one way round the difficulty involved in introducing a new
- Porsonncl Managor into any undertaking is to appoint a senior
member of the Qxisting gtaff to undertake thesec functions.
It may be that guch o, person has the necessary personal
qualitics and some practical cxpericnce, but it does not
gecenm iikoly that hoc would have adequatce theoretical knowledge
of the'concepts and techniques of pergonncl management.
However, it might be accepted as a tomporary measure,
particularly 1f a fully-trained officlal wcre appointod at a
later date, As all top‘managoment and linc management
reproscntatives comec to recognisoe the advantages of good
personncl managcment, and the necd for proper training for
officlals and staff in this dopartmont, this problom will
tend to disappear., But, at the present moment, at lecast
in the Capc Peninsula, it is a very rcal problem, One |
menager interviewed summarisced the position as follows:

"In my opinion, a Pcrsonncl Manager appointed for

the first time in a Factory should bc a member of the Staff

|

[



141

who is well liked by both parties (labour and management)
and fairly old, but his essential qualification is that he
is cautious in his Jjudgements and 1s accurate in his
investigation reports, Once a Personnel Officer has been
in operation for some years, his sucessor could be an out-
side employee, but I would strongly advocatc a person who
has been an assistant personnel officer for a number of

ears, ‘
-y One of the biggest problems which management has
to fasee is that the personnel officer should be of high
enough standing to takc full rcsponsibility for his actions,
There is8 no point in having a man who is merely a post-box
for the onward transmission of complaints, information,
requests, cte., This can bec done by a good porsonncl clerk,
The main worry for an exccutive is the final deoeision which
all partics must consider final, but fair. If the Pcrsonnecl
Officer can do this, then hc is fulfilling a very uscful job,"

Thig comment illustrates the feeling of many
menagers, but underlines the fact that many top management
excecutives do not fully appreciate the careful training

ncecssary, in addition to the personal qualitics required by
)
the prospective pecrsonnel officer, and certainly ovcrlooks

the need for careful study of the particular problems in
each firm, No Pcrsonnecl Manager should be oxpected to
begin work unless his functions and responsibilities are
clearly defined,

An intcprsting study of this problem, which brings
in scyeral of the points mentioned has been made by A.K.Rice,

He saysg:

", . . Considerations about thc introduction of any
gpecialist into any community cannot thereforc be concerned
only with the kind of skill which the specialist brings, . .
but mugt be concerned with the total social structurc of the
field he entcrs, That gtructure will bc determincd by a
large numbcr of social forecces, and the arrival of a specialist
will introduce into the fiecld a now force which will affect to
~some extent all other forees in the field, and conscquently

the social gtructure which they determine. . . In the :

Iindustrial context therc can be little doubt that the intro-
- ductlon of the personncl manager as a gpecialist in the
field of human rclations has often causcd difficultics,
either overt or conccaled. . .

Personnel management is usually dividced for purposcs
of description into a number of activitics, such as sclection
training, promotion, employcc sepvices, Jjoint consultation,
wagcs and incentives; and, if the current practicc in any of
thege activitics is examined, it will be found that, for the

# Rice, A.K, "The Role of the Speclalist in the Communi ty,"
Human Relationg, Vol, 11, number 2, April,1949.
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most part, only parts of the problem have been tackled, while
many essential questions relating to the total fileld still
remain to be approached, . . examples might be given which
guggest that personnel managers are frequently confined to
areas for work which by-pass many of the underlying causes
of social disturbance,

The decision to introduce a personnecl manager into
an organisation is usually taken by highcr managcment alone,
that is, management above thc level at which the personncl
manager 1s introduccd, Sometimes the introduction is made
aftor consultation with othcer managers, scldom after
consultation with rcpregentatives of all mombers of the
organisation. However the dceision ie takon, cxporicnce
would suggeost that it is rarcly takon with as full a
consideration of all ite implications as 1ts importanco
would warrant. It has boon suggested that the accoptance or
rcjection of the personnel manager by others in the
orpganisation will depcnd on a complex of feelings, and the
outward manifcstation of that complex may result in .
cxprcgsionsg both of hostility and relioef; hostility bccause
of such factors as attitudes about thec nccd for the
Introduction of such specialist gkillas, the thrcat they bring
with them, and doubts about thc personnel manager's qualific-
ationsg; rclicf, because a porsonncl department can provide a
uscful channel by which managers can rid themsoelves of a
large number of difficult problems."

Rice gocs oh to polint out that a sgspeclaligt in
human reclatlions appointed to fill such a position is in a
very vulnerablce position. If ho is "potont" he may smbarrass
or annoy other managers, if he 1s rendereod "impotont" he will
be able to do nothing, If any onc group within the
organisation can "capture" him it will threaten the sucess of
his Job, and if he rcmains indcpondent he may also fail,

This conflict often causcs the personncel manager to rctire
conpletely or be subjeect,himsclf,to furthor strain and
conflict in an attempt to be falr to all partics; ofton he
beeomes frustrated and disappointed. Rice concludoes by
saying that: ‘

"The rolc any onc personnol msnageor can £11l will
decpend upon such conditions as tho conccaled and overt neceds
of the organisation; the concealcd and overt attitudes of its
members; the pattern of relationships which is cstablished:
betweon the personnel manager and all other members of the
organisation; and upon his own capacity to deal with the
scelal forces which will gsurround his position, It is,’
howcver, certain that this task will be weoll-nigh impossible
unlces the role he is to fill is cxplicitly defined, and has
becen accepted by everybody, including himsolf,"

Whilst this may illustrate the problem in the

Capc Peninsula, as well as being a discussion of condi tions
!
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met with in other ?ounPgies,‘theuggsition is the more serious
here in view of}the fadt that pezébnnel management concepts
are s more recent introduction; they are thus even lesgs well-
known or appreciated here than is the case in Britain or

America.

E, Theoretical Training available in the Cape Peninsula:

It has already been noted in the main and short
gsurveys that top mahagement generally, and the majority of
officlals interviewed, regarded good péfsonal qualities as
tho most important qualification for prospective personncl
workcrs,  Each individuél concept of "good personal quallties"
| will, of course, vary conslderably - in addition to the
vérious individual concepts, different industrisl undertakings
may present partiéular difficulties in personnel work, which
requirce different approaches. However, the majority of the
officlals interviewéd mentioned one or more of the qualities'
discussed by Northcott, in a varicty of combinations., (See the
disgussion of these qualities in section 6 - The Soclal
Scicnce Graduate).,

In addition to thesc personal qualitios, most of
the persons 1nterviewed thought that the best way to train
the personnel workcr, or manager, was to put them to work
immediately, and let them learn as they went along. Few
thought that a Univcrsity degrce of any kind was cssential
but some agreed that theoretical training was an advantage. \
Tho training provided by the soclal scicence degrec at the
University of Cape Town, and other dogfeos which might be
sultable, are discussed in the section on the social aciencé

graduate, This particular section is concerned with those

\ . \
g Northcott, C.H, "Personncl Managoment, its scope and
practice." Pitman, London, 1952.
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facilities for theoretical training in personnel manégement
open to.the ordinary employee of any industrial undertaking,
whether he seeks this for himself, or is sent by his filpm,
and does not include consideration of any training which can
be taken only by full-time studénts. (Certain Universities
co-operatc with outside bodies in the organisation of regular
"sﬁmmer schools" but these are not planned primarily for the
University student).

So far as may be ascertained by the writer, only
two training schcmes are gencrally available in the Cape
Peninsula at the moment. One of thesc consists of a special
coursc of lecturcs on personnel menagement, arranged by the
Capc Technical College at roegular intervals, and open %o
anyone of 21 and over who pays the ncceasary fees, The
sceond training scheme is developed by the National Develop=
ment Foundation, and presentcd through thc different Reglonal
Officos{ roegular éourses of lecturcs, single lecturcs and
discussion groups, summcr schools and group training schemes
on all aspects of management, including personncl management,
arc offercd at varying intervals, These mectings and
lecturcs arc opon to all members of the Foundation, and
member firms may delegatg any of their employees to attend.
The varioug programmes arranged may be free to mombogs, or
a scparatc foe (in addition to the normal membership foes)
may bc charged. In the fdllowing pages thesc two sources

of training arc discussed in morc detail,

Loctureg on Pcrsonnel Managemcnt availablce at the Cape
Technleal College, Cﬂpo Town.

In planning the various training courscs offcred by
the Collego, thc authoritles are gulded, in making up thoirl
programmec, by general demand. Discussing thc secries of
lcetures on porsonnel managcment, the official interviewed

at the College statod that these were first offercd in 1950,
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the decision to do so being made after many requests for
guch lectures had been received from members of the public
and from interested industrial and commercial undertakings.

When any new series of lectures is planned, the
gyllabus is drawn up in consultation with the persons who may
‘be called upon to deliver the lectures, and the series is
then advertlsed, Should the responsc be favourablo, the
vlectures take placoc as érranged. Where there docs not scem
to be sufficient support from the public, the lecturcs are
withdrawn and perhaps offercd at a lator dste when the
demand warrants 1t, In 1950, following enquirics for
leeturcs on personncl management, the College planned and
offered a programme of theoretical training in this subjcct,
Public rosponsc was gqod, and furthcr series of loctures
‘wcro glven in 1951 and in 1952; A fourth scries will be
offcorcd this year (1953).

The lecturcs arc given by authorities in the fiold,
chosen for thelr practical and theorctical knowledge, and
may includc "1ive" demonstrations., Therc is no examination
at the cnd of the course and, as yect, no officlal status
attached to it. It has already been polntcd out that
training for pérsonnél management cannotd bec a short-term
) ﬁattor and, in additfbn,-theorotical training, practical
exporicnce and the right personal qualities arc all necdod
to makc thc cffcetive pcrsonncl worker, Obviously, a scrles
of lecturcs such as is offerod by tho Tochnical College at
the moment, cannot be regarded aé full training for‘personnel
management, but it doecs perform a valuablce service in bring-
ing bcefore the general public the concepts and techniques
of the work, and gi#ing interested persons the opportunit&
to learn Tpom experiecnced officialg in this field.‘

On the following page will bc found a copy of the
'syllabug for the 1951 course on "Personncl Selection and

Management" which will glve a cloar picture of the scopé of
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PERSONNEL SELECTION AND MANAGEMENT SYLLABUS.

Lecture 1: The Personnel Function of Management:

Reagong for pcrsonnel menagement: Centralising all staff
matteprg: Wage plans: Labour leglslation and regulations:
The personncl manager's dutics - alding general policies:
Dircction of Staff office: Hours & conditions of work:
Training Scction & Services: OQutside Contacts: Digcussion,

Lecture 2: Principlcs of Seclection and Interview Technigque:
Matching peosplce to jobs: Qualitles to be asscsscd: Various
mcthods of asscsesing thoset Principles of aptitude testing:
Practical: studonts will draw up a jJob description, and work
out qualitics required in the emplo¥oe who does the jJob:

The ideal interviower: Do's and don'ts: Various types of
interview -~ selcction, grievance cte.: Practical: Intcrview
of condidate beforc students - discussion of sultabllity of
"oandidato,"

Lecture 3: Industrial Welfarc - the Welfare Officer:
Supecrvigion of staff amcnitlics: Advice on personal problcems:
Canteon: Rost room: Recreation: Holidays: Savingg: Welfare
Officer's place in thc organisation: Discussion.

Lecture 4: Training and Meothods of Work: Desirability of
treining: Principles of lcoarning: Practice: Speeial teaching
devices: Arrangement of materials: Economy of movement: Tools
Rythm: Timc and motion study: Practicael: Preparation of job
mcthod and instruction coard.

Lecture 5: Statistical Rcecording and Analysis of Sickness,
Absencc and Labour Turnover: Collection and distribution
of information of Individuals, CGroups; Discussgion.

Lecturc 6: Emplsyor - Employec Relations: Superiors: Fear:
Feelings of property: 8ocial factoras: Sclf-cexpression: Joint
consultation: Gonditions of work: Suggestion schemos:.
Incentive schemes: Discussion,

Locturc 7: Industrial Hygicne: Health and efficlcncey:
Accident prevontion: Industrial fatiguc: Discussion, _

Lecture 8: Colour and Music in Industry: a) Colour: better
preductivity through "boettcr sceing.” D) Musice: the casc
for introducing music: When and how it should be uscd:

Type of music to be played,

Locture 9:
Summary and discussion of the course - with all the lccturers
in attcndanco and acting as a "Brains Trust."

/
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the series. The fee charged for the lectures was £1. 5. O.
per person, . This figure may, of course, be altered by the
College authorities at any time, but full information may

always be obtained from the College.

The National Development Foundation of South Africa:

(Regional Office: Cape Town).

Unlike the Cape Technical College, which offers
training in a wide range of subjects, the National Develop-
ment Foundation (hercinafter named the Foundation) is
concerned with efficiont managoment, in its many branches.
In the First Annual Report, lssued in 1950, the Presidont
gaid:

"It was with the object of helping all those
engaged 1n memegement, from the supervisor to the managing
director, that the N,D,F. was formed, The companies, public
organisations and individuals consulting 1%, havc combined
to creatc a pool of khowledge and cxpcricnce of well-tricd
businogs techniques, practices and procedures, which thcy are
preparcd to share, tradc and cxchange with th01r follow
travellers on tho highroad of South Africa,"

The following summary of thc activitics of the
Foundation 1s taken from the leaflet "The March of Managoment"
iesgucd by thc Foundation.,

N.D,F.Scrvices:

l, Talks and Leccturcs: elther singly or ln SCPlCo, on
sclocted busincas topics or problems to "open up" the subjcct
and to stimulate thought and action thercon.

2. Courscg of Instruction: Series of authoratitive lecture-
_discussions, usually in groups of 6 scssions, on a particular
subjoect, covering the fundamcntal principles and practices
concernoed, with a view to those attending taking positive
action bascd on the instruction given, ¢

3, Panel Discussions: at which a tcam of selected spcakers
clucidate various intcer-rclated aspects of a particular
operational proccdure or technique.

4. Group Discussiong: Mectings, at which attendance 1sg
limited to about 14 people of similar status and occupation,
for the exchange of experience and opinion on specific
opcrational or management problems, and the formulation of
sultable lines of action thercon,

5. _Study Groupg: Compact teams, usually of four to eight
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individuals, constituted to examine, sift, evaluate and -
report on exlsting data or current practices relating to a
particular aspect of businessg operations or technlques,

6. Training Institutes and Seminarg: Intensive training
courses to develop skills in particular business practlces
and employing a combination of audio-visual and learning by
doing techniques.

T. Study Visitg: Pre-érranged "on the spot" studies of the
operation of particular management practices as carried out
by individual companies and orgasnisations.

8, Management Schools: Each covering one of the principal
ficlds of management and giving instruction in the principles
and modern practices of applied managcment in the broad group
of cognatc subjects concerned, to decvclop an appreciation of .
the intcrdopendenco of the various functions of managcement.

9, Management Confercneces: To revicw the wider agpects of |
currcnt managcmcnt policies and practices and to formulatc
appropriatc courscs of action.

10, Managomont Reports and Digests: Copics of special
addresscs and technical papers dclivered at instructional
cvents as well as reports of survcys and studics on
particular busincss subjeccts,

11, Handbooks: Outlines of current practices on particulap
business functions and opcerations.

12, Instructional Aidg: Films, film-strips, wirec-recordings,
posters and leaflcts, illustrating business practices and
procedurcs,

13, Business Practicc Bulletinsg., "Case" studics desecribing
how pzrticular or-ganlsationq arc carrylng out specific
managcment functions.

14, Advigory Scrvices: Sccuring cxpert advice, guldance and
information, locally or abroad, for companics on particulap
businecss problcms or placing them directly in touch with the
best sourcecs likely to give the best available information

on the qucstions concerned.

15, Bueginess Library: A fully indoxcd library of busincss
and refcronce books, periodicals and pamphlets covering the
woole field of managoment; coples of a2ll material may be had
on loan by officials of membor organisations,

Theoretical training for personnel managcment
fhrOUgh the Fouhdation, may be by means of any onc of the
above scrvices, availlablc through all the Regional Officos
of thc Foundation to mcmber firms, dologated representatives
of member firms or to privatc members. Every member
(individual or firm) pays an annual subscription and, in
adaltion, specilal fces m2y be charged for participation in
any of the abovce scrvicos.

All tra2ining programmes orgenised by thce Foundation
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are designed as part of ah over-all Plan of Instruction in
Applied Management, a copy of which appears overleaf.‘ This
11lustrates the inter—relationship of the varlous divisioﬁs
of management, and is of p&rticﬁlar value in illustrating
that no one facet of management can be considered apart from
all others, but must always be considered in its relation
to the other divislions «~ indeed, such division is,at best,
artificlal and arbitrary, and used merely for convenience
of study and training. A1l training and instruction
in any of the services listed 6n the previous pages, are
bascd on thig Consolidated Plan,

The services offered by the Foundatlon are available
to a more limited number of persons than 1s the case with
the loctures at the Tcchnical Gollege, being open only to
membors alroady ongaged in industrial or commercial ménagemcnt
or tovthcir delegated represcntatives, and not to anyone
who 18 not a member of the Foundation, but would like to

undertake somc thcorctical training in management,

Thus 1t will be recalised that thcoretical ﬁraining
for porsonncl managoment,‘available in the Cape Peninsula,
18 limitced in eoxtent and availability. In addition, 1little
uge is made of "case" study mothods, or dircct student
particlpation in: golving particular industrial problems,
This technlquc 1is being increasingly used overscas, and it
1s found that such_training may be given over long periods,
without loss of intercst on the part of the studeﬁts;'it 1s
generally considered to be more e¢ffective than any course of

lectures, however skilled the lecturer. .



SECTION FIVE

PERSONNEL MANAGEMENT IN SOUTH AFRIGA

Study, investigation and rescarch,
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Many of the Personnel Managers interviewed
emphasised that the problems of management in the Cape
Feninsula were in no way different to those of management .
elsevwhere in the Union, and particular difficulties
experienced by Personnel or Staff Managers herc were gimilap
to those in any other province, Scveral mentioned their
intorest in, and their appreciation of, studies and investig-
ations into personnel problems being undertaken by various
authorities in thc Union, and expresgsed the hope that these
would continue and increaso,

In this scction it 18 proposed to consider bricfly
thc organisations undertaking investigation and rescarch,
and to indicatc, where possible, the field of study of each,
No spceific refercnce 1s made to any courscg, such as
Industrial Psychology or Industrial Sociology, which might
be offerecd at thce various Univorsities, Such courses arec
not_a specific pd}t of any outslde training or roesearch in
porsonnel management and, in addition, dicesussion and’
comparigon of such courses at all Universitics would be
sufficlient, in itself, to form the basis of a further
reascerch projcct. The organisations listecd on the following
pages undertake specific study of peréonnel problems, and
include study of various factors which could be included
under the hoading of Industrial Psychology or Industrial
Soclology. |

The South African Council for Scibntific and

Industrial Research_has compiled a Directory of Scientific
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Research Oprganisatlions in the Union of South Africa, from

| which the following information regarding the Council and

tﬁe-National Institute for Personnel Research was extracted,

as werg algo the detalls of the Leather &ndustries Research

. Institute at Grahamstown, Other publications by the

Council, glving detalls of sclentific associations and
publications in the Unlon, includo:

"Seience in South Africa," (A Historlcal Survoy)
Prctoria, 1949.

"Jeientific and Technical Soelcties and Industrial

Agsociations in the Union of South Africa."
Pretoria, 1949.

"South Afrlcan Scientific and Technical Periodicals,"
Proctoria, 1950.

The Council for Scientific and Industrial Rescarch:

Is a corporatc body established by Act 33 of 1945. Its

bagic revenues are derived from annual Parliamentary_
Appropriation, through the Prime Minister's Dopértment. In
addition to rescarch in Physics, Chcmlstry and the Engilnccring
Scicneces, its functions include aspects of Applicd Psychology
Modical and Fundamontal Biological Research. It does not

do recsearch in Agriculturc,,K Forestry, Geology, Mining, or

the soecial and cconomlic scicncoes,

Tho National Institute for Porsonncl Rescarch: division of

thic Council for Sclentific and Industrial Rcscarch, has its
Central Laboratory in Johannesburg, with various scctions,
as listod belew and on the following page, (location of each
Scection is given in brackets), details are also given of the
particular rescarch undcrtakcen by each Section,

Defonce and Public Service Section. (Pretoria). Nature of
Regcarch -~ Development of porsonnel sclection procedures for
various Government Departments and for all arms of the U,D.F.

training and operational rescarch for Army and Alr Force; Jjob
cvaluation and merit prating studies for Government Departmonts.

Minos Seetion, (Sorings). Nature of Research - Operational

~and tralning rescarch for the Witwatersrand Gold Mincs;

# Kingswill,D.G. Editor. "Dircctory of Scicentific Rescarch
Organisations in thc Union of South Africa.
C.S.I.R. Protorie,,lQ;O
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Mines Section (continued) development of selection and
classification procedures for both European and Natlve mine-

workers,

Industrial Section. (Johannegburg). Nature of Research -
Research on jJob evaluation, industrial relations, operational
efficiency ratings, personnel selection, training methods,

Personncl Sclection Unit. (Johannesburg). Naturc of Research
Routinc pcreonnel sclection proccdures for a varicty of
cmploying organisations; ficld work for test construction,
clinical end laboratory units; tcst validation studiecs.

Test Construction Scction. (Johanncsburg). Nature of Resoarch
Bagic gstudies of testing tochniques, constructlion and
standardisation of tests, qucstionnaires, inventories cte.,

Clinical Scction. (Johanncsburg). Nature of Research -
Studics of occupational maladjustment; dcpondenco of test
performance on types of maladjustment or trecatment;
dlagnostic test tcchniques,

Laboratory Scetion., (Johannesburg). Naturc of Research -
Laboratory investigetion of thecorctical probloms arising in
thc courge of ficld research projlects.

Statistical Scction. (Johanncsbure)., Nature of Rescarch -
Development of statistical methods to meet the requircments
of ficld and laboratory rcscarch tecams; rcscarch on Industrial
statistics; thcoorctical studies in mathematical statistics.

Apparatug Scction. (Prctoria). Naturc of Research - Design
and construction of standard psychological apparatus,

The following quotation from the Seventh Annual
Report of the Institute ( 1951 - 1952 ) further clarifies

the picture of the work of the Institute:

"Emphasis in the work of the N.I.P.R. is, therefore,
shifting more and more to operational research, which not
only discloses what kind of problem can usefully become the
subject of investigation under prevailing clrcumstances, but
which also clears the ground for the introduction of
gcientifically proved mcasures by first improving operational
conditionsg, '

This trond has sharpcnod the distinction betwcen
ficld and laboratory rcscarch, The field rescarch worker
diagnosecs pcrsonncl problems and applios techniques and
- solutlions which are gencerally availlable, to specific circum-

stancces, Tho laboratory rcscarch workor investigates
basic problems arising in the coursc of ficld roscarch,
attempte to find gencral solutions, applicable in all ficlds,
and pursucs theoretical questions which, though only
remotoly connected with the practical problems of the ficld
sltuation, may ultimately lead to an improvement in applied
techniques and a deoper understanding of operational
problems, ®, . At the moment the major field rcsearch
divisions are thosc concerned with Defence, Public Service,
Industries and Mines, . , Within thc Industrial division,
one team cohcentrates on thc iron and steel industry, another
on cngincering appronticces, Some timce ago therc was a thiprd
tocam which spoclaliscd in the probloms of the eclothing
industry, . {:0thcr divisions which arc contemplated, but for
which gtaff is not yct available andswhosc functions arc at
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the moment spread over the various fleld research divisions
are . . . a Personnel Selection and Training Division,"

The Leather Industries Research Institute: Rhodes University,

Grahamstown, operates a Personnel Resgearch Section, under

Mrs, I.H.B.White. Nature of Research undertaken - gtudies
of industrial prelations; personncl welfarc; personnel
gelection; training of forecmen and personnel; time and motlon

gtudics; wage incontive schemes; factory lay-out,

The National Development Foundstion of South Africa: this

organisation was founded by Sir Ernest Oppenhelimer ( who was
also the first Prcsident) in 1948, with the object of helpiné
8ll thosc ongaged in management from the Superﬁisor ﬁo the
Managing Director, The organisation gtructuro of the
Foundation compriSOS'—

a) A Board of Trustees responsible for broad policy,
budgcts and reviow,

b) A National Council rcsponsible for the implementation.
of policy, flnanclal administration and control,

¢) National Tecchnical Groups ocach responsible for
technical development in its spherc. Thesec groups consist
of Busincss Practices, Education, Flnance and Gencral ’
Purposes Committce, Marketing and General Distribution,
Personnel Affailrs, Production, Public Rolations, and the
Social and Economic Affairs Group.

d) Gentro Gommittco for cach arca (scc below) which dircet
all activities within thelr respcctive areas, with Centre
Tocchnleal Panels responsible for developmont in thoir scveral
ficlds,

The services offcered to managoment have alpready ‘
been listed in tho provious scetion ( sce péges 147 and 148 ).
The gervicos were discusscd in this particular section as they
were a&ailablo to personncl managers and others in the Cape
Poninsula, but the programmecs listed are available through
21l Gontros of tho Foundation. At prosent those aro
cstablished as follows:-

Benonl; Bloemfontein; Brakpan/Springs; Cape Town; Durban;

o] Information taken from the Third Annual Report of the
Foundation, Johannesburg, 1952,
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East London; Germiston; Krugersdorp/Randfontein;
Pletermaritzburg; Port Elizabeth; Pretoria; Roodepoort/
Marailsburg.

Besides 1ts concern wlth management in South Africa,
the Foundation 18 in constant communication with other
gimilar bodies all over the world, Writing in the First
Annual Report ( June, 1950 ) the Chalrman, Mr. J,Boyd, said:

"Friendly co-operation has been established with
some 200 organisations in Australia, Canada, New Zealand,
the United Kingdom, the United Statcs of Amcrica and else-
wnere., These bodles have not only regularly supplicd the
Foundatlion with coplecs of all thelr publications, and so
placcd the fruits of thelr activitles and experienco at tho
digposal of South Africa, but have most gencrously glven us
thoir tochnical asslstance in all aspects of our fiecld of
opocrations . . . 4 very signal honour was conferred on the
Foundation on 30th June, 1950, when it was celected to membopr-
ship of thce International Committco for Sclentific Menagement
Genecva. Cordial rclations have beon establishcd with all
Ministers of State, and Union and Provinclal Government
Departments conecrned with the work of the Foundation, We
algso enjo¥ the friendly co-operation of all the principal
Employcrs' and Employecs' associations, Professional
Organisations and Educational Institutions,"”

Although the Foundation is concerncd cqually with
all agpocts of menagomeont, writing in thc Third Annual Report
of Junc, 1952, thc Chailrman of thc National Council,'Mr.Boyd,
said:

"Examination of thc schodulc of activitics will
show the broad lines followed, Over thc whole ycar the
problcms of Pcrsonncl Managoment possibly ovinced the strong-
cat and stcadicst attontion, Such problcmg concern the
greatest assct any cconomle systom posscsses - the strength,
skill and intclligence of working mankind, They arc a
major prec-occupation of forward-minded managcecment the world
over, and therc can be no doubt that Sclentific Porsonncl
Management has a great futurc in South Africa."

Concorning the dovelopmont of the Foundation's
gorvices to management, Mpr., Boyd sald;

"The full Consolidatced Plan of the Foundation's
instructional work in Applied Managcment now lists 143
standard "1lst stago" courses, and provides for "2nd stago"
of s8ix times that number, Implementation of all theso
courscs 18 procoeding, and the first stage is ecxpectod to
bc complcte within the next few months. Outsidc this regular
schedule, a throc-pzrt Training Schemc for Supervisors was
Inaugurated, bascd on the well-known Treining within Industry
schencs opcrating ovorsecas, 0f thc threo parts, the schcme
for Job Rclatlong training 1s now in full opcration, The

# For furthor detaills of this Committce, scc the following
pages.
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scheme for Job Instruction tralnlng is well forward, and is
already being conducted on a "Group" basis, while that for
training in Job Methods 1s in procegs of detailed
implementation.

The followlng brief note on the Internstional
Commlittee of Scientific Management i8 included to supplement
the picture of the work of the National Development

Foundation.

The Internationsl Commlttee of Scientific Managementﬁ was

founded in June, 1926, in Paris. It is a non-governmental
organisation, whose aims arc to study the use of methods of
selentiflc management and to dlsseminatc knowledgc concerning
them among all thosc intcrcsted; to help in applying such
method to all forms of humen activity in which thoy can
improve working conditions and productivity. The Committoe
is financed by annual contributions from thc National Membor
Associations, It has consultative status with U.N. Economlic
and Social Council and with UNESCO.

| International confcronces have been hold as
follows: ,
Praguec, 1924; Brusscls, 1925; Rome, 1927; Parie, 1929;

Amgstcordam, 1932; London, 1935; Washington, 1938; Stockholm,
1947; Brusscls, 1951,

The South African Ingtitutc of Pcrsonnel Management: in 1945

a meecting of all Personnel and Welfare Officers in Port
Elizabeth was called, at the instigation of the Leather
Research Institute at Grahamstown, At this meeting the
Ingtitute was inaugurated - the first President 1s, a4t the
momont, a Personnel Managecr in Cape Town, Intercst among
managcment in the new Instlitute grew, and branches were

¢stablighed in'Johannosburg, Durban and Cape Town, In 1951

# Information takcn from the"Dircctory of Intornational
Scientific Organisations," UNESCO, Paris, 1950,

% Further details of the Institutc arc given on page 152,
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the work of the Institute recelved encouragement from the
visit of'Misé E.Buckley Sharp, Deputy Director of the British
Iﬁstitute of Personnel Management, who was making a world
tour "to establish links between the Institute and kindred
bodies or associations and to learn something of the recent
trends in personnel work and lndustrial relations in the
countries she visited."  (The South African Institutc of
Personnel Mahagcmont was the first overscas body to affiliate
with the British Institute,aftcr the tcrms of such
affiliation wcre defined by the Council in 1946).

In Cape Town the qualificd Personnel Managers who
madc up the membership worked steadily to increasc¢ knowledge
and improve the status of Personncl Staff and the interests
of Poersonnel Managcment gencrally, With tho establishment
of the National Development Foundation's Regional Offico in
Capc Town, it was found that the small number of mcmbors
duplicated their work for the Institutc and for the 3 b
Foundation, and it was thought more practicable to work
cnﬁirely with the Foundation, which could provide full
administrativec scrvices, and wide contacts with other
orgenisations. At thc moment, the Cape Town branch of the
South African Institute of Personnecl Management is dormant,
:but the mombers arc all doing similar work for the Foundation
and, when the number of Personncl Managers in the area
increases sufficicently to warrant 1t, the Institute will

agaln provide extra lccturcs and scrvices, as a separate body.

A National Institute of Personncl Managomoent in South Africa?

From time to timc Personnel Managers in South Africa have
discussed the possibllity of forming a National Institute,
In the Annual Rcport of thoe Cape Town branch of the South

@ Extract from "Institute News," Journal of the Institute
of Pcrgonnel Management, XXX11, no. 307, London, 1950,
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African Institute of Persomnel Management for 1950 it was
gtated that: |

"During the year Mrs.I.H.B.White (of the Leather
Industrics Research Institute) visited Cape Town, and was
wclcomed at aCommittce mecting where further discussions
took place regarding the formation of a National Instituto,"

In the Chairman's Report for 1951, which appeared
in the Journal of the South African Institutc of Pcrsonnel
Managcment - Johanncsburg Branch ~Vol.7, No.l, the following
refercnecc was madc to the quostion of a National Instituto:

' "During 1951, thc question of linking our
Institutc with the Port Elizabceth and Cape Town branch
institutes - last ralscd some ycars back - was revived by our
coastal fricnds, Theo advantages of a national ingtitute,
por sc, will be obvious, but thc old formidablce difficulties
of distancc, timc and expcensc still stand in the way of
forming a national contrél body, and your Committco still
fecls that the intcrests of our Institutc are best scrved by
husbanding our slecnder resources for the time being, for usc
towards the consolidation of progress made in establishing
oursclves in our own arca. Neovertheless, e loose form of
federation may be feasible at this stage, and your Committec
is at prescnt going into the possibillties with the Port
Eliqueth and Cape Town branch institutcs," 4

However, in spitc of tho entusiesm of Porsonnol
Manageors &dnd other membépbs of' tho various Instltutes and
organisations interested in the advance of good management,
it is felt that, at thls stage in the development of
personnel management in the Union, it 18 not possible to
establish such an Institute, In a further ten years . .
developments may have teken place which would encourage the

rcconsideration of the question,

It 18 thec hope of those interested and ongagod in
borsonnol managomont'that the studles and research briefly
outlined in the proccoeding pages will inoroase the
apprecelation of the nced for, and the advantages of, personnol
managoment in commercc and industry - which will, in tumm,
increasc the demand for trained Forsonnel Managers and‘staff.
Futurc progress in the fleld must 1lic largely with those |
alrcady cngaged in this work, and with those who are under-
taking the study and rescarch nocossary before professional:

gtaendards can be csgstablished for South Africa.
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SECTION SIX

THE _SOCIAL SCIENCE GRADUATE

a) Theoretical training.
b) Practical training.

¢) Industry and the graduato.
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A, Theoretical Training:

It 18 no part of the aim of this thesis to discuss
the merits or demerits of any particular degree at any
‘University for the theoretical training of a prospective
Personnel Manager'or worker, It is obvioué that é detailed
study of all suitable degreecs would be of great value;
"guitable" degrees might include Law, Commerce, Arts and
Social Science, all of which offer courses of speoclal
intcrest and value to the Personnel Manager, However,
such a detallcd analysis'could/brovido guffliclient matorial
for a separatc inveétigation, and would be too bulky to
includec in thc present discussion, For anyonc who wlshes
to do so, it is possible to compare the requirements of any
degrce with thosc of the British Institutc of Personnel
Managomont, which aré used as a standard in thc disocussion
in the following pages - but, 1t must bc cmphasisged yet
again, that no dcgreo in 1tsclf 18 a ggarantoe thaﬁ\tho
graduatc is sultcd to persdnnel management or could mako a
guccss of such a position, In personncl management,
probabiy morc than in-any other branch of managoment,
porsonal char?ctoristicé and maturlity arec of the utmost
importance, and are ofton placed bcfore academic attalnments
by thosc officlals requiring staff,.

The objcct of this scction is to compare the . |
training rocolved by the soclal scicnce graduate at Capc Town
wlth that offcred by such an ovcrscas organisation as the

British Instlitutc of Personnol Management. It is the
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contention of the writer that the degree in soclal science
offered by the Unlversity of Cape Town is good theoretical
training for any prospective personnel worker, and that,
although there are no recognised professional standards
established in the Union by any onc organiaation; it 1s n&t
unlikely that, when such standards are set down, the degrec
vwill be athceptablo indicatlon of theoretical'proficiency.
Already some of thc 1éading Pergonnel Managers in the Cape
Peninsula who arc convéfsant with the syllabus,.and who
co~oporate with the Uni&érsity in thc practical training of‘
gtudents, considor that prospective staff in thce higher grades
for the Personnel Dcpartment should posscss a social sclence
degree,

It 18 not suggosted that the degree is, in itself,
) guarahtOO‘of sultablity. It has bcon amply 1illustrated
In the discussion of the surveys that personal qualitics
src congidered .the most important requlrement, and many
industrialists look for good personal charactcristics before
asking for dctalls of academic qualifications; obviously
all social sciondo graduates do not possess the most
favourablé combination of tralts for this work nor do many
wish to undertake such employment,
| It 18 not proposcd to enter into lengthy discussion |
of desirablc personal qualitios - nearly cvery writer on
personnel management devotes some pages to the congsideration
of tbié agpect - many of thosec éuthoritios are listed in
the Bibliography at the cnd of the thesls - but a briéfy
sumuary of the most generally discussed traits may not be
out of place here, Probably one of the most widely quoted
authorities in Britain is G.H.quthcotﬁ; regérding the

desirable persoral quallities for the Poersonnel Manager he

# Northcott, C.H., "Personnel Management - its scope and
practice," Pltman, London, 1950,
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says:

"For guidance, but not with any authorltqtive
backing, the following qualities are set down as deslrable
in a sucessful Personnel Manager -

1, A sense of vocation, epringing from an ideallsm that
will hold him steadfast agalnst disapnpointment and discourage-
ment,

2, Capacity for leadership.

%, A sense of social responsibility and a standard of
goclal Justice, These will enable him to see Industry in
its social background, For these a  training in the Soeclal
Seicnces cqual to that given at tho Universitics 18 becoming

ggacntial,

4., Pcrsonal integrity.

5. Capacity for persuasion and clcar thinking, togcthor
with patiencc and tolerancc.

6, 4 fricndly approachablc naturo, coupled with a true
tnowledge of his fellow~men and the lives of working men.

7. Ccrtain points of personality, c.g. spontanaity of
spocch, abgencc of shyncss, mobllity of facial exprcssion,
courtesy and social awarecnecss and, finally, pcrsonal dignity.

Thesce persomal gtandards arc admittedly high, but
the profcssion which handles men and women in so large a part
of thelr industrial life will alwayse be held in honour, and
c2lls for men and women of correspondingly storling quality."

Tho qualitlos arc digcussed at somec length by
Northoott, and descrve careful study.

We assumc thon that the soclal sclcnce graduate
wishing to onteor thc field of personnel management has, in
gomc measurc, the requisite porsonal characteristics as
oxomplificd above, and turn to a discussion and comparison
of the theorotical training undortaken with that laid down
by the British Institutc of Personnel Management, London,
The Institute igsues & Broadshect on "Training for Personnel
Management" (published in 1950), in which it states that:

"Training for Personnel Management comprises the
acquigition of knowledge and skill of throc maln kinds:
Knowledge of modern society in its soclal, cconomic and
cthical aspccts (rcferred to as background atudy); Knowledge
of the functions of a Perscnnel Dopartment and the practical

knowlcdge requircd for their performance; Acguisition of
the ski1ll rcquired for a Pergonnel Officor (including know-

ledge of all developmont of now techniques, the evolution of
thought on manqgument problemg, and changes in social lcgis-
lation - all nocessitating constant training and revision

of training),

The Institute therefore considors that a student
should study at lcast one subject in each of the following
groups: -

1, Soci~l philosophy or cthics; gcnecral psychology;

¢ The cmphasis given by the underlining docs not appear
in the original,.
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social and industrial psychology. v

2, Economics (including social economics) economic
history; strmecture of Industry; business administration,

3, Industrial relatlions; Industrial law,

4, Social Administration.

5. Pergonnel Management,

6. Management practices, and such "tools" of management
as statigtics, work measurement, office management and method,
financial accounting and cogt accounting.,

7. In addition he should obtsin practical experience in
production departments and experience of Soclal Work,

This training may be obtained in a variety of ways -
by attending full-time courses, part-timec courscs, or both.
Anyons who is able to go to a University should do so because
of the ooportunitics provided of decper and wider background
study.

When a degrec coursc in any subject 18 taken
(prcferably 1in economics or history) this should be followed
by a post~graduatc social scicncc coursec of 1 ycar of tho
full-time coursc in Personnel Management offered by tho
Instituto. Alternatively, a soclal science certificate or
diploma coursc of two ycars is an acceptable qualification,
Nonc of thesc courscs is complete without the addition of
tutorials or lccturcs on Personnel Managemcnt and practical
treining in a Personncl dcpartment.”

In addition to the Broadshect quotcd above, a
scparato lcaflet sets out the syllabusg of the full-time
course in Personncl Management, which includes the following
gubjcctg:

1, Economice (including the structure and location of
modern industry), o

2. Economic History (Social and Economic, with particular
attontion to the period after 1860),

3. Industrial Relations -~ logislation, Joint consultation
workmens' compensation, etec.

4, Bugincess Administration, including statistics,

5. Pcrsonnel Management,

6, Psychology - gencral, social and industrial,

7. Soclal Administration - social problcms and social
gcrvices.,

{

Tt 18 not proposcd to includc here full details of
the rcquircments for the social scicnce degréo at the
Uhivorsity of Capc Town, but a summary of thec pro&isions is
inecluded at Appendix Four, Briofiy, tho degree covers the
follewing courses:

let, Year: Social Science 1,
Economics 1,
Specelal Subject
2nd, Year: Social Secience 1lla or 1lb,
Social Administration A or B,
Spccial Subject.
3rd. Ycar: Social Science 1lla or 11b,
Soclal Administration A or B,
Special Subject.
(A list of the special subjects will be found included in
Apvendix Four, These include Economic History, Statistics,
Political Philosophy and Psychology).
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As the syllabus of:the courses considered necessary
for personnel mansgement by the British Institute of Personnel
Management includes Psychology and Economles, the table on
the following page may be of interest -~ it shows the number-
of graduatcs who included courses in Psychology, Economic
History and Statistics in thelr degree studles, The first
course in Economics 18 a compulsory one, and must bo taken
by all social scicnce students, From the figurecs given in
the tablé it is apparent that large numbers of students do,
in fact, include courses in Paychology in thoir-dogroo
studies, although thege arc optional,

Probably thce best 1dca of the work undcrtaken by
the soclal secience graduate in Capec Town, and 1ts comparative
sultability as thecoretical training for pcrsonncl managoment,
when compared with the requircments of the British Institute
of Personnel Management, may be galned by taking the syllabus
of the Institute's final examination in Personnel Menagement,
and sccing how much of the work i1s covercd by the social
gcience degree.

The syllabus is divided into 8 scetions, only the
lagt two of which are not covered, to a large extent, by our
curriculums- p

1, Personncl Managcement,

2. Industrial Relations,

3., Social and Industrial Psychology.

4. 3oclal Administration.

5. 3ocial Economics.

Industrial Law, '

7 “& 8. Managcment principles and practice - these
sectlonsg form part-of the tralning for gcneral
management,

Each of thesc scetions will be considered in detall - the
Ingtitute requircments are glven first, in single spacing,
the dlscusslon of the 8001a1 gcicnce degreoe provisions
folloys immodiatoly after, in the normal double spacihg.

(A1l cmphasis,provided by underlining, has bocn added to -

the original).



DETATLS OF SPECIAL SUBJECTS -

Studied by Social Science Graduates, 1948 - 1952

S year | o year
Total Total taking
YEAR of -of each
— Course. H;948 1949 1950 | 1951 | 1952| Courses]| Grad's.!|l Course
Psycho. 1. 6 19 4 8 10 47 53 88.7
Psycho ~.11. 2 o | 1 3 4 19 53 35.8
Psycho. 111. 1 4 - - 1 6 53 11.3
Econom. - 1. £ 6 | 19 5 | 10 { 13 53 53 100.0
Econom. 1lla. - - - - - - 53 nil,
Beonom, 1llb. - - - - - - 53 nil,
Econom.Hist.1. 1 - - - 1 2 53 5.8
Econom. " 11.) - - - - - - 53 nil.
Statistics. 5 12 3 2 - 22 53 41.5

¢ - Total number of graduates for the five year period was actually 55,
but no records were available for 2 students. % cvalculations based on 53.
Ecopomics l. 1s acompulsory course ~ see Appendix 4.
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THE INSTITUTE OF PERSONNEL MANAGEMENT,

SYLLABUS
of
FINAL EXAMIhAmION IN PERSONNEL MANAGEMENT.

1. ‘Personnel Management.

Employment: Recruitment, sources.,of supply, control by legls-
lation, selection and placement, interviews, tests, work
rules, introduction and follow-up of new entrants, progress
reports, transfers, promotlion, labour turnover, disclpline,
records and statistics, Education and Training: Organisation
training of operatives, apprentices and clerical workers,
training for management, further eduation. - Remunerstion:
Wage administration, wage negotiatlons and agruemcnts and
regulations - thc Forsonnel Manager's responsibility -

minimum wages, types of payment, bonus systems ote, Health:
Work and organisation of a medical depertment, physical and
goclal environment of the worker, accident precvention,
Employcc Servicges:Funds and grants, Cantcon management, soclal
and rcercational activitiecs, works magazinc and handbook.
Chanpcls of Commupnlcation: Committces - wvaluc, scopc and usc,
individual and group consultation within thce factory and the
department, porsonal problems and the human factor, suggestion
schcmoes, :

Includcd in the lcetures in tho 800£a1
Administration B coursec 1s a gcrlcs de&otod to the study of
Industrial Crganisation and Porsonncl Mahagomont. These
lcoctures includc discussion of the functions of the Personnel
Manager and hig department, with speclal reference to
Employment Proccdurc, Edudation and Training, Wagoc Procoduré,
Joint Consultation and Health and Welfaro measures, Whilst
in no sensc adequatc training for pcrsonncl managecment, they
do introducc thc student to the problems of thc Porsonnel
Managor and give an oxcellent outlince of the work of his
départmont. Extra training would, of coursc, bc ncccssary
for the graduatc wishing to undertake pcrsonncl work, but
cvery studont roceives initial theoretical training in tho
cencepts and functions of personnel management, In addition,
students rocelve theorctical and practical training 15 Group
and Community work and organisations, which is a valuablo

agsct to any prospcctivce personnel worker, Thig training
includes a total of 2% months practlcal work during vacations,
and m2y be in the form of work in the Pcrsonncl Department

of an Industrial or commerclal undertaking, should tho'student
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be particularly 1nterested in this type of work, This
vacation work need not be undertaken in the Cape Peninsula,
but can be arranged wherever the student resldes during
vacations. | |

Industrial leglislation lectures cover fully all
felevant legislation in force in the Union, includihg Wage
Determination, Joint Consultation, Welfare Provisions, and
allied matters,

Perhaps the most important aspect of-the thcoretical
training roceived - and this affects training in all other
soctions of tho work discussod hore - is that tho|is taught
to scec Soclety as a whole, and to gec thc worker not merely
in an isolated problem situation, but as a member of the
work group, thoh 18 in turn related to many other groups,
all of which may have thelr offect on the situation of the
moment, The Pcrgonncl Manager who has reccived a thorough
training in sociél science will never be likely to 1lsolate
one man or one particular circumstancc in any situation, but
rather sce the complcte, dynamic entity - hence hc will never
rogara any.of the matters listed in the'syllabus now under
discussion as thc most important part of his work, or as !
having the most cffcet on the cmployecs undeor hig care, but
will, instcad, sce cach and every facet of the indﬁstrial
organlsation, itself a faccet of socicty.

The training, theoretical and practical, in social‘
case work, and thec cxtensive training in the soclal surveys
reccived by the student, is of the utmost value to the
progpcctive personnel worker. It includcs interviewing
- techniques - theorctical and practical-- the carcful summiné‘
up of pcrsonal problems or cases, and the appropriate action
to bc taken to obtain the mest satisfactory adjustmon£ of
the 1ndividial to his environment,

-Except for the section on Education and Training

and the detailed study of thc dutics of the Personnel Manager,
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1t 18 consldered that the soclal science graduate receives

sufficient theoretical training, and some nractical braining

to cover this section of the syllabus.

2. Industrial Relations:

The development of, and exlsting facllities for, organised
and collective relations between management and labour in
British Industry and the effect of legislation on their
relatlons, History and growth of the Trade Unions: functions
and activities at shop, district and national levels, Co-.
ordination of Trade Unlons, wages pollcy, nationalised
Industry. Eunployers' Associations and Federationg: growth
and developmont, orgenisation and functions, Negotiations
of Wages and Conditions of Employment: Procecdings in msjor
Industries, dollectlive bargaining, develormont of Wage
Councils' systems and wage regulating bedies, Statutory
machinery for the avoldance and gettlement of disputes:
Legislation, Industrial courts, Courts of Inquiry, National
Arbltration Tribunal, Joint Consultation: in individual
units in Industry - Works Councils, Committeos, etc, ‘
Congultation covering wholc Industries - Rgglonal Boards, ctc.

In so far as thosc apply to South Africa, all the
above matters are deelt with in the social sclence ocurriculum.
An intcnsgive and cxtensive scriesg of lectures on Soclal
Administration includes discussion of all rclovant Acts with
condlderation of thc various bodics set up under the
proVisions of these Acts, In addition, rocpresentatives of
the various Unions, Councils and other bodles come to the
University to glve flrst-hand accounts of thc work carried
out by thelr particular organisgation, and to discuss
particular problcms encountered in the carrying out of these
legal provisions, Discussion of management and labour |

a8soclations 18 not as full as would scem to be indicated in

the Institute syllabus., With this oxcoption, and for South

African conditions, all the above points arc covercd.

In addition , in the scrics of lccturcs on Soclal
Institutions, studonts study Industrial devcleopment in
Britain, with particular attontion to progress during and
after the Industrial Revolution, The history of the Trade
Unions ig traced in full, but without the detailed study of
contemporary organisation proscribod\in the syllabug undcr

dlscussion,



165

3., Social and Industrial Fsychology:

To develop an understanding of the individual in his relation-
ships with others and to indicate the application in Personnel
Management of techniques and procedures based on psychologlcal
study and research. Social Psychology: basgic factors in
soclal behaviour, suggestion and suggestability, sympathy

and imitation, the group mind, group consciousness, social
groups, group loyalties, social stratification and soclal
class, Stability of soclal orgenisations, Industrial
organisations considered as social groups, special study of
the Hawthorne experiments. Industrial Psychology:
Development and organisation in Britaln, individual differen-
ces, make-up of the individual, jobs and thelr requirements
in terms of make-up of the individual, thc intervicw;

aptitude and intelligencc tosts, elementary statistlcs,
construction and standardisation of tests, job tralning,
psychological effect of physical working condltions, motives
in Industry, Inccntives, attitude surveys, fatigue and
boredom, accldents..and accident proncness,

Following page 161 will be found a tablc giving
details of courses taken by graduates over the lagt five
years, including Psychology and Statistics, The graduates
who took thesce courscs may be considercd to have covered the
wholc' of the above scction of the syllabus, Others, who did
not, may réquire extra training in Industrial Psychology,
especially in so far as aptitude testing and intelligence
tests are concerned. _ The Social Science B course, including
as it does a detalled and intensive study of Soclety, Culturec
and Personality, covers practically the whole of thc above
ficld, exccpt for the mechanics of Industrial Psychology.
With the exceptions mentionod, the whole of the ficld is

adeoguatcly covered in the soclal sciencce curriculunm,

A. Soclial Administration:

To indicatc the scrvices provided by the Community for the
Welfarc of the Individual, The Individual, the Community,
the 3tate; political and sociel structure of Great Britain,
Central and Local Governmont, growth and development of
social services, Social Insurance, carc of thc orphans ang
aged, adminigtr~tive agpects of uncmployment, Hezlth Scrvices
and thec ncw Health Act, Town and Country Planning, Housing,
Eduation,Voluntary bodiecs in thc deveclopmont of Social
Services,

In so far as this section is concerned, all the

above dctails arc studied, both as to conditions in the Union

and in Britain, but in more detall as to the administrative

and lezal provisions in the Union. -




166

5. Social Economics:

The Social Framework: basic features of the modern economic
system, social implications of and reszctions to defects in
the working of the system, Population: history and trends,
underpopulation and overpopulation, compulsion and incentive
in the re-distribution to meet social needs, location of
Industry. Soclal and National Income and Capital:
calculation and definition, measures of economic progress,
inequalities, causes and trends, Standard of living,
measurement of cost of living. Poverty: analysis of cause
and effect. Unemployment: factors and remedies, Full
Employment: planned distribution of Industry and social
implications, Social Security: need, basis, cost end
implications, Working Conditlons: State intervention in
regard to wages, working conditions, holidays, ete.

Social Surveys: uses, advantages and dis-advantagces,

The Socigl Science Faculty of the University of

Cape Town hag ploncerecd studies into cogt of living and

poverty, and students recelve theoretical and practical

training in thesc concepts, and in the field of soclal

survbving.A The wholc of the above section 1s most thoroughly

studled, espccially in regard to conditions - in the Union;

and social survecys already undcrtaken in Bpritain and elso-

where in the world, are studied in dctail,

6. Industrial Law:

General principles of law and cmploymont, restrictive
covcnants, Law relating to wages, hours, hcalth, safety,
otc, Legislation affceting employment in factorics, shops,
mings, transport and agriculturc, Central and local
authoritics responsible for enforcement, Methods of
inspection, Combined action by work-pcoplc and employcrs,
Iradc Union law, legal charactcristics, status, powers and
liabilitles of trsde unions, Collective bargaining., Strikes
and lock-outs, Picketing and intimidation. Political
activities of trade unions. Civil conspiracy. Troends in
industrial legiglation..

Excopt for the section on 1egiSlation affecting
mincg, transport and agriculture, and certain mattcrs
regarding Trade Unions and tronds in industrial legislation,
the wholc of thec above is studied, as it applics in the

Union.

, .
7 & 8. Management Principles and Practices:

No dctails arec given in the gyllabus - this scction forms
part of the course in Goneral Managemcnt,

The doclal science course includes little under
this hoading, cxcept for a short seories of lectures on

officc management, as applied in a soclal work agency.



167

The work discussed in full on the preceeding pages,
is now summarised below, and the amount of theoretical
tfaining recelved by the social seience graduate may be
compared, as a whole, with the requirements for the final
examination for professional personnel/management, as set
by the British Institute of Personnel Management,

Institute of Personnel The gocial secienco graduate -

Management - Syllabus Details of studics undertaken.
of final examination.

l,Personnel Managcmont, Exceopt for section on Education-

: ' and Training, and details of the
functions of Pecrsonnel Management,
whole of gection is covercd,

2.Industrial Reclations. Except for full discussion of
management — labour assoclations,
the whole of the section is
gtudied as related to- conditions
in the Union, plus review of
developments in Britaln,

3,50cial and Industrial Except for thc mechanics of
Psychology. Industriel Psychology, the whole
. of this scetion is studled,

4,S0cial Administration, The whole of thls scection, both
a8 rcgards to conditions 1in
Britain and the Union,is studied,

5.30cial Economics. Most thoroughly studicd, ospocialiy
in regard to Unlon condltions,

6.Industrial Law, Excepting legislation affecting
mines, transport and agriculture,
and certaln provisions for Trade
Unions, the wholc of this scction
is covercd.

7 & 8.Managoment . Nok studled in detail ~ only
Prineclplcs and Practicca. general primelples of officeé
{no details given) administration in thc social

scrvices. '

It should not be necessary to add that, although
.the above studies may be included ih the Bocial science
cﬁrriculum, the amount gained by each gtudent will be in
proportion to the interesb shown,and the amount of work
undcrtaken, s fegardsiprescribed extra reading and study.
In this, as in pecrsonnel management generally, the quality
of the studlies and the degreec obtaincd, will depend on the

personal characteristics of the student, rather than on tho-
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material provisions of the degree.

It will be remembered that the Institute of
Personnel Management doesa not regard any of the courses
outlined in the Broadsheet as complete, without the addition
of tutorials or leétures on personnel management, (seo pa.ge
160). We have alrcady notod that a short series of
loctures on personncl management 1s includcd in the soclal
science syllahus of the University of Cape Town, but these
do not comparc with the comprchensive scrics of lectures
envisaged by the Instituto, Such & scrics would include
full discussion and study of the functlions of personnecl
maﬁagomont, and thelir ﬁlace in any industrial organisation,
So that, in this roepcct, the training of the soclal science
graduatec 1s incomplete.' This lacﬁ may bc made up, to s0mO
extont, by the student himself undertaking extra studiocs on
the subject, and becoming thoroughly conversant with
thecoretical concepts as dlscussed by the various authoritiecs
in this field - there arc many good roferences in both tho
University libraries, and ln the United States Information
Collection, which 18 also housed at Hiddingh Hall, Capc Town.
Many’of the Personncl Msnagcrs interviowod,‘as well as such
official organisations as the National Development Foundation;
are always willing to give advice and help conecerning

further studles to anyone who approaches them,

B. Proctical Training:

A1l soecial sclence students arc required to under-
takc two woecks full-time practical work in some Group or \
-Communfty orgenisation during their first year of study,
and two months full-time work during thelr second year, plus
field work in thc social surveys and soclal case.work. It
is duringlthe two months full-time vacation work that thc

student hag the opportunity to undertake specific practical
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training in the Fersonnel or Staff Depaftment of certain
industrial or commercial undertakings, should he be interested
in, and suitable for, such work, This two month period of
training is generally divided into two periods of one month
each at different agonbies, to ensure that the student gains
a variety of expericencc but, as all work is arranged through
the Ficld Work Officcr to sult individual intcrecsts and
capacltics, no doubt a full period of two months pcrsonncl’
work could bc arrangcd.

The valuc of the trainiﬁg-rocoivod will dcpend
largely on the facilitica offcrcd by the firm conccerned -
we are assuming that thc student posscsses the necossary\
personal characteristlcs to enable him to gain thce most |
benefit from this training, Of the offioclals interviewed in
“the short survey, the majority agrecd thét cven a two month
périod of practical training was too short to give the
gtudent morc than a general pictﬁre of the functidns of the
department,and ite placc in thc organisation as a whole,
Thorc was rarely an opportunity for thce student to participate
in employce intcrviews, Joint donsultations, or other routine .
matters, and intensive practical training could only begin
whon tho graduatc entered the Porsonnel Department as an
cmployéo.~

In short, some practicel training is avallable to
sultablc studonts, but is insufficlent even by South African
standards - whi&h do not yet approach those obtalning in
the British Institute of Pérsonnel Managecment. However,
with the theofetical training received, the graduatec 1s
likely to benefit more rapldly, and to a greater extent,
from cven a limlited practical expericnce, than is anothep
individual without 1it.
, There 1s a tondency for 1lndustrialists to regard
any practical experience as more desirable than theoretical

training in pecrsonnel management, but this is largely duec
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to the fact that very little ié known of professional
standards as developed in Britain and America. Ag more
qualified Personnel Managers enter indﬁstry, and prove their
worth, so will the understanding of, and the demand for,
properly trained staff increase, and it will be more widely
recognised that the theoretical studiés undertaken in the
soclal science curriculum are of pafticular value in fltting
the prospective employee for personnel work -~ especclally '
when this can be followed by a period of practical training,
"~ or supplemented by leclurés such has those discussed on

pagé 168. The ideal combination of training in the theory
ana practice of personnel management 1s, as yet, still a

dream of the future in South Africa.

C. Industry and the Graduate - future prospects.

" Perhaps the most apt comment on the likelihood of
top managemont in industry domanding qualified staff for
porsonnel dopartments was madc by one of the officials
interviowed during the short survey; He gsald:

"Porsonncl danagement will nover go ahead rapidly
in this country until management knows what 1t 'wants, and
what 1t is getting."

Top management in industry and commcrece genecrally
is not "au fait" with overseas concepts and standards of
porsonncl managoment, nor do they realise why they should
‘cmploy a spoeial official for this work., To many, such
a. man, or such a dopartmont,'roprosonts only a‘debit on the
balancc sheet, Too fow appreciate that the Personnel
Menager's one reason for existence is to save money - by
"~ cutting down abscntccism ( whatever the causc ), by
incrcasing production, and by settling disputes within the

organisation, so that out-put or servicec may give thc bost

returns.,
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Nor does top management generally know what 1% is
getting, = Little is known of overseas quallifications, or of
training offered within the Union - 1including particulars of
. studies undertakon for the various degrees avallable.
Progpective smplbdgead for the personnel department may offer
a varlety of testimonials, including various letters after
thelr name representing diffcrent diplomas or degrees, or
membership of certain professional bodles, but many'of the
inﬁerviewers do not know what specific oxpérionco or training
1s represented by these qualifications.

It ig ecasy to scc, thercfore, that the soclal
sclence graduate must not assume that menagement will
appreclatc the advantages offered by the degree held. It
must also be remembered that, in both the maln and the short
surveys, great omphasis'was placed on personal qualitics
plus cxpericence, rather than on acadcmic attasinments, In
some cascs, partlicularly in the short survey, the officlal
concérnod agreed that the social scicence graduate had recelved
good theoretical training for personnel work, but folt that
maturity of outlook did not always accompany & Unlversity
degrce, In othor cascs, ospecially in the main survey, it
was not possiblc to assegs whethor the official who 1nsisted
on pecrsonal qualitics and cxperience did so for similap
rcasons, or 1f he héd detailed knowledge of thec studlies
undcrtaken for the/dogreos mentioned in the questlonnaire,
However, 1t would scom that tho social sclence dcgree, in
itself, 1s not so widely accepted in the Cape Poninsuia
as sultablc thecorctlical training, fitting thec candidate for
practical cxpericnce, in which he would benefit rapidly by
virtue of those previous studies.

One of the best rocommcndations for the socclal
gcicnce graduate as prospective personnel workers in the
futurc, will be the supcrior performancc of othcr similarly

trained employeccs in tho samc field, Only aé such persons
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prove the advantages of employing properly trained staff
will management begin to demand such training as a preraguicite.

Tt is generally felt that, although progress must
be slow, and the possibilities of employment in this field
for the graduate are, at present, small, future demand should
increase more rapidly A period of 5 - 10 yecars has been
mentioned as the most likely time which must elapse before
there is general appreciation of the conccpts and functions
of pcrsonnel managemcnt, a8 practiccd in Brifain and America,
and a recognition of thc sultability of the sociél 8clence
graduatc - who ig also well qualified personally - for this
type of work. |

Meanwhile there are other opportunities for
further study, allicd to practical training in personncl
managecment, ',Ceftain courscs avalablo arc dlscussed in tho
scction on Theoretical Training in the Cape Peninsula (4e).
Nor should it bec forgotten that the personnel wbrker cannoﬁ
have too much knowledge or cxpericncc of general management,
Indecd some authorities regard prdoér training in this ficld
‘as essentlal, before commencing specelal studies of any onc
branch of management, The British Instituté of Personnel
Menagoment, discussing part-time training for personnel
management -~ as opposcd to the full-time course avallable
through the Institutec at various educational institutions -
strcsscs that genorél monagement gtudies arc considercd most
necessary for the part-timo.studont, and should, ideally,
prccede special training for personnel management., The |
Ministry of Education and the Institute of Personncl
Manegoment jointly, award an "Intcrmediatc Cortificatc" in
Mansgement - Studics, which covers the courscs detailed below:

The Evolution of a Modern Industrial Organisatlon,
The Neture of Managemont,

# See thc Broadshoet "Training for Personnel Management,"
lssued by thc British Institute of Personnel Managcment,
London, 1950
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The Economic Aspects of Industry end Commerce,

The Legal Aspects of Industry and Commerce,

The Psychological Aspects of Industry and Commerce.

Financial Accounting and Cost Accountlng.

Statistical Method,

Work Measurement and Incentlves,

Office Organisation and Methods,
Many social science graduates, working in various fields,
have emphasised the valusg of a knowledge of general office
procedure, particularly a working knowledge of typing and,
if possible, shorthand,

Being particularly concerned with human relations
in industry, almost any experience in industry or commerco
adds to the practical knowledge of the Personncl Manager,
and to his ability to understand the many problems which he
will encountér daily.

To sum up - 1t 1s generally agreod'by many officlals
\that‘training in the social.sbionces 1s particularly good
preparation for personnel work, but it i1s not sufficient in
1teelf, With it must go the propcr pecrsonal characteristices
and after it must comc cecxtcnsive practical training, in as
many branches of industrial Managsment as possibie. The
copy of theo Consolidatced Plan of Instruction in Applied |
Management-(issuod by the Natiohal Development Foundétion),
which may be found followlng page 148, well illustrates the
whole field, | |

~ ind&étry gonérally in the Cape Poninsula does not
yet appreciatc "what 1t will get" in fostcring personnel
managemont, or in omploying social scicnce graduates for this
work, Most emphasis is placed on personhal characteristics
and expericnce, However, érowth of knowledge of the concopts
and functions of pehsonnel managemént 18 now takiﬁg place
and, in the opinion of many of the Personnel Manegers in the
Cape - themselves gqualified persons - the demand for trained
employecs will grow steadlly; also, there arc excellent
prospccts for the soclal sciencc graduate who, having the

necessary personal characterisitcs, wishcs to onter this

field of work.
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A. The Surveys:

The results of the main and short-surveys have
already been summarised‘4 see pages 66, 67, and 120 to 135,
It may be of interest; in thése final pages, to add a note
on the sample in tﬁe main survey, The firms contacted Wére;
it will be remembered, taken from the Cape Chamber of
Industries Membership List, and included all those organisé-
tions émploying over 75 personncl - a total of 118 firms out
of 594, a sample of 19.9%, or 1 in 5. In a discussion :
with Mr, Lighton of the Chamber of Industrics it was pointed‘
out that, rogarding thc proportion of all industrial under-
takings in the Cape Peninsula represonted by these 118 firms,
no accuratc flgures were available to calculate this, It
could, however, be said that, excluding the furniture
industry, the buildihg 1ndustry and a proportion of the
printing 1ﬁdustry (several of the larger firmé in this latter
industry wcrc mcmbers df the Chamber of Industries) the total
mambership of 594 was roughly 90% of the industrial strength
of the Capc arca; rctail and other commericai firms would bc
more likely to be included on the Cape Chamber of Commcrce
Membership List,

The 1ndustr1al firms who are not members of thoe
Chamber of Industries (apart from the industrics mentioned
above) arc gencrally the smaller undertakings. Forp
lnstance, of approximatoly 180 firms in the clothing 1ndustry
in the Cape, about 120 were members of the Chamber of

Industries, the total employees of the remaining‘6o



SUMMARY OF FUNCTIONS CARRIED OQUT "IN 33 FIRMS.

TABLES AND DIAGRAMS:-

(Percentage of Firms in each Employee Group carrying out Functions)

Number of Firms in each Group and
% carrying out Punction :

% carryin

out Function

NUMBER 15.

T e ——,
Number of Firms in each Group and

76 - 1100 =1 200 = |300 - | 500 ~ | over 76 - 1100 - | 200 - | 300 - | 500 - | over
FUNCTION 100 | 200 300 500 1000 | 1000 FUNCTION 100 | 200 300 500 1000 | 1000
(4) 1(12) @ (6) (6) (4) (1) . (4) {(12) (6) (6) (4) (1)
Decide Labour 75% { 100% : 100;. |100:. !100% | 100% Health Rec'd 50% |33.3% | 66.7% | 50% | 100% -
Interview etec. | T75% ;83.3% ! 100% :1C0% ioo% 100%: Mass X-Ray 50% | 58.3% | 100% 83.3%  25% | 100%
Intr.new Lab. 50% i T5% ; 100% {83.3% | T75% |100% Clinic 504 133.3% i 50% 33.3%  T75% -
Follow up Lab. 25% | 58.3% : 100% |66.7% 1100% | 100% First Aid Tng. | 50% i 41.7%  83.3% i 83.3% | 50% -
Emp. Rec'ds. 75% | 100% | 83.3% | 100% | 100% :100% Red X Film - 25% 50% 166.7% | 25% -
Absenteeism. 75% | 50% | 83.3% 66.7% | T75% | 100% Init.Med.Xam. - 1.8.3% 1 50% 133.3% @ 50% -
Lab.Turnover 50% : 41.7% i 50% 166.7% i 75% | 100%i Regular " - 8.3% i 50% - 25% -
Job Rating 50% i 25% | 50% |83.3% | 50% |100% Init.Eye Test - - 35.3% | - - -
Emp. Legis. 75% : 66.7% : 100% 100% {100% ! 100% Regular " - - 16.7% i - - -
Apprentices 25% . 50%  83.3% | 100% 50% - Home Visits - - - 16.7%  16.7% @ 50% -
Hours of Work 75% 1 91.7%{ 100% {100% |100% | 100% Conv. Workers - 116.7% 50% 16.7% @ 25% -
Emp. Grading 50% i S50% | 100% 100% | 100% :100% W'mens Comp. 75% i 100% : 100% | 100% 75% : 100%
Progress Rep. 50% 66.7% 83.3% i 83.3% | T5% - Med.Aid - Eur. - 141,7% i 66.7% : 66.7% : 50% | 100%
Emp.Interviews | 75% | 83.3% ! 100% |8%.3% i 75% :100% " " Col. - 8.3% | 50% |33.3% @ 25% -
Govt. ILiason 75% | 83.3% : 100% :83.3% : 100% - i omn Nat. - 8.3% | 33.3% | 33.3% : 25% -
Salary Proc. 100% 91.7% 83.3% | 100% 75% | 100%: New Lab. Tng. 50% { 41.7% : 100% 83.3% i 100% = 100%
Increases 100% | 100% | 100% '100% 100%4 | 100% Prom. Ing. 25% i 41.7% 83.3% :66.7% @ 50% | 100%
Deductions 75% ' 91.7% ! 100% | 100% 75% . 100% Super. Tng. 50% i 33.3% i 66.7% i 66.7% | 50% | 100%
Queries & Adj. i 75% {91 7% 100% | 100% | 100% : 100%; Apprent. Tng. - 33.3%  83.3% 83.3% . 50% | 100%
Changed Rates 75% : 91.7% . 100% :100% | 100% @ 100% T.W.I. Scheme - 8.3% | 33.3% i 16.7% | 50% -
Sick Pay 75% : 83.3% : 100% :83.3% @ 100% - Gen. Lectures - 25% | 33.3% i 33.3% @ 25% -
Bonus Schemes | 100% @ 33.3% 83.3% | 66.7% | 75% | 100% Notice Boards | 50% ' 58.3%  83.3% | 66.7% | 100% | 100%
Job Records 75% : 91.7% 100% 100% : 100% : 100% Regulations - 116.7%  50% 16.7% @ - -
Wages Agt. 100% | 100% : 100% :100% i 100% & 100% Works.ﬁag. - 2 16.7%  16.7% - 100%
Union Tiason 50% | 50% | 66.7% | 100% | 100% | % Sugges%.Schemes 25% 1 33.3% i S50% | 66.7% % 50% | 100%
Ind.Agreement 50% i T5% @ 66.7% :83.3%  100% g Wks. Bicasts 25% | - 33.3% | 33.3% | - —
Wks. Councils | - 8.3%| 50% |66.7% S0% | p |_‘ibrary il B 35.3% 1 16.7% | - 1007
Staff Comm. - - 50% (66.7% - | Canteen 25%  58.3% . 50% 50% : 100% : 100%
Int.Pers.Pol. 50% | 58.3% 66.7% 83.3% @ 25% 8 Spt.& eoc.01ubs - 116.7% 16.7% | 50% - 100%
Wem. Griev's. | 25% [85.3%)83.5% (1008 [100f | o | Bemev. Pund | 25%, - | SOF 35.3F 50% | - |
Outside Rep. - 75% | 83.3% 83.3% 100% | [ | Sick Pund 50% | 25% | 66.7% | 56.7% | T5% | 100%
Emp.-Man.Liason 50% i83.3% 100% |83.3% A 100% ‘Pensions Pund ~ 58.3% : 83.3% | 50% 75% | 100% |
Fact.Act Prov. | 50% |100% | 100% |100% | 100% | loop Loans Fund 50% ' 75%  83.3% 66.7% 50% | 100%
Insp.Liason 75% | 100% = 100% |100% | 100% B Savings Scheme | 25% : 66,7% . 100% :83.3% : 50% | 1004
Acc.Prevention | 75% |100% | 100% 1004 |100% |100f Long Serv.Pres. - 50% | 33.3%  66.7% | 25% | 100%
Safety Comm. | 25% | 33.3% 85.3% |66.7% | 50 | - | Oubines - 8.3% 16.7% 33.3%) - | -
- Safety Hazards | 75% | 50% | 100% i83.3% @ 75% - Transport - 33.3% =}6'7%' 507 ~ _
Rest Breaks 75% 183.3% 1 100% 83.3%  50% | 100%
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‘repreSenting only a very small proportion of the total
number of, personnel employed by the member firms.,

Hence, the sample of 118 firms may be said to
represent roughly 20% of 90% of the industrial undertakings
in the Cape Peninsula, To this must be édded the 34 firms
in the short survey - some of these firms were members of
the Chamber of Industries and 25 were members of the Chamber
of Commerce, A compléto survey of all Chamber of Industries
and Chamber of Commerce members (excluding from the latter
those ffrms already includecd én the membership list of the
former, or those on both-lists who wero outside the area,
but including all those firmg in the short survey) would
entail contact with about 1,051 firms - or, fo takc thc same
gample as in the main survey, 210 firms, The present survey
(both sections)vhas covered 152 firmsg, but has not included
any of the smaller firmgs, a proportion of which would have
becen automaticaily included in a random samplc of both
Chambers, as suggested above, |
. The actual number of Personnel Managers or similar
officials interviewed was 25, 1 from the maln survey and
24 from the short survey list. Obviougly the ideas expressed
by thesec officials varied gfeatly, but this is not surprising
when it 18 remembered that some of the offipials had had
extensive training and lengthy expericnce in personnel
management, whilst some had speclalised in this branch of
managecment for only a short time and may have recoivod little
theorctical training or actual experience in this field of
work. Some disagreced with the term "persénnel management",
some with the title of PersonnellManagér, even though they
themsclves werec actually carrying out the duties of a
Pcrsonnel Maznager, according to tho. list of functlons drawn
up originally. .

Among the firms who complected the questionnaire

but who did not employ one spocial official to deal with
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personnel matters, opinion varied as to the exact stage
which must be reached before a Personnel Officer was
necesgsary, or whether such a person was needed at all in any
industrial undertakiné of any size, Nor was there closer

agreement on the training necessary for such officials, or

~on the status of personnel management.

There is no indication of the oplnions or attitudes
of the 71 firms who did not send in the completed question-
naire - even a refusal to do so may have been dictated by
pressure of work pather than by a lack of sympathy with the
alm- of-tho survey or wilth-the concepts ol pérsonnel”
management generally. It seems likely that none of these
71 firms did actually employ a Personnel Officer - had there
been such an indivtdual, he would have been the loglical
person to recelve the questionnaire, or with whom the
investigator would have been put into touch when making the

reminder telephone c¢alls,

Several firms rcfused to give the information m

' the grounds that it was "confidentlal" - conversation with

others who have undertaken research in the commercial or
industrial field scoms to suggest that this attltude 1s not
uncommon, and many businees men feel that to divulge any
opcrational detalls of thelr particular undertaking may have
a detrimental effect on it. It 18 the hope of such
orgenisations as the National Development Foundation that
this attitude will be overcome 1n.the future, andvthat free
cxchange of ideas, oxpericnces and dlfficultics will benefit
all industrial and commerclal firms, - |

The onec polnt emphasised in both tho main and the
short suryey concerned .requiremcnts for the prospcctive
personnel worker or the Personnel Manager, In almost ecvery
cage the first requircment mentioned was that of suitable
personal characteristics, Only after this was mention made

of spcclal theorctical training or cxperience, and many

[
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considered personai.characteristics plug experience more -
Important than academic or other theoretical background}
sevefal felt that any personnel worker engaged should be
experienced. In this connection, the remark of onc British
student 1s perhaps appropriate - "It seccms difficult to get
.-a job without experience, and rather difficult to got the,

experience,"

B. Further Rescarch:

It was rccognised at the outset that this thesis
could only be a preliminary step in the study of personnel
ménagomcnt in the Cape Peninsula, and, in view of the wide
fleld to be covored, could not attempt to do more than point
out some of the difficulties, Several points have arisen
out of the surveys wherc it is obvious that further rosearch
1s needed,

1. The questionﬁairo did not ask for morc than s factual |
gtatement of the functions. carricd out. Here 30 firme might
check one funcﬁion as undertaken in thelr orgenisation, but
the actual administration could vary in all 30, Therc 1s
neced for research into the different administration
difficulties and varliations, perhaps in the form of a detailed
analysls of the adminlistration of onc function -~ guch as
joint consultation or cmployment procedurc - in cach firm
contacted, It might also be of intecrest and value to
discover if the trend in the Cape Peninsula (or in the Union)
ié towards joint consultation (as in Britain) or collective
bargaining (as in America) - gec the discussion on pages

25 to 29.

2, The questlonnalre also asked for a personal opinion as

to the neceseity for, and the status of, personnel management.

# sce Kahn, H,R. "The Market for Social Workers,"
: Social Scrvice, Summer, 1953,
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The answers recorded may reflect, in greater or smaller
-measure, the attitudes or opinions of top management in any |
firm, particularly where the questionnalre had to be passed

by & top management represeﬁtative before despatch. A
survey of the opinions of executives in industry, whilst

more difficult to deal with objectively, mlght be helpful in
indicating the extent to which pergonnoel managemcnt concepts
might be adopted in the future.

3. In the short survey, it was ofton stated that all
employeces could sce the official at any time., Thie may, in
fact, bc the laid-=down policy of the firm conccrncd, but the
attitude of departmcental heads or supervisors might make for
variation of opportunity within the samo firm, To give a
truc pleturc of conditions in the Capc Peningsula, the remarks
noted in theo interviews nced to be supplcmontbd by observation
from within various departmonts in the firm,

4, Wherc firms have only recently introducod pecrsonnel
management, or a speclal pcrsonncl official, it might be
possible to collcect information conceyning the offects of
such an introduction, both from thc point of view of the
employces and of top management,

5. Scveral firms cmploying predominantly non-Eurépcan
labour stated that they did not think personnel ménagomont
ncecssary in their underteking, 'Severai gsaid that, although
Eﬁropoan clerical workecrs of the rcquired or degired
cducational standard woerc dlfficult to find, therc could be
no question of omploying non-European clerical labour,

elther in a "mixed" office, or in a SOparéte department -
rather must thc cducational standard for prospcctive émployces
be lowered, Actually, there are firms in the Capc Penlinsula
vho cmploy non-European 6lerical workers, and havc no adverse
comments to make, In onc firm, besides undertaking ordinary
clerical duties, Coloured employces are trained comptometer

operators, and Coloured cmployces 1n one firm arc being
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trained in time and motion study methods, for work later wiih
Coloured production labour. A gtudy of the work undertéken
in these firms might be helpful to others faced with labour
difficulties, although perhaps the biggest difficulty in

implementing a similar programme would be the attitude of

. other employeecs. The whole question of personnel management

with non-European labour might form the baslis of a large-
gcale invegtigation, or a separatc thesis;

6. It has already bcen stated that developments in the
field of pérsonnel maenagement have varied in spced and
cmphagis in the various Provinces. To complete the plcture,
personnel management in the Cape Peninsula should bé ecompared
and contrasted with developments in other industrial centres

in the Union.

C. Porsonncl Managemcent in South Africa:

Perhaps onec of the most pertinent comments on the

futurc of pcrsonncl management in the Union was madoc by onc

of the officlals interviewed in the short survey. He said:

"Porsonncl management will only be recogniscd at
its truc value in South Africa when there are recal labour
difficultles, At the moment therc are labour shortages,
but not so acutc as to disrupt production scriously, and
other factors arc stable, A tradc reccssion, or other
diffilcultics, will encourage recognition of personncl
management, and the need for the part it can play in reducing

- labour turnover and increasing production,"

| It was also sald that personncl managcment would
not advance until managomgnt knew what 1t wantod, and what
it was getting (sce page 170), It is also trﬁe that many
top management rcprosgntatives regard the personncl manager
merely as a dcblt on the balance shect, and consider ﬁhat all
non?selling or non-producfivc employeces should be kept to the
minimum necessary for smooth wofking -vrogardloss of the fact
that personncl managomeht might make for smoothcr working,
with reduced labour turnover and increased production.

Many flrms in the Union, having introduced ﬁersonnel
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management. into thelr organisation, soon reallse 1its benefits;

The National Develooment Foundation devoted one Information

Bulletin to an account of the methods used in a Johannesburg :

firm, which introduced a personnel department SOme years ago.’

The final paragraph of the Bulletin reads as follows:

"It is always difficult to assess - especially in
terms of £.8,d4, -~ the results of a personnel department, So
much, in any ovent, depends on the degrce of confidence
roposed by the workors themselves in tho individual head of
that department. However, in all modcety we would clainm,
after four years of work and study in this fleld, that the
following results havc bcen achieved:

1, A morc stablc labour force than formerly.

2, Considcrably lcss abscmtecelsm - our's averages
now only 6%,

3, Great improvements in the health of cmployecs,

+ especclally those lneclined to be neurotle,

4, More loyalty to thc fiprm due to bettoer morale.

5. Greatcr willingness to take responsibility.

6, A team splrit which has led to a real sensec of:
co-operation botween management and labour,

7. Higher industrial morslec,

These things in themselves, though not always easy .

of definition, and 1lmpossible to calculate for balance shect
purposcs, neverthelcass do make the Personnel Officer feol
some recal pleasurec in helping to bring them about,"

;
1

It should be notod that the Board of the above firm |

was cnterprising cnough to send thelr Personncl Officor, who
wrotc the article quoted above, on a year's study leave to
America, Swedcn and Britain - wherc she took the Diploma

-

coursc in Pcrsonncl Management at the London School of
Economics. | N

There ls, then, both a rccognition of the
difficulties facling thc wide-spread accceptawme of personnel.
management concepts, snd also a recognition of the benefits
to bc gained from the introduction of a personnel department.
But, thcre is also wlde-spread apathy and ignorance of
personnel management concepts, and the advantages to be gaine
by thelapplication of its techniques,

The need for trained personnel offlcers has been

stressed by many officlals, but, it has also been pointed

¢ Lester, Mrs,N, ."Working Conditions and Personnel
Services," Information Bulletin number
D18/1, 1Issued by tho National Devclopment
Foundation, Johannosburg, 1948.

H
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out (and in this South African officlals are in full agree-
ment with overseas authorities) that thére must be no
sugzestion that the Personnel Manager needs to know only the
correct methods of carrying out those functions normally
regarded as his responsibility. The good Personnel Manager
will not only keep abreast of developments in his own
particular ficld, but will gtudy as much as possible of
éllied‘mattors. All agpects of 1ndustrial production and
adminisgtration should be of intercst to him, and, as far as
posgible, he should be aware of trends of development in
industry éenerally.

Much of the responsibility for the future develop-
ment of pergonnel managoment in South Africa mugt rest with

prescnt Fersonncl Managers.

D. The Socilal Sclcnecec Graduato:

Although indusgtry goherally is 1ntoreétod in the
prospoctive receruits to its renks offered by the Unilvorsities
many of the officials interviewcd strossed that they would
prefer good personal qualitics and somc oxporienco,to a
purcly thcorotical background. Héwovor, as has also been
pointed out, it was found that industrialists worc not always
aware of the details of thc studies undertaken, particularly
for the soclal scloncc degree, To many, social scicnce is
2 "new idea" and not always a good idea - several rogafded
the soclal sclonce graduatc as traincd only for "proper
social work" - which prcsumably was linked to charitable
institutions pather than to industry, That ghero is scopo
;or industrial soeial work is not wldely rcaliscd, It must
bec omphasisod at every opportunity that the soclal science
graduate receives particularly suitable theoretical training
for pcrsonnel work, or for work in the wider ficld of human
relations in industry - training which, oxcept for a period

of practical experience, comparecs favourably with the
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requirements of some overseas authorities,

There is definite mneed for at least one month of
practical training in personnel manaéement, in addition to
the general lectures on the subject included in the series
on industrisl social work, The facllitlies for arranging
thls tralning exist already at the University, and several
"officlals were willing to take students for a period of
practical work; 1t should be possiﬁlo to organiso suych .
training on a regular basis, given a sufficient number of
industrialists ready to co-operate,

Other countries, notably América, have undertaken
various post-graduaﬁo training courses in busincss
administration (including personncl management), which have
proved of groat valuc to industry in thoese countries, There
1s widesprcad use of the casc study method, where students
analysc, and makc reccommendations on, actual work problem
situations, or take part in drametised versions of thcse
problems, Such a mothod could well bc used here,
incorporated with the normal case study classcs already in
operation, Given a scrics of actual industrial problems,
provided by industriallsts themselves and perhaps dlscussed
with various oxperts in the différont ficlds, students would
recoive practical training which would add to their wvalue for
thelr future employer.

Evon 1f the studont did not onter the fisld of
personnel management, such training would be of value in
understanding many of the problems which might be oncountered
in other industrial or commercial fiolds; The following
cxtract from an addrcss gilven by Professor C.G;Schumann‘(of
the Univoréity of‘Stollonbosch), spcaking at a mceting of ‘
the Naticnael Development Foundatlon in Capce Town on 27th
April, 1953, well illustrates the greater understanding and
better co-operation which is possible in industry when there

ls a wide use of such training schemes, Profcsgor Schumann
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referred to his recent visit to America and to discussions’
on personnel management which he had had with representatives
of various Universities there, Their oplnion was that'there
had been a shift of power in industry from the great "labour
barons" to a younger generation of men, educated in the
Universities in the thecoretical and practicai agpects of
business menagement, In addition, thc workers'
‘roprescntatives themsclves were morc often University men,
trainod 1n the same concepts, Thus labour and‘management
mct on more equal ground and the chances of mutual under-
standing werc better than previously; from the point of
“vicw of induétrial peace and long~term planning towards
grcatof'national ﬁelfaro, this holds grcat possibilities for
the future, _

If the demand for trained pecrsonncl continucs or
inercasecs, as mény officials think that 1t must do, then the
Univorsity‘can mﬁot the demands made, but the co-operation
of industry 1s also nocossdry, and adcquatc holp from
Industrialists 1in arranging pféctical training courscs will,

in the ond, be-to induétry’s advantage.,

i, Futurc.Developmonts:

All the Personncl Maﬁaéérs Interviewed, and some
other officlals who undertook similar functions, agrecd that
personnel management 1s at the beginning of a period of
repld growth and devclopment in South Afica. Personnel
Managers thomsclves are anxlous to scee professional stendards
rccognisced, ahd an adequatec training systcm developced, The
cstablishmont of a National Institute of Pcrsonncl Managcment
would ensure this, but it 1s felt that this must bec a
de&olopmont.of the next 5 or 10 years, rather then of tho
immedliate future, Rescarch into many aspccts of personnel

management 18 alrcady in hend, and programmes will be added

-
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. a8 facilities become available (see section 5).

A large part of the responsibility for the develop-
ment of persounel management must rest with present Personnel
Managers. In the Cape Peninsula there are a limlted number
of such trained officials (both theoretical and practical
aspects belng included), but the number is growing., | '
Industrialists may increasc the demand for spoecial personnel
officials beccausc it is "fashionable" to cmploy them, o the
futurc dcmend may be bascd on a genulnc appreclation of tho
nccesslty for personncl management in modern industry, There
are not, as yet, in the Capc any recognised professional
gtandards or completc profcssional training for pecrsonncl
managemont.

Such bodics as the National Development Foundatlon
and thc South African Institute of Personncl Management arc
continually prcssing for a wider acceptance of the concepts
of personncl management, and the application of its techniques
The formecr organisation undertakes a varicty of training
programmes in all branches of management, administercd from
the difforent roglonal officcs,

The following quotation from thc Chairman's Report
in the Annual Report of the Johanncsburg branch of the South
African Institutc of Personnel Management sums up what has
been done in the past, and outlines some of the problems
which must be faced in the future development of personnel
nanagement in this country.

"Far less ignorancc prevails in this country today
as to what pecrsonnel managecment is, and what its alms are,
than when our Instituté came into existonce a few short years
ago, and we neccd not hesitate to claim our just share of this
crcdit, Unfortunately I do not think that we could claim
that the need for Personnel Management has yet galned any
wlde recognitlon in South Africe. We are all aware of the
many difficulties and frustrations to be encountered, The
country 1s 2t thec moment suffering severe growing pains, a
gltuation more conduclve to grasping at temporary expedlicnts
than to careful building for the futurec, We find harasscd
sonlor administrators and executives, often past the age
wheroe new ldcas and new approaches to old problems are casily

agalmilated, too immersed in coping with clamant materialistic
problems to spare a thought for what Personnel Management has
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to offer, At the other end of the scale, we also find, in
gome young South African industries, the traditional
arrogance of youth, the reluctance to accept the experience
of countyries older in these problems than ourselves, We
find individuals In key positions concentrating with rugged,
uncomproml sing forcefulness on thelr own opinions and points
of view and forgetting that wise injunction - the basis of
go much that Personnel Managemcnt stands for - to do unto
others as you would they should do unto you., Even where
Personnel Management has been accepted in principle, we find
top managements whosc attitude is passive tolerance, rather
than active support, We find all the unhappy complications
which flow from a numerically preponderent Bantu population,
and, decgplte the outstanding work of the N.I.P.R, in this
ficld, many South Africans still do not think of Pcrsonncl
Management in terms of othcr than Eurogcan cmployces, , , -

\ We have not cxperienced the "soclal revolution'
which oldcr countries arc golng through, Slnce we started
to dovclop industrially, we havce never yet been driven back
on our resources and been compelled to utilisc each to the
uttermost. This positlon, however, is rapldly changing with
regard to the most important resource of all, viz, manpower.
May it be that thoso who beclicve in Personncl Managomont arc
now facing thelr biggcst challenge yet? o «+ + My own view 1s
that every herc and there ono finds spots wherc full falth
and confidonce 1n the rightnoss and importancce of Personncl
Management are maintained, & . Another scrvicc which our
Institute could provide 1s to help to cnsurc a supply of
traincd personnel staff, Facilities to this end arc very
limited in South Africa today, and our Instltute could give
a lead along thc lines which havec been worked out in Britain,
in ostablishing training courscs, We should, however, need
the co-operation of individual membersg, both in formulating
the demand for trained gtaff, and in providing facilities
for the practical training of studcnts aftcr the "Background
subjccts" had boon complcted,"

With an lncrcasing recognition of, and growlng
Intcorest in, personncl manegement in South Africa, plus the
cfforts of a number of fully traincd Personnel Managers (many
of whom havec reccelved part of thelr treining or eoxporicnce
in Britain or America, or both of thesc countrics) furthcr
devclopments seem assured, It may be that thosec willl move
into tho wider ficld of human rolations in industry, rather
than confinc thcmselves to the more rigid limitations of the
recognised functions of the Personnel Managcr or department,
Changces in the responsibilities of individual Personnel
Monagers will occur - such scheomes as the Cape Chambor of

Industrics Group Pensione and Insurance Fund will be

rcsponsible, through one central office, for the pensions

# Tho National Institute for Porsonncl Research - scc the
discussion of its activitics cn pages 150 to 152,
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and insurance schemes of many member firms, Certain of the
unions undertake other simllar provisions for their
particular industry. |

A further development whilch may become more
widespread in this country, 1s the use of tralning schemes
for executive staff, Previously most training has been
direccted to staff and employecs at lower levels, but there
ls now a growlng conviction that the men chosen for executi#e
posts should also be carefully trained tQ take over thopir
new responsibllities, and that each firm should have a number
of trained men ready to fill vacancles which may arise,
rather than Jusﬁ promote & man into a position automatically,
The Harvard Business School has been engaged on studles of
this pérticular problem for some- timo, Executlive development
programmes are being widely used in Amcrican industry, and
are helping in the development of new techniques in this .
field, 1In South Africa, tho Training for Supervisors scheme
administorod by the National Development Foundation, |
empﬁasises that managing direcﬁbrs,personnol monagers, heads
‘of departments, supcrvisors and foroemen are all "supervisors"
and all benefit from training in Job Mothpd, Job Relations
and Job Instrucﬁion. It 1s hoped that industrialists will
accopt the idea that executive staff, or candidates for
promotion on the higher levels, need careful sclecction and
special training to fit them for thelr position, and that
they do not automatically gain added proficiency or becomo
guddenly suitablc for excocutive positions through the
promotion which mere length of serviéc may dictate.

It may be said,vin summing up, that there is a/wide
difforenéo of opinion among top management in industry in the
Cape Pcninsula asg to the validity of pcrsonnel mensgement
concepts and the application of personnel management
technlques, but there 1s also growipg interest in the whole

field. Personnel_Managers in the Cape Peninsula (not all of
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whom have beeh specially trained or had long e#perience in
the work, but the majority of whom are well fitted personally
for the work) are doing much, by the sucess of their
administration, to induce the wider acceptance of the nead
for trained pefsonnel wbrkers.

The social science graduate of the University of
Capé Town receives, in comparison with the recquircd standards
of such an orgenlisation as the Britlsh Institute of Personnel
Managgment, good theoretical training for personncl work,
which, togcothor with the requisitc personal charactceristics,
make him particularly suitable as a prospcctive employco in
this field of management, . Howevor, all the officlals
interviowed emphasised the desirabiiity of practical training,
and somec were willing to co-operate with the Unlversity in
providing this. Indced, industrialists aro beginning to
realisc that, although prcviously gréduatos may have been
regarded as less favourable prospective cmployces on acgount
of thelr lack of practical cxpericnce, thoy.are mere likoly
to bencfit, to a greatoﬁ cxtent, from even a short period
of training,‘and may be partlcularly sultable candldates
for cxccutive posts.,

A period of labour difficultles, such .as is
‘onvisagod by somo_industrialisté,ralthough 1t would mean a
timc of strain and adjustment in industry, might providec the
final impetus nccessary for thec complgte acccptance of
personnel management in South Africa. In any evént, it is
generally agreed that the next ten ycars will sce very groeat
developments in this field, and the demandlfor trainecd
personnol ghtaff will 1nbreaso more rapidly. This will be
- even more rapld as personncl workers (including social
scicnce graduates) prove thelr worth in this branch of
managcement, and, by cutting down abscntoelsm, avolding or
gcttling 1ndustfial problems and increasing production,

convincc oven the most hard—hoadod industrialist in South
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Africa that personnel management is not a new toy, but an
establlished discipline, with professional stgndards, and a

necesgity in any industry.

This thesis has dealt with certain aspects of
personnel management, but this is only a part of the wlder
- field of Industrial sociology. There has been in the Union,
a8 yet, little attentioﬁ pald to this particular part of
socidlogy: in view of the fact that so much industrial
development has taken place in so short a time, recsulting in
widesproad and often rapid changes in the social framcwork,
rcscarch in this ficld in South Africa has meny possibilitios,
It 1s the opinion of many industrislists that the noxt 10 or
20 yoars will sec cven gfoator developments in industry and
commerce; resulting pcrhaps in completely changed status fop
pome classcs of laboupr. Soclo~ccoonomlc changes in Cgpo
Town are alpoady gtudicd by tho Social Survecy of Cape Town
in its well-known scrics of rcports on poverty, The ficlé
of industrial gociology offcrs furthor opportunity for
" roscarch and, as has boon suggested carlicr in the thosié,
the industrialist may, in time, rccognisc that the sociologisﬁ
is thc pcrson best cualificd tQ golve many of the probloms
which comc with devcloping industry and the changing social

framcwork within industry.
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THE FIRMS CONTACTED IN THE SURVEYS




The firms listed below, and on the following pages,
include all those contacted in both the main and the short
surveys, It should be noted that code numbers were not

allocated on an alphabetical 'basis,

Ackermans Ltd, :
African Clothing Factory (Ensign) Ltd,
African Underwear Mfects, (Pty)Ltd.
Allied Concrete and Plaster Supplies,.
Amalgamated Laundries Ltd.,
Arderne Scott Timbers Ltd.
Atlantic Knitting Mills Ltd. A
Atlantic Refining Co. of Africa Ltd, -
Back, I.L. & Co,Ltd, , .
Barker & Sons (S.4.) Ltd,
Berg River Textilecs Ltd.
Bertish, M, & Co.Ltd.
Bonwit Ltd.
Boston Bag Co.{Pty)Ltd.
Brick and Clay Products Ltd,
Brookes Lemos Ltd.
Buchanan, J. & A Ltd,
Buildrite Brick Co.(Pty)Ltd.
C.T.C. Bazaars Ltd.
Caltex (Africa) Ltd.
Cape Footwear Co, (Pty)Ltd.
Cape Gate, Ferice and Wire Works,
Cape Oi1l Products (Pty)Ltd. '
Cape Portland Cecment Co,Ltd,
Gape Steel Construction Co, {Pty)Ltd.
Capc Times Ltd, '
- Cape Town Shipwrights & Boat. Bullders Ltd.
Capc Underwear Mfcts, (Pty)Ltd,
Carol Dress Productions (Pty)Ltd.
Castle Wime & Brandy Co,Ltd.
Cavalla Ltd,
Central Ncws Agency Ltd.
City Tramways Co,Ltd.
Cleghorn & Harris Ltd.
Colcmco Ltd,
Consanis Enginecering Ltd,
Crosse & Blackwoll (S.A.)Ltd.
Cuthberts Bally Shoc Co.Ltd,
Cuthbert & Co.Ltd.
- Dickenson,J, (Africa) & Co.Ltd,
Dido Undecrwear (Pty)Ltd.
Dorman Long (Africa)Ltd.
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Eagle Ceuent and Marble Works,
Elvinco Plastic Products (Pty)Ltd,
Eskay Shirts (Pty)Ltd.

Faghion Wear,

Faulks, R,&Co,Ltd.

Federal Wine & Brandy Co.Ltd,
Felt & Tweeds Ltd,

Fletcher & Cartwrights Ltd.
Garlick Ltd.,

Gearing & Jameson Ltd.

Gering & Shames (Pty)Ltd.

Globe Englneering Works Ltd.
Glucose & Starch Products Ltd.
Group Laboratories S.A.(Pty)Ltd.
Gypsum Industries Ltd.

Hare, Will G. (Pty)Ltd,

Hellas Mfg.Co. (Pty)Ltd,
Horiswell Mfg.Co.(Pty)Ltd,
Heynes Matthows Ltd,

Hume Pipe Co.SsAsLtdi-

Humphries Ltd, :

Imperial Cold Storage & Supply Co,Ltd.
Irvin & Johnson (S:i4.)Ltd,
Jacques Hali Ltdi

Jagger; J.Wi&Co.Ltd;

JauntJ Garment CoiLtds

Jaycg Undcrwocar Factory Ltdi
Jaymore Mfg;CoiLtd.

Lancashiyc Mfg;Co,Ltd;

Lawson & Kirk%Pt Ltdi

Lovep Bros: (S.4: {(Pty JLtdg

Lion Mateh Co.Ltdi .

Louw & Halvorsen Ltdy

Luton Mliljnors (Pty)Ltd;
Maccabee Olothing Ltd.
Manhattan Mfote, (Pty)Ltd,
Mapine 011 Réfincrs of Africa Ltd,
Metal Box €oi of South Africa Ltd.
Mono Containors Ltd;

Moir, J. (Pty)Ltd.

Monat & Co.Ltd.

Moorc, A,(Pty)Ltd.

Morris, R.H.Ltd.

Mossop & Sons Ltd,

Mushet, J.W., & Co,Ltd,

National Fortland Ccment Co.Ltd,
National Quarrics (Pty)Ltd
National Trawling & Fighing Co.Ltd,
Few Model Shirt Mfcto.(Pty§L
North Bay Canning Co.Ltd.

Nugget Pollsh Co, of S.A.Ltd,
0.K.Bazaars (1929) Ltd,

Ohlssons Capc Brewerics Ltd,
Olympic Footwear Mfcts, Ltd.
Ovonstone, John Ltd, ‘
Overweay Mfets, (Pt )Ltd.

Pals Clothing (Pty Ltd,

Panther Shoc Co.Ltd.

Peorlcss Shirt Mfets, (Pty)Ltd,.
Peninsula Press Ltd,-

Pectersens Ltd.

Ploneccr Bakery.

Plywoods Ltd.

Premicy Industrics Ltd

Premicy Wire & Stcoel Co,Ltd,
Proprictors,The, Ltd,

Protca Clothing Factory.
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Reble, M,&3ons (Pty)Ltd.

Rayerest Ltd,

Rex Trueform Clothing Co,Ltd.
Robinson, E.S.& A, (Pty)Ltd,
Ronden Mfg.Co.Ltd,

Jackg, Futeran & Co.

Safnlt Mills Ltd.

3alt River Cement Works (Pty)Ltd.
S.A.8.,K. 0O,

Schweppes (S.A.) Ltd,

Sedgewlck, J. & Co, Ltd.

Selected Products Ltd,

Sharp, Edward, S.A.(Pty)Ltd.

Shell Company of South Africa Ltd.,
Stone & Sons (Pty)Ltd,
S.A,.Brewerieg Ltd,

S.A.Fine Worsteds (Pty)Ltd,
S.A.Gossard (Pty)Lta,

S.A,Litho Co,Ltd;

SiA,Milling Co.Ltd.

S.8:Mutual Life Assurance Soociety,
S.A,Woollen Mills Ltd, ’

. Standard Bank of: South Africa Ltd.
Stuttafords & Co.Ltdi

Symington, Ri& WiH. & Co.(S.A.)(Pty)Ltd,
Tiger Oats Co.Ltd, :

Trufit Mfets, (Pty)Ltd,

Union Smokeries Ltd.,

United Macaroni Factories Ltd,
U.S.A.Brush Mfg,Co.Ltd,

Vacuum 011 Company of South Africa Ltd,
Val Hau et CGie (Pty)Ltd: :
- Veérecniging Cons, Mills (Pty)Ltd.
Vitrcous Enamelling Corp.(Pty)Ltd.
Wellcut Garment Mfg,Co,Ltd..
Woodstock Sweets Co.Ltd.
Woolworths Ltd,

Workwear S.A. (Pty)Ltd.



APPENDIX THREE

'THE FORMS USED 1IN THE SURVEYS

. The quogtionnalre.

Covering lettor for questionnalre,
Reminder letter,

Interviow guide for the short survey.
Sunmary of procedure,

>

Ui\ pR

NOTE: The copies of the forms used in the surveys which are
ipcluded here are not cxactly as the originals. .Binding
requirements made 1t neccssary to condense the 1avout
slightly, but ‘the material content is .the same,
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1, GRASMERE, PINELANDS, CAPE PROVINCE,
Telephone: 66927 Ath March, 1953,

Dear Sir, :
PERSONNEL MANAGEMENT IN THE CAPE .PENINSULA,

Survey - Maprch, 1953.

It is inevitable that most circulars find thelr way,
more or less immediately, to the waste-paper basket, or to
some remote file where they will have no nuisance value,

But, although all such lettcrs must be annoying to any busy
Executive, I venture to ask for your co—operatlon in compiling
an accurate account of Personnel Managemont in the Cape
Peninsula. A thesis is being preparcd for submission to the
Department of Social Science at the University of Cape Town
and, under the guidance of Professor Edward Batson, and with
the help of the Cape Chamber of Industrics and the National
Devclopment Foundation an approach 18 being made to a sclected
numbcr of tho larger Industrial firms in ordecr to enllst thelir
help.,

The objcet of the Survey is to obtain from cach firm as
clear a plcturc as possible of Personnel practicecs, by means
of the cnclosed questionnalre, The sompleted Survey should
be of valuc to tho students of the University and to the
National Devclopment Foundation and to all businecss men dinter-
ested in the Science of Management, It 18 with thesc aims
in view that your help is roqucstod in the sucessful .
completion of the Survoy, and 1t is hoped that you will i1l
in thc enclosed qucstionnalre and return it to the writer as
goon a8 possible, preferably by the middle of this month,

All the questions have been made as straight- forward 88
possible, and gencrally requirc only a tick, or "yes" or "no"
in answer.

0f coursc, therc can bc no compulsion in the filling in
of thcsc forms, and whorc any firm 1s recluctant to discuss.
their Staff orgenisation thelr inability to help will be
reccognlsed, I should cmphagise that every firm will recelve
a Code Number, and no namo of any firm or of any Official of
any firm will be mentioned in thc body of the thesis for which
this information willl be used, Where no objection is raised,
sultablc acknowledgement of the help given will be made most
willingly at the end of the thesis, Students at the
University have always becon very fortunate in recelving expert
and willing help in thceir studies from our Industrial under-
takings, and 1t is bccausce of this friendly co-operation in
the past that I venfturc to approach you now.

Tho lqat section of the questlionnairc cannot be answered
by "yes" or "no" but it is porhaps the most important, as it
requires an opinion as to the status of Personncl Menagement
in thce Cape Peninsula; I should be most gratcful for a brief
gsummary of vicws on this matter, :

Should you have any queries s2bout any part of the
‘questionnaire, please phone thc writerat the number given
above, Finally, may I thank you in advance for the help
which I am surc you will give, ‘

Yours sincerely,

Joan Grant, B.Soc.Sc.,(Mrsj.
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' Page 1,
PERSONNEL MANAGEMENT SURVEY - March, 1953,
(A1l forms should be completed and returned by Nar,24th)

Section 1. _ , Date.
Name & Address of firm -

Phone Nowe—— . Is this only Address?
If other branches, how many? ... Where is Head Office? __,
Who decides Personncl Policy, Head Officc or Branch?
Is Personnel engaged by Head Officec or cach Branch? ___ .,

>

Does firm operate under a) Industrial Council?_m____“;*;
b) Wagc Determination? —

Section 2,

Numbers of Employces.(In this table - Staff should be taken
a8 including all clerical Staff and thosec generally included
on non-productive side; Sales as including Retall Salesmen
and Commercial Travellers; Othcrs as including all other
employecs on productive sidc - Bupervisors, Foremon, Labour
Force.

} ETHNIC GROUP. MALE, | FEMALE, TOTALS (1)|TOTALS (2)
Staff,

EURCPEAN, ‘Sales.
Staff,

COLOURED, Salcas,
Othecr,
Staff,

NATIVE, Salcg,
Other,

TOTALS.

Scetion 3a) Plecase cross out thosc designations nob
applicablc.
Docg fiym have a spcelal -
Personnel Dopt. / Office., Personncl Manager / Officcr,

Staff Dept., / Officc, Staff Manager / Officer.

Welfare Dept, / Cffice. Welfarce Officor.

Clinic / Surgery. Medical Officer - Full/Part time
Which of thce following Functions are cqrriod out by the above
Qf fice?

Employment Proccdure, ~ Welfare, Health & Safcty.

Wages Proccdurc. Education & Training.

Joint Consultation, Employec Services (Cantcens,
. Clubg, otc.)
Beetion Bb) ‘
Detalls of Staff in the above Officc .

To whom is Fersonncl or 3taff Manager responsible? .

Which Officials (if any) arc responsible to Pergonncl Manag&ri

a g

Wnere there is no gpecial Officc as above, who looks aftcer
Staff mattors? '

/Section 4 - Details of Functions listed above
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PERSONNEL MANAGEMENT SURVEY - March, 1953, Page 2.

Section 4. (Tick cach function carried out, and tick
pors,/Staff Manager, or indicate other 0fficlal -
Secrctary, Dircctor,. ctc.)
a) EMPLOYMENT PROCEDURE. P/S Man.| Other Offigial
__Decide labour requirements8...iies..s -
__Interview applicants, engage,
transfer, rclease, Alsmiss c.av.oe —
Introducc new labour to firmi.......
FOllOW*up NEW 18DOULr s evessssnononss
__Maintain Employecc Records (Attendance
Conduct, Accident ctc.)eeveverass
Absont061sm, investigate & report...
Labour turnover recordS.esesessesoss .
(For how long kept?
_Job rating and an2lysis....evevreens
Loglslatlon rec, employment.seieeesaes
Employment of apprentlcCB8.veeeesesss
Hours of .work & ovortilmCeseseesveoee
Grading of emplOoyCeSeicsesaossorsascs
Progress reports for promotion.,.....
Employee interviews & consultatlions,
__Liaison with Government officials,.,

| | ]

LT

WAGE PROCEDURE. _

Selary & Wage procCdurC.icessesesienee
INCree8C8. et rrsesssresesnessanrsssns
Authorigcd deductionSesseesovesvsnns

o’

1L

Queries & adjustmentS.eeeeveerriones
_Changes in Individual ratces.........
Sickqu..I......0..‘.50.'.0...0....
Bonus schemes., e eraesosasesaso e

Malntaln rocords - times, rates of
pay for cach Job, ctCivieauisesonns

__Wage agrcements (under Wages Act or
Industrial Council)..eevuiseuvnves

) JOINT CONSULTATION,
Liaison & consultatlion with Unions..
Industrizal agrecmentsS..ceveeorceonns

Q

“Works CouncllS...veoeseenss ceveseras

Staff Councils or CommitticCS.vieseess

Interpretation to cmployces of
Personnol POlicCTiveessessosccccoas

HHH

Workroom gricvances..isiesiessssoasns

Represcnt firm on outside Committccs

Lieison betwecen all cmployces and
top management.. ceeeseovovsestonne

| |

|

d) WELFARE, HEALTH & SAFETY,
__Provisions of Factorics Act....evevss
Lielson with Factory Inspectors.....
" Accident prevontion measuUreS........
~ Safety Committec....ivveevvnnrannnns
~Reporting of sefoty azards ceeenans

__Hours of work, rest & mcal breaks...

S chlth rOCCr’dS. 9 @ 08 0 9 0 0 05 00 s sePse TS
“’L—ass X—Rﬂy 4 0 8 0 0 0 ¢ a0 a L L OB 000t e b
Clinlc o s 0 0 0 00 5 00 e 0o 0 8 0 o ¢ a8 e

Flrst aid training for employeos .
" "Red Crcss films & trq1n1ng.......... -
~_Medical cxemination of all cmployees
Initial examinatioN.isesesnsoesssns
Further regular cxamlnations......
_Eyesight tests. Initial.iieverecsec
Further regular L7 7= 72

/continued - Welfare, Hecalth &
gafety.
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PERSONNEL MANAGEMENT SURVEY - March, 1953. Page 3.
Section 44) continued. : _
WELFARE, HEALTH & SAFETY. P/S Man,|[Other Official
__Home v151ting......, ...............
Spe01al provisions for convalescent
workers ......... sersas s sesans
Workmens Compensation....... ..... o
Medlcal Aid schemes -~ European......-
Coloured......
Native. PR

e) EDUCATION & TRAINING.
Trzining for new labour........... .o
Training for promotion.......eeceeves
Training for Supervisors, Foremen...
Training for apprentices.,....ccie.u
Training under TWI scheme.. ......
General lectures (on firm's pOllClGS,
production, etc.).......‘.........

et
——
——
ey
—
——

___Notice Boards...... . Ceesaeransen .
Book of regulations, oto for new
labour. Les et esa s e s e ess s esans
__Works magazino......................
_Suggestion SChemeS.cverecoaoccosssa .
__Works broadcastS..cveessescs. .«
__Library ~ (for all omployeos?) .
f) EMPLOYEE SERVICES.

Admiristration of canteen. ... vsessns

Administration of Sports and '
socj.84l Clubs...Ou..l‘.ll......ll..

__Benevolent funde.....veoveevns cosees
__Sick Funds.....s0eese cessesene ceeoae
__Ponsions schemes....vveeonanns veeaen
__Loans to CmpPloyCCB.sicseotssanssnsans
__Savings schemes...... Cecesenne .
._Long scrvice grants & prosontetlons.
_outings, veiieeiinennen s Chcecnaeaas
__Transport BCPVICCS...veevns cecerenae

z) THE PERSONNEL DEPARTMENT. (Usc a geparate shect of papcr
if desired),

Do you considcr sp001al Personncl or Staff Departments arc
cgsential to 2ll industrial firms - or only nccessary when
Staff figures rcach a certain lovel? .

Do you think that all Staff for such & Dcpartment should have
any spccial training? . If so, which of the
following are nccessary? v
University Degrec in Social Scicnce.(incl. Indust,
University Degree in Psychology. Legiglation.)
_____BSpecial tralning in Industrial Psychology.
__Treining in Industrial Lcgislation & Administration,
T Training in Office Administration.
Spceial personal qualitics, such as initiative
good character, lcadership, generally ploaSlng
personnlity, ability to get cn with pcople.
Do you consider that Personncl Menngement is a Profession,
with well-defined standards and ficlds of activity? _.

s

FIRM, | . STGNED. .

DATE. , DESTGNATION.
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1, GRASMERE, PINELANDS, CAPE ©PROVINCE.
Telophone: 66927 25th March, 1953.

Dear Sir,
- About thrce wceks ago your assistancc was sought
in compiling an accuratc picture of Personnel Organisation
in the Capc Peninsula, to be used in the preparation of a
thesis for submission to thc Department of Social Science of
the University of Capc Town. Many of thesec forms have bcen
returned and, should you have despatched yours within the
lagt two days, plo”so ignore this letter. Some arc still
outstanding and; in spite of the length of thec quostlonnalre,
we feel sure that you would not wish to spoil thc completce
Survey by the omission of a return for your firm. The
sucess of the whole thesis is, of course, dependent on the
good-will of the industrialists of Cape Town, and only with
their co-operation can any progress be made in the field of
Scientific Management, Both from the poinft of view of the

student and of those organisations interested in the provision

of training facilities for Management, such information for
which you are asked, and the help which you give,; is
invaluable,

May we therefore agsk if you will sparc a little
time to complete and return the questionnalre by April 17th.,
a sparc copy is cnclosed for use should you have mislaid the
first, If therec 18 any qucry about the filling in of any
Scction, pleasc tclephonc the writer at the number above.

. It must be cmphasiscd that all information will bec regarded
28 strictly confidential,and no mention will be made of
individual firms or offlcials.

Should you Organisgation be such that you have only
a small office gtaff in Cape Town, with the production units
outsidec the Capc Peninsula area, would you be good enough to
return the blank qucstionnaire with a note to this effect, as
information is rcequircd only from thosc firms in the arca,
cmploying over 75 personnel, Bhould you feel that you must
decline to give the information sought, please also return
the questionnalre with a notc attached - in this way a
summary of the results of the whole Survey can be made, and
no form will be outstanding.

Finally, it should bc repeated that, although no
namcs will be mentioned in the thesis itseclf, full
acknowlecdgement will be made at the end of the work to all
the firms who have hclped in this collection of information.
Should you so degirc, your name may be omittecd even from
this list, but it is felt that this is the least return which
can bc¢ madce to thus record all the help which has so
generoualy and willingly been givern.

Yours sincerecly,

Joan Grant, B.Soc.Sc., (Mrs.).

t

e
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PERSONNEL MANAGEMENT IN THE CAPE PENINSULA,
INTERVIEW GUIDE,

Short list Survey - March, 1953, _
(This guide to be used in conjunction with the questionnaire
used in the main survey.)

Name of fiprm. Date.
Personnel or Staff Manager .
Welfare Officer.
The Personnel Department. Official Designation
When started, and by whom?
Staff (with quallflcatlons)

L

A P

Llne of Authority.
Does Department serve all personnel? (office and factory)

Any different policy for different groups - is. department
regarded as only for factory personncl?

Are forms and records used the same for all personnel -
filed together?

Records kept - mark any considered cssential to any‘Bersohnel
Deopartment - —

étatistics issued - daily, weekly, monthly?

o . L L ] L 3

Engaging ncw labour - intervicw procedurc,

Educational qualifications?
Formal Skills?
Personality and Intelligpnce?
Requl rements of Job? s
Conditions of job told to
interviowee? .
Aptitude tests? : —s
Any use of outside experts?
Medical tests? s
X-Ray?
Eycsight?
Other detaills?

Availability of P.M, and staff to personncl - pcrmission to
viglt officc necessary? Speclal days or times?

Diffusion of Personnel Policy? _ .
Attitude of top management - is P.M, recgarded as onc of them?

Attitude of personnel? Hostile - suspicious - nogatlve -
approciatlvc - co-operative?

Do you think that personnel look on you as statisticians or
a8 numanh relations cxperts? .

Wbrks broadcasts - what use?

Soclal activities -~ typc and demend? Families included?. Y

Othcr ‘scrvieces - loans -~ advice - cte, : .

Do you introducc new scrvice, or wait for demand? - -

New staff for Personncl Department - what qualifications
do you require?

.-
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‘SUMMARY OF PROCEDURE IN THE MAIN AND SHORT SURVEYS.

The Main Survey:

1, Membership Lists for the Chamber of Industries and
the Chamber of Commerce,
2, Membership lists tabulated ( see page 32).
3., Decislon ag to firms to be used in the surveys ( see pages
31 and 32 and page 38 ). '
4. A11 firms listed and assigned code numbers.( see page 39 ).
5. Questionnaire and covering letter drafted ( see pages
33 to 37 ). | o
6, Stencils cut for approved questlonnalre and letter.
7. Address, assemble and despatch.
8. Index cards prepared for all firms, and Wall Chart drawn
_ up ( see page39, and Progress Chart followlng page 42 ).
- 9. Returns: 1., Mark on Wall Chart,
" Allocate serial number.
.On return, mark code numbgcr, date of
reccipt and serial number.
Enter detalls on Index Card.
v Flle Return,
10.Remindor letter drafted, and dcspatched to all firms
not recplying by 7th April.
11.Returng: 2. Trecat as for lst Returns, mark Wall Chant
in appropkiate column,
12.Tclephone reminder to all firms who havec not replied
by 7th April, Write up comments from firms on the
Indcx Cards,
13,Rcturns: 3, Treat as for lst and 2nd Returns, mark
Wall Chart in appropriate colunn.
14,85ummary of Returns.,
15,Tabulation of Results,
16.Write up of Survey and Results,

" Phe Short Survey.

List of reputed or known Pcrsonnel or Staff Managers.
Check contacts in each firm by telephone,

Meke out Index Cards - serrate top edge (sce pages 72 - 74)
Agslign Code Number - draft interview gulde,

Make appointments (soce pages 73 and 75 ).

The Intervicw - take interview gulde and copy of
questionnaire, complete latter whore possible,

Writc up notcs and comments on folder, flll in

Index Card,

Complete Progross Chart, as for main survey

Filc comploted interview folders.

10 Summary of intervicws,

11,Tabulation of material from interviews, whore p0351blc.
12, Write up of intorviews ( scc pages 76 and 84 ).

Vo N VIR
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/

DEGREE REGULATIONS: (See page 5 of the Handbook),

1, Every candidate for the degree of bachelor of social
science must hold the matriculation certificate of the joint
matriculation board (or the University of the Cape of Good
Hope), or a certificate of exemption from the matriculadtion
examination issued by the board (or the University of the
Cape of Good Hope).

4., The curriculum for the degreé shall extend over three
years and shall comprise the following courses:

FPirgt year: Social Science Group 1,
Economics 1.
Special Subject, @
Sceond Year:Social Science Group lla or 1lb,
Soclal Administration A or B,
according to the prov1sions of the
time table,
Spocial Subjcct. @
- Third Year: Social Scicnce Group 1lla or 1llb.
Soclal Administration A or B,
according to the provisions of the
time taple., :
Spocial Subjcet, ﬁ

5. In addition to the work precsceribed for any one year, a
candidate may attendand write thc examinations in further
courscs, provided that he shall not attend or write ordinary
Unlversity examinations in more than four full qualifying
coursecs or their equivalent in,any one year.

# (Scc page 207 for Schedulc of Special Subjects),
SCHEDULE OF GROUPS:

SOCIAL SCIENCE GROUP 1:

Elcmonts of Soclology: Scopo of 5001ology - thc soclus
and tho group - social causatlion - soclal actions - culturec -
clements of the methods cmployed in soclal sclence.

The Structure and Problems of Wegtern Socicty: The
Westcorn pecoples; the white pcoples and members of other ethnic
groups; thoc oxpansion of the whitc pcoples; the thrcatened
dcclince of Western populations, with special attention to
Europcan, Native, Cape Coloured and Asiatic, and the probablo
futurc of population in the Union.

The structure of Western society; family life, private

property, capltalism, nationalism, democracy, urbanism,
Christianity, science,
Soclal change and soclal problems in Western soclety;
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Social Science Group 1 (continued) o
population decline, poverty, unemployment, malnutrition,

slums and overcrowding, the concentration of wealth, monopoly,
the State in economic life, the changing role of the family,
the changing conditions of labour, urbanization, changes in
religious life, education and propaganda, the utilization

of leisure, crime and delinquency, the poslibion of women,

the relations of ethnic groups, international welfare,

Change, evolution, progress; social work and social reform.

SOCIAL SCIENCE GROUP 1la:

Comparative Sociology: Ancilent soclal thought. The
origins of soclology. Contemporary schools of sociologistic
thought.

Social Economics: Family standards of living; normative,
gocio-cconomic and attitudinal standards of living, the
distribution of family expendlture upon food, housing,
clothing and other goods and services, Poverty: poverty
lines and standards of human neccds, concept and detcrmination,
causal factors in poverty, personal, family and social effects
of poverty. Tho national dividend sand its distribution:
concept of national dividend, institutions dctermining 1ts
distribution, The national dividond of South Africa, its
distribution between various classes of the community, the
wages of skilled and unskilled labour, rural and urban
poverty, thce Poor White, the soclo~cconomic status of the
Non-European, The cconomic organigation of society.

SOCIAL SCIENCE GROUP 1lb:

Principles of Socinlogy: the principal mcthods of
sociology, Basic concepts, Social cntities, Social forces,
Soclal rclations, Sociology in rclation to other disciplines.

Demography: The growth of world population, the balance
of births and dcaths, net rcproduction, the gmall family
systom, the demographie position of the white pcoples,
migration movements, the non-whitc peoples, the future trend
of populations, Changes in thc composition of ethnic groups.
The social conscquence of such change. Papulation
managcment., The control of migration, attempts at control
of natural incrcase. Ethnic classification, Theories of
race, racc and civiligation, misccgenation, Heredity,
Genetic thecory, the genctic basis of social bchaviour,
sterilization, othecr eugenic measures, social hyglene.

SOCIAL ADMINISTRATION A;

Social Logiglation A: A survey of social legislation in
the Union of South Africa, with special refercnce to
legisglation dealing with: rcents, slums, housing, apprentices
ship, industrial conciliation and wages, factories and .
unemployment, and with special reference to the social welfare
functions of the Union Department of Social Welfare, Public
Health, Labour, Justice, Education, the Interior and Native
Affairs, and of the Provincial and Local Governments, and of
statutory bodles,

Social Institutions: A comparative study of the socio-
economic institutions of the Western world, with special
reference to South Africa; property, the family, the labour
market, charity, mutual aid, the social services.

SOCIAL ADMINISTRATION B:

Social Lemislation B: A survey of soclal legislation
in the Union of South Africa, with special reference to
legislation dealing with: child welfare, Jjuvenilcs, old age
pensions, the physically and mentally handicapped and sub-
normal, the status of women, the status of non-Europcans,
immigration and nationality, and work colonies, and with
speecial reference to the social welfare functions of the Union
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Department of Social Welfare, Public Health, Labour, Justice,
Education, the Interior and Native Affairs, and of the
. Provincial and Local Governments, and of statutory bodles,
Social Work Procedure: Nature and history of social
work, its branches and techniques. The inteprpretation of
soclal maladjustment, Case work and allied techniques,
meaning of case work, dlagnosis, prognosis, plan, treatment,
interviews, records, social evlidence, interpretation,
utilization of resources. Group work, meaning of group
work, institutional work, settlement work, recreational work,
housing management, Social reform, meaning of social reform,
avenues of social reform, Special branches of soclal work,
medical social work, mental hygiene, child welfare work.
Social work administration, promotion, publiecity, interprct-
ation of social work, management, organisation, finance,
office routine, social work relations. .Profcssional aspects
of social work, qualifications, training, professional cthics,
philosophy of social work.

SCHEDULE OF SPECTIAL SUBJECTS:

First Yoar: Any one of the following:-

Afpriksans 1. Hebrew 1,

Bantu Languages 1. History 1.

Botany 1. Latin 1,

Chemistry 1. Native Law & Administration 1,
Economic History 1. Nederlands con Afrikaans 1.
. English 1. Fhysics 1,

French 1, Purc Mathematics 1,

Geography 1. Social Anthropology 1.

-German 1. Zoclogy 1.

or any two of the following half courses:
Comparative Soclal Institutions,
Hygicne & Public Health,
Statistical Method..

Second Ycar: Any one of the follow1ng not alroady chosent~
Economic History 1.
Native Law & Admlniotratlon 1.
History 1.
Social Anthropology 1.

or any onc ofi=-

: Economics 11A,

Economicg 11B,
Psychology 1,
Public Administration,
Politicel Phllcsophy 1.
Nativc Law & Administration 11,

not alrcady taken in the first year.

Third Year: Any special subjoct (Second Year) not alrcady
chogsen; or Psychology 11.

A

To all or any of thesc groups other subjects may

bc added at the discrction of the Senate.

4 NOTE: A series of lectures on Peprsonncl Ma nagement and
Industrial Social Work forms a part of the above coursge, -
undcr the heading of ! Sp00191 branches of social work!



APPENDIX FIVE

THE .COST OF THE THESIS



208

It has been suggésted that, as records were kept
of postage and stationery éharges, telephone calls, and
'mileage costs, 1t might be of interest to set down the
complete cost of the thesis, The dalculations fall into
two parts - the first part covers all those costs for the
initial work of the thesis, including the University fees,
up tb the actual production of the complete theslis: the
gecond part covers the stenclls, papep and binding charges
~entalled in making 25 coples of the thesis. The Univepsity
officially rcquires 4 coples, .and a possible 2 more might be
included for personal usc, but, in this case, it was dosired
to make copies available to certain outside authoritics and
private persons, therefore 25 copies were duplicated. In
view of the fact that ﬂhis 1s not thé normal procedure, these
lattcr costs arc separated from the others.

A private car was used for all the survey work, for
visiﬁé to thc University and other hecessary interviews., An
allowance of 64 per mile is made for the distance covered,
but this is probably a conscrvative estimate of the cost
involved., The usc of public,transﬁort might have been
Cheapor, bu£ wou1d have been far more time-consuﬁing.

Although o private telephone was used, the call-box
rate of 3d 1s allowed for cach call, so as to allow for a
pr0portioh of thc rental charges. |

Stationery costs include no allowancé for paper
for rough wbrk and the draft thesis - scrap paper was uscd

for this work, and was obtained at no cost to the student.
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A1l the stenclls for the thesls were typed by
the student, excepﬁ for the  special dbuble—foolscép ones
uée&’for certain of the tables., These had to be cut on
a speclal typewriter, by an outside agency, and werc charged
on a ﬁime baslis. As the account fdr these, and for the
bihding charges, will only be rendered after the thesls is
submitted, the approximéte costs quoted are given. These
may vary a little in the final account,

The table below gives the details of the number
of telephone calls end the mileage covered for each month;
the initial work for the thesis was commcnced in January.

The full schedule of costs is giveﬁ overleaf,

Month: (1953)
Charge. J.| Fo{ Moy A, | M, | J.

Miloage. | 76129154 | 27 | 50 | - |95 | 35| 20
Phoné calls.| 10| 21| 51113 | 3| 2{10 | 1| 3| -




SCHEDULE OF COSTS.

Part 1:
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UIQ‘IVERSITYFEES'OI'.I.."'ll.'.l.ll..l..e.l...l.. 22. O' Oi

Mileage - 596 ml at 64 per ml,..... 14.

Phone calls - 214 at 3d each....... 2.
Postage: questionnaires - 118
reminders - 96:

=
W
O

Total postage - 214 at 2d each..... 1.
STATIONERY:

4 files at 3/6 ea,, 2 pads at
2/6 ea,, L pad at 1/9. .0 veveneees 1.
Index Cards - 1l& pkts, at 4/6......
Duplicating paper ( quest, and
letter - 750 - (250 x 3, quest.)
120 - covering letter,

‘ 100 - reminder letter,

Total - 970 - 2 reams at 11/- ea... 1.
" Stencils for quest. and letters
5 0only at 1/= 68CH. ..ttt rerenseens
250 envelopes at 6/- per 100.......

0. 9,
6. 9.
2. O,

15, 0. 3. 9. 6

"TOTAL OF FIR3T COOT . e iveeorenorsooce
Part 11:

STATIONERY:

Stencils for thesis (237 pages)

10 quires - 5 boxes at 48/- ca..... 12,
Duplicating paper - 237 x 25,

6,000 shects - 12 reams at 11/9 ea. 7,
Special stenclls - 8 at 1/9 eav....
Special paper - 25 x 8,

200 - & ream at 20/4 per ream.,.,...
Typing charge for special stencils,
APProXimatoly..eeeeeevsereseeeaosee_ Do

cervenae B 44, 16, 8.

BINDING CHARGES:

6 copics % bound roxinc at 24/-ca.., 7.
19 " & bound cloth and
board at %/- - 1cY o DO I

0. O.
1. O.

14. O.

0. 2.
0. 0. 36. 5. 2.
4. O,

14. 0. 11, 18, O,

TOTAL OF SECOND COS»TS.....I..Q.'O..I e e 0

n-ccoooa-£38. 3-‘. 20
19. 10,

TOTAL COST OF THESIS.........8 83,

TOTAL COST PER COPY - Stoncils, paper and binding cost only:

bound rexine,...2 2. 5.
- bound c¢loth :
and board.,......& 1. 7.

ElHrof

Q.
C.

TOTAL COST PER COPY - including 1/25th of the first cdstsf

bound roxine....£ 4. O,
bound cloth '
and board.......& 3. 2.

Flrop—

10.
10.





