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Mrs. Russell Sage "for the improvement of social and liv­
ing conditions in the United States of America." In carry­
ing out its purpose the Foundation maintains a staff which, 
among other duties, conducts studies of social conditions, 
authorized by the General Director, where new informa­
tion, its analysis and interpretation seem necessary in or­
der to formulate and advance practicable measures aimed 
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sions, and in the presentation of findings, authors of Foun­
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fit of the criticism and advice of their colleagues in the 
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their own way. 

While the general responsibility for management of the 
Foundation is vested in the Board of Trustees, the respon­
sibility for facts, conclusions, and interpretations rests 
with the research workers alone and not upon the Founda­
tion, its trustees, or other members of the staff. Publication 
under the imprint of the Foundation does not imply agree­
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INTRODUCTiON 


THIS BASIC study course in public re­
lations is written for professional workers, 
administrators, and volunteers who, day by 
day, must answer questions, speak to audi­
ences, or write letters and bulletins about 
health and welfare services. Students who 
hope to become public relations workers in 
such agencies may find here an introduction 
to their chosen field. 

The social worker who is called on to give 
an occasional radio talk, the lay chairman of 
a publicity committee who releases material 
to the newspapers, and the busy executive 
who writes the annual report, will find the 
following lesson outlines concerned with 
these practical things rather than with the 
philosophy of interpretation. But in the 
chart which r elates the agency to its various 
publics there is at least a glimpse of the 
whole public relations job, of which each of 
the specific efforts is only a small part. 

This book presents its material in the 
framework and with the same general pur­
pose as its predecessor published in 1937 
under the title How to Interpret Social 
Work. Almost all of its content is new. There 
is still a need to explain the services of the 
welfare field, and to point out the routes 
which lead to broader understanding. How­
ever, many of the changes and additions re­
flect alterations in the programs or approach 
of health and welfare work during the in­
tervening decade. Much more attention is 
given than before to the inclusive subject of 

public relations. In fact, we have added a 
chapter (the longest in the book) on the 
social agency and its publics. 

The first edition has been used as a guide 
in planning public relations programs, as a 
text for students in basic courses in profes­
sional schools, and as a manual for leaders of 
institutes or study courses at state and re­
gional conferences. It has proved its flexi­
bility by serving as the basis for an hour's 
lecture, or a semester's instruction, or as the 
outline for both informal and formal study 
courses; and it has been read by many people 
who simply want to know something about 
public relations. 

In the new edition, some of the chapters 
might be expanded into a whole season of 
weekly meetings. Chapter II, for example, 
contains material for a staff course in in­
terpretation through conversation. The 
chapter on letters deserves a season's study. 
Fortunately, the National Publicity Council 
for Health and Welfare Services is rapidly 
adding to its series of How-To-Do-It bulle­
tins so that for most of these chapters there 
is a supplementary text, going into con­
siderable detail. Many of these bulletins are 
mentioned in the appropriate chapters and 
listed in the reading references. But old 
ones are replaced or go out of print, and 
new ones are frequentl y added; so it is always 
well for the discussion leader to secure a 
current list of these publications when plan­
ning a new study course. 
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How to Interpret Social Welfare 

This leader need not be an expert In 

public relations, but should be able to 
stimulate discussion and hold it to the 
matter in hand. Specialists from various 
fields can, if desired, be brought in as guest 
speakers or consultants. 

The projects and questions which supple­
ment each lesson are designed to stimulate 
the class or grou p to think of addi tional 
problems in the daily experience of its mem­
bers. 

The authors hope that this basic outline 
will serve as an introduction to other books 
and pamphlets that deal much more fully 
with each of the specific techniques. 

OUR 

TOT HE National Publicity Council for 
Health and Welfare Services for the use 
of all its resources and for the help of its 
entire staff; and particularly for that of 
Beatrice K. Tolleris, who prepared many of 
the descri ptions and abstracts for the dis­
cussion suggestions, and helped in framing 
the assignments. 

To the teachers and discussion leaders 
who, having used our earlier book, suggested 
alterations and fresh material for this one; 
with special appreciation to Harry F. 

None of them, however, fulfills the simple 
purpose of this text. By breaking down the 
vast, unwieldy "public" into smaller audi­
ences, by grouping the techniques in three 
main divisions (spoken words, written 
words, and pictures), and by proceeding 
from the simplest and most familiar to the 
more skilled and formal uses of these three 
forms of expression, this books says to the 
hopeful but inexperienced builder of public 
relations: 

"Here are your tools, and here are sug­
gested ways of using them. With study and 
practice, may you use them well." 

THANKS 

Henderson, instructor in the School of 
Social \Vork, University of Southern Cali­
fornia, who analyzed the previous book 
chapter by chapter, making specific and 
practical suggestions for revision. 

To all whose material has been used in 
the discussion suggestions, as well as to those 
who have helped behind the scenes; and es­
pecially to those associates in public rela­
tions who have worked closely with us 
through the years. 

H.C.B. and M.S.R. 
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THE SOCIAL AGENCY AND ITS PUBLICS 


AT THE C E N T E R of the chart on the 
opposite page stands the health or welfare 
agency, surrounded by the publics from 
,vhich, at one time or another, it seeks 
understanding; goodwill; financial assist­
ance; participation in its program; use of 
the services it is equipped to give; support 
for legislative action; or a change of attitude 
or behavior. 

In spite of the steady growth of the feder­
ation movement, the individual agency still 
carries a great deal of responsibility for the 
public relations of health and welfare work. 
Even in cities where community chests tell 
a well-balanced, year-round story on behalf 
of a number of private agencies, each public 
agency usually speaks for itself. Councils of 
social agencies can, of course, tell the whole 
story - public and private; and some coun­
cils try. 

However, such a council - or any feder­
ation or grouping of agencies that under­
takes to plan a public relations program­
has its own story to tell to its own publics, 
as does the Girl Scout troop in any neigh­
borhood, the Visiting Nurse Association of 
any city, or any county welfare unit or 
state department of health. Even the Social 
Security Administration has its public, 
bounded only by its geographic limitations, 
and including a great many smaller publics. 

Who are these people who surround your 

agency? How much do you know about 
them? What is the basis of their interest in 
health and social welfare? How deep or how 
casual is that interest? 

You can make your total public seem 
more real, more knowable, by breaking it 
down into smaller groups. There are several 
ways of doing this. The basis may be reli­
gion, age, or nationality, or degree of inter­
est. The chart opposite divides the general 
Fublic into circles, each representing a 
smaller public with which your agency has 
some special kind of relationship. This 
study course begins with the inner group of 
those closest to your work and moves out­
ward, through circles of diminishing in­
timacy. 

It is in circle one that the heart of your 
work really beats. Until every member of 
the professional and clerical staff thoroughly 
understands an agency's purpose, takes pride 
in it, and can talk about it accurately and 
interestingly, public relations have not even 
begun. When this is accomplished and 
when, in addition, every member of a pri­
vate agency's board (or of a public agency's 
advisory committee) keeps closely in touch 
with its work and believes in it wholeheart­
edly, you can almost call the job half done. 

For the purposes of this discussion the 
term "board members" will include, not 
only the directors of any gift-supported 
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How to Interpret Sodal Welfare 

organization, but also the group which 
stands in a somewhat similar relationship to 
the tax-supported agency: the state or 
county commissioners, perhaps, or an ad­
visory or steering committee. 

To you as an executive or a professional 
social worker, these men and women are 
both your policy-forming partners and your 
first and most important public. It is your 
responsibility to keep them closely in touch 
with the day-by-day work, so that in both 
capacities they will be well equipped to do 
their share. 

This is more than a question of making it 
possible and pleasant for them to contribute 
the best they have to give. It is an important 
step in public relations; for board members 
who are thoroughly informed and keenly 
interested will carry the informal type of 
interpretation discussed in Chapter II into 
many of their own daily contacts. 

Next come your volunteers. Whole armies 
of new ones were called to the defense of the 
home front during the war, reinforcing the 
seasoned workers of prewar days. Think of 
the millions -literally - of child-care aides, 
recreation aides, nurses' aides and Red 
Cross volunteers who stepped into th is 
circle, along with the regular army of civil­
ian leaders who have always been the main­
stay of our Boy and Girl Scouts and of many 
other agencies. Often carefully trained in 
the specific service they are asked to give, 
but frequently overlooked as possible spokes· 
men for the whole program, volunteers are 
one of our least understood publics and one 
of our greatest sources of potential strength. 

Although the third circle carries the label 
"clients," it includes all the people whom 
social agencies serve: boys in the "Y" swim­
ming pool, patients leaving the hospital, 
mothers receiving aid to dependent chil­
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dren, and neighbors of the community 
center. Each is a possible ally or critic. 

But our relationships with these men and 
women, girls and boys, are changing day by 
day. We are living through one of those 
shifting times when new attitudes and values 
emerge overnight. The clients of family 
agencies, in many cities, have become sup­
porters by beginning to pay for services once 
classified as charity. From the standpoint of 
public relations we must keep in very close 
touch with this public. 

Circle four encloses co-operating agen­
cies. How well do the public and private 
agencies in your city understand each other? 
The health and welfare agencies? The family 
case workers, group workers, and probation 
officers? Regular exchange of information 
among these agencies is vital. 

Membership, in circle five, may stand 
for approval of purpose or for participation 
in program. Or - as in the case of the 
" Friends of the Juvenile Court" in one city 
- it may mean that a group of public­
spirited citizens have joined forces to defend 
and encourage a public agency. When a pri­
vate agency must raise its own money its 
"members" may be its financial contribu­
tors. Always, membership lays a foundation 
of goodwill under public relations and pro­
vides a readily accessible public. 

In fact, all of your agency's publics, up to 
this point, have been so close to its work 
that you can put out your hand and touch 
them. Their names and addresses are known 
to you. Their attitude is usually friendly. 
From here on out it is not so easy, for your 
task is now to reach comparative strangers 
and draw them into the inner circles. 

Your sixth public is made up of busy and 
influential people: the key persons in your 
community, with whom you must reckon 
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whether that community is large or small. 
From the precinct captain to the mayor, 
from the gTade-school principal to the presi­
dent of the state university, from the leader 
of a local union to the international's presi­
dent, these men and women represent 
power. They can speak for you to their con­
stituents. They make decisions affecting 
your work. They are a picked group - one 
to know and to be known by. 

In the seventh circle you find a wide va­
riety of special publics. Here are the rank 
and file, many of whom follow the leader­
ship in circle six and can often be reached 
through their leaders. Frequently, however, 
an agency may wish to offer something to 
,the rank and file or ask something of them 
as individuals. This usually can be done 
through their organizations, if they are or­
ganized. 

But housewives, for instance, or unorgan­
ized industrial workers, as well as many 
other special publics for whom there is no 

The So cial Agency and Ifs Publics 

space on the chart, must be sifted out from 
the eighth circle. This is the great mass of 
unassorted people who read newspapers, 
listen to the radio, see the posters of the 
community chest, and attend motion pic­
tures. You may break down this great audi­
ence by keying your broadside techniques 
to the specific interests of some special 
group, or if you use the radio, by timing 
your program to catch their attention. Per­
haps you can think of other methods. 

Of course, this general public, being 
largely composed of voters, is vitally impor­
tant to the tax-supported agency. But private 
agencies cannot afford to neglect the outer 
circle, since the whole picture of health and 
social welfare is sufficiently important to 
hold a place in the public thought. Neither 
should the tax-supported agency overlook 
the inner circles; for "everybody's job" may 
easily become nobody's job unless a few 
warm and close friends stand firmly in the 
agency's defense. 

Discussion Suggestions 

Identifying Your Public 
The simple question, Who are these 

people? is not always easy to answer. You 
may wish to identify members of the public 
by name and address in order to write to 
them or to meet them personally. Again, 
you may need only to know whether the 
people you look for will be found in a cer­
tain neighborhood, age group, or nationality 
group. 

Here is an announcement of a one-month 
campaign, the main purpose of which was to 

find persons qualified to become foster 
parents. 

Child welfare agencies responsible for the 
care of dependent, neglected, and homeless 
children in Chicago and Cook County have an­
nounced a united campaign to find hundreds 
of new foster homes needed for the increasing 
number of children under their care. 

Ten agencies representing all religious faiths, 
and both private and public welfare services, 
are cooperating in sending a dramatic and hu­
man appeal to the fathers and mothers of Cook 
County. These agencies are looking for kind­
hearted, loving parents who will take one or 
two of Chicago's homeless children into their 
family circle. l The agencies will pay for the 
board and clothing of the foster child and pro­
vide medical care. 

I. The italics are ours. 

l ~ 



How to Interpret Social Wellare 

Homes are sought for hundreds of youngsters 
now on the waiting lists of these agencies­
babies a few weeks old, children of two, four 
and six years, and older boys and girls. 

This United Home Finding Campaign is 
launched because Cook County children's 
agencies are receiving more and more applica­
tions for the care of dependent children. . . . 

This statement was sent by the Council of 
Social Agencies of Chicago to the press of 
Chicago and all the neighboring metropoli­
tan area, and to foreign language news­
papers. It was followed by daily releases in 
the form of human interest and feature 
stories. This united effort to publicize the 
need for foster parents produced 600 desir­
able new homes from among nearly 2,500 

applications, a very satisfactory response. 

DISCUSSION: If your study group has a 
blackboard, you might try listing in two 
columns publics readily identified, and 
publics, like qualified prospective foster 
parents, that are not. In the left column, 
name five or more publics whose names and 
addresses are sure to be already in a card file. 
Members of the Y.\V.C.A., for example, are 
listed. Names of parents of the children in a 
certain school are obtainable. In the right 
column, list publics whose members must 
be identified before you can approach them: 
good "prospects" for contributions to a new 
project or agency, for example, or working 
mothers who might use a day-care center. 
Health educators will have special need to 
give attention to the column at the right. 

If anyone questions the importance of 
careful identification of a public for a given 
campaign of information or appeal, let him 
remember that advertisers, fund raisers, and 
others buy selected lists of names from busi­
ness firms set up to prepare such lists. It pays 
to know your prospects. 
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Understanding Your Public 

How much do you know about your pub­
lid What is the basis of its interest in 
health and social welfare? How deep or how 
casual is that interest? 

Too often an agency's publicity is based 
on guesses or assumptions about public at­
titudes. For example, the publicity may be 
defensive because of a belief that hostility 
exists toward a group or a movement, or be­
cause such hostility has been known to exist 
some years earlier. 

Long experience and close observation 
sometimes tell you all you need to know 
about where your public stands. At other 
times you may wish to employ one of the 
various techniques developed in recent years 
for sampling opinion or understanding. 
Panels made up of key persons are used by 
some agencies to report on prevailing at­
titudes in certain neighborhoods or social 
circles. Public opinion polls are now in 
daily use in business, politics, and govern­
ment. 

In an articlel quoted below, Dr. George 
Gallup, pioneer in opinion polling, presents 
two situations: the first shows how people 
felt about a health matter and the second, 
how knowledge of a disease has increased. 
In both instances the results of the polls 
helped planners of health education to 
understand their publics. 

a. In 1936 we were conducting a poll on 
venereal disease control. In polite society in 
those days, people just didn't talk about syphi­
lis and gonorrhea. Editors ran slories about 
tuberculosis and cancer, but were afraid to 
"offend" their readers by printing any discus­

1. "The People Are with Yon:' ill Channels, July­
August. 1945. p. I. 
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sion of the cure for venereal infections. Radio 
chains ruled the subject off the air. In the face 
of this rigid taboo everyone at the Gallup Poll 
staff, including myself, had serious misgivings 
about sending hundreds of interviewers out to 
talk face to face with a cross-section of the pub­
lic about such an unmentionable subject. We 
actually considered keeping count of the num­
ber of doors slammed in the faces of the inter­
viewers by "offended" housewives. In phrasing 
the ballot questions we studiously avoided the 
words syphilis and gonorrhea and stuck to the 
more innocuous phrase, venereal diseases, ask­
ing people whether they would favor having a 
government bureau distribute information 
about such diseases, and set up government 
clinics for the treatment of venereal cases. 

When the poll was completed we learned 
how ridiculous our fears had been. We had 
underestimated the common man - just as 
public health officials, editors and radio stations 
had done. People in all walks of life were ready 
to talk about venereal disease. They wanted to 
take the lid off the subject, bring it out into the 
open. Ninety per cent of those interviewed 
were in favor of starting an educational cam­
paign, and 88 per cen t approved the idea of 
setting up government venereal disease clinics. 
Within six months we were polling the country 
to find out how many people were willing to 
have a blood test for syphilis, and 87 per cent 
signified their willingness to have such a test. 
In short, the people, once given a chance to 

The Social Agency and Its Publics 

speak, instinctively and without hesitation 
placed themselves on the side of medical and 
social progress. 

b. People don't know as much as they should 
about disease and its prevention, or about diet. 
There is still a good deal of public ignorance 
about cancer, for instance. Only 43 per cent, a 
recent survey showed, think they could recog­
nize the symptoms of cancer, and as many as 
one-fifth (21 per cent) have the erroneous no­
tion that cancer is contagious or catching. The 
survey found people who seriously claim that 
cancer is caused by such things as swallowing 
too much phlegm, by certain kinds of cooking 
pots, or by jealousy, resentment and "bad 
thoughts." The Cancer Society has, however, 
made considerable progress in its educational 
campaigns. More people know how to spot the 
symptoms of cancer now than did in 1939, and 
six out of every ten persons (62 per cent) know 
that many types of cancer can be cured if 
caught in time. 

DISCUSSION: Opinion sampling is really 
a topic for an advanced course in public 
relations. If you do decide to take it up in 
the study group at this point, we suggest 
that you give it a whole session and invite 
as consultant a specialist in the subject. 
Source material on polls of opinion IS 1l1­

eluded in your reading references. 

The Publics on the Chart 


Circle One-The Staff as a Public 
Until every member of the professional 

and clerical staff thoroughly understands an 
agency's purpose, takes pride in it, and can 
talk about it accurately and interestingly, 
public ,"elations have not even begun. (See 
page II.) 

In four employe handbooks from which 
we quote: 

a. The New York Central Railroad en­
lists its workers in its good will department. 

New York Central's Good Will Building De­
partment has a staff of. 36,000 men and women, 
and an "office" 11,000 miles long! It's the big­
gest department on the Railroad, because it is 
the Railroad. And each of us is part of it. 

Anyone can see that the smiling ticket girl 
at her window, the gateman handling crowds 
at a big terminal, or the trainman helping a 
passenger up the car steps is doing a good will 

IS 



How to Interpret Social Welfare 

job. But so is the engineer who returns the 
friendly wave of some youngster . . . the 
maintenance foreman who shows special con­
sideration for property owners along the right 
of way ... or the mechanic who enthuses to 
his lodge brothers about New York Central's 
latest locomotive. . . . 

Know Your Railroad! Travelers and ship­
pers will often ask you questions quite outside 
your department. 

Naturally, no one person can know all the 
answers about a Railroad as large as ours. But 
we can all make an effort to learn where various 
kinds of information can be readily obtained. 

Here is a point to remember. 'Vhen you have 
to refer a patron to some other department, be 
sure he knows that it isn't a "brush off." Never 
say, "Search me!" or "Ask the Baggageman." 
Take time to say, ''I'm sorry, but I can't be 
sure of giving you the right answer to your ques­
tion. However, the Baggageman can. You'll 
find him at the other end of the platform." 

b. The Shell Oil Company introduces 
the Company's public to its "family." 

~= . 

- -= 
-e;:z-

Courtesy, Sh.ll Oil Co. 

Out of 132 million people we call the general 
public .. . quite a few don't even know that 
Shell exists. 

A few million of them have heard about us ­
seen our signs or advertisements - but never 
had many dealings with us. 

A large number of them are sort of casual or 
occasional customers. 

Still fewer - about 2Y2 million - are regular 
customers. 

And, in any company as large as Shell, mis· 
takes are bound to happen, things occur, that 
outsiders, the people that hardly know us, can 
easily misinterpret. 

So, unless we pay attention to Public Rela­
tions, and get ourselves liked, not only by cus­
tomers, regular and otherwise, but by everyone, 
this kind of accidental misinterpretation can 
easily lead to a black eye for Shell. 

Public Relations builds up an extra measure 
of good will that can tide us over the rough 
spots. 

c. The Milwaukee City Service Commis­
sion tells employes to be cautious in talking 
about the city's business. 

Public offices are very much "in the lime­
light." It is the duty of every employee to be 
very careful in regard to giving out statements 
which may come to public attention. In some 
departments the department head has a defi­
nite system of giving statements to the news­
papers or to other publications. Serious trouble 
may be caused by having unauthorized em­
ployees give out newspaper interviews. They 
may be only partly informed on the subject, and 
while they may be truthful within the limits 
of their knowledge they may give a false im­
pression, or may reveal plans which for good 
reason should not yet be made public, or may 
embarrass superiors who are making confiden­
tial investigations. For these reasons no em­
ployee should ever give out news items re­
garding the work of his department or happen­
ings therein unless he has been authorized to 
do so, and even then not unless he has complete 
knowledge of the facts and the matter is one 
whose release will meet with the approval of 
his superiors. 

You may be asked questions by citizens which 
it is proper for you to answer but of whose 
answers you are not sure. Avoid taking chances 
in such cases. It is much better to ask your 
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Jestions by citizens which 
to answer but of whose 
.re. Avoid taking chances 
lUch better to ask your 

superior officer or to refer an inquirer to him. 
Don't let it trouble you that you may appear in 
a poor light because you do not know the an­
swer to some question which a citizen asks. 
Much greater embarrassment may result if you 
give out incorrect information and your office 
is later held accountable for your statements. 

In the course of your work you may learn 
many things about the City's business which 
should be regarded as of a confidential nature. 
Respect these confidences. Some people have 
the mistaken idea that because an office is a 
public one, anything that happens there or any­
thing on file there is public business which 
anybody has a right to know all about. The 
truth is that, as a great business institution, 
every public office has confidential matters in 
its care, and you should leave the decision to 
your superior officers as to what may and what 
may not be told to outsiders. Large business 
organizations expect their employees to respect 
such confidences, and the City has the right to 
expect the same of you. 

d. The Social Security Administration, 
borrowing an excellent statement from the 
Department of Agriculture, tells civil serv­
ants who is the boss. 

In a democracy there is no place for the civil 
servant who cannot recognize what his real boss 
looks like. His real boss is not his superior or 
the chief of his bureau. His real boss is the 
American people, represented perhaps by the 
impatient man sitting in the front office drum­
ming his fingers on the desk while he waits. 
This boss may not always be impressive in ap­
pearance. Since he is generally a man who 
works with his hands - a plain American citi­
zen - his clothes may be soiled, his fingernails 
dirty, and his hair uncombed. He is eager to be 
on with his work and the impatient way he 
squirms in his chair may make you nervous. 
He's your boss, this man, and he may be a 
tougher one than the man you think you work 
for. He's sensitive and at times appears to be 
unreasonable. You may have a good program, 
an efficient organization, a good line of talk 
and some readable publications, but if you and 
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your supervisor cannot serve his needs he may 
want to fire you and your whole outfit. He has 
work to do and he wants to be on with it. 

He may be prejudiced against you from the 
start. He's heard a lot of things about Govern­
ment employees and naturally believes many 
of them. . . . Sometimes he thinks you act self­
important, put on airs, and generally give evi­
dence of having forgotten that you are merely 
a small instrument in this Government of, by, 
and for the people. 

The relationships with your boss in the of­
fice are but a few of the many that you have. 
What "telephone manner" do you, and your 
supervisors and your secretaries have? A few 
impatient words over a telephone may destroy 
more trust and confidence than you can build 
in a year. 

''''hat sort of impression do you make in your 
speeches? Too many representatives carry the 
jargon of their bureau or profession into their 
talks before groups; many others use unpleas­
ant words or phrases that might be more tact­
fully put, or translated into more acceptable 
terminology. The speaker should seek always 
to make himself understood without "talking 
down." He should speak with the attitude of 
one who is reporting to a superior who is not 
possessed of the same technical training as the 
speaker. 

These small day-to-day evaluations of your 
work for your boss - the American people­
will serve to remind you of the attitude which 
must be reflected in your behavior. And in 
evaluating your work, if you will think of the 
plain citizen who comes to see you, or whom 
you go to see, as your employer, your attitude 
toward him and his duties toward you will be 
more improved than if you think of him as an 
economic abstraction, a political difficulty, an 
annoying problem or a plain pest. If you prove 
to your citizen-boss that you are friendly and 
willing to serve, you will find his attitude 
toward you changing. This is not a superficial 
courtesy or "glad-handing"; it is a reflection 
of a genuine sense of obligation toward the 
public, a feeling that this man is paying you to 
help solve his problems, that his problems are 
your problems. 
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DISCUSSION: These passages, one some­
what negative in tone, the others more posi­
tive, are addressed to employes and con­
cerned with public relations. Each passage 
by its tone and content reflects the employ­
ing company's appraisal of the ability and 
willingness of its staff to represent the com­
pany adequately in meeting the public. The 
New York Central Railroad's handbook 
urges employes to inform themselves fully 
about the company; the City of Milwaukee 
urges civil service workers to be cautious in 
talking of city affairs since they are not ex­
pected to understand policies and problems. 

Let the study group resolve itself into a 
committee to prepare employes of a par­
ticular agency to be good interpreters. Con­
sider first the internal relations between 
management and workers. How can you put 
the matter of courtesy before employes 
without implying discourtesy on their part? 
'What responsibility should management 
take for keeping employes informed on 
matters about which they might be ques­
tioned by the public? Would you take pains 
to make them more aware that public rela­
tions is a part of their jobs? What would you 
add to the points brought out in these four 
examples? 

Circle Two-The Volunteers 

Volunteers are one of our greatest sources 
of potential strength. 

Do you believe volunteers should be told 
as much as they are ready to absorb about 
your agency's work? One agency replies to 

this question with an emphatic "yes." 

a. Maybe in your organization your volun­
teers are so educated, so inspired, and so de­
voted that they don't need cultivation. 'VeIl, 
ours aren't. Maybe once you get "leaders" you 
can forget them, except when you ask for their 
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annual subscriptions. ""VeIl, we can't. Maybe 
volunteers are not terribly important to your 
organization. Well, they're the lifeblood of 
mIne. 

So the Y.'V.C.A. encourages me to spend a 
lot of time writing and putting on skits. Skits 
that try to translate the Y.'V.C.A. budget in 
terms of girls. That try to tell to volunteers who 
weren't there what happened at the national 
convention. . . . 

Sometimes we even tackle so-called "hot­
spots" - "Vhy do household employees want 
more regular hours and better pay? Can an in­
dustrial worker be a good member of a union 
and a good member of the Y.W.C.A.? Can a 
business girl really do anything about world 
peace? Can colored and white girls be friends? 
Are board members human beings?l 

The Community Service Society of New 
York plans assignments for volunteers which 
indirectly add to their usefulness as inter­
preters. As Clare M. Tousley, director of the 
Department of Public Interest, says in ex­
plaining their volunteer assignments: 

b. Most laymen, once they begin to under­
stand and learn, want the same standards for 
their fellow man that we want. So it all boils 
down to "How does Mr. Public learn?" It will 
help us to reflect that it was not so long ago 
that we case workers were rank laymen as we 
entered schools of social work and started our 
first work with clients. How did we learn? Not 
by having some trained person spray knowledge 
on our passive selves. No, we learned by par­
ticipation in reality - by the "progressive edu­
cation" methods of hearing and seeing and 
doing for ourselves. 

"VeIl selected laymen who have been pro­
moted right up through the agency are social 
work's best and most powerful friends. As 
"double exposure" allies, people who are ex­
posed constantly to lay thinking and social 
work thinking, they can become liaison leaders 
for us in the community .... 

I. Abel, Barbara, Follow the Leadership - and Other 
Skits. The 'Vomans Press. New York, 1938. 
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Several such liaison persons are now doing 
effective work for the Community Service So­
ciety. They are important in the recruiting of 
other laymen and in interpreting our work to 
non-professionals. Most of them began on some 
district community project and later, as they 
developed, were given some segment of a care­
fully selected case to work on where the treat­
ment was carried by a case worker. The volun­
teer whose project got her around the com­
munity where she could learn for herself and 
become familiar with the sights and sounds of 
her city seemed to take root best. 

During this past year, our service volunteers 
have carried out a variety of assignments. Work­
ing with our Housing Committee, they made 
inspections of dwellings where housing viola­
tions had been reported. For our Department 
of Educational Nursing they made spot maps 
showing the distribution of the nursing case 
load, escorted children and old folks to clinics, 
obtained medical reports from hospitals. In 
our family service office, volunteers assisted the 
case workers by escorting children on outings; 
contacting schools, settlements, day nurseries 
and employers on behalf of our clients; visiting 
neighborhood organizations to collect informa­
tion on community resources; tutoring chil­
dren, and so forth. 

A second group, totalling 263, served on our 
board and committees. Besides their policy­
making and fund-raising work, they took on 
other jobs. One group conferred with and 
helped the staff to launch a hostel for teen-age 
girls. In our Queens district office a strong lay 
committee has been working to mold public 
opinion on behalf of social work. First they i-n­
formally polled their community and were as­
tounded at the gap that existed between the 
case work program in Queens and the average 
citizen's understanding of it. Next they invited 
to Queens headquarters a succession of key 
citizens who advised on ways of bridging the 
gap. Now, with the aid of the staff, they are 
carrying on a many-pronged educational cam­
paign. New ideas are marching up the streets of 
Queens and routing prejudices about social 
agencies. Still other volunteers, agreeing with 
the CSS that social agencies need to go into 
partnership with civic agencies on various 
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matters, have worked as our representatives to 
the Public Education Association, the Citizens' 
Committee for Children, the 'Women's City 
Club, and others. 

All of the above illustrations of volunteer 
service could just as well be defined as interpre­
tation of the agency. For these laymen have 
gained a first-hand knowledge of the needs of 
the people - and they don't keep it to them­
selves. Wherever they go they bring with them 
understanding of our organization and the 
field in which it operates. 

DISCUSSION: Review the way in which 
your agency interprets its work to volun­
teers. Do they understand more about the 
agency's work than their own part of it 
which may be a small one? What, if any­
thing, would you add to the agency's pro­
gTam of volunteer information? 

Circle Three-Clients 
When you provide a social or health serv­

ice you have many occasions to interpret it 
to persons at the receiving end. You ofter 
it to prospective users; explain who is eli­
gible by law, membership, or payment of a 
fee to receive its benefits; and tell how to get 
the best results from it. You try to dispel 
fear, embarrassment, or aggTessive attitudes 
which hamper good rela tions between client 
and agency. 

The way this interpretation is given 
(whether it talks down to people, is hard 
or easy to understand, is helpful or forbid­
ding) expresses an attitu de of the agency 
toward its clients. Both tone and content in­
fluence the way clients will feel toward the 
agency. 

Study the passages in parallel columns be­
low. They are quoted from handbooks 
issued by local housing authorities to occu­
pants of public housing units in two widely 
separated cities: 
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a 

This pamphlet is the Tenant's Handbook re­
ferred to in your lease. It is also a welcome to you 
from the Management in this public housing com­
munity. 

Homes such as these have been built in many 
localities throughout the United States. Our govern­
ment has assumed the responsibility of providing 
homes for those citizens who have been unable to 
secure decent housing. 

You will soon see that these projects have been 
desig'ned and built so that they will be the best pos­
sible place for you and your children to live in. The 
success of these homes all over the coun try has been 
due to the full cooperation which has so happily 
existed between tenant families and the Manage­
ment. 

The Management is always at work keeping the 
buildings and grounds in the best possible condition. 
But the Management is not only your landlord. It is 
also your friend. It wishes to be helpful to you and 
your family because. above all, it is interested in your 
welfare and happiness. 

First Inspection 

At the time you move into your dwelling you 
should inspect the floors. walls. ceilings. windows. 
and all equipment including window shades, and 
even such small items as the pull chains on the elec­
tric light sockets and the catches on the kitchen 
cabinet doors. Report promptly to the Management 
Office anything that is in need of repair. If you do 
not report items that are damaged or in need of re­
pair within one week, you will be held responsible 
for the damage. 

Walls, Ceilings, Doors, Trim 

Because the rent you are paying is so low. re-deco­
rating cannot be done oftener than about once every 
three years. However, you can and should clean the 
walls, ceilings, doors, and trim with a wall-paper 
cleaner or with a soft cloth dampened with a mild 
soap solution. Use a soft cloth soaked in clean water 
to wipe off the soap film, and dry with a soft towel. 
Be careful that the water does not get into electrical 
outlets, because serious damage may result. If you 
use kitchen cleaning compounds or other substances 
containing grit or lye on the walls. ceilings. doors or 
trim, they will ruin the finish. 
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b 
You and Your Landlord 

No matter what state you came from. 
you'll find neighbors among the residents 
of Tacoma's three war housing communi­
ties. Every state, plus Canada and Aus­
tralia, is represented in the population of 
2,500 families. Leading the list are "Vash­
ington with 28 %. Oregon with 16 % and 
California with 15 %. Texas, Louisiana 
and Mississippi have contributed many 
families. Most of the recent arrivals are 
from the Dakotas. Wisconsin. Minnesota 
and Illinois. 

Maybe you don't like people from Pata­
gonia or anybody who plays the ocarina. 
Friend. our advice is to smile good morn­
ing and forget about Patagonia. ''''e'd 
hate to see any of our residents get taken 
in by the ideas of a demented European 
paperhanger and his two-bit propagan­
dists in this country. A thing we all like 
about the United States is that this coun­
try is big enough for all races. all creeds. 
We want to keep our housing communi­
ties that big. too. 

Repairs: All maintenance of plumbing. 
electrical fixtures. stoves. iceboxes and 
woodwork is done without charge. un­
less the resident is at fault. Don't let 
children under 2 play with sledge ham­
mers. 

Painting: Every resident moves into a 
freshly cleaned house, and repainting is 
done at least once in four years. If you 
want to brighten up your home. we'll 
supply all the paint and soap you need. 
Floor wax is free. too. 

Painted Surfaces: The rosin emulsion 
paint used on the walls is hard to clean. 
Ask your manager about special cleaning 
preparations and encourage the children 
to draw outside. At Lincoln Heights, soap 
and water may be used on the walls. 

Plumbing 
Do not put 
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Plumbing 
Do not put garbage, grease or even coffee grounds 

in your kitchen sink. The drainage system may be­
come clogged if you do. If you are responsible for 
the clogging of a drain or a grease trap, you wiII 
have to pay not only for the removal of the obstruc­
tion, but for any damage caused by overflowage as 
weILl 

DISCUSSION: Note that both of these 
handbooks are friendly and seem to be care­
fully planned to set a desired tone in man­
agement-tenant relations. What are the dif­
ferences? You might take a fresh look at your 
own communications addressed to clients 
and prospective ones. Invite members of the 
study gTOUp to comment on a booklet or 
letter or bulletin addressed to this public. 
What kind of relationship did you hope 
to foster? Does the piece under discussion 
appear well adapted to its purpose? 

Circle Four-Co-operators 

Regular exchange of information among 
co-operating agencies and individuals IS 

vital. 
One important co-operating group of 

most social agencies is made up of the minis­
ters of churches of all denominations. The 
Council of Social Agencies of Chicago and 
the Church Federation of Greater Chicago 
co-operated for many years on a series of an­
nual study courses and lecture discussion 
meetings, designed to further promote co­
operation between ministers and social 
workers. Some of the discussion topics have 
been: "Personality Problems Viewed in the 
Combined Light of Psychiatry and Re­
ligion," "When the Family Brings Its 
Troubles to the Minister," and "Ministers 

I. Chicago Housing Authority, Tenant's Handbook. 
Chicago, December, 1941. 
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Plumbing: Don't get sore at the fixtures 
- they're all we have. The basins and 
bowls are not made of cast iron, but if 
you U'eat them like your best dinner 
plates they will last. . . . You can get 
enough hot water from the hot water tank 
if you carefully follow the instructions for 
firing the range. 2 

and Social Workers Facing Community 
Problems Together." The attendance at 
these meetings gTew from an average of 75 
in the first year to a high of 400 some ten 
years later. 

One definite result of these meetings has 
been a growing number of small neighbor­
hood conferences among ministers and social 
workers, conferences based on neighbor­
hood situations in which churches and social 
agencies were both concerned. Another is a 
referral service (referral to social agencies) 
set up in the Church Federation for the use 
of the clergy. 

DISCUSSION: Invite a member of the 
group to name some of the agencies, of­
ficials, and other co-operators whose under­
standing and teamwork are important for 
getting the best results from his agency's 
work. Then he might be asked to list the 
regular means of communication with these 
gTOUpS, giving special attention to ways in 
which co-operators are kept up to date on 
changes in policy, staff, and program. Are 
the agency's present methods of interpre­
tation adequate? 

Circle Five-The Contributors 

In preparation for a talk on "The Con­
tributor as a Public," David Church, at that 

2. Tacoma Housing Authority, Short Cuts: Answering 
the Questions of New Tacomans. Tacoma. Wash.• Feb­
ruary. 1945. 
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time public relations director of the Na­
tional \Var Fund, asked a friend, who was 

both a frequent contributor to social agen­

cies and a meticulous keeper of personal 
records, what response his gifts had brought. 

The contributor agTeed to go over his 
records and check what happened after he 
had made a gift. The letter which appears 

below is his report: 

Dear ChUTCh: 
You asked me about my contributions and 

what they brought me in the way of acknowl­
edgment and information. I have gone into my 
records and am left a little disillusioned. 

The record is this, with the gifts mentioned 
more or less in the order of their size. 

1. :My first gift was to a national campaign. 
They gave me a nice button to wear in my 
lapel and a sticker to put in my window. I 
haven't heard from them since. 
2. My second gift was also to a national cam­
paign. They also gave me a badge and a sticker. 
I haven't heard from them since either, but I 
expect to for I see by the papers they are about 
to launch another campaign. 
3. My third gift was to a group of welfare 
agencies, and was made through solicitation in 
my office. I have a vague recollection that some 
time after the gift was made a poster was 
placed in our office which said "Thank You," 
but I have no idea what my money really ac­
complished. It was nice of them to say thank 
you, however. 
4. lV1y fourth gift was to a welfare society. 
These people must like me. They send me a 
weekly bulletin on their work, except during 
the summer months. Some of these bulletins 
are routine but most of them I enjoy reading. 
They also send me their annual report, and 
about once a year I get a letter - processed to 
be sure, but very human in its content, from 
their Presiden t. Somehow or other I feel more 
or less as though they had taken me in to their 
family. 
5. My fifth gift is to a church out of town­
my wife's church, which we never attend. 
Nevertheless, once a month we get a copy of 
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the Church Bulletin with a digest of one of the 
rector's sermons. I like his sermons and I like 
his church. 
6. My sixth gift is to a health organization. 
They send me their annual report. It always 
has an attractive cover and is beautifully 
printed, but the contents seem to be largely 
accoun tan ts' certifications of their finances. I 
have no mind for figures, and this annual re­
port gets to my waste-basket pretty quickly. I 
am without knowledge as to exactly what this 
agency accomplishes but I do think they are 
extravagant with my money in producing their 
annual report. 
7. My seventh gift is to a church in my own 
neighborhood, which I attend too rarely to be 
considered a parishioner. However, once a year, 
a neighbor calls and asks me for a contribution 
which I make. That ends it all for a full year, 
which is probably not too good for my soul. 
8. IV1y eighth gift - or gifts, I should say­
is to a hospi tal which in the past has served 
our family well. About every three months I 
get a timid little appeal from them and within 
forty-eight hours after I send my check I get 
a very genteel letter of thanks. I sort of like 
them because of their timidity and gentility. 
9. My ninth gift is to a sectarian organiza­
tion combining a number of social work 
agencies. This appeal always comes to me from 
a close business associate. I have no affiliation 
with the denomination concerned, but I give. 
I always get a very prompt letter of thanks and 
that ends it all for a year. I sometimes think 
my motive in giving here is in response to a 
very gentle sort of blackmail. 
10. My tenth gift is to a youth organization 
in my own neighborhood. Once a month they 
send me a mimeographed bulletin. It is badly 
written and it is badly produced, but bless 
their hearts they are trying and they have my 
affection. 

Finally, I find I give each year to several 
other smaller organizations - small amounts 
to be sure - and I have no recollection of re­
ceiving anything from any of these except ap­
peal fetters. There are nine of these organiza­
tions which take my money and then ignore 
me. 

Now to recapitulate. 
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Now to recapitulate. It seems I make nine­
teen contributions a year. 

Twelve of these organizations appear to 
want only my money and care little about my 
interest. 

Three of these organizations seem to make 
a feeble attempt to hold my friendship and 
interest. 

Only [our do a real job to hold my support 
and make me proud to be among their givers. 

This is all very disillusioning to me. It causes 
me to consider why I give. I am afraid I give 
out of sheer habit to some and to others because 
the right people ask me to give. 

You have made me think. I am going to 
change my giving habits. 

Thanks for bringing this all to my attention. 

Sincerely yours, 

Circle Six-Key Persons 

These people speak for you to their con­
stituents. 

An incident which points up the value of 
key persons as a selected public is here re­
lated by the general secretary of the 
Y.M.e.A. of Elmira, N .Y. This account first 

appeared in the agency's bulletin. 

Every time we start thinking about the Com­
munity Chest Drive or the 'Var Fund Drive, 
sooner or later someone says, "Look at the 
money the 'Y' must be making with all of its 
rooms rented. "Vhy should it need money now?" 

From past experience we discovered that 
this question usually came from the industrial 
worker who did not have all the facts. So, with 
this in mind we had a meeting with two of the 
key men in our central trades union. 

It was suggested that the union select its best 
critics and have them attend a meeting at the 
"Y" with the general secretary. These two rep­
resentatives were told that all questions would 
be answered regardless of how personal they 
might be. 

The following week at our regular staff 
meeting this matter was discussed, but the staff 
didn't think much of it because summer ac-

The Social Agency and Its Publics 

tivities were light and it wouldn't give the 
~nion men a fair sample to judge by. The phys­
Ical director asked, "Why a Monday night? 
The women are in the pool and all we have on 
in the gym is badminton. Can we change the 
date?" It was explained that the union had set 
the date. It was to be at their convenience. 
Said the boys' secretary, "The girls use the 
boys' department on Monday, so it will be im­
possible to show them any club meetings." Said 
the business secretary, "Let's fix up some meet­
ings and have some activity anyway so they can 
see what is going on." This was discussed for 
a while and then thrown out because it would 
have been superficial. It was agreed that we 
would show them the "works" regardless of 
what night it was or what activity was on. It 
was also agreed that the general secretary 
should meet this group without any committee. 
'Ve would be prepared to answer questions 
about baseball, boilers, buying or budgets. \Ve 
would put on no show.... 

The group assembled in my office and I 
met each man. They were tool makers, bakers, 
bus drivers, printers, foundry workers. After 
meeting them, I outlined what I had in mind 
and off we started for the boys' department. 
They were interested in the swimming em­
blems, and I explained our system of swim­
ming. Then I called the boys' secretary and he 
told them more about the individual tests. In 
the gym they watched a hand ball game be­
tween the physical director and a member of 
a local union. This wasn't "fixed" either. Go­
ing down from the gym to the locker room, we 
bumped into the business agent of the bakers' 
union, who is a good hand ball player. They 
asked this fellow a few questions about the 
"Y" and got favorable answers. Some girls 
were playing table tennis in the boys' lobby, 
and the men asked if this wasn't unusual- for 
girls to be at the YMCA. I told them we set 
aside a definite time each week for girls to 
swim, and Monday was their night. These girls 
were waiting for the lifesaving class to start. "~Ye 

then made the rounds to see the rest of the 
building.... 

After the tour we came up to my office and 
soft drinks were served. We talked about what 
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they had seen, and then they asked the ques­
tions they had planned. 

"Who does the painting?" 
"''''hy didn't we see the laundry?" 
"Who does the printing?" 
"\Vhat free things do you have for boys?" 
"''''hy can't the 'Y' operate without support 

from the Community Chest?" 
"Does your camp pay for itself?" 
"Where do you buy your coal?" 
Along about here I received a telephone call 

from a mother whose soldier son was reported 
missing. Although it was not a long call the 
men could hear the conversation, and when it 
was over I explained to them what the ''''ar 
Prisoners' Aid was all about. (They knew about 
the Red Cross service, but didn't know about 
the "Y's.") This enabled me to drop some infor­
mation about the ''''orld's Service Committee 
and our foreign work with the soldiers in dis­
tant places. They were interested in the Prison­
ers of \Var Program and took many notes about 
its operation. I then gave all of the men copies 
of the recent Army-Navy Bulletin and a copy 
of Dr. James Lee Ellenwood's story, "One 
Hundred Years and Here ''''e Are." 

This was a very friendly meeting with no 
feeling of enmity. If these men were the 
"kickers," they certainly didn't show it at the 
meeting. I called the organizer who had ar­
ranged with the men for the meeting, and his 
comments were very favorable. The men went 
away with a sound basis for understanding the 
"Y." They had received information that was 
reliable, and the incidents that had occurred 
had proven to the men that the stories they 
read about really happen. The organizer said, 
"I believe you will find that from this meeting 
a better understanding will be created." 

Circle Seven-Special Publics 

If you are lucky enough to be able to pre­
pare special materials for certain specific 
groups in the community, you start off with 
a tremendous advantage. The more homo­
geneous your audience, the more accurately 
you can gauge its interest; and the closer 

your material comes to the everyday inter­
ests of your audience, the greater are your 
chances of success in any informational pro­
gram. 

Once you have narrowed your public to 
a single common denominator - once you 
have established the fact that you are speak­
ing only to parents or school children or 
policemen or doctors - you can begin with 
what interests them, tell your story in their 
language and build your message around the 
experiences you know they have shared. 

The Community Fund of Canton, Ohio, 
exploited this advantage when it prepared 
a special fund-raising piece for businessmen 
and industrialists. Out of all the possible 
motives for contributing to the Fund, two 
were selected for emphasis in this special­
audience appeaL The first was cold logic, 
expressed in terms of dollars and cents. One 
page of this four-page folder was given over 
entirely to excerpts from an article on the 
relation of gifts to taxes. Here is a repre­
sentative quotation: 

Let's see how it actually works out in the case 
of Mr. Fairneighbor, a retired business man 
with an annual income of $100,000 from in­
vestments. His gift to the local Chest is $10,000, 
which reduces his t'!xes by $6,777.00 (according 
to rates in the new tax bill just passed). Thus 
his net cost in supporting local social services 
to the tune of $ 10,000 is only $3,223.00. Instead 
of paying the $6,777.00 to the Collector of In­
ternal Revenue, he has had the pleasure of as­
signing it to the welfare work of his community. 

On the facing page, the second theme ap­
peared. Based on the philosophy of free en­
terprise, it echoed, on behalf of the Fund, 
exactly the same sentiments which spokes­
men for business and industry have so often 
used as their own theme. Here is the burden 
of the message: 
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\Ve Americans are the only people in the 
world living under a democracy. All around us 
are foreign "isms" and ideologies. In this period 
of tremendous uncertainty, we must hold fast 
to the few voluntary endeavors which we have; 
and by our example, encourage others to ac­
cept their full share of those responsibilities, 
outside the realms of government, which citi­
zenship in a democracy entails. 

Those of us who have accepted the voluntary 
responsibility for making this Community 
Fund function are forced to call for assistance 
from those citizens who have the largest stake 
in the community. In order to counterbalance 
known losses and to secure the additional funds 
there are three courses open: \Ve must receive 
increases from present supporters, or tap new 
sources of income, or both. 

This is the American citizen's year of volun­
tary sacrifice! 

DISCUSSION: What motives would you 
choose and on what pegs would you hang a 
similar special-audience appeal directed par­
ticularly to lawyers? To school teachers? To 
union members? 

Circle Eight-General Public 

This is the great mass of unassorted 
tJeople who read newspapers} listen to the 
radio} see the posters of the community chest} 
and attend motion pictures. 

The Social Agency and Its Publics 

By its very nature this inclusive public 
is familiar to all of us. "Nearly everybody 
gives," says a community chest slogan. All 
the year round, window displays, headlines, 
and radio spot announcements proclaim a 
drive to secure funds or action from the gen­
eral public. 

DISCUSSION: Have you something to say 
to this large and unassorted gTOUp? It is 
easy to fall into the error of addressing the 
general public on the premise that every­
one should be interested in your agency. 
The study group might discuss the following 
list of topics or another of its own making. 
Which ones are of interest to a general 
public in your community? Which ones are 
not, and why? 

1. 	The need for a hospital for the mentally 
ill. 

2. 	Employment opportunities for the handi­
capped. 

3. 	 Low-cost housing developments. 
4. 	 The work of an agency serving immi­

grants. 
5. 	 Relief for victims of a disaster. 

If you decide to tell your story to this 
largest circle, will you present a "mass ap­
peal" to the whole group? Divide the public 
into special interest groups? Use both 
methods? 
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Telling Your Story 
by the Spoken Word II 

IN CONVERSATION 

YOUR AGENCY'S simplest, most in­
formal relationship with the public is shared 
by every member of the board and staff. It 
begins with the voice of the telephone op­
erator or the reception clerk, continues 
through every daily human contact of the 
entire personnel, and never ends. Whether 
or not we recognize it as publicity, individ­
ual conversation is one of the main factors 
in shaping public attitudes toward health 
and welfare work. 

Much time and thought have been spent 
on developing the techniques used in other 
relationships, but comparatively little at­
tention has been paid to this very important 
form of interpretation. To be sure, many 
community chests - taking a tip from busi­
ness - give careful instructions to their 
house-to-house campaigners. The public 
health nurse who goes from door to door 
checking up on vaccination or some other 
aspect of child health is usually well briefed 
on her conversational approach. So, too, is 
the case worker or counselor when the inter­
view is a professional one. 

But greatly outnumbering such occasions 
are the opportunities continually offered to 
each of us - opportunities to defend or ex­
plain the health or welfare job, or some spe­
cific part of it, to members of our families, 
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to friends and acquaintances, to the land­
lord, the baker, or the employer of a client. 
How do you use these opportunities? To 
make speeches or preach sermons? To side­
step the issue completely? Or to gain the 
confidence and goodwill of the listener to­
day, leaving a door open for another chance 
to tell him more of the story? Or perhaps 
to introduce him to someone else who will 
have a better answer to his questions? 

You can't be a sparkling conversationalist? 
Perhaps not. But you can be friendly and 
direct. You can meet a questioner on his 
own level, and avoid talking down or up to 

him. You can either be accurate in your 
statements or frankly admit that you don't 
know. And you can avoid using the profes­
sional vocabulary in your non-professional 
relationshi ps. 

If in each daily contact you leave the im­
pression that social workers are honest, com­
petent people, claiming no divine right to 
remake the world, and able to appreciate 
the other person's point of view; that social 
work is skilled and important work; and that 
the people served by social work are no 
better and no 'worse than other folk, but 
just a cross section of the human race, then 
you will have made a long step in good pub­
lic relations. 
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Typical situations in which conversation 
is an important tool are illustrated: answer­
ing or using the telephone; contacts in the 
course of a day's work; answering criticism; 
and asking for service, gifts, or information 
in interviews. 

1. The Telephone in Public Relations 
Your agency's most informal relationship 

with the public begins with the telephone 
operator or the receptionist. 

Each agency has its own problems in tele­
phone relations with the public. Perhaps 
the agency name is too long to say quickly 
on the telephone, but abbreviations like 
A.D.C. or ].vV.B. are familiar only to an 
inner circle. If the same person operates the 
switchboard and receives visitors, she may 
be too busy at rush periods to be courteous 
and helpful. Perhaps some of the clients 
speak broken English; at the reception desk, 
callers who are embarrassed, bewildered, or 
afraid, hesitate to tell their problems. 

All members of the staff are concerned 
with the study and solution of these special 
problems. 

a. Your telephone company is prepared 
to help you in at least three ways to improve 
your telephone relations with the public. 
They will supply booklets dealing with var­
ious phases of courteous telephone usage; 
they will send an expert instructor to work 
with your operator or hold a meeting with 
your staff; they will show films which 
dramatize right and wrong techniques in 
using the telephone. 

b. The direct personal approach is gen­
erally accepted as the most effective in get-

In Conversation 

Discussion Suggestions 

ting quick action. It is used in recruiting vol­
unteers, in getting the voters out at election 
time, in lobbying, or in rallying public sup­
port for legislation. The telephone is widely 
used in this approach, and its use has been 
developed on a team basis by many organi­
zations. 

Local leagues of women voters, for ex­
ample, operate "telephone chain gangs" 
which work something like this: A chair­
man and a committee of five to ten members 
act as the telephone corps to radiate quick 
instructions and appeals to the entire mem­
bership of a local league. On instructions 
from the board, the chairman calls each of 
her committee members and relays the sum­
mons to a meeting or a request for action. 
Each member of the committee is respon­
sible for passing on this message to five to 
ten other league members, for each of whom 
she keeps a card with such pertinent infor­
mation as the telephone number and the 
most convenient time for calling. Since the 
system presupposes that each committee 
member calls the same five to ten women 
each time, the calls become friendly con­
tacts rather than impersonal requests. Mem­
bers of the telephone corps are chosen for 
their tact and pleasant telephone manner. 
Prolonged calls, or calls which are obviously 
unwelcome interruptions, are carefully kept 
to a minimum. 

Mrs. Ruth Bomn, vice-president of the 
New York League of 'Vomen Voters, reports 
that this system is particularly effective 
when the objective is clear-cut and the ac­
tion requested is simple. She points out, 
however, that "when you have to inform 
your people as well as incite to action, you 
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have a much more difficult problem, and 
then you must supplement the call with 
something in writing as well. vVhen the sub­
ject is so controversial that public opinion 
is divided into warring camps, the telephone 
call provides a limited means for discussion 
- better than simply mailing printed pieces, 
but best when supplemented by discussion 
groups." 

2. Everyday Conversations 

Althoug-h many a health or welfare or­
ganization leans heavily on its staff contacts 
to make its services known, there is too little 
awareness that these everyday conversations 
directly and indirectly create opinions, good 
or bad, which spread through the popula­
tion like germs, sometimes getting beyond 
control. 

Here is the record, familiar in its main 
outlines to many social agencies, of a case 
worker's contacts with the numerous people 
who became interested in one family because 
of a lurid newspaper story: 

An evening newspaper ran a story head­
lined: "Spring vVill Be Too Late - It Must 
Be vVarm Soon or a Baby May Die." The 
article told that a family in dire need, living 
in a house without light, heat, or running 
water, had been reported by a neighbor and 
visited by a reporter. Three small children 
were found hungry and cold. The mother 
expected a fourth very soon. Their father 
was in jail for abuse and neglect of his 
family. The whole picture of wretchedness 
was extreme, and the story as reported in the 
newspaper was complete with names, home 
address, and a picture of three appealing 
children clinging to their young mother. 

Because this is a book about interpreta­
tion, we are concerned here only incident­
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ally with the family problem itself and what 
was done about it. As is so often true in 
these instances, neither the human beings 
nor their troubles were as simple as appeared 
on the surface. The unusual feature in this 
case was the way in which the family case 
worker, assig-ned to give emergency aid, 
dealt with the outpouring of sympathy and 
offers to help, as well as with the criticisms of 
social work in general. For the story brought 
a flood of responses from the newspaper 
readers. 

First there were the telephone calls to the 
community chest and the family society. A 
retired vice-president of a public-utilities 
company offered $20, if needed (this in ad­
dition to his chest campaign pledge); Mrs. 
A. could spare a bassinet and baby's bath; 
Mrs. B. wished to give an iron crib and baby 
clothes; Mrs. C. would collect a large box 
of clothing; Mrs. D. was already securing 
gifts among her friends. Checks and cash 
were sent to the newspaper and the family. 

Callers came to the house: an elderly man 
from a veterans' home bringing small pack­
ages of food which the men of the home had 
saved; an unidentified woman who asked 
questions, looked around, and returned later 
with purchases of $150 worth of food, cloth­
ing. and bedding. Several angry citizens de­
manded of the community chest why such a 
thing could happen and why nothing had 
been done. 

Finally. there were the many persons and 
agencies already involved in the situation or 
brought into it from day to day: the land­
lord's agent, the landlord, the neighborhood 
doctor. members of the hospital staff, the 
policeman, the relief worker, the protective 
worker, and many others, each needing to 
be pacified or explained to or called in to 
help. 
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The case worker telephoned, wrote to, or 
talked with everyone who offered gifts or 
service. This often meant finding a tactful 
way to refuse a gift. For example: offers of 
additional fuel, articles of furniture, and 
clothing were met with the assurance that 
although they were not needed at present, 
"we will be glad to ask for them if they are 
needed later." Or it was suggested that since 
the family could not use all the clothing, the 
Society would be very glad to give the 
offered articles to another family in need of 
help. 

Letters of report, like the following, were 
sent: 

My Dear Mrs. -: 
Remembering your interest in the newspaper 

story which appeared in the News last week 
about the Harper family, I thought you might 
wish to know that so many people responded 
with offers of assistance that Mrs. Harper has 
been almost overwhelmed with kindness. \'\Te 
have been able to help Mrs. Harper complete 
plans for her confinement and for care of the 
children and household during that period. 
We expect to keep in touch with her for awhile 
to help her decide on some other problems 
which are troubling her. Your offer to provide 
coal was very generous, but Mrs. Harper re­
ceived some about the time of your call, so I 
did not telephone as you requested. As with 
many other families whom we know, illness 
and emergencies do contrive to stretch meager 
budgets so far that often such gifts are ex­
tremely welcome and necessary. 

We hope you will feel free to call our 
agency again. 

Sincerely, 
(signed by case worker) 

Some of the personal contacts in this case 
reached out to include sizable and important 
publics. One chain of relationships led from 
the neighbor who first told the newspaper 
about the family, to the Parents' League of 
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which this neighbor was a member; to the 
school the children attended; and finally 
to the district school supervisor. At the end 
of this chain the case worker and the district 
secretary of the Society met with representa­
tives of all the schools in the district. At this 
meeting the secretary explained the agency's 
services and, says the record: "At the request 
of one of the principals a list of social agen­
cies and their functions as related to this 
particular district was later sent to all prin­
cipals and supervisors." 

Another such contact occurred on the 
day after the newspaper story appeared, 
when the case worker met the newspaper re­
porter at the family's home. The reporter 
by this time realized that the situation was 
much more involved than she had supposed. 
The publicity had brought unexpected, and 
to her, very confusing complications. The 
case worker recorded that "the reporter re­
marked she was a bit sorry they had gotten 
into this situation and asked what I thought 
could be done and what she could tell 
people who wished to send more coal and 
give money." As a result of the case worker's 
explanations and her willingness to take 
over the responsibility, a follow-up story ap­
peared entitled "Kindness \Varms Home ­
Citizens Rush to Help Desperate Family." 
The story went on to tell of the Family 
Society's assistance, its plans for hospital 
care and care of the children, and gave re­
assurance to the readers that everything 
would be taken care of. 

The case worker's task of interpretation 
here was many-sided. The simplest of her 
problems was to show appreciation of sym­
pathy and to provide an outlet for generous 
impulses. Not quite so simple was the task of 
letting these many people of goodwill know 
that the Society could perhaps do a better 
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job than they could. This was done partly by 
explaining that the family needed.help and 
advice with added problems. Some people 
were told, too, that many others had re­
sponded generously; when the giver showed 
understanding, the worker invited agree­
ment that the large number of responses was 
in some ways wasteful and harmful to the 
family. 

A more difficult task was to meet the dis­
illusionment which set in as persons who 
came to the home or became involved in the 
family's affairs found Mrs. Harper not so 
"worthy" as she had seemed at first. The 
president of the Parents' League reported 
that "persons previously interested in the 
family ,,,ere pretty well disgusted and they 
refused to contribute any more help." Here 
the case worker, who had known almost from 
the beginning that the woman was incompe­
tent, unreliable, and sometimes nearly hys­
terical, had to dwell on Mrs. Harper's great 
devotion to her children and the children's 
love for their mother. For it was necessary to 
prevent or delay breaking up the family 
until it became quite clear that it could not 
be held together. 

DISCUSSION: Members of the study gTOUp 
may recall ways in which they took advan­
tage of opportunities for interpretation 
which occurred in the day's routine work. 

To follow up this discussion, the group 
members might agree to record for one week 
all contacts which offered a chance to ex­
plain their work to persons not immediately 
involved in a service. The record may show 
that the contacts were scattered, casual, and 
on the whole ineffective in increasing good­
will or making a service better known. This 
may be unavoidable, but perhaps the fault 
can be traced to one or more causes which 
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can be corrected. What does the group 
recommend? 

3. A Vocabulary for Conversation 

One of the commonest difficulties 111 

everyday conversation lies in talking about 
a technical subject in non-technical words 
which will be easy to understand. 

Here are two instances! in which workers 
took definite steps toward solving this prob­
lem: 

l'vfary P. Connolly, formerly the Director of 
the Health Education Division of the Detroit 
Department of Health, made a study of cer­
tain words and terms used by the department's 
employees in their work with the public. In this 
study, Miss Connolly undertook among other 
things to learn what the term "inciting agent" 
(a "sacred cow" to public health workers) 
meant to different groups served by the health 
department. The most interesting definition 
received came from a well-informed woman 
who said the term "inciting agent" might be a 
Fuller brush manl Miss Connolly also learned 
from her study that mothers disliked such 
terms as prenatal and postnatal. It simplifies 
matters both for the health educator and the 
mothers to supplant these cold terms with such 
phrases as "before the baby comes" and "after 
the baby is born." 

A health educator in Tennessee who under­
took a sanitation project in a rural community 
commenced his work by issuing instructions for 
the removal of all debris. He might just as well 
have addressed his public in a foreign lan­
guage, for debris was an unheard of word in 
the community. But results were obtained 
when families were requested to clean up their 
property. 

"\Vhether your subject is sanitation, nur­
sery care, budgets, home safety, family wel­
fare, or something else, it is best to tryout 

1. From "Credit Lines," in the American Journal of 
Public Health, April, 1941 , p. 373. 
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on the public the technical words most fre­
quently used by your staff. 

4. Answering Criticism in Conversation 
It is good practice in public relations to 

avoid the defensive position whenever pos­
sible. Yet much person-to-person interpre­
tation consists mainly of answering critics, 
doubters, and name-callers. 

For examples of ready answers to critics 
we turn to the VVPA,t which though dead, 
is not forgotten. Its ghost still walks - the 
ghost of the welfare agency most subjected 
to ill-deserved criticism. Here are some good 
brief answers to cri ticism: 

a. Harry Hopkins (Administrator of 
Works ProgTess Administration) "urged 
would-be critics to judge the vVPA as criti­
cally as they chose but to judge it on the basis 
of projects they could see with their own 
eyes. 'Go and see the improvements in your 
own community,' he urged. '\eVe will rest 
our case on what you find: " 

b. Howard Hunter told the "name­
callers": "Shovel-leaners just can't build the 
Los Angeles Airport, the Chicago Outer 
Drive, the parks in New Orleans and the East 
Side Drive in New York, the thousands of 
miles of improved roads, the thousands of 
new school houses." 

c. President Roosevelt took up the chal­
lenge that the projects were a waste of money 
by declaring that he already knew that 5 
per cent of the projects were of questionable 
value, but that he was proud of the fact that 
95 per cent of them were good. "I know," he 
added, "that the American people cannot be 
fooled into believing that the few excep­

\. The first three of these examples are quoted from 
The WPA and Federal Relief Policy, by Donald S. 
Howard. Russell Sage Foundation, New York, 19411, 
pp. 155 and 258. 
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tions actually constitute the general prac­
tice:' 

d. The jokesters used the WPA unmerci­
fully, and still do. One effective technique 
was to go along with them by telling a funny 
story which did not contain the implied 
criticism. A really amusing story, if deftl y 
introduced, and if your critic has a sense of 
humor) may sometimes disarm a stubborn 
adversary. A good laugh shared is common 
gTound. But this method must be used with 
care; if in doubt, don't. Here is one story 
that was used many times, with good results: 

It was flood time in southern Illinois, and 
vVPA workers had manned the boats all night. 
A rescued woman was looking for her husband. 
"The last I seen of him," she told the Red 
Cross nurse, "he was settin' on the roof of our 
house goin' down the river. And the last thing 
I heard him say was he'd be danged if he'd be 
took off by one of them Democratic boats." 

DISCUSSION: After discussing these ap­
proaches to critics, the group might experi­
ment with applying similar methods to some 
agency currently under fire . 

5. Interviews 
An interview is a special kind of conversa­

tion. As it is usually arranged ahead of time, 
you can prepare for it. 

a. Perhaps your part in an interview is to 
supply background information to the in­
fluential person who is to present a request 
of some kind on your behalf. For example, 
Mr. A., a member of your board, has agreed 
to call on Mr. B. to solicit a contribution to 
your agency. "Can you give me some notes 
or a statement of some sort?" he asks you. 
''I'd like something to refresh my mind on 
the main facts about the agency and some 
good examples - perhaps some results of 
your work, the kind of thing that would in­
terest Mr. B." 
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How many social agencies have the fore­
sight and take the time to prepare back­
ground information which their constitu­
ents and supporters can use in such inter­
views? 

The Kansas City Council of Social Agen­
cies prepared a five-page mimeographed 
blend of facts, figures, and case stories for 
speakers in their foster home campaign. 
This brief had the unusual merit of being 
as useful for informal interviews as it was for 
platform speeches. 

After a few introductory sentences ex­
plaining the purpose and sponsorship of the 
campaign, the material switched to ques­
tions and answers like these: 

Why Are Th ese Homes N eeded? 

. . . Some of these youngsters come from 
homes where the parents are separated. In 
some cases the mother may be ill and a home 
needed until she recovers. A few have been de­
serted or are wards of the court. . . 

Can These Children Be Adopted'! 

No. In practically every instance these chil­
dren have parents of their own to whom they 
hope some day to return. They need tempo­
rary care, varying from a few weeks to fifteen 
years, and you have the satisfaction of watching 
a youngster develop into a healthy, normal boy 
or girl. Homes must be available on a tempo­
rary, "lend-lease" basis. 

What Are the Factors Which Make a Good 
Home'! 

Very much the same surroundings you would 
choose for some member of your own family. 
(1) 	To protect both yourself and the youngster, 

all members of the family should be in good 
health. 

(2) 	 You should have time, patience and affec­
tion to give a child and agree, as a family, 
in wanting him or her in your home. 

(3) 	 Income should be sufficient to take care of 
your own needs as the man thly board paid 
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by an agency will be nominal and will 
cover only the child's expenses. 

(4) 	 Have adequate room for another youngster. 
(5) 	 Be within a 40-mile radius of Kansas City 

- all Kansas homes offered will be referred 
to Kansas agencies. 

(6) 	 Both white and Negro homes are needed. 

What Happens if the Foster Parents Want to 
Give up the Child? 
The agency assumes responsibility for plac­

ing the youngster in another home. 

Can You Give Us Some Specific Examples of 
Child,"en Who Have Been Placed in Foster 
Homes'! 
'Ve are including several true stories taken 

from the actual records of the sponsoring 
agencies. Use one or more of these in outlining 
the need for homes. 

The five briefly told stories which fol­
lowed were all easy to remember and easy to 
retell. 

DISCUSSION: Here the retelling of the 
campaign message is provided for by an­
swers to expected questions and by illustra­
tive case stories. vVhat other methods can 
you suggest which will make it easy for your 
spokesmen to talk with confidence and ac­
curacy as well as contagious enthusiasm? 

b. The passage below is part of a story 
called "Only a Conversation."! This was 
published many years ago, when our pres­
ent social security system was a dim hope in­
stead of the present accepted reality. The ex­
cerpt quoted here shows how a government 
interviewer gives a very simple, groping 
woman the experience of thinking beyond 
her own troubles and becoming herself a 
spokesman for a cause. Although this par­
ticular story is fiction, the way the govern­
ment interviewer meets the mind of this 

). By Viola Paradise, in The Atlantic Monthly, vol. 
131, no. 1 , January, 1923, pp. 81-93. 
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woman shows a fiU h-to-be-desired skill in 
conversat ion. 

A staff member of the Children's Bureau, 
studying child labor in oyster canneries, is 
talking to Mrs. Kazalski, who has been led 
by the boss to be suspicious of the "govern­
ment ladies." Miss Egmont has asked Mrs. 
Kazalski what she herself thinks about hav­
ing her children work. At first the mother 
is resentful. 

Yet something quite strange and new seemed 
to be pushing up in her mind. A slow anger was 
part of it, but there was another element in it, 
too. She had an opinion, and she wanted, not to 
be silent and sullen with this government lady, 
but to talk, to argue with her. Presently she was 
answering: 

"I think too bad for children to work; but 
what you can do? It's better to work and live, 
than to starve and die. ''\That would do poor 
people without husband, if the children don't 
work? Without the children, I no could make 
half to live on. Even with the children, I got a 
debt eighteen dollars, at the store. And you ­
the government - it don't give money, no? No, 
just questions it gives. How can help us - ques­
tions? The row-boss say you get money for ques­
tions, that's why things cost too much - for 
tax. You say it's good for children - questions. 
Will it help my children?" 

That was a long speech for Mrs. Kazalski. 
She was breathing hard and perspiring wi th the 
effort of it. 

Miss Egmont's face was thoughtful. "I'm not 
absolutely sure it will help your children." 
She spoke slowly, experienced in making simple 
people understand new things. ''I'm not sure 
the results of a study like this will come soon 
enough, though they may come in time to help 
the younger ones. Do you know," she went on, 

"that some states give money to widows, so 
that their hildren can go to school? And that, 
in s me countries, fathers and bosses and the 
government together pay for insurance, so that, 
if the father dies, the mother will have some 
money every month, and won't have to put the 
children to work? 'Well, how do you suppose 
those countries and those states came to do 
these things? They sent people like me to go 
and study what the people needed, how they 
lived and how they worked; and then they 
planned ways to help them. But it takes time, 
and to learn these things we must depend on 
what the workers tell us, and what the bosses 
tell us. You, when you tell me about your 
children's work and about your work, are 
helping the government to make things better 
for all children, even though the changes may 
not come tomorrow or for several years. I be­
lieve they will come in your children's lifetime. 
Don't you want to help make things better for 
children?" 

Mrs. Kazalski felt strangely moved. Only 
partly by the argument of her visitor, only 
partly by the visitor's personality. Mainly, it 
was the fact of this visit, the fact of this con­
versation, which had swerved her mind from 
its familiar groove into the rough vastness of 
new thinking. To think, for the first time in 
one's life, of anything outside the range of 
one's experience and obsen'ation, is a pro­
found experience. As Mrs. Kazalski's untutored 
but not stupid mind followed Miss Egmont's 
simple explanation, she forgot about her debt 
to the store, forgot Katie's cough (for Katie, 
listening intently, had not coughed for some 
minutes). A strange emotion welled up in her, 
a feeling of value, a feeling that her children 
were really important, not only to herself, but 
to the country. 

She shook her head several times. "It should 
be a good work," she said slowly, at last. 
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MA N Y A N agency carries on a large 
share of its work in the meetings of its board, 
staff, and committees. As interpreters we 
have an important stake in the success of 
these gatherings, which bring together 
representative citizens and professional 
workers. 

Almost everything that will be said here 
about board meetings applies equally to the 
numerous meetings of the important com­
mittees and conference groups which study 
community problems, debate controversial 
issues, and make decisions. Such meetings 
are already so costly in time, thought, and 
travel expense on the part of busy people 
that a little extra effort is warranted to make 
them pay maximum dividends. 

Perhaps the invitation to the meeting and 
the material sent out in advance should 
come under the heading of written words. 
Yet they are so much a part of the meeting, 
and so important to its failure or success, 
that we mention them here. Together, these 
written items say clearly to the recipient, as 
emphatically as though the words were 
spoken, either: "This meeting is a routine 
formality to be carried through as a matter 
of duty," or "This meeting is important; its 
subject matter is alive and interesting. The 
information that will heip you to prepare 
for it is being sent to you because your opin­
ion and your participation count." 

III 

MEETINGS 

Next come the agenda. To keep a meeting 
from overflowing its limits, and allow suf­
ficient time for discussion without produc­
ing a sense of pressure, requires as much 
know-how and restraint as one needs to hold 
copy within the margins of a well-printed 
page. 

Need the room be dark or bleak? If there 
is food, can it be hot in winter, cold in sum­
mer, and never too heavy? Can there be 
flowers on the luncheon table? Do these sug­
gestions sound trivial or irrelevant? Look 
back over the meetings you have attended. 
Wasn't business carried forward more 
briskly and smoothly when the stage was 
carefully set, not only for well-planned dis­
cussion, but also for a pleasant social occa­
sion? 

Enter your board. If your agency is in 
step with the times, each of these partners 
has something important to give. Together, 
they may represent your whole community: 
business, industry, labor, the professions­
and perhaps various minorities as well. They 
are informed about the agency and (you 
hope) ready to give its business their un­
divided attention. 'While they are gathering 
in this pleasant room, you have a few min­
utes in which, by practicing the conversa­
tional skills discussed in Chapter I, you can 
make your board members feel that they are 
welcome and needed. 
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Then comes the executive's report. It is 
to be hoped that it will be spoken, not read, 
and that it will be carefully timed. Every­
thing that was brought out in the previous 
chapter about using simple and direct lan­
guage, and keying the subject matter to the 
listener's point of view, carries over into this 
use of the spoken word. In selecting material 
for this report you have made good use of 
the news-sense that will be discussed in con­
nection with newspaper publicity. Your re­
port then is specific, timely, interesting, 
brief. You can test your skill, in successive 
meetings, by observing whether this inner­
circle public seems to have heard enough, or 
wants to know more, and whether its mem­
bers ask intelligent questions. 

Even the treasurer's report can be lively 

In Informal Meetings 

or deadly. It can reflect penny-pinching, or 
pride in the agency's purpose. 

Variety can be introduced by bringing in 
different staff members to share their first­
hand experience, and by reports from com­
mittees - especiaHy those on which board 
and staff members have worked together. On 
special occasions, simple dramatizations of 
the agency's work may help to make it real 
and vivid. The discussion of controversial 
issues will keep your board wide awake. 

These Olre simple, obvious suggestions 
which have all been tried and found work­
able. They apply equally to the business 
meetings from which increased understand­
ing and goodwill come as by-products, and 
to meetings planned especially to interest 
and inform a picked group of people. 

Oi<scussion Suggestions 

1. Here Is Your Meeting 
Since the study group is now holding an 

informal meeting, you have right at hand 
a good example for discussion. It is always 
easy to criticize the leader, the agenda, or 
the physical arrangements of the meeting 
place. Instead, why not see how, by your 
combined efforts, you can improve this ses­
sion and the next one? 

For example, would such a simple matter 
as rearranging the chairs make discussion 
easier? If the leader is not acquainted with 
the grou p or if the members do not know 
each other, introductions may be in order. 
The members are equally responsible with 
the leader for holding the meeting to its 
agreed subject and purpose. To do this you 
may need to reduce or revise the agenda. 
Before discussing your own meeting you 

may find it helpful to read the descriptions 
of carefully planned meetings which follow. 

2. The Board Holds an Open Meeting 
Not all board meetings need be devoted 

to routine business. In Binghamton, N.Y., 
members of the board of the Family and 
Children's Service Society decided that their 
business meetings gave them only an oc­
casional g1impse into the actual operations 
of their agency and into the problems of the 
people it served. To remedy this situation 
they planned a special meeting. Here in the 
column at the right is a description of their 
program; Mrs. George 'V. Brown, vice-presi­
dent of the agency, is reporting:l 

1. From "A Board Member Institute Pays Dividends," 
by Mrs. George W. Brown, in Highlights (Family WeI· 
fare Association of America), December, 1944. 
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Pleasant surroundings and 
enough time for a lei­
surely pace. 

The presence of the staff 
and special visitors ex­
pand the meeting's in­
fluence. 

Newcomers to the board 
learn how it all started. 

The agency is seen as part 
of the community, rather 
than an entity in itself. 

The clerical staff gets · a 
chance to show how im­
portant it is to smooth 
operation of the agency. 
Case workers describe 
their methods. 

.. . 'Ve tried to find an afternoon and evening that all board 
members would have free . . . but not a single day or Sunda 
could we find! Finally, some of us proposed that we meet in the 
garden of one of our members at five o'clock in the afternoon, have 
a picnic supper and continue until nine o'clock. 

Through a letter that outlined our plan for the Institute, we 
invited all board members and their wives and husbands; some 
good prospective board members; several interested clergymen; 
and a number of leaders in our city whom we wanted to inform 
about our agency's work. The staff, clerical as well as professional, 
was, of course, present. \Ve were really gratified by the high per­
centage of acceptances. 

At five o'clock a panel discussion was conducted by board mem­
bers around a table in the garden. One woman who has been a 
member of the board since its beginning (we are only four years 
old) told of how we came to be, how the need for our agency was 
discovered . . . . Then we had a short account of how we secured 
our office equipment. \Ve started in a most simple way, and it was 
with a great deal of pride that we could tell about the up-to-date 
equipment we now have. 

The treasurer then told how we finance the Society, told about the 
budget and its presentation to the community chest - details that 
had even been vague in the minds of the board members. The 
president explained the way in which the board is organized: 
the staff, the executive committee, the other committees that carry 
on efficiently. And then another board member, one of the initia· 
tors and founders of the agency, gave us a glimpse of our connec­
tion with other agencies, both in our own city and beyond it­
another clarification needed in many board minds. 

Supper ... provided a delightful occasion, a social mingling of 
staff, friends and board. vVe saw each other in a different way, 
rather than around our usual board table. . . . 

Then "the staff" . . . had a panel discussion. The office secretary 
showed us her methods of filing and tabulating records. The gen­
eral secretary told us about the case work program and explained 
new methods and approaches to people. Several other case workers 
told of problems . .. the family society seeb to help.... The 
question of physical and mental health and of the expert profes­
sional help within the reach of the agency was outlined by another 
case worker. 

The Child Care Committee's program was explained by the 
chairman, a board member. She told about foster homes and the 
investigation made before placing a child in such a home. 
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In Informal Meetings 

After this panel, the staff gave a unique and clarifying demonstra­
tion of the methods used in one case. There were three episodes 
in this family situation which showed just what the case worker 
had been able to do. Members of the staff took the parts of the 
father and mother, and the general secretary interviewed them, 
helped them plan a budget, talked to each sepal"ately about family 
and marital difficulties. This demonstration was perhaps the most 
illuminating part of the Institute.... 

Board members and friends felt that after these discussions and 
the demonstration we knew much more about what was happen­
ing in our agency. And the result of that knowing was a kind of a 
care and concern for it that we hadn't had before. 

3. A Continuing Plan 
and a Changing Audience 

In the public relations program of New 
York's Jewish Social Service Association the 
informal meeting is a major tool for build­
ing up referral sources and interpreting the 
processes of case work. 

Believing that no other single device for 
explaining its services has yielded a greater 
return, this agency has worked out detailed 
procedures for a series of educational meet­
ings, held in the district offices and in the 
headquarters of the agency, for constantly 
changing audiences. The series was planned 
at first as a means of reaching educators, but 
the invitation list was later expanded to in­
clude personnel directors from industry, 
trade union leaders, doctors, rabbis, health 
officials, and a variety of other strategically 
placed citizens whose work brings them into 
contact with prospective clients for the 
agency. The material for each session is re­
lated to the interests of a particular audi­
ence. 

There is nothing hit-or-miss about the 
programs of these meetings. Evolved by pa­
tient trial and error, the techniques became 

firmly established, and have been used with 
only minor variations for several years. 
Audiences are held down to 20 or 25, with 
last-minute additions barred unless places 
are left free by the inability of some guests 
to attend. Invitations go out well in advance, 
and each guest understands that his accept­
ance reserves a place which might other­
wise be used for someone else. Beginning 
and ending with rigorous punctuality, the 
meetings are timed to last an hour and a 
half. To heighten the impression of careful 
preparation, mimeographed programs are 
distributed and formal presentations are 
read. 

Here is a brief description of the proce­
dure. l 

"Vhen the invited guests arrive in our Con­
ference Room, they are seated around a large 
table. A program tells them that they will 
listen to case presentations, selected from the 
files of our Consultation Center, that the dis­
cussion will be led by its supervisor, and that 
three staff workers will present the actual case 
material. They know, too, that ... half the 
time will be reserved for their own questions 
and discussion. . . 

I. From "Backstage by Invitation," by Herman D. 
Stein, in Channels (National Publicity Council for 
Health and Welfare Services), June, 1945. 
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Our case stories have become tight, incisive 
summaries deli vered in no more than fifteen 
minutes. They are selected, not because they 
are success stories, not even because they are 
dramatic. They are chosen to illustrate case 
work process, to show how case work can help 
in a variety of si tua tions, to show how this type 
of service differs from other kinds of profes­
sional assistance. . . . 

The workers preparing the case discuss it 
first wilh the supervisor at the Center. To keep 
the time down, they select only those elements 
of the case that are most important and reveal­
ing. "Vhat comes across when the final product 
is read is a feeling of organized thinking and 
discipline - one of the characteristics of case 
work which is most difficult to interpret. The 
understanding and sincerity of the case worker 
also comes through - again by example rather 
than exposition.... 

The presentations are completely frank. 
. . . Perhaps more than anything else, this 
recognition of our visitors' intelligence has con­
tributed to a feeling of mutual respect. ... 

Guests feel perfectly free to air any doubts 
or criticisms they may have, or to raise ques­
tions for simple information or to discuss basic 
ideas. They ask about the differences between 
case work and psychiatry; the degree of respon­
sibility assumed by the case worker; the rela­
tionship of case work to their own professions. 
.. . Persons in a position to speak authorita­
tively for the agency are always present at the 
meetings. 

4. Citizen Groups Confer with a Staff 

A significant variation of this same theme 
of meetings for key people comes from 
Louisville, Ky.• where the Family Service 
Organization conducts monthly meetings 
for three Advisory Conferences. The term 
"conference" is used here to describe a 
group of representative citizens who advise 
the agency about its relations with the 
people of Louisville, and who also help to 
arouse citizens to act on community prab­
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lems affecting the welfare of the family so­
ciety's clients. 

Unlike those in the preceding example, 
these meetings are planned with a continu­
ing audience in mind, for members of the 
Advisory Conferences serve for long periods: 
some have remained active for fifteen years 
or more. Since the primary purpose of these 
conferences is to formulate recommenda­
tions to the agency's board, the agenda are 
not focused chiefly on case stories, but rather 
are built around broad community prob­
lems. 

Although the purposes and audiences are 
different, these two examples of meeting 
techniques show many similarities of ap­
proach. Hard work and careful planning 
are prerequisites for both types of meetings. 
Precise timing, advance invitations, formal 
agenda, presentations prepared beforehand, 
and clear-cut division of responsibility are 
common to both projects_ 

This is how the Louisville Family Serv­
ice Organization meets its responsibility 
for the conferences: 

a. The conferences are divided into three 
separate groups of about 25 members each. This 
prevents the meetings from becoming un­
wieldy and allows for spirited discussion. 

b. In the fall of each year, the entire staff 
meets to select the problems which will prob­
ably become most pressing during the year 
ahead. These are put on the tentative agenda 
for discussion by the Advisory Conferences. 

c. Two staff members are assigned to each 
conference; they in turn consult with the execu­
tive secretary. One of the agency's supervisors 
acts as chairman of the staff committee for 
program planning. 

d. Once the subject for a meeting has been 
chosen, one staff member takes the responsi­
bility for presenting it to all three conferences. 
Her approach is first historical, to give the 
audience the necessary background. Later she 
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sketches in the local picture and the conditions 
which apply at the moment. This presentation 
is wri tten in advance, read at the meeting, and 
kept as a permanent record in the agency's 
files. 

e. The chairman of the conference, who has 
been in on the program planning, raises sig­
nificant questions to start the discussion roll­
ing. 

f. Careful minutes are kept and distributed 
to all three conferences. In addition, the con­
ference sheet, or agenda, can be used by the 
members as a basis for informal conversations 
when the agency's policies are questioned. 

g. The findings of each conference are sub­
mitted to the board of directors to guide them 
in formulating policies. 

In Informal Meetings 

DISCUSSION: These examples of informal 
meetings describe projects carried out by 
family service societies. The purposes and 
methods, however, are adaptable to many 
situations. Holding an open meeting of the 
boar el is an exce llent idea for any agency. 
The public library or the health or welfare 
department might well set up citizen con­
ferences. Round table meetings similar to 

those which introduced a consultation serv­
ice might also interpret a public employ­
ment service to employer groups. 

vVe hope these examples will suggest to 
the study group other ways of using the in­
formal meeting as a tool for interpretation. 
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Telling Your Story 
by the Spoken Word 

IN FORMAL 

NOH A R D and fast line is being drawn 
here between large and small meetings. In 
general, however, the board and committee 
meetings previously discussed might have 
been held around a table, whereas the type 
of meeting to be considered here is one 
in which speakers face an audience. Both 
methods of bringing people together are 
important. The work of the nation and the 
world, as well as that of your agency, de­
mands both. To visualize the transition 
from one method to the other, let us say 
that you are now moving from a small room 
into a larger one, from an intimate group 
to one less familiar with your work, from an 
informal to a more formal situation. 

You may enter this new atmosphere in 
either of two capacities: as a speaker, carry­
ing the health or welfare story to one or 
several of your many publics, or as a planner, 
arranging a meeting at which one or more 
other people will speak. 

Think first of yourself as the speaker. 
''''hat is the purpose of this speech? It may 
be to interest the Junior League in sponsor­
ing a child welfare project; to inform a 
women's club about the need for foster 
homes; to persuade the American Legion to 
support a public health bill that is being 
considered by the state legislature. Or­
most difficult of all - you may have been 
asked to give what is loosely termed an "in­
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spirational" speech at the opening meeting 
of the Community Fund campaign. You will 
certainly expect some definite reaction from 
your audience; so"me change of mental atti­
tude or some specific action. 

No basic outline, like this course, can in­
clude even the main essentials of effective 
public speaking. It can, however, call your 
attention to one of the many How-To-Do-It 
bulletins of the National Publicity Council 
for Health and Welfare Services. How to 
Make a Speech and Enjoy It} by Helen Par­
tridge (see the reading references), deals 
briefly and realistically with its subject. Of 
stage fright, for instance, which you are al­
most certain to encounter at this point, Mrs. 
Partridge says: 

Treat your stage fright as the asset it is. Be­
forehand nervousness charges your batteries. 
The more multitudinous your misgivings, the 
more you will be goaded into preparation and 
the better your speech wiII be.... Remember 
that making the speech is fun, even if the an­
ticipation is not. Most speakers enjoy them­
selves. You probably will, too. 

There are plenty of good textbooks and 
courses on speech making, and people who 
must do it are learning to take advantage of 
them. By study and practice under a good 
teacher you can break down many of the 
barriers which separate you from your audi­
ence; you can eliminate annoying manner­
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IV isms of VOICe and gesture, and overcome 
temptations to use technical language, to 

overtalk the allotted time, or to speak in 
broad generalities without the aid of con­
crete ill ustra tion. 

Are you always thoroughly informed on 
the subject of your talk? (That question 
should be unnecessary. Alas that it is notl) 
Are you even a little excited about it? Abra­
ham Lincoln once admitted that he believed 
he would never be old enough to speak 
without embarrassment when he had noth­
ing to say. A warm faith in your message 
will communicate itself to the audience. 

How much, by the way, do you know 
about this audience? If the invitation to 
speak did not include the necessary infor­
mation, your letter of acceptance is your 
opportunity to check up on the group's age, 
sex, and special interests, and on how well 
informed its members are on the subject of 
the meeting. 'With these facts in mind you 
will be better able to look this public 
squarely in the face, and this, incidentally, 
has no small part in holding audience at­
tention. A columnist writes of a man long 
in public life that "notwithstanding years 
of experience he still drops his eyes and 
permits his phrases to drip down his vest." 

'Vhen it is necessary to read a wri tten 
speech, a verbatim copy is safer if you are 
likely to be quoted in the newspapers. The 
following questions may prove helpful in 
rehearsing the wri tten speech for careful 
timing: Does it "talk" easily? Are the sen­
tences short and simple? Have you used 
picture-making words? ("Chains," rather 
than "bondage." Instead of "Scripture," the 
"Bible.") -VVill the audience understand 
what action is expected? 

As the planner of a meeting, you may find 
a good use for another How-To-Do-It, 

In Formal Meetings 

Planning Your kIeeting, also included in 
your reading references. The check-list in­
cluded in the suggestions for discussion on 
pages 46-48 has been adapted from that man­
ual, which gives fairly complete coverage of 
a planner's responsibilities. 

Remember that now it becomes one of 
your duties to supply the information you 
needed when you stood in the speaker's 
place - details about the meeting room and 
the audience, for instance. 

The large meeting nearly always serves 
several purposes in a public relations pro­
8Tam. Your annual meeting, for example, 
is not only an opportunity for reporting on 
a year's work to friends and supporters. As 
a news peg in its own right, it also may be 
featured prominently in the press - espe­
cially if the speaker or subject has news 
value, or if key people attend. Some part of 
the prognm may go on the air. This may be 
the occasion to show a new motion picture of 
your work, or to distribute a pamphlet or 
folder. The spoken words of the director 
will become written words in the annual re­
port, which may be given wide circulation 
among a number of your publics. Any large 
meeting has all these possibilities, and the 
wise planner of public relations will be sure 
that none is overlooked. 

Several other techniques for use at meet­
ings (or on the radio, or both) have been de­
veloped from the speech and the conversa­
tion. Particularly useful when many-sided 
issues are up for discussion, or when an at­
tempt is being made to air both sides of a 
controversial subject, are the dialog'ue, 
panel, round table, and symposium. If you 
use these last three terms correctly, you may 
step to the head of the class, for they are 
widely misunderstood. 

Professor Harry Overstreet, originator of 
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the panel discussion, defines it as a "public 
conversation" in which a moderator and 
fyom three to seven colleagues take part, 
with the purpose of stimulating discussion 
from the audience. There are no set 
speeches. The mund table is more informal, 
and requires no audience. A chairman 
briefly presents the issues, and a smaIJ gTOUp 
of well-informed people discuss them. The 
symposium (often confused with the panel) 
is made up of several short talks, of perhaps 
uve to twenty minutes each, hy speakers who 
have different points of view on a single 
theme. 

The uses of the skit , play, or dramatized 
incident are too well und erstood to requiTe 
defi nition, but are more easily understood 
than accomplished. In her introduction to 
Follow the Leadenlzip - and Other Skits) 
Barbara Abel gives her recipe: 

First ... I would suggest that anybody writ­
ing skits try to be realistic and to talk plain 
English... . 

Discussion Suggestions 

1. Speeches 

Although, as we have said, this brief 
course cannot include even the main essen­
tials of good public speaking, it is possible 
and desirable for the study gToup to con­
sider the many possible choices of effective 
ways to present a given topic. 

For example, as a recognized authority on 
your subject, you may be invited to speak 
to many audiences made up of people who 
want authoritative information. They are 
prepared to listen to a straightforward in ­
formative talk, and are even glad to be intro­
duced to a few technical terms, especially if 
these are made clear by illustration. 

On the other hand, the speech may be in­
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Second, I would suggest that skit writers be 
opportunists. Grasp every opportunity to hang 
a skit on any knob of public interest that sticks 
out at the moment . .. if you choose a subject 
that is already in people's minds, you save 
yourself a lot of trouble; the ground is already 
prepared; you have only to take the idea and 
twist it, turn it inside out or upside down, as 
you adapt it to your own purposes. 

Third, as to stage settings and scenery. Never 
mind them. Ideas are what you want, and 
people and situations. This is no Little Theater 
Proj ect! 

Fourth, as to actors. I assume that you would 
be using volunteers and staff members. They 
will be sure to tell you that they can't act, and 
frequently they are right. But infrequen tly 
they are just being modest ... I have seen dull 
and indifferent people work up quite a sparkle 
after they have performed some part well. . .. 

Fifth - songs. I should use parodies if they 
are good parodies and have a point. If you 
don't know whether they are good or have a 
point, don't bother to use them! I'd use current 
popular songs (careful of copyright) or old fa· 
miliars.... 

tend ed to arouse an audience to action. Es­
pecially if the audience is only passively or 
mildly interested in the topic, or has no 
sense of reality about the subject as a pressing 
problem, your speech should be non-techni­
cal and human. In such a situation a speaker 
who knows the problem from personal ex­
perience or firsthand observation has a 
great advantage_ 

a. For an illustration of the power of a 
personal story, read this speech,l quoted here 

I. The speech was included in the Herald Tribune 
Forum report, R esj)oIJ sibility for VictoT)' (October, I !J -t5), 
and later appeared in condensed form in the Rt'ader's 
Digest . A similar account, under the title B en Kuroki's 
St ory, was published by the J apanese.American Citi­
l ens League of Salt Lake City, Utah . 
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in part, by Sergeant Ben Kuroki. You may 
have read it OT heard of it before, for it has 
been widely distributed in printed form. 
Sergeant Kuroki made the speech at the 
opening session of a forum sponsored by the 
New York Herald T ribune, shortly after the 
war. 

The town I came from is called Hershey, 
Nebraska. It's near the Platte River, between 
Cozad and Ogallala, about twelve miles down 
the road from North Platte. We've got a farm 
there - my father amI mother anel my brother 
George and I. \lVe raise sugar beets and seed 
potatoes. Dirt farming isn't a very easy life, but 
it suits us fine. 

I never traveled much. I'd go down to North 
Platte for feed, or go fishing up in the moun­
tains over in Colorado or down to Chicago to 
see my sister. I figured some day I'd get to New 
York, but I didn't plan on visiting Tokyo. 
Japan is the land of my ancestors, but I never 
had any desire to go there. And yet, one morn­
ing like a lot of other American boys, I started 
out down the road from my house and I was 
headed for Tokyo. And like a lot of other 
American boys, I got there the hard way. 

The day after Pearl Harbor my kid brother 
and I piled in the Chevrolet and drove 150 

miles down to Grand Island and enlisted. I 
remember, after we were sworn in and before 
we got our uniforms, we were on a train headed 
for camp. There were some people on the train 
and they stared at me and said, "''''hat's that 
Jap doing in the Army?" They said it good 
and loud, so I'd hear. It just knocked me all 
my feet. After coming from a town where I 
knew everybody, I suddenly realized that no 
matter where I was born or what was in my 
heart, to these people I was an alien. All the 
way to camp people kept looking at me, staring 
at me. I'll never forget that train ride. 

I went into the air force and applied for 
flying. Somehow my papers got lost; they al­
ways seemed to be lost, or held up somewhere, 
or going through channels. ' ,Vhen I finally got 
overseas it was as a clerk with the 93d Bomb 
Group. It was quite an outfit - the newspapers 
called it Ted Timberlake's Flying Circus. 

In Formal Meetings 

Those were the early days in England and 
things weren't going so good. Liberators were 
getting knocked oIT like flies, and there was a 
shortage of gunners. I remember one day in 
England, I picked up a magazine and read 
about an organization called the Native Sons 
and Daughters of the Golden ' ,Vest. They had 
a plan to isolate all Japanese-Americans down 
in the swampland somewhere. I kind of blew 
my stack when I read the ar ticle. I volunteered 
for gunner. I had five days of training, and 
then the outfit pulled out for Africa. 

I lIew my first bombing mission over Bizerte. 
Our tail gunner got it on that mission and I 
moved back to the tail turret and that's where 
I stayed. 'Ve tagged some rough missions those 
days - Naples, 'Wiener-Neustadt, Rome. 'Ve 
had a saying, "On the way to the target, you're 
flying for Uncle Sam. On the way back you're 
flying for yourself." 

My twenty·fourth mission was to Romania, 
to a place called Ploesti. It was the first low­
level raiel on that target. It was murder. Two 
out of nine planes in my squadron came back. 

I finished my tour of missions and our outfit 
was set to go home, but I volunteered to stick 
around anelfly five more. My kid brother still 
wasn't overseas and so I figured I'd just check 
off five mis 'ions for him. 

The last mission was Muenster, where flak 
ripped open my turret, the plexiglass cut my 
face, and the blast ripped all my oxygen mask. 
A gunner named O'Connel from Superior, 
'Wis., got a mask and held it to my face and 
everything came out okay. 

Then I came back to the States, back to Ne­
braska. I felt like a kid on Christmas morning. 
Everybody looked at my ribbons and shook 
my hand. It was wonderful to know that people 
appreciated what I'd done and respected me 
for it. 

'When I reported back to the Army in Cali­
fornia, they asked me to go on a radio program. 
That was still pretty early, when returned vet­
erans were something special. I really felt like 
a big wheel. I invited some of my buddies to 
see the show, and they all sat there in the front 
row. And then an hour before we were to start, 
word came through that I couldn't go on. They 
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didn't object to my being a tail gunner. They 
didn't mind my having two D.F.C.s. But it 
seemed I was a Japanese-American and that 
made it a controversial issue. 

It was just before I left for the Pacific I heard 
about Gorden Jergeson. I guess he was the 
closest friend I ever had. Back in Hershey we 
played together since we were kids. ''''e were 
on the basketball team. In high school he was 
president of the class and I was vice-president. 
I got a pass and went to see his folks. ''''e sat 
there and his mother remembered how we used 
to go duck hunting and I'd come by at three 
in the morning and honk the horn and wake 
everybody up. Gorden was killed in the Solo­
mon Islands. That was another reason for go­
ing to Tokyo. 

I'm no authority; I'm not an expert or a big 
wheel. I don't know anything that any boy 
from Nebraska couldn't telI you. But I know 
this: I fought with a lot of men in this war, all 
kinds - a Polish gunner, a Jewish engineer, a 
German bombardier and even a full-blooded 
Dakota Indian. I saw men wounded, and what­
ever land their grandfathers came from, their 
blood was always the same color. And what­
ever church they went to, the screams of pain 
sounded just about the same. 

I've had fifty-eight bombing missions now, 
and I'm still tired enough so my hands shake, 
and plenty of nights I don't sleep so good. I'd 
like to go home to Nebraska and forget the 
war, and just lie under a tree somewhere and 
take it easy. It's hard to realize that the war is 
not over for me. Not for a lot of us, Jewish­
Americans, Italian-Americans, Negro-Ameri­
cans, Japanese-Americans. ''''hile there is still 
hatred and prejudice, our fight goes on. Back 
in Nebraska on our farm, when I planted a seed, 
I knew that after a while I'd get a crop. That's 
the way it was with a lot of us in this war: we 
went to plant the seeds to bring in a crop of 
decency and peace for our families and our 
children. 

There are many personal stories behind 
the broad generalizations 'with which most 
of us tell about our work, whether we are 
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helping young people to deal with frustra­
tions, finding suitable employment for veter­
ans , promoting tolerance, or asking for food 
for starving people of a foreign country. To 
be sure, our stories are seldom as dramatic 
as the record of a gunner who has 58 missions 
to his credit. But directness and simplicity 
in telling one's own experience can be ap­
plied effectively to undramatic situations. 

DISCUSSION: In some forms of social serv­
ice the confidential character of the staff's 
individual experiences, as well as the reti­
cence of professional workers in talking 
about themselves, are handicaps. Yet in talk­
ing it over in your gTOUp, do you not, per­
haps for the first time, recognize themes 
which are best presented as accounts of per­
sonal experience? Perhaps one of your mem­
bers has returned from service in a flood 
area. Another has taken part in a demon­
stration to protest some injustice. One has 
had a hospital experience under conditions 
of overcrowding and shortage of staff; an· 
other has represented his group at a legis­
lative hearing and has been mercilessly at­
tacked by legislators opposed to a bill. 

b. Audiences flock to hear a speaker who 
can bring them a firsthand account of places, 
events, and people in the news. A report of 
things seen and heard can give reality to a 
subject, even though the speaker has per­
haps traveled only a few blocks to a part of 
town seldom visited by the listeners. Such 
a speech calls not only for well-observed and 
interesting material, but also for good re­
porting sense in selecting the highlights. 
For a famous speech giving a firsthand re­
port of things observed, let us glance briefly 
at the late President Roosevelt's speech on 
his return from a visit to the dust bowl. This 
is part of an address delivered on September 

6, 1936. Al 
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6, 1936. Although it was spoken to a radio 
audience, i t has qualities worthy of study 
by those who speak to smaller audiences 
gathered in meetings. 

I have been on a journey of husbandry. I 
went primarily to see at first-hand conditions 
in the drought states; to see how effectively 
Federal ancllocal authorities are taking care of 
pressing problems of relief and also how they 
are to work together to defend the people of 
this country against the effects of future 
droughts. 

I saw drought devastation in nine states. 
I talked with families who had lost their 

wheat crop, lost their corn crop, lost their live­
stock, lost the water in their well, lost their 
garden and come through to the end of the 
summer without one dollar of cash resources, 
facing a winter without feed or food - facing 
a planting season without seed to put in the 
gTound. 

That was the extreme case but there are 
thousands and thousands of families on western 
farms who share the same difficulties. 

I saw cattlemen who because of lack of gTass 
or lack of winter feed have been compelled to 
sell all but their breeding stock and will need 
help to carry even these through the coming 
winter. I saw livestock kept alive only because 
water had been brought to them long distances 
in tank cars. I saw other farm families who 
have not lost everything but who because they 
have made only partial crops must have some 
form of help if they are to continue farming 
next spring. 

I shall never forget the fields of wheat so 
blasted by heat tha t they cannot be harvested. 
I shall never forget field after field of corn 
stunted, earless, and stripped of leaves, for what 
the sun left the grasshoppers took. I saw brown 
pastures which would not keep a cowan fifty 
acres. 

Yet I would not have you think for a single 
minute that there is permanent disaster in 
these drought regions, or that the picture I saw 
meant depopulating these areas. No cracked 
earth, no blistering sun, no burning wind, no 
grasshoppers are a permanent match for the 
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indomitable American farmers and stockmen 
and their wives and children who have carried 
on through desperate days, and inspire us with 
their self-reliance, their tenacity and their cour­
age. It was their fathers' task to make homes; 
i is their task to keep those homes; it is our 
cask to help them with their fight. . . . 

In the drought area people are not afraid to 
use new methods to meet changes in na ture, 
and to correct mistakes of the past. If over­
grazing has injured range lands, they are will­
ing to reduce the grazing. If certain wheat 
lands should be returned to pasture they are 
willing to co-operate. If trees should be planted 
as wind-breaks or to stop erosion they will work 
with us. If terracing or summer fallowing or 
crop rotation is called for they will carry them 
out. They stand ready to fit, and not to fight, 
the ways of nature. 

'Ve are helping, and shall continue to help 
the farmer, to do those things, through local 
soil conservation committees and other co­
operative local, state, and federal agencies of 
government. . . . 

' ,Vith this fine help we are tiding over the 
present emergency.... 'Ve are going to have 
long-time defenses against both low prices and 
drought. 'Ve are going to have a farm policy 
that will serve the national welfare. That is 
our hope for the future. 

ASSIGNMENT: Read again these two 
speeches, one by a farm boy, the other by a 
president of the United States. Notice that 
both use short words, many verbs, simple 
sentences - and that both present vivid pic­
tures. 

Now ask two members of the class­
members who have good voices and read 
well - to read these speeches aloud in suc­
cession. Consider them from these points of 
vIew: 

1. Could Ben Kuroki's speech have been 
equally effective if it had been delivered in the 
third person by sumeone talking about Ben 
Kuroki? 

2. ''''hat would have happened to it if Ben 
Kuroki hac! talked about Japanese-Americans 
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in general, instead of his personal experiences? 
3. How important to the flavor of this talk 

would you consider the fact that Ben Kuroki 
was speaking, not as an expert nor even as a 
crusader, but just as himself - a simple, 
friendly, Nebraska boy? 

4. Granted that the rhetorical mastery in 
President Roosevelt's speech - the repetition 
for the sake of emphasis, the balanced clauses, 
the suddenly dramatic short sentences - were 
in large measure responsible for the impact of 
this speech, how would this same technique 
have affected you if Ben Kuroki had used it? 
How would President Roosevelt's have been 
affected if he had adopted the homely manner 
of Ben Kuroki? 

Ask each member of the class to prepare 
a five-minute talk £rom the point of view of 
either the participant or the observer in an 
activity or event related to his own work. 
Remind your group members to write their 
speeches not as Ben Kuroki or President 
Roosevelt wrote, but so as to reflect their 
own personalities and experiences. 

2. The Details of 
a Well-Planned Meeting 

Here, excerpted and adapted from Plan­
ning YOUT Meeting (see page 41), is a brief 
check-list of the multitudinous details which 
go into the organization of a smoothly Tun 
meeting. Some details may be eliminated for 
less elaborate functions. But by and large it 
is your scrupulous attention to just such 
niceties as these which will carry off the 
evening with a flourish. 

Choosing the date. 

Clear the meeting date through your com­
munity's central bureau. 

PrejJa1'l'ng with and for your speakers. 

Brief your speakers on the following: the 
time and place of the meeting; the topic and 
length of their speeches; the nature of the audi­
ence; the over-all plan for the meeting; the 
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names and backgrounds of other speakers and 
the topics of their talks. 

Get your speakers' permission for broad­
casts of their speeches and flash-bulb photo­
graphs to be taken during their talks_ 

Secure these things from your speakers: 
copies or summaries of their speeches; bio­
graphical data for publicity; complete scripts, 
if the talk will be broadcast. 

Arrange these things for your speakers: trans­
portation to the meeting; hotel reservations; 
entertainment before or after meeting; and 
equipment or props which they may require 
for their speeches. 

Invitations. 

Prepare and check your mailing list. 
Double-check the invitation's copy for date, 

place, hour, charge, and spelling of names. 
Send a follow-up card or letter as a reminder. .. 

DISCUSSION: The attractiveness and tone 
of the invitation to a meeting influence 
both the size and character of the attend­
ance and the expectations of the audience. 

Discuss both the attention-value and ap­
propriateness of these announcements. 
\Vhich emphasize the formality of the oc­
casion? Or its informality? 'Which feature 
entertainment? Enlightenment? Stimula­
tion? Performance of a duty? 

Meeting place_ 

Check the room for these: lighting - get 
extra bulbs if necessary; doors - for squeaks 
and fastenings; windows - for rattling; exits­
for traffic control; platform - for lectern and 
reading light. 

Be sure these are provided if needed: drink­
ing water; microphone or amplifier; guides, 
signs or placards; ticket collector; table for pub­
lications; flowers; exhibits; flag. 

Instruct ushers, if any. 
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For meal meetings. 

Select menu. 
Make seating plan with special attention to 

speakers' table and other guests of honor, and 
to the press table. 

Provide checkroom and attendant. 

For film showings. 

Preview the film. 
Arrange for operator, projector, and screen. 
Provide music if film is silent. 
Check for these things: right size and kind 

of projector; right type of current; electrical 
outlets; blackout arrangements. 

For bmadcasl meetings. 

Plan time schedule with care. 
Submit two copies of script to radio station 

in advance. 
If outside wire is needed, be on hand to show 

station engineer where to install equipment. 

Publicity. 

For newspapers: advance release; invitation 
to cover meeting; copies or excerpts of talks; 
photographs, if desired. 

For other agencies: announcement for bulle­
tins or newsletters; announcements at their 
meetings; posters; handbills. 

For radio: releases to commentators; arrange 
for interviews of your speakers. 

3. Two Meetings 
The meetings described in the following 

passages are in each instance reported, not 
altogether favorably, by persons who were 
in the audience. Both accounts undoubtedly 
will remind you of meetings you have at­

tended. 

a. The first is a panel meeting which did not 
quite come ofU 

. . . It was at a meeting of the Parent­
Teacher Association.... The agenda for the 
evening was not unpromising: (I) "'Velcome 
and Report" by the President; (2) "The Place 
of the School in Relation to Public Education" 

1. From "Strictly Personal" Department, in The Sat­
urday Review of Literature, February 9. 1946. pp. 20-21. 
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by the Director; (3) a panel discussion on "The 
Background and Purposes of an Experimental 
Progressive School" by two teachers and two 
parents, to be followed by questions and further 
discussion [rom the floor; (4) social hour and 
refreshments. So it was in a friendly mood that 
I armed myself for an evening of enlighten­
ment, prepared to come home a wiser and a 
happier parent. 

The president of the association . . . made 
a few fabulous observations about the parent 
body and its relation to the school. ... 

Applause; a quick silence. The director of 
the school was on his feet. . . . He looked crisp 
and he spoke even more crisply. "I think I can 
tell you in the four minutes allotted me what 
the place of the school in relation to public 
education is." Then, in the next three and a 
half . . . he explained it as "simply this: to 
serve as a model to all pH blic schools in the 
country, and if we can influence public edu­
cation in China, and Russia, and Turkey as 
well, we shall feel not only inspired but also 
rewarded.... " 

[Then the chairman of the panel announced 
the subject for discussion and introduced each 
of the members .] 

The faculty was represented by a high school 
teacher and an elementary school teacher; the 
parents chose as their spokesmen an elementary 
school mother and a high school father (who 
was practically silen t throughout the discus­
sion). I. assume that all four were representative 
of the roles they were to play in the panel. 

The discussion opened with the mother's 
asking "whether either of the teachers would 
care to say what the philosophy of this experi­
mental progressive schoo l is." The elementary 
school teacher did not care to say. It was "too 
intangible to put into words." Instead she ex­
tended a warm invitation to the parents "to 
see the school in action, to visit it as often as 
possible, to live with us... . " 

"That is very gracious of you," the mother 
offered, "but if we don't know what to look 
for, we can visit our children 's class rooms a 
hundred times and be none the wiser about 
your aims, or philosophy, or even what experi­
mental progressive education is." 
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The elementary school teacher agreed and 
discreetly dropped the subject. 

The high school teacher, however, was more 
adventurous; he was more than willing to 
"verbalize" the subject. "In the first place," he 
began, . . . "the primary object of an experi­
mental progressive school is to be a darned 
good schoo!. The old idea was that there were 
certain things which were important learn­
ings; a student was given those and then sent 
out into the world to be a success. 

"Then what happened? He wound up in the 
divorce court! Now our object is always to take 
into consideration the life the youngster will 
live. He may not know much about inter­
mediate algebra when he gets out, but he'll 
be a lot better equipped to keep out of the di­
vorce courts." 

I glanced over at the director to see whether 
or not he approved of this astounding defi­
nition of school aims. But I could not see his 
face; his eyes were on the ceiling. . . . 

The high school teacher was having a won­
derful time, though. Somebody had asked what 
a core course (the heart of the progressive edu­
cation curriculum) is. "Like anything else with 
a core, a core course is a course that has a core," 
he began. The parent shook his head in de­
spair. Our faculty member was in no way dis­
couraged. "Let me put it this way," he "verbal­
ized" patiently. "A core is the principal thing, 
the central learning which the teacher expects 
of the child. A core course aims to give practice 
in thinking with materials." 

At this point the father on the panel made 
his sole contribution to the evening. "It makes 
children think, across fields," he explained. ... 

Then some one on the panel tossed in "de­
velopment of leadership" as an aim of experi­
mental progressive education. A parent from 
the floor observed that it had been her experi­
ence with the school that, frequently, glib as­
sumption of abilities passed for genuine leader­
ship. . . . The elementary school teacher 
rose . . . to her denial; why the school made 
a special point of bringing out the shy child! 
But the high school teacher had his own an­
swer. "Don' t you adults vote for dopes? Then 
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why do you expect your children not to fall for 
the phony or the loudmouth?" . . . 

Though we draw the curtain of charity over 
the rest of the scene, there is still a serious point 
to make. And here I must assure the reader 
that I admire deeply the human approach and 
ever-widening horizon of progressive education. 
Its ideals are not only high, but also profoundly 
valid. In fact, what stirred me to record this 
experience is the reluctant realization that pro­
gressive educators are their own worst detrac­
tors. 

Why, when they are asked for a simple defi­
nition of progressive education, must they hide 
behind polysyllabic jargon? "Learnings," "ver­
balize," "we-relationship," "areas," "experi­
mental progressive education" (as if progressive 
education were not automatically committed to 
salutary experimentation). Granting them the 
need for these unimaginative descriptives in 
their trade, why can't they still telescope in in­
telligible language their methods and their 
goals? 

If progressive education is presented to the 
parents (and laymen in general) as something 
so complex that one must write a book every 
time he is asked for'a simple explanation of a 
term or method of approach, if it is so experi­
mental and unpredictable that its language has 
not yet caught up with its processes so that it 
can communicate with the world outside of the 
school walls, how can it inspire the confidence 
that it can communicate with the children 
themselves? 

. . . Until they learn their own goals and 
methods so clearly that they can talk about 
them concretely, they will always give out· 
siders the feeling that there is less here than 
meets the eye. 

Until they learn, the epitaph for progres­
sive education will have to read : "Never was 
so little concentrated into so many words." 

b. Now let us look in on a mass meeting. 
This humorous account of one is worth 
reading before you plan a big affair. The 
conversation quoted below appeared in 
"The Press Pussy," by Barbara Abel, which 
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enlivened the back page of the Y.W.C.A.'s 
Woman's Press1 for many years. Although 
the conversation is imagined, the mass meet­
ing described was real. 

... "you went to the big 'Win the Peace' 
mass meeting at the Stadium last night. How 
was it?" 

"It was elegant! Twenty thousand people­
and me in a box! I tell you that's one nice thing 
about working for the Y.W.C.A. - you do get 
to sit in free boxes now and then." 

""VeIl, do go on and tell me about it," I 
encouraged. 

"It was stupendous. It started with an Epis­
copal bishop at 7:00 o'clock and ended with a 
Jewish rabbi at 11 :45." 

"Merciful heavens!" I breathed. 
"'VeIl, don't forget, winning the peace takes 

time. Everybody on the program took his time. 
The bishop's invocation wasn't just a casual 
greeting to the Lord; it was sort of a complete 
resume of the war and a rough outline of the 
peace. Same with the rabbi's benediction. It 
was kind of a report to the Lord of the Findings 
Committee for the whole mass meeting, with 
recommendations as to how he should carry 
on from there. It was grand." 

"Let's get on with the meeting," I suggested. 
"'VeIl, it started with community singing, 

just like the Y.W.C.A., only wilh a good ac­
companist. Then a little girl sang the 'Star 
Spangled Banner: and then the Great Lakes 
Band took over." 

"And what has the Great Lakes Band to do 
with winning the peace?" I inquired. 

"Don't rush me, I'm only lip to 9:00 o'clock. 
Then came a big man from the c.I.a. and he 
made a speech for half an hour covering every 
point that everybody else covered later on, but 
getting there first. Then came the A.F. of L., 
bless him." 

"V.rhat did he do?" 
"He patted the head of the little girl who 

had sung the S.S.B., said the A.F. of L. agreed 
with everything, and sat right down. I bet he 
made 20,000 friends for the A.F. of L. right 
there." 

I. October, 1943, p. 436. 
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"All right, all right, let's get down to Wal­
lace," I suggested. 

"Land sakes, not yet, it's only about 9:30. 

Then came Senator Ball." 
"Oh, the Ball Resolution Ball." I pricked up 

my ears. "What did he say about his Resolu­
tion?" 

"He seemed in favor of it. He said the United 
Nations had better get a world organization 
started while we are all so crazy about each 
other, and not wait till human nature rears 
its ugly head. He said we'd better get it down 
in black and white and mean what we say. Such 
a nice man, for a Senator. I yearned over him 
- so young, so brave - and a Republican! I 
think "Vallace sort of likes him, too." 

"You mean, we're actually coming to Wal­
lace?" 

"Oh, sure, about 10:00 o'clock. After he had 
waved his arms and shaken hands with every­
body for the photographers for about fifteen 
minutes, he got going good. He took one of the 
Four Freedoms and raised it to Seven." 

"'Vhat were they?" I asked. 
"Oh, I lost count, but anyhow we've covered 

them all in the Public Affairs Committee, so 
don't worry. He said a People's Peace is the 
gateway on the path to the Century of the 
Common Man, and that the world would have 
to be handed back to the folks who owned it 
- and I gathered that they wouldn't all be 
American ci tizens." 

"A very fine note to end on," I said approv­
ingly. 

"Who said anything about ending?" grinned 
the Pussy. "It's only about II :00 o'clock. Then 
we had an inspiring speech from the Federa­
tion of Labor, followed by a boogie-woogie 
pianist, followed by Paul Robeson, followed by 
Walter Huston." 

"'Valter Huston!" 
"Yes, indeed, and then Orson "Velles and 

the rabbi." 
"Orson'Velles!" 
". . . All in all, it was a grand evening. And 

the general secretary and I agreed that we 
hoped all the people there would stick around 
for the postwar world." 
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4. Dramafic Feafures of Meefings 

Dramatizations need not be formal to be 
effective. They can and do range all the way 
from carefully rehearsed and elaborately 

- staged productions to brief interpolated 
dialogues used only to spotlight the most 
significant points on the program. 

a. The Commission on Community In­
terrelations of the American Jewish Con­
gress regularly uses the latter method as one 
of its meeting techniques. As part of a re­
search program designed to analyze inter­
cultural prejudice and determine how best 
to cope with it, the Commission has ''lorked 
out a series of dialogues reproducing typical 
incidents in which prejudice finds expres­
sion. The conversations are presented to the 
audience in this fashion: 

The stage is set by an announcer who 
reads this brief explanation: 

The scene is on a crowded bus. There's the 
usual rush hour crowd, men and women, some 
on their way home from work, some carrying 
packages, one or two trying to read newspapers. 
You see some of them here; you'll have to 
imagine the others. This man is Joe Smith and 
this is Bill Jones. They are both on their way 
home from work. They don't know each other 
and neither of them knows anyone else on the 
bus. 

As people push toward the back of the bus, 
a man bumps into Joe Smith. 

Now the characters take over, still without 
benefit of props or staging: 

S~UTH: 	 Hey, quit shovin'. 'Vho do you think 
you are anyway? (To the crowd in gen­
eral) Isn't that just like a Jew, always 
shovin'. 

JONES: 	 Hey, cut that stuff, Bud. The bus is 
crowded and people can't help bump­
ing into each other. You know you've 
been bumped plenty of times by people 
who weren't Jewish. 
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SMITH: 	 Oh, I suppose so, but it's usually the 
J ews. They want the whole bus to 
themselves. They think they own every­
thing. 

JONES: 	 You've got the wrong dope. I've worked 
with a lot of Jews and they are just as 
good as anybody else. Maybe some of 
them are rude. . . . 

SMITH: 	 That's just what I've been telling you. 
JONES: 	 But plenty of them have better man­

ners than you have. If you'd only think 
about 	the Jews you know, instead of 
shooting off your mouth, you'd see that 
you're all wet. 

S"'UTH: 	 Say, what ... 
DRIVER: Sixth Avenue. Move to the back of the 

bus please. 

This same incident is then presented with 
variations. Smith is always truculent, but in 
the succeeding renditions Jones takes sev­
eral different tacks in his efforts to argue or 
persuade. At the end, the audience is asked 
which of Jones' various approaches seemed 
to be most effective. 

Although originally designed purely as a 
research technique, this device is also an 
educational tool and an awakener of dor­
mant interest. For the Commission's staff 
has discovered that these informal dramati­
zations bring the problem of prejudice to 
life. They appeal to the audience's sense of 
fair play more forcibly and more directly 
than any amount of oratory on the subject. 
They compel attention. Most important of 
all, they personalize the problem for the 
audience. 

Used mainly with small groups, the dia­
logues have proved their power with such 
widely diversified audiences as women's 
clubs,.Sunday School classes, teachers, min­
isters, social workers, union members, and 
such heterogeneous audiences as have some­
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times been selected at random from the 
crowds on a city street. 

b. Even dramatizations with no prepared 
script can be lively teaching tools if they are 
properly thought out and paced. For a health 
and weHare institute presented by the Cleve­
land vVeHare Federation, a committee of 
social workers used an ingenious presenta­
tion designed to build mutual understand­
ing between members of the City Council 
and the social workers and volunteers in the 
audience. 

Patterned after the conventional hearing be­
fore the Finance Committee of the City Coun­
cil, the skit relied on its players' quick wits to 
supply the impromptu dialogue. But the over­
all theme of the playlet and the major points 
which would be stressed were all carefully 
planned in advance. 

Important city officials played themselves in 
the skit. Other roles were filled by social­
agency executives, whose parts and personali­
ties were agreed upon ahead of time. Some 
played bona fide applicants for funds for legiti­
mate causes; others played interested citizens, 
irate taxpayers.. cranks; a few were assigned to 

comic relief. 

The real chairman of the Finance Commi ttee 
opened the mock hearing, using his gavel with 
enthusiasm. He called first on certain mem­
bers of the city's Department of Health and 
Welfare to speak on aspects of the budget. 
Three or four requests for funds were presented 
from reputable agencies for highly desirable 
purposes. These statements of purposes, inci­
dentally, helped to interpret the work of these 
agencies to the audience at the institute. Mem­
bers of the City Council asked searching ques­
tions and intelligent answers were given. 

Meanwhile interruptions were frequent. One 
member of the cast, representing the "Society 
for the Preservation of Home Life," kept the 
audience amused by introducing irrelevant ob­
jections and making a garrulous appeal of her 
own. "I understand," she pointed out, "that 
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a careful study of this very budget you have 
been discussing will show more money al­
located for the care of cemeteries than for the 
preservation of family life. You care more 
about what goes on underground than what 
happens here above the soil. I am here," she 
concluded dramatically, "to see that some­
thing is done about overhead." 

Appraised as an unqualified success by spon­
sors and audience aiike, the skit fulfilled its 
purpose in establishing the following facts: 
that the members of the Finance Committee 
are keen businessmen, trying to do a real job 
for the city; that they receive many requests. 
some of which are absurd; that requests are 
given orderly consideration; that the members 
are alert to find the reasons for the appropria­
tions requested; that in order to grant increases 
they must find new sources of income or pos­
sible places for cutting costs. 

Although the skit was not rehearsed and 
required little preparation - only an ad­
vance meeting of the members of the cast ­
it must be kept in mind that these people 
were thoroughly familiar with the situations 
and personalities they portrayed. Neither 
the Council members nor the agency execu­
tives needed to be briefed on the kinds of 
facts to present or the type of questions to 
ask. For a similar impromptu skit in which 
the characters played unfamiliar roles, more 
preparation would almost certainly be neces­
sary. 

c. For its tenth annual meeting, the 
Ryther Child Center of Seattle chose a full­
scale dramatic production. The script was 
professionally written and produced, with 
the local little theater group providing the 
cast, the theater, and the props. The neces­
sary sound equipment was offered by a radio 
station. A local women's club took the re­
sponsibility for a reception following the 
play. 
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Describing the experiment as "an attempt 
to present agency services in a form more 
vivid than the typical annual-meeting 
speech," the agency reports that this pro­
duction seems to have "definitely advanced 
social work interpretation in Seattle." Al­
though the sponsors originally were skepti­
cal about their ability to fill a theater that 
has a capacity of 350, the early response to 
their invitations forced a second production 
of the play - and even after that some 200 

additional applicants had to be turned 
away. Observers reported that the play 
mi(Tht have run for a solid week, playing toc 

capacity audiences. Even more significant 
is the fact that clients who attended the per­
formance expressed complete satisfaction, 
and a number of referrals to the agency were 
directly traceable to the play. 

This drama, consciously planned to be 
dignified and impressive, ,vas in a semi­
poetic vein. The story revolved around three 
boys who figured in a minor crime. The 
varying attitudes of the boys and of their 
parents gave the writer an opportunity to 
show the agency's quiet understanding of 
motivation. 

The burden of interpretation was carried 
by a narrator who personified the agency. 
Here is a typical passage from his script: 

In Formal Meetings 

Ryther is children. 
Tonight at the Center 
The day's log might read like this. 
Jerry who is four, was never sure of his mother's 

love 
It was both love and hatred. 
To protest he lit a fire. 
The parents burned his fingers. 
Not enough so that the flesh came off 
But so they blistered. 
He wants to hear again 
The story of Goldilocks and the Three Bears 
Because when he tells it now 
He can't get beyond the door to the little 

cottage 
Where Goldilocks knocks and knocks 
But no one will let her in to get warm 
Because there's no one home. 
Harold is proud tonight 
Because he tried ... 
Over and over he tried 
And he won. 
He wasn't frustrated, defeated, overcome 
He won. 
It doesn't matter what he did, you see 
It might have been putting his coat 
Into an overcrowded locker 
It happened to be jumping over a broomstick. 
They were all doing it 
And he went away where he couldn't be seen 
And he jumped, and he fell 
And repeated it ... bruised his shins. 
But then he jumped it, and it was good. 
Harold is winning back to the family of men 

again. 
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Telling Your Story 
by the Spok.en Word 

ON THE 

WH EN YOUR spoken words go on 
the air they carry the health or welfare story 
out to that final circle, the "general public." 

Your relationship to the radio public has 
changed so greatly during the past decade, 
and is still changing so swiftly as this chapter 
is being written, that only a brave prophet 
would dare to forecast what it will be tomor­
row. The possibilities of television - to use 
only one example of new technical develop­
ments - are unpredictable. 

Before the war, radio was still pre-emi­
nently a medium of entertainment. After 
Pearl Harbor it became, overnight, pre­
eminently a medium for spreading news; in 
one stride it overtook the daily press. The 
tremendous development of newscasting 
created great new audiences who were more 
eager for facts than for fun. The educational 
possibilities of radio were instantly and 
enormously increased; education by radio 
still is in its infancy. 

But radio's hazards are as great as its pos­
sibilities. No other audience can walk out 
on you, by thousands, in a split second, as 
can this most casual and merciless of your 
publics. 'When the war ended it again be­
came at least as eager to be entertained as 
to be informed and persuaded, though cer­
tain sections will stay with you if you can 
catch and hold their personal interest at the 
time of day when this interest is available. 
Mothers will listen to child-guidance pro­
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grams. Young married couples may be in­
trigued by discussions on budgeting small 
incomes. Almost everybody is interested in 
health, and youth programs are pretty sure 
of an audience - always provided that the 
material is skilfully and vividly presented. 
For the radio public is even more critical of 
the "how" than of the "what." The day is 
past when the worthiness of your cause will 
persuade the listener to condone a careless 
or unrehearsed broadcast. It is now true in 
big cities, and is daily becoming more true 
everywhere, that such a broadcast has little 
if any chance of going on the air. 

Upto this point, working outward through 
the various circles, you alone have been re­
sponsible for the success or failure of your 
public relations program. Board or commit­
tee meetings might accomplish nothing, the 
speech might fail, the panel flop, and yours 
alone would be the blame. 

In this final outer circle, however, you 
meet the technical expert who is at once 
your censor and your assistant. Educational 
directors, producers, sound engineers, and 
musicians make the rules by which you use 
the radio. They also stand ready to help 
maintain a high level of excellence in sus­
taining programs which meet their require­
ments. 

Free time no longer goes begging. The 
big networks and local stations parcel it out 
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Educational 

in small units, and expect a great deal in 
exchange. They want names and events 
with news value. They give preference to 
social and health agencies whose services to 
the community are unquestioned; agencies 
that pull their own weight in listener in­
terest. Generally both networks and stations 
prefer to deal with national agencies, or 
with federations or groups of agencies that 
can pool their financial resources and em­
ploy skilled wTiters and professional actors. 
Radio people expect at least to deal with 
public relations people who thoroughly 
understand the essentials of modern radio 
technique. 

Really important meetings have a chance 
of going on the air. nut they must be timed 
to the second. This timing has been excel­
lent discipline for health and welfare plan­
ners, who formerly were far too casual about 
the beginnings and endings of programs. 

You will be asked to produce speakers, 
and will find this less difficult than it used 
to be, for the past decade has greatly in­
creased the number of unquestioned au­
thorities on such subjects as housing, nu­
trition, recreation, and family counseling. 
You must shepherd your speakers to re­
hearsals, and frequently you will have to 
prepare at least a first draft of their talks 
or interviews. You will be asked to write 
spot announcements, and you may be called 
on to work with other agencies on plans for 
a series of broadcasts. 

When you have done your part, the tech­
nical experts of your network or station will 
whip your material into shape and rehearse 
your speakers. The importance and time­
liness of your ideas and the excellence of 
your preparation will certainly influence 
the decision as to how much you are given 
of available sustaining time, and when. Sus­
taining time is unsold time which the sta-

On the Radio 

tion or network may give away, or use for 
non-commercial programs. 

Carry your news-sense with you, then, 
into this outer circle. Select material about 
which your public is thinking and talking. 
Remember that you are competing with ex­
pensive talent and with educators and show­
men of rare ability. Remember that re­
straint is especially important here, for one 
idea is all that you can hope to get across in 
the average program, and this one idea must 
be hammered home by repetition, without 
monotony. 

Listen long and well to radio programs, 
and study them carefully before even be­
ginning to plan your own. Consult your 
local stations as to when and how your ma­
terial will fit their schedules: As a spot an­
nouncement between programs? As an in­
terview with some commentator who wel­
comes guests to his broadcast? As a drama­
tized case story? Note that there are fashions 
in radio programs; new devices appear fre­
quently - the quiz program, the contest, the 
youth forum, to name a few. 

Occasionally there may be a place for 
your story as a part of a network show or a 
local station progTam. Radio: How, When 
and Wh y to Use It, by Beatrice K. Tolleris,t 
says of these ready-made opportunities: 

As a supplement to your own programs - or 
even as a substitute for them when your broad­
casting plans are not extensive - don' t over­
look the fertile possibilities in these ready-made 
avenues to the public. Remember that a three­
minute spot on an already popular program 
may bring you more listeners than a half-hour 
broadcast which must find its own audience. 
Remember, too, that the loyal fans of well­
established radio personalities approach their 
favorite programs with an acceptance which 
you will rarely be able to rival. 

l. National Publicity Council for Health and Wel­
fare Services, New York, 1946, pp. 34-35. 
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How to Interpret Social Welfare 

Discussion Suggestions 

1. Asking for Time on the Air preciation of the letter she wrote telling the 

Free time no good results of last year's series. She tells longer goes begging. The 
him how much the Council owes the stationbig networks and local stations parcel it out 
for results obtained through the broadcasts,in small units, and expect a great deal in ex­
and after an 	exchange of compliments, the change. 
two agree on a proposed new series: 

The right and wrong way to ask for free 
MISS WHITE: I'll come directly to the point: intime on the air are illustrated in a skitI 

planning KXYZ's fall schedule,
which formed part of a training course in 

will you consider six I5-minute 
community 	broadcasting given by the As­ broadcasts sponsored by the "Vel­
sociation for Education by Radio. The au­ fare Council and seven allied 
thor of the script is publicity director for a civic groups? 

MR. Sl\UTH: Eight sponsors?Minneapolis social agency. 
MISS ''''HITE: Here is the complete list. By

In part one, "How Not to Ask for It," combining forces, we can produce 
Mrs. Brown of the Civic Betterment League 	 a more varied program, we can 
calls on Mr. Smith, the manager of Station 	 afford to pay for a professional 

script and production, and we can KXYZ, to tell him that the League has de­
reach a larger audience.

cided it wants time on the air. She explains MR. SMITH (reading) : This is an impressive list. 
that the League members, "who are really MISS'VHITE: The title of the series is Maybe 
superior people," do not value radio. They You Know Them. .. . 
really look down on it. Mrs. Brown inter­ MR. SMITH: H-mmm, not bad ... not quite 

up to For You and Y oun. Excuserupts all Mr. Smith's efforts to find out what 
me. I didn't mean to interrupt.

she has to offer. She proposes a series of MISS VVHITE: O-oh, don't you think so? Per­
broadcasts on the postwar world - "series haps you are right. ... You see 
sounds so much more impressive." each broadcast will be based on a 

true story taken from the caseThe broadcasts will be listened to by the 
records of the 'Velfare Council

very best people, she assures him. The year's . with the circumstances 
report of the League will give him some changed just enough to avoid 
ideas for preparing the programs. She is very identifying the real person . . . 

and we will emphasize that it isindignant when he explains that the station 
a true story of work which savedcannot prepare the scri pts. After doing most 
the life of ... 

of the talking and saying all the wrong MR. SMITH (adding): Someone You Know . . 
things, she leaves, airily assuring him that There's your title... . 
"You will be seeing me again, soon." ~\'hss "VHITE: Someone You Know . ... I do 

like that! It will work out well , Part two presents Mr. Smith and IVIiss 
too. . . . I can think of a theme 

\Vhite, the 	"alert secretary of the Com­ to go with that. ... But I must 

munity vVelfare Council." He expresses ap- return to my salesmanship, Mr. 


Smith_ By uniting eight organi­

I . "Time on the Air," by l\Iurie1 Steward, in AER zations in sponsoring this new 

]oumal, Chicago, January, 19j6. series, we can do eight times the 
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It will work out well, 
I can think of a themc 
that.... But I must 
my salesmanship, l\h. 
uniting eight organi­
sponsoring this new 

can do eight times the 

promotion on the series which we 
did last spring. At a meeting last 
week we worked out this plan, 
which I hope will meet with your 
approval: A special mailing to 
56,000 names . . . (This would 
be a postcard). Displays in seven 
Loop windows. . . . Announce­
ments in newspapers and maga­
zines to precede the opening of 
the series. . . . Announcements 
before every audience which our 
speakers' bureau schedules dur­
ing the next two months.... 

MR. SMITH: Group sponsorship of a pro­
gTam which has wide community 
interest is something which I 
have hoped for for a long time. 
. . . It gives one series a chance 
to do a better job . .. and, with 
such backing, it deserves a good 
spot on the schedule .... 'Vhen 
could I get a copy of your first 
script? 

MISS W'HlTf: (opens a large envelope): I have 
the first three scripts right here. 
I'll leave them with you. Of 
course, we will be changing the 
title. I like your suggestion, 
Someone You Know . ... Other­
wise, here are three completed 
scripts. By the way, there will be 
no production assistance needed 
from the studio. vVe are engaging 
the same production man and the 
Radio Guild Players, just as in 
our spring series.... Agreeable 
to you? 

MR. SMITH: 	 Agreeable? I am enchanted. This 
is going to be completely painless 
for KXYZ, best of all it's sure-fire 
good listening. Just as soon as the 
schedule is definite I'll let you 
know. 

i\'lIss \VHITE: 	That will be the go-signal for our 
publicity before the first broad­
cast. I will mail KXYZ a com­
plete outline of our promotion 
plans and keep you informed . 

On the Radio 

MR. SMITH: 	 Thank you for coming in and my 
congratulations on the new series 
and your plans for it. .. . 

NARRATOR: 	 This concludes T ime on the Ail", 
which teaches an obvious lesson. 
The participants (Mr. A., Miss 
B. and Miss C.) in real life, have 
no relation to the roles which 
they played. Mr. A. is not as mild 
as M1'. Smi th of Part I nor is he 
the push-over he appeared to be 
in Part II. (He wouldn't settle 
for three scripts in advance, he'd 
demand all thirteen.) Miss B. is 
not gushy and Miss C. wouldn't 
let anyone, even an educational 
director, change the title of a 
show, without a fight. All resem­
blances to persons living or dead 
are unintentional. 

ASSIGNMENT: Ask two members of the 
class to read this script aloud. Then have the 
group discuss how much Miss White's voice 
and manner affect the impression she gives. 
Read one way, her lines could leave an im­
pression of irritating omniscience and self­
satisfaction. But if her part is read with em­
phasis on sincerity, she can sound honestly 
co-operative. 

2. A Test of Audience Interest 
No other audience can walk out on you, 

by thousands, in a split second, as can this 
most casual and me1'ciless of your publics. 

Let's suppose that each of you is at home 
dialing your radio in search of an interesting 
progTam. You pause as a pleasant-voiced 
woman is saying, "In my talk to you today, 
I am hoping to make clear some points 
which I think may have been overlooked in 
all that has been said and written about 
child adoption in recent years." Adoptions? 
You might like to hear about them. 
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How to Interpret Social Welfare 

Part of her talk is reproduced below. Let 
one member of the group, preferably some­
one who has read the talk in advance and 
who has a clear, warm voice, read the script 
to the others. Each of the listeners should 
raise his hand, to indicate that he is turning 

the dial, at the point when his interest in the Much 
program drops. The leader should record 
in appropriate places in the margin of the 
scri pt the number of hands raised. 

Keep reading until all hands have been 
raised or until you reach the end. 

thir 

This shows signs of be­
coming academic. Are 
any hands ujJ yet? 

Still no direct tie-up 
with the misapprehen­
sion which caught at­
tention in the ofJening 
fJaragraph. 

Now it is taking on an 
advertising flavor. 

Still no answer to the 
origi1lal implied ques­
tion - what happens 
when you set out to 
adof)! a child? We 
seem to have switched 
audiences now and to 
be addressing mothers 
who want to place 
their c1iildren instead 
of peof)le who want a 
child. 

I think that many people, when they first consider adopting a child, 
are under the impression that they must either go to some orphanage 
where children will be lined up in a row and a selection made on the 
basis o[ appearance, or consult the family doctor who might know about 
some homeless baby. 

''''hile it is true that there are private adoptions nowadays and that 
sometimes a doctor will offer to help a young mother place her baby 
for adoption, in general that is not the way it is done. ''''ith the growth 

Dof interest in child adoption have come more child-placing agencies 

which are social agencies. These agencies are organized to care for de­ sorbed 

pendent children, and the security and happiness of the child is their almost. 

primary consideration. 
 the ope

But in considering what is best for a child, many elements are im· \Vha 
portant. The own parent or parents of a child have certain fundamental 

to reacrights, just as the child has fundamental rights. Today I should like 
to discuss just what social agencies have to offer in working out a happy mother 
solution for the unwanted child, the unmarried mother and the adopt­ and wo 
ive parents. adopt­

People wishing to adopt a child and mothers wishing to have their broadc;
children adopted are often not aware of all that a social agency has to 

Do yoffer them. On the staff of our agency, which is called the . . . , are 
have Sl.:trained children's workers who arc especially selected for child adoption 

work. The mother who calls at our agency or any other good adoption hold d 
agency to discuss relinquishing her child for adoption finds a sympa­ neither 
thetic person, a person who knows what is implied when a mother is If not, 
giving up her child. The social agency, through this sympathetic worker, signed
becomes a person to the mother, and to this person she can tell her 

Mlg}story in privacy. She has an opportuni ty to discuss her difficulties as a 
real problem and there is no sitting in judgment and no moral attitude longer 
assumed. "I suppose you think it is terrible for a mother to want to give an inte 
up her baby," is a frequent remark made at our agency. Then, in further variety, 
conversation, the mother finds that she does not have to make a definite pace?
decision that day, or sign papers that moment, but that the agency will 

\Vhatake her baby to board, if that is necessary. At any rate there will be 
if any, Ca lapse of time. 

• • • • • • • Wha 
- or t~Now let me mention a few of the things which a good social agency 
cussionhas to offer the adoptive parents of a child. It is true that the social 

agency requires more of its adoptive parents than the doctor, perhaps, an ado] 
would require. Yet many foster parents are impressed by the careful neutral 

58 




I 

ls interest in the 
should record 

• margin of the 
:raised. 
nds have been 

e end. 

~dopting a child, 
some orphanage 
lOn made on the 
light know about 

[wadayS and that 
r place her baby 
~'Yilh the growth 
.placing agencies 
td to care for de­
\:he child is their 

elements are im­
~ain fundamental 
lay I should like 
~ing out a happy 
er and the adopt­

mg to have their 
jal agency has to 

:d the ... , are 
or child adoption 
er good adoption 
m finds a sympa­
,....hen a mother is 
npathetic worker, 

she can tell her 
er difficulties as a 
no moral attitude 
er to want to give 
. Then, in further 
to make a definite 
at the agency will 
rate there will be 

;ood social agency 
ue that the social 
e doctor, perhaps, 
ed by the careful 

Much later m the 
thirteen-minute script 
we come to this pas­
sage which tells what 
you may have been 
waiting to hear. But 
were you still listen­
ing~ 

On the Radio 

investigations made. They feel a security in the step they are taking. 
They know that the agency is back of the child, believes the child suit­
able for adoption and for their particular home and has, after investi­
gation and careful thought, selected them as parents. The agency will 
receive again any child who seems not to fit into a particular home 
after he is placed. The agency is ready to give service in helping in the 
adjustment of the child to the new home. This is valuable particularly 
in the case of older children. Also, adoptive parents know that the child 
they take is legally free for adoption; that he has not been snatched 
from some mother who, when she is stronger, will want her child again. 
Foster parents and the child have time together before they take the 
final legal steps for formal adoption, during which period, the family 
is visited and the child is seen. Neither the adoptive family nor the child 
is forced into a permanent relationship unless they are happy together. 

DISCUSSION: Are there still some ab­
sorbed listeners? For those who "tuned out" 
almost immediately, how would you rewrite 
the opening parag:raphs? 

What do you think of the idea of trying 
to reach both sets of audiences - that is, 
mothers who want to place their children, 
and would-be parents who want a child to 
adopt - within the framework of a single 
broadcast? 

Do you think the excerpts from the talk 
have sufficient color and pulling power to 
hold the attention of people who fit into 
neither of the audiences mentioned above? 
If not, how would you angle a program de­
signed for broad public education? 

Might your attention have been held 
longer if the subject had been presented in 
an interview, with two voices to contribute 
variety, and shorter speeches to quicken the 
pace? 

What would you consider the advantages, 
if any, of dramatizing this particular subject? 

What do you think might be the merits 
- or the liabilities - of a round-table dis­
cussion on this theme, with a social worker, 
an adoptive parent, a family doctor, and a 
neutral moderator participating? 

3. Your Broadcast as a Public Service 

If your agency has information to give 
which a considerable number of listeners 
can apply to their own daily lives, you are 
fortunate. Provided that they are suitably 
presented, programs on mental and physical 
health, nutrition, and vocational oppor­
tunities are welcomed by station managers 
as well as by audiences. 

As a service to the community, the Greater 
Boston Community Fund presented through 
WEEI, the local CBS outlet, a series of radio 
in terviews called at first "Are You a Good 
Parent?" Later the title of the series was 
changed to "Let's Talk About Children." 
Unlike the more routine Fund programs, 
this series did not appeal for funds or invite 
listeners to use the services of the Fund's 
agencies. Rather, it was an extension of these 
services to the community at large. Radio be­
came a means of communicating the agen­
cies' wisdom and special knowledge of child 
guidance to a much larger audience than 
could ever be served individually. 

Dr. Harvey Spencer, director of the Habit 
Clinic for Child Guidance, was the Fund's 
spokesman on the prog:ram. In a fifteen­
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minute interview presented once a week, Dr. 
Spencer discussed with an announcer the 
familiar problems which perplex most con­
scientious parents. He offered sound counsel 
and explained away unwarranted fears. 

Besides their direct and highly personal 
value to the parents who listened, these in­
terviews were distinguished for a rare virtue, 
namely that the interviewer, in this case a 
staff announcer of the station, was not the 
usual self-conscious stooge. The programs 
were built around two very definite person­
alities, the one being Dr. Spencer, the other 
an announcer who, as a parent in his own 
right, made a solid contribution to the series, 
asking thoughtful questions, expressing 
opinions of his own, and echoing many of 
the thoughts which must have been in the 
minds of the listening mothers. 

These excerpts from one interview will 
show you how the series was handled wi th 
a spiri t of give-and-take between the in ter­
viewer and Dr. Spencer: 

ANNO UNCER: How about it, listener? ARE 
YOU A GOOD PARENT? Here's your 
chance to check your parent rating with Dr. 
Harvey Spencer, acting director of the Habit 
Clinic for Child Guidance and consulting 
psychiatrist of the Judge Baker Guidance 
Center, two of your Greater Boston Com­
muni ty Fund agencies. How can you make 
your child think for himself? What about 
weekly allowances? Do children thrive on 
strict schedules? They do, don 't they, Dr. 
Spencer? I never even thought there was any 
question about that. Children thrive on 
schedules because schedules help them know 
where they're at. They give children a feeling 
of definiteness about what's going to happen 
next. Isn't that true? 

DR. SPENCER: Sorry to blast one of your cher­
ished illusions, Jim. No, schedules are pretty 
much like everything else - they're only good 
when taken in moderation. But mind you, 
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I'm not talking about those bedtime, nap­
time and mealtime schedules. Those should 
be adhered to as rigidly as possible. No. I'm 
talking about playtime and work time sched· 
ules. I think parents make a mistake to try 
and schedule every moment of their child's 
free time for him. W'hat with music lessons, 
school, home work, neighborhood activities 
and so on, it's gotten so that children haven't 
any time of their own any more, just to stop 
and think - time to stop and wonder if they 
are doing what they want to do most. . .. 

AN NOUNCER: 'VeIl, that's a shock to me. I 
thought you'd be the first person to advise 
organizing a child's life. 

DR. SPENCER: I'm all for having a child's life 
organized, Jim - I'm just against having 
parents do all the organizing for him - that 
is, if they want to encourage initiative in 
him and independent thinking. How is that 
young Janet of yours ever going to discover 
what she wants to do if you fill her days 
with a program of things you think she 
ought to want to do? 

ANNOUNCER: Oh, I see what you mean. Sort of 
like my family making me take violin lessons 
when I was a kid. 

'" • • • • 
ANNOUNCER: And if they learn early enough to 

take failure in their stride, they are prepared 
to adjust to it later. Is that right? 

DR. SPENCER: It is. 

ANNOUNCER: I've said this before, but it will 
bear saying again. I have an idea that the real 
problem lies in recognizing the time when to 
begin to take a child's poin t of view seriously. 
It's so natural for parents to fall into the 
habit of doing the youngster's thinking for 
him. There are all those young years when 
you simply have to think for him. In prac· 
tically everything. You have to remind him 
not to forget his rubbers - to turn off the 
tap in the bathroom. You're in the position 
of leadership. You have said that yourself, 
sir. How are you to know when you must 
begin passing some of that responsibility 
back to the child? 
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DR. SPENCER: I can ' t give you a chart, Jim. All 
I can say is - be alert - be awake. You can't 
go to sleep on the job of being a parent any 
more than you can on the job of radio an­
nouncing. If you want your Janet to think 
independently, you must think independ­
ently too. The rea l trouble is often mental 
laziness on the part of parents. It's much 
easier to wash Johnny's ears for him than 
to take the time and trouble to show him 
how to wash them properly himself. . . . 

This example is especially noteworthy be­
cause it (1) presents its information in a 
highly palatable form, and (2) revolves 
around a topic particularly well suited to 
the interests of daytime radio listeners. 

Many welfare agencies are engaged in 
public service broadcasting on a variety of 
themes. Current programs include the fol ­
lowing: 

"Planning Is for People," a Sunday series 
sponsored by the Citizens Planning Association 
of Cincinnati. Presented as a kind of forum, the 
program features technicians, experts, and lay­
men who answer previously submitted ques­
tions on such subjects as traffic problems, 
housing, economic opportunity, population 
changes, and so forth. 

"Why Do You Worry?" a series of fifteen­
minute transcriptions made available to local 
communities by the American Medical Associa­
tion. To deepen public understanding of 
mental hygiene principles, these dramatic pro­
grams are combined with short talks by medi­
cal authorities on bringing up chilclren, on 
solving marital problems, on the basic causes 
of alcoholism, on adjustment to old age, and 
so forth. 

"Keeping "'Tell," a series of dramatizations 
sponsored by the Baltimore City Health De­
partment. These are described on page 66. 

DISCUSSION: Choose two or three local 
agencies for purposes of iIIustration. ·What 
phases of their activities would lend them­
selves to programs of this type? Do the agen-

On the Radio 

cies have information to offer on family life, 
on homemaking, on recreational facilities , 
on hobbies or handicrafts? 

Let the group make up a list of "service to 
listener" programs now being presented on 
local stations. How well are social and health 
agencies represen ted among the sponsors of 
these programs? 

4. Careful Preparation for a Broadcast 

The Radio Office of the University of 
Chicago issu es a handbook for guests on the 
University'S Round Table. This handbook, 
called Dos and Don'ts of How to Win 
Friends and Influence People - Round 
Table VeTsion , shows how much care goes 
into preparing and rehearsing the partici­
pants in one popular progTam. 

The Chicago Round Table members 
meet Saturday evening at dinner before 
their Sunday afternoon broadcast, in order 
to become socially acquainted with each 
other, to discuss "the chief areas" of the 
topic, and to exchange views and data. They 
meet again on Sunday morning for further 
checking. They are advised that: 

The Round Table uses no scripts. However, 
a topical outline of the issues and facts the par­
ticipants propose to examine on the air will 
be prepared at their preliminary conference. 
Sunday morning, when you arrive at the studio, 
the outline, typed and stapled to a larger sheet 
of paper, will be ready for you. 

During the first hour Sunday morning, you 
will find it helpful to jot down facts, figures, 
quotes, and general data to remind you, on the 
air, of specific points you want to make - and 
to insure that "your special responsibilities" 
are clearly noted. On the double page following 
we have photographed a participant'S "ready 
for air" outline from a recent Round Table. 

The "ready for air" outline is reproduced 
on the following page. 
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5. Can You Say It in Fifty Words? 
The spot announcement has become an 

established campaign feature. Because it 
takes so little time and can be scheduled so 
flexibly, it is easier to place with stations 
than are other forms of radio material. Sue· 
cinct and forceful by its nature, the spot 
announcement offers an excellent test of 
your ability to reduce an important message 
to from 50 to 100 words. 

a. Here are two examples of its use by the 
American Library Association. These were 
included in a series of sample spots prepared 
by the Association's public relations depart­
ment and distributed for local use by mem­
ber libraries throughout the country: 

ANNOUNCER: \Vell, here's ,,,lashington's Birth­
day again, and just in time to remind us that 
we're the fifth generation of Americans to 
try winning the peace, and that "Vashing­
ton's was the first. In 'Vashington's day, con­
di tiolls made it possible to keep clear of 
foreign entanglements, and the father of his 
coun try believed this was the course of wis­
dom. 'Vould he believe the same thing to­
elay? 'Vhy not ask the public library for some 
books by and about 'Vashington and dis­
cover whether the reasons for isolationism 
which were good enough for him in 1790 

aren' t out-of-date today. 
ANNOUNCER: Ladies, do you know the smartest 

spring combination? It's not sulphur and 
molasses; it's not first robins and spring 
thaws. It's club program chairmen and li­
braries. Bright program chairmen know tha t 
the smartest thing to do is to ask the - Li­
brary for help in lining up a year's work 
that will seem just as good next February as 
it does this February. 

b. A steady stream of responses followed a 
series of "station breaks" prepared for a 
local station by New York City's 'Welfare 
Council. Boosting its information service, 
the Council used announcements like these: 

On the Radio 

Do you know how to get help if you are 
sick? If you have a personal problem? If your 
child is hard to manage? Telephone the 'Vel­
fare Council of New York City, which has a 
free information service. The phone number 
is Algonquin 4-5500 - The Welfare Council. 

"'Vhere can I turn for help?" How many 
times you've heard that desperate plea from 
someone you know! Now you can have an 
answer: The 'Velfare Council of New York 
City has a free information service by mail or 
phone for anyone in trouble. Call Algonquin 
4-5500 - The Welfare Council, 44 East 23d 
Street, New York 10, N.Y. 

c. Advising Red Cross Chapters on the 
techniques of preparing spot announce­
ments, Mary Curtis Studer of the Public In­
formation Service, Eastern Area, American 
Red Cross, offers these points: 1 

First of all, catch your listener's attention 
with a timely, interesting statement. Use a 
news twist if possible. Second. present the pur­
pose of the announcement. Show the listener 
how it affects him. Last, give it an "act now" 
angle. Be sure the listener knows exacdy what 
he is to do ill response to the announcement­
where he can go to sign up, or where he can 
call for fu:-ther details. 

Be specific! 

Keep your spot announcements brief, terse 
and snappy. 

By all means read the spot over carefully be­
[ore you send it in. Read it ALOUD. Read it 
at the same tempo the announcer will lise. Are 
your words well chosen? Are they euphonious? 
Is there any chance of mistaking the meaning 
of any of them? 

Limit your copy to short, familiar terms. But 
avoid hackneyed expressions. Steer clear of 
terms to which your listener has become so ac­
customed that they no longer capture his imagi­
nation or stir him to action. 

1. From "On The Air," in Conlact (American Red 
Cross. Eastern Area, Alexandria. Va.). August, 19-1-1. 
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ASSIGNMENT: Keeping the above points 
in mind, prepare three spot announcements 
which will accomplish certain definite pur­
poses. These might be to: 

1. 	 Invite mothers to attend an exhibit on 
child care. 

2. 	Recruit foster homes. 
3. 	 Recruit volunteer leaders for a youth 

organization. 

6. There Are Always Transcriptions 
For the agency that cannot afford to 

produce its own local programs on a level of 
entertainment to match that of competing 
broadcasts, transcriptions are one solution. 
The National Publicity Council for Health 
and vVelfare Services maintains a file of in­
formation about transcriptions in the health 
and welfare fields, and can tell you how to 
secure them. 

Many national agencies prepare tran­
scribed progTams for their locals. For ex­
ample, here is a partial list of the dramatic 
transcriptions offered to "Y's" at a nominal 
cost by the Radio Department of the N a­
tional Council of the Young Men's Chris­
tian Associations: 

A t the Sign of the Red Triangle # I: Six 
4Y2 minute stories of the "Y" in other countries 
narrated by Lt. Commander Nelson Case, 
former pilot in the Navy Transport Command. 
Commander Case tells dramatic incidents of 
China, Korea, Chile, Poland and Japan. For 
use during \-Yorld Service month, or at any 
time, as \-Yorld Service cultivation. 

The Adventures of Archie Andrews: A 
dramatization depicting the fun of camp life 
told by the characters in one of the network's 
funniest serials, "The Adven tures of Archie 
Andrews," based on the comic strip of the same 
name. The story is written by Carl Jampel, 
author of the network serial. The original 
characters play themselves. For use during 
American Boys' and Girls' Camp \Veek or for 
any other occasion that ties in with your camps. 
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The Man on the Geneva Express: This reo 
cording tells a dramatic story of the war as reo 
lated by Donald A. Lowrie, "Y" Secretary sta­
tioned in Geneva, Switzerland, at the time of 
the incident. \Vritten by Max Ehrlich, this 
uramatization pleads the cause of peace. For 
any holiday of memoriam_ 

Kill Shot: This recording dramatizes the 
veterans' story from the home town viewpoint. 
An adaptation of a short, short story from a 
recent issue of "American Magazine." 

There Ought to Be a Law: Narrated by the 
outstanding news commentator, John B. Ken­
nedy, this illustrates how young people can in­
fluence the life of their communities by learn­
ing to become good citizens through the Youth 
and Government program of the "Y." 

Nine September: This is the script which won 
first prize in the "Y's" Radio Script Contest. 
The cast includes: Canada Lee, Larry Haines, 
Ian Martin. For use on any occasion when 
Brotherhood is the subject. 

The purchase of transcriptions does not 
finish the job for the local agency. Here is 
how the Y.M.C.A. instructs its local secre­
taries to insure the use of these recordings: 

1. Play the transcriptions for your Public Re­
lations Committee, either with your own or a 
borrowed playback machine, or make arrange­
ments at a local radio station studio. 

2. Get the best qualified member to go with 
you to make the presentation to the manager 
or program director of your radio station. 

3. Show the station representative descrip­
tions of the broadcasts. 

4. If he is not familiar with "Y" transcrip­
tions, take one or two sample recordings for 
audition purposes. 

5. Suggest some ideas for publicity for the 
series - how you can cooperate with the station 
in advance publicity to help build up a large 
listening audience. 

6. Ask about available time - how the series 
can be fitted into the station's schedule of sus­
taining time. Stations have their problems, but 
they will try to be cooperative in meeting your 
request. 
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Ask for a series of programs for a period of 
weeks, preferably at the same hour each week, 
which can be announced in advance to build 
a regular listening audience. 

7. When the time has been assigned, be sure 
you follow through with publicity. Announce 
the programs in your mailings, on bulletin 
boards, in your house organs, in newspaper 
stories, etc. Audience reaction after the broad­
cast is also important to report to the station. 
It is a yardstick which will help gauge listener 
interest. 

ASSIGNMENT: These notes on securing 
the use of transcriptions, together with 
"Asking for Time on the Air" (page 56), 
contain practical suggestions for building a 
wide audience for one program or a series. 
Combine these ideas with others of your 
own to prepare a promotion plan for a 
broadcast of your own. 

7. Dramcrlizafions on the Air 
If the theme has human interest, the dra­

matic presentation is far and away the most 
effective means of shaping public attitudes 
or spurring an audience to action. This type 
of broadcast is also by far the most costly in 
time, money, and skill. 

Unless the dramatization is prepared by a 
professional script writer, produced by a 
competent director, and played by an ex­
perienced cast, it stands little chance of com­
peting with the commercially sponsored 
shows which are available to the listener at 
the mere twist of a dial. An even greater 
hazard is the fact that unless it is skilfully 
handled, a well-written and well-played 
script can, by its sheer story value, over­
shadow and even obscure the educational 
message around which it is built. 

DISCUSSION: Borrow a dramatic tran­
scription prepared by a social or health 

On the Radio 

agency and play it back to the study group. 
If a transcription is not available, substitute 
a dramatic script borrowed from a local 
agency or a national organization, and ask 
members of the class to read the lines aloud. 
Careful listening will probably impress 
upon the rest of the group the importance of 
a warm, pleasant voice; the need for short 
sentences; the confusion caused by tongue­
twisting phrases; the desirability of con­
trasting voices, and so forth. Discuss the 
drama from these points of view: 

As sheer entertainment, does the story it­
self stand up well enough to hold a sizable 
audience? 

Did you feel at one or more points that 
the action of the story was impeded by the 
exposition necessary to put across the 
agency's message? 

Were the incidents and characters be­
lievable? Were they enough like everyday 
life and ordinary people so that you could 
apply the implications of the story to your 
own actions or attitudes? 

\Vhat did this drama teach the listener? 
It might be an interesting experiment to ask 
each member of the group to condense into 
a single sentence the major message of the 
sketch - the one basic idea which in his 
opinion was its foundation - and then to 
compare notes. 

8. Dramcrlic Series 
Agencies with the time, the facilities, the 

money, and the opportunities to present 
regular series of programs on the air, can 
build steady audiences for the information 
which they have to offer. 

Borrowing the standard form of the day­
time serial, the Baltimore City Health De­
partment and the Medical and Chirurgical 
Faculty of Maryland have for many years 
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been co-operating with Station WFBR, Bal­
timore, on the series "Keeping Well." 

These fifteen-minute dramatizations re­
volve around a central character, Dr. Rich­
ard Ashley. The focus of the drama is on 
Dr. Ashley's friends and patients, but the 
burden of the Health Department's message 
is delivered in the course of the dialogue by 
the actor who plays Dr. Ashley. 

Basic information for the programs is 
furnished by the Health Department. The 
scripts are prepared by an outside writer and 
played by a cast of volunteers recruited from 
little theater groups in Baltimore. The series 
deals for the most part with communicable 
diseases, such as tuberculosis, scarlet fever, 
and syphilis, and with occupational dis­
eases, mental hygiene, and so forth. 

The titles of the programs are carefully 
selected to invite listener interest: "Night 
into Day" (sight-saving); "Postage Due" 
(tuberculosis seals); "Two Were Late" 
(earl y diagnosis of cancer); "The Sealed 
Room" (carbon monoxide); and so on. The 
dialogue also has the flavor of entertain­
ment. Dr. Ashley's advice is built into the 
script so naturally that it becomes a part of 
the story. 

At this stage in your planning, by all 
means read and reread the chapter entitled 
"Your Choice of a Format," in Radio­
How} When and Why to Use It. (See reading 
references.) The section of this chapter 
called, "To Dramatize or Not," gives sound 
advice about working with script writers 
and dealing with production problems. 
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Telling Your Story 
by the Written Word 

IN LETTERS 


EVERYBODY writes letters. Perhaps 
that is the very reason why their significance 
in telling the story of your agency is so often 
overlooked. Welfare workers are inclined to 
think of public relations as something that 
can be handed over to experts or tucked 
away in a department. They forget that the 
personal letter, like the personal conversa­
tion, is one of their most important channels 
of communication with the individual hu­
man beings who make up their various 
publics. 

If some inventive genius could devise a 
gadget that would measure and record good­
will, it might be usefully employed in test­
ing the results obtained by letters. Imagine 
a thermometer, for instance, that would 
register a "normal" of 50 degrees when the 
volume and quality of outgoing mail from 
any agency brought a reasonable return in 
public understanding and support. A special 
effort on the part of the staff to write more 
and better letters would raise the mercury 
to summer heat. But the temperature might 
drop to freezing when correspondence was 
neglected or carelessly performed. 

Plus-values in goodwill may be gained by 
improving the quality of letters. The nor­
mal correspondence of any well-conducted 
agency receives attention, as part of the day's 
work. Letters demanding a reply are an­
swered. "Asking" letters also get written ­
letters asking for almost everything, from 

service as chairman of an important com­
mittee, to the loan of a silver teapot for the 
Christmas party. The goodwill returns de­
pend on whether these routine letters are 
perfunctory and stereotyped, or friendly 
and courteous. 

Public welfare officials, hedged in as they 
often are with legal formalities, have a 
special responsibility to be clear and simple 
in their correspondence. The surprised de­
light of John or Jane Q. Public on receiving 
a human and understandable letter from a 
government agency is almost pathetic. Many 
public agencies have followed the example 
of Big Business and offered courses in letter­
writing to their personnel. Such courses 
uniformly stress the avoidance of trite 
phrases and technical language, and en­
courage a simple and natural style. 

Nothing so cheers the heart as a good 
letter in the morning mail. As Stephen Vin­
cent Benet once wrote to his wife: 

My breakfast in me, warm and staunch. 
Your letter in my pocket. 

The world's a coon that climbed a branch 
And I am David Crockett. 

But how often is such pleasure dulled by 
a guilty consciousness of your own oppor­
tunities neglected. Do certain types of letters 
often remain as half-forgotten impulses in 
the back of your mind, or at best as rough 
notes in your dictation folder? 
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Do you seize such opportumties as the 
following: to congratulate a colleague (circle 
one on your public relations chart) on some 
achievement; to assure an absent board 
member (circle one) that he was missed at a 
recent meeting; to thank a volunteer (circle 
two) for a service well performed; to con­
gratulate Mrs. Doyle (circle three) on her 
new baby; to report to someone (circle four) 
who has referred a case to your agency? A 
personal note to one of the agency's special 
friends (circle five) might supplement a 
formal invitation to the annual meeting. 
With an eye on the outer circles, you might 
find occasion to express your appreciation 
of a good news story to an editor, or of a 
favorable broadcast to a commentator; to 
thank a speaker for a fine talk; to give recog­
nition to a public official or representative 
for his stand on some important issue. 

If every member of your agency's staff 
obeyed such impulses, it would always be 
June by your goodwill thermometer. 

There will be stormy days, however, in 
spite of your best efforts. Audrey Hayden 
Cradle frequently reminds health and wel­
fare workers that their public relations can­
not always be pleasant and that they must 
sometimes take a firm stand in defense of 
some just cause. The letter of protest is an 
occasional "must." But the authors of this 
text have a word to add to that statement: 

Write it whenever the occasion arises, to 
get it out of your system at once. Then, if 
possible, sleep on it - or at least go out to 
lunch. Next, read it over before you mail it, 
putting yourself in the recipient's place, 
and asking yourself exactly what you hope 
to achieve. There is a time to do battle. But 
persuasion is not a fight, and written words 
are terribly permanent. 
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There are no inflexible rules for the per­
sonal letter. Its tone is as difficult to define 
as a tone of voice - and equally important. 
Let your letter be a straightforward expres­
sion of what you think and feel. Let it be 
whatever length is necessary to give those 
thoughts and feelings expression in fresh 
and simple words. 

Most health and welfare agencies make 
wide use of form letters. A simple pattern 
may be helpful to you here. But don't try 
to squeeze your letter into it. Instead, write 
what you have to say spontaneously, let it 
cool, and then apply the pattern as a test. 
If your letter is a good one, you will prob­
ably find that: 

Its appearance is inviting (attractive letter­
head and well-designed typewritten page). 

The first paragraph establishes a relationship 
with the reader and carries this over to the 
second paragraph. 

The body of the ~etter states concisely and 
interestingly the situation which is the occa­
sion for writing. 

The final paragraph makes very clear what 
response is expected, and inclines the reader to 
do something about it. 

The proper length depends on what it is 
about, who is to get it, and how talented the 
writer is. The ability to carry a reader into 
page two of a form letter is a rare gift. 

One could fill a book with true stories of 
the havoc wrought by careless letters. There 
was the large contributor who canceled his 
gift because he received a second reminder 
after his check had been mailed. There was 
the woman who never forgave a social 
agency for continuing, after the mistake had 
been called to its attention, to address 
her as "Miss" instead of "Mrs." People 
heartily dislike having their names incor­

1. A 

just as mu 
The quO 
time there 
deep-scatee 
prompt an 
groups of 
planations 
will. 

a. The I 
vania had 1 
sons favori 
by violeno 
ments desi! 
To comply 
obtain fro 
simple affid 
While no ( 
were confu 
be a refleCi 
their quest 
form letter 

... W~ 
that no or 
country. Fl 
anything to 
any person 

However 
may not be 
and activel· 
posing a ch 



: rules for the per­
, difficult to define 
:qually important. 
~htforward expres­
md feel. Let it be 
sary to give those 
'pression in fresh 

lTe agencies make 
A simple pattern 

ere. But don't try 
o it. Instead, write 
ontaneously, let it 
~ pattern as a test. 
Ine, you will prob-

Ig (attractive letter­
lewritten page). 
.lishes a relationship 
ies this over to the 

states concisely and 
which is the occa­

lkes very clear what 
rlclines the reader to 

Jends on what it is 
how talented the 

a reader into 
is a rare gift. 

true stories of 
letters. There 

names incor­

rectly spelled. They are impatient of poor 
bookkeeping. They want report letters to 
give them facts, not generalities. These 
preferences seem entirely reasonable. 

It is a bit odd, but true, that people are 
inclined to be more resentful of such lapses 

In Letters 

on the part of welfare agencies than of simi­
lar mistakes made by commercial firms. Re­
member, the mercury falls with every little 
slip in personal correspondence. And a 
really serious error in a large mailing of 
form letters may bring on an untimely frost. 

Discussion Suggestions 

1. A Letter of fhe Righi Time 
The letter to clear up a misunderstanding 

or to avoid expected resentment depends 
just as much on its timing as on its content. 
The quicker it goes into action, the less 
time there is for possible hostility to become 
deep-seated. Here are two examples of 
prompt and effective letters sent to whole 
groups of people who, without these ex­
planations, might have harbored lasting ill 
will. 

a. The Public Assistance Law in Pennsyl­
vania had been amended to deny aid to per­
sons favoring overthrow of the government 
by violence; it was one of a series of enact­
ments designed to curb subversive activities. 
To comply with the law, it was necessary to 
obtain from every assistance reci pient a 
simple affidavit of loyalty to the government. 
While no one refused to sign, many people 
were confused and resented what seemed to 
be a reflection on their loyalty. To answer 
their questions or complaints the following 
form letter was devised: 

... \'\Te should like to make it very clear 
that no one questions your loyalty to this 
country. Furthermore, we do not want to do 
anything to discontinue the assistance grant of 
any person who continues to need assistance. 

However, the law does provide that assistance 
may not be granted to a person who advocates 
and actively participates in a movement pro­
posing a change in the government by uncon­

stitutional means. The affidavit which you and 
all other assistance recipients are asked to sign 
is merely a document which says in writing 
what we already know to be true in almost all 
cases - namely, that you and they would not 
have the slightest intention of trying to over­
throw the government. \l\Te believe you fully 
when you say that you would not know how to 
make such a move. All we ask is that you sign 
your name to a printed form which says just 
about the same thing as you say in your 
letter. . . .1 

b. When a case of poliomyelitis was dis­
covered in Camp James Weldon Johnson, 
operated for Pittsburgh children by the local 
Urban League, it became necessary to im­
pose a quarantine upon all campers and 
counselors. Knowing how frightened and 
alarmed the parents of the children would 
be, the agency director, R. Maurice Moss, 
immediately composed the following letter. 
It was sent on the Camp's stationery by 
special delivery to a list of 200 parents. 

One of our adult Counselors, a twenty-five 
year old girl, contracted an illness and was ad­
mi tted to a hospi tal at the request of the Camp 
for observation. After laboratory tests, the hos­
pital informed us that she has a mild case of 
poliomyelitis (infantile paralysis). Fortunately, 
the hospital reports, she is responding well to 

the necessary treatments. 
Immediately upon receiving the diagnosis, 

we consulted City, State and County health 

I. Levy, Harold P., A Stud), in Public Relatio1ls. Rus­
sell Sage Foundation, New York, 1943, p. 95. 
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authorities. It was their advice that, in view of 
this case and the current prevalence of polio in 
this district, the safest course would be to place 
the entire Camp personnel under a period of 
observation, although there is no evidence that 
anyone else in Camp had been infected. It is 
possible that the Counselor contracted the ill­
ness during a recent two-day furlough to the 
city. 

In order to be doubly sure during this ob­
servation period, waterfront activities. includ­
ing swimming, are being eliminated; the pro­
gram activities are being carried on within the 
Camp's own area (150 acres); and outsiders are 
not being permitted to enter the camp grounds, 
ill order to exclude the possibility of any in­
fection being brought in. Of course, our Camp 
Nurse and the two physicians who are on call 
will continue their usual services. 

\'\Te wanted you to have this information as 
to the measures that have been taken to guaran­
tee your child maximum protection. And we 
wanted you to have it at once, directly from us, 
rather than by way of rumors. You will please 
note, however, that because of the period of 
observation: 

(a) No visitors will be permitted access to 
the Cam p area. 

(b) The campers who were scheduled to 
leave Camp on July 31 will remain for the 
duration of the observation period (which will 
probably not extend beyond August 3). 

(c) The campers who are now scheduled to 
enter Camp on Tuesday, August 1, wiII not 
be admitted until the observation period has 
expired. These campers will be sent notice of 
the new date. 

(d) There will be NO additional charge to 
the parents of campers who must remain for 
the extra days. 

"Ve regret the necessity for this action, as you 
may well imagine, but believe it to be the best 
course for all concerned. But we also want you 
to feel assured that every possible precaution is 
being taken, and that there is no cause what­
ever for aludety on your part. If anything in 
this le tter is not clear to you, or if you have 
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further questions, please feel perfectly free to 
call our City Office. 

Sincerely yours, 

Reporting on the effects of the letter, Mr. 
Moss tells us that: 

Not one parent has indicated any evidence 
of lack of confidence in the Camp's handling 
of the situation. No parent has asked for the 
withdrawal of a child now here and none has 
shown the slightest hesitation about going 
through with the registration for the coming 
periods. 

One other thing: the three top people have 
personally accepted every telephone call, and 
there have been scores, rather than let the girl 
on the switchboard make the explanations. 
This has indicated to the parents, relatives and 
agencies our personal concern. 

Despite the apparent success of this tech­
nique, I hope never to have to use it again! 
Two hundred anxious parents make a formi­
dable "target" for social work interpretation. 

DISCUSSION: When is a letter of expla­
nation called for? The group can best dis­
cuss this question in relation to specific 
situations. Letters should be considered not 
only by themselves, but also as alternatives 
or supplements to telephone calls and per­
sonal interviews. Here are typical situations 
in which one or two or even all of these steps 
might be important. 

1. A couple have offered to adopt a "home­
less child." Explain to them that they may 
have to wait months or years before an adop­
tion can be arranged. 

2. As the result of a successful educational 
campaign on the importance of early diagnosis 
of cancer, the clinic has been so swamped with 
calls that it is necessary to set appointmen ts a 
month or more in the future. Explain this to 
the irrita ted applicants. 
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3. It has been necessary to raise the room 
rates at the Y.M.C.A. Announce this to the 
residents. 

4. A course for expectant mothers has been 
announced and promoted by your agency. Be­
cause registration has been less than was antici­
pated, the directors have decided to withdraw 
the course and to use for more urgent purposes 
the staff time which would have been taken 
up. Explain this to the women who have al­
ready enrolled for the course. 

ASSIGNMENT: For the situations which, 
in the opinion of the class, can best be 
handled by letters, have each member of 
the group draft suitable letters for general 
discussion. 

2. Improving Qualify 
Plus-values in goodwill may be gained by 

improving the quality of normal corre­
spondence. 

A hard-to-write letter is one refusing to 
comply with a request. An especially diffi­
cult situation arose when a family service 
society was asked by a former president of 
the local community fund to help a family 
in obvious need. By agreement with the 
public welfare department, and by prior 
decision of the agency's board, the scope of 
the society'S functions excluded the type of 
financial assistance which was called for. But 
how should this be explained to the citizen 
who saw the matter very simply as a case of 
need on the one hand, and on the other of 
an agency to help? 

The Case Committee of the society dis­
cussed the request and chose Mr. Norton as 
their spokesman. Mr. Jones of the Commit­
tee agreed to explain the situation to Mr. 
Norton, but asked for a statement of the 
facts. Here is the painstakingly explanatory 
letter which the case supervisor wrote to 
Mr. Jones. 

In Letters 

Re: Brown, John and Mary 

Dear i\Ir. Jones: 

This is the memorandum you requested con­
cerning the above case. vVe presented this situa­
tion at the last meeting of the Case Committee 
of the Board as an example of our most fre­
quent complaint. The general opinion was that 
this case reflected a lack of understanding about 
what the Community Fund does concerning 
financial assistance to families in the county 
that should be cleared up. The suggestion was 
made that a situation of this nature might best 
be handled by a board member. Since the above 
case was a current example, not as yet settled, 
the Committee felt that they should begin with 
this. You recall you suggested that :Mr. Norton 
would be the best man to handle this and asked 
for the following details to discuss it with him. 

On the surface this case involves the agency 
only indirectly since it was referred to the Com­
munity Fund. Yet, actually, it directly concerns 
us since the question of financial assistance to 
a family is involved and the Family Society is 
the only Community Fund agency in any way 
equipped to handle a request of that general 
nature. Also, unless it is settled, the case is 
bound to come up during next year's drive, 
possibly affecting contributions, which would 
very directly affect us. Rather than waiting 
until then, we thought we might save ourselves 
considerable future trouble by settling this 
now. 

In some way the Brown family came to the 
attention of a group of employees of the How­
ard Fuel Company. They saw that this family 
was suffering from lack of food and coal and 
reported this to Mr. Howard. He, in turn, 
asked the executive of the Community Fund 
to see that the family got assistance. I twas 
found that the family was not being assisted by 
any agency of the Community Fund but was 
under the care of the public agency, where 
they have been receiving help for the past 
three years. 

Mr. Brown is 43 years old and has three 
children of grammar school age. He worked 
as long as he could as an unskilled laborer. A 
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few years ago, however, Mr. Brown became 
seriously ill and medical opinion is that he will 
never again be able to work. Since the family 
has no resources of its own, that means that 
permanent relief is needed. As you know, this 
is the form of relief that the public agency 
states is its responsibility to provide; but due 
to insufficient appropriations lately, that 
agency has not been able to give any family 
under its care sufficient assistance. It is be­
cause of this that the Brown family is suffering. 

You recall, our Case Committee considered 
this agency's policy in relation to those families 
under the care of the public agency receiving 
inadequate assistance and saw this as a prob­
lem that did not fall either within our job or 
within our financial ability to handle. Neither 
does the public agency wish us to give ad­
ditional relief to families under their care. 
Consequently, it is the Society'S policy by 
agreement with the public agency that this 
not be done in any case. 

We all hope Mr. Norton will consent to ex­
plain this situation to Mr. Howard. If he does, 
and wants to talk with us beforehand, let him 
know that we would be glad to arrange this. 

Sincerely yours, 
CASE SUPERVISOR 

DISCUSSION: What do you think of the 
Society's plan of preparing a letter for Mr. 
Jones to forward to Mr. Norton, which Mr. 
Norton in turn may use as a basis for his 
interview with Mr. Howard? How do you 
think those three men - the committee 
member, the board member, and the citizen 
who is interested in this case - will respond 
to the facts as presented in this letter? If you 
were a contributor to the Fund and Mr. 
Howard recounted this incident to you, with 
the explanation he received, how do you 
think it would affect you? 'Would your re­
action be any different if the explanation 
had been couched in the following terms in­
stead? And, if so, why? 
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Re: Brown, John and Mary 

Dear Mr. Jones: 

'<'ITe are all so glad that you are going to ask 
Mr. N orton to be our spokesman in the mis­
understanding which seems to have grown up 
around the situation of the Brown family. It 
won't be easy for him to persuade Mr. Howard 
that our hands are tied when it comes to offer­
ing the Browns any immediate help. '<\Te can 
well understand how startling and disillusion­
ing it must seem to him that the Community 
Fund, with all its agencies, and the Family 
Society in particular, cannot offer financial as· 
sistance to a family so obviously in need. 

Before you speak to NIr. Norton, you would 
probably like to have a review of the whole 
situation, and especially our position in it. 
Briefiy, this is what happened: 

Some of the truck drivers who work for NIr. 
Howard came across the Browns in the course 
of their work. The family was clearly destitute; 
they needed food and coal and clothing. So the 
drivers reported the incident to Mr. Howard. 
Naturally, Mr. Howard, who used to be chair· 
man of the Community Fund, asked the Fund 
Director to see that something was done to help 
the Browns. He took for granted that one of 
the Fund agencies would get on the job at 
once. 

Unhappily, the way things are now, there 
isn't a Fund agency in town which can give 
direct relief to the Browns. 

Mr. Brown is unable to work. He used to be 
an unskilled workman and he worked as long 
as he could. A few years ago he became ill and 
now doctors believe that he will never be able 
to work again. They have no savings to fall 
back on (his earnings were never more than 
enough to cover the bare essentials) and no 
relatives to whom they can turn. So the Browns 
will almost certainly be dependent upon public 
relief for a long time to come - at least until 
the children are old enough to assume some 
or all of the burden of keeping the family going. 

They have been getting a relief grant from 
the public agency for three years. That is the 
job of our public department and, under ordi­
nary circumstances, this would seem to be the 

that if we 
pu blic relief 
ourselves 
chartered to 
is laid out 
agreement with 
not offer service 
public relief. 

The Browns, 
shuttling back 
which is 
funds to cl~ it 
- our own -\I'h 
funds for a purp< 
the public weHai 

In a way we a 
heard about the 
with the Comrnl 
tell him that th< 
facing this vicioL 
ma tter are tlla t , 
are suffering fn 
greater or lesser 
Legislature coni 
quate sums forre 
forced like the I 
standard. 

Mr. Howard v 
the Family Socic 
face of such al 
munity's planni 
made representa 
in the past regal 
public relief. \IV 
make the facts 
meets again. 

I hope that 'i 
Howard will con 
where the appro 
the unfortunate 
force all of us ir 
quate plan for 



and Mary 

ling to ask 
n the mis­
grown up 
family. It 

r. Howard 
es to offer­
p. We can 
lisill usion­
ommunity 
he Family 
nancial as­
leed. 
you would 
the whole 
tion in it. 

Irk for Mr. 
the course 

Vdestitute; 
ing. So the 
r. Howard. 
o be chair­
i the Fund 
one to help 
hat one of 
the job at 

now, there 
h can give 

'used to be 
as long 
ill and 
be able 
to fall 

than 

some 
going. 

from 
is the 

closest to a satisfactory solution of a problem 
like the Browns', The rub is that our public 
department doesn't have enough funds at its 
disposal to give the Browns anything like the 
amount of money they need. 

Our own Society might be expected to step 
in here. But we too have such limited funds 
that if we spent our money supplementing 
public relief allowances we would quickly find 
ourselves unable to offer the services we are 
chartered to give. Our job in the community 
is laid out along quite different lines and, by 
agreement with the public department, we do 
not oller service to people who are eligible for 
public relief. 

The Browns, as a result, find themselves 
shuttling back and forth between an agency 
which is supposed to serve them, but hasn't the 
funds to do it adequately, and another agency 
- our own - which has no right to use its 
funds for a purpose supposed to be fulfilled by 
the public welfare department. 

In a way we are all glad that Mr. Howard 
heard about the Brown family and took it up 
with the Community Fund. I wish we could 
tell him that the Browns are the only family 
facing this vicious impasse, but the facts of the 
matter are that a good many families in town 
are suffering from the same injustice to a 
greater or lesser degree. As long as the State 
Legislature continues to appropriate inade­
quate sums for relief, there will be many people 
forced like the Browns, below a decent living 
standard. 

Mr. Howard will surely be glad to hear that 
the Family Society will not remain idle in the 
face of such an obvious lack in our com­
munity'S planning for its citizens. ' ,Ve have 
made representations to the State Legislature 
in the past regarding their appropriations for 
public relief. We shall redouble our efforts to 
make the facts known before the legislature 
meets again. 

I hope that you and Mr. Norton and Mr. 
Howard will come along with us to the hearing 
where the appropriation is considered. Perhaps 
the unfortunate situation of the Browns can 
force all of us into producing some more ade­
quate plan for meeting problems such as 

In Letters 

theirs. All of us at the Society sincerely hope 
it will. 

Sincerely yours} 

P.S. If Mr. Norton still has some questions 
after you have discussed this letter with him 
- and I can well understand that he might, 
in a situation as frustrating as this one - please 
tell him we will be delighted to have an oppor­
tunity to answer them. 

3. Rewriting Your Letter 
The sample letter on pages 74-75 is 

taken from Effective "Y" Letters1 by Homer 
J. Buckley and Associates of Chicago. This 
handbook contains many other examples 
to illustrate what careful attention to style 
and mechanics can do to improve a letter. 
The faults indicated in "Sample Letter No. 
64" are common ones: poor organization, 
and the use of weak, awkward, or trite 
phrases. The revision of Letter No. 64 at the 
right shows how good editing has strength­
ened and clarified the request for funds. 

4. The Content of the Letter 
Test the two letters on pages 76 and 77 

against the formula for good letter writing. 
Notice the way the attention-getting first 

paragraph of the appeal letter leads logically 
into the theme and body of the letter, in­
stead of being superimposed, as so many 
"stopper" first paragraphs appear to be. 

The thank-you letter is a "you" letter, 
with the recipient drawn into the copy at 
every possible point. 

Notice that there is a break between the 
acknowledgment and the further request. 
Note also that the recipient, as well as the 
agency, is credited with an intelligent con­
cern for the problem he is helping to solve. 

I. Association Press, New York 17, N.Y., for the 
Y.M.C.A. National Public Relations Committee, 1943. 
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YOUNG MEN'S CHRISTIAN ASSOCIATION 
CENTRAL S T R E E T DEPARTMENT 

1210 CENTRAL STREET 

BLANKTOWN, OHIO 
WEST 2000 

~JI1tW ~ ll,c}. (oi~ 

a. uOO <y(lI(1O~J {of\, G. ~JrI4-) 
~, ~vt)~ {).'1<jOf~ •

( .3«, :the ~~. 

To the Citizens ~nd Business Concerns 

of B1anktown and Vicinity 


Dear Friend3: 

One of our fine citizens -- Brs. John noe -- haR 
J'IIade a generous offer of a p.Ut 'of * 25,000 toward a needed 
~l00,OOO to erect a Y. M.C.A.. building (to be used a1ao by 
gi r1s an 1 women) to moet an urge~t need of our cOllIrmmity. 

'!'his is a conditional gift. We now appeal to our) ~ 
citizens ~nd ' business concerns to aid in meetIng Mrs. Roe's ~ 
monest condition by also investing in our youth. 

Please do not pass this request by lightly. We )~
urgently need the Y.M.C.A. new building -- .our old one has 
served us 1Ile11 and is literally worn out. Our, Y.M.C.A. 
program and leadership is high grade; it should be stepped 
up with the "lid of nalv eouipment. 

Mrs. Roe in her letter said, ~In looking the sit ­
uation over, I am convinced that a ne'!V Y.M.C.A. building 
is the p,reatest n69d in our community.w That's why she 
offered her "ChR11enge~ gift. ~ 
Every business, 

:::::~ 
~king. -----~-') 

It's for our Youth - they are 1I'orthy. W8Urge)~ 
generous response. 

Very sincerely yours, 

PA.~m:n CHAIRMm 
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YOUNG MEN'S CHRISTIAN ASSOCIATION 

CENTRAL S T R E E T DEPARTMENT 

1210 CENT~"L ST~EET 

BLANKTOWN, OHIO 
WEST 2000 

To the Citizens and BUsiness Concerns 
of Blan..1ct<YNn and Vicini ty 

,Dear Fri~l'lcs: 

One of our fine ci ti zens, I·,Irs. J'ohn Roe, has made e. very generous 
offer of a rift of ~ 25,OOO t~lard a required ~lOO,OOO to erect a 
Y.H.C.A. buildinp; that is urgently needed in our comnunity. 

In h~r letter Hrs. Roe said: "I am convinced that a nell Y. l,i.C.A. 
building is the greatest need in our community." This building 
, ,111 be a fine, healthful Interest center for the boys and glrls 
of Blanktown. 

To warrant this fine gift from'Mrs. Roe we Imlst raise the balance 
·of ~75,OOO necessary to erect the building. No· one questions the 
innense value of such a building to Ollr cOllllmmity. We need it and 
need it badly. 

The welfare of our city depends very largely upon the health and 
moral standards of our young people. The old Y.rl.C.o\. 1:uilding 
has served the community so long and has been utLlized so thoroughly 
that it is l~t~rally worn out. A·new building with modern facilities 
and equipment is badly needed. 

To raise $75,000 in a city the Size of Blanktown will require a 
large number of SUBG~ANTLo\L contributions and a Illultitude of small 
gifts. The support of every business and every citizen is needed 
1n this undertaking for our youth. lVe cannot let this opportunity 
go by. 

Will you help us in raising the needed aroount.". and in so doing 
nslp the boys and girls of our community? Please check and return 
t he enclosed card. 

Ve17 sincerely yours, 
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HENRY STREET SETTLEMENT 

fOUNDED BY ULUAN D. WRLD IN 1193 

265 HEICRY ITREET. HEWYORK""t. tc. Y. TELEPHO."E.: ORCIUUU) '.1100• 

omCERS 
IIICHOLIIS K!LLEl' 

CtUUlII.... orT........ 


liON. NEWBOLD MOR_........... 

ABRAH AM N. DAVU 
Mil&. ~SEPII L UUENTKAL 
MRS. II. WALLACK MORGEMTHAU 

ncc-raumuna 
w. ,. UVING8TON 

TIllPlUal:a 

MRS. lTELLA AKUlJN KOENIG 
••ean.... ~......... nUL 


MRS. CHIIIITIltA 0. CKAM.UI 
UUltAn 'Klllct"aT . 

MIloS IIELEN IIALL 
DIIIII"" 

BOARD OF DIRECTORS 
·1I0H. LEO ARNST liN 

DlWmG. III11RD 

WlNILOW CAlli. TON 

ABRAHAM II. DAYIS 

WARREN C. EIIERLE 

~AMEI FELT 

MRL W1LUAM FRANCII GI••I 

MIlS HELEN KALL 

Mil&. CHI\1\u:S II. HAMILTON 

ARTHUR H. "~Rl.OW. oiL 

NICHOLA. KELLEl' 

UUL U. KELLOGG 

MilL LE~N KEl'aERUNG 

MRS. HENRT GODDAIID -LEACK 

MRS.IOSE'H L UUENTKAL 

W. , . LMNGITON 

~IE'H L LUBIlt 

Mil&. II. WALLACK MOIIGENTKAU 

HON. NEWBOLD MOIIIIII 

MilL UONELLO PEREM 

8E~AMlN IC"OENFEJII 

HTMAN SC"ROEDER 

.. II. TOM.KIlt. _..... 

76 


My dear Mrs. Smith, 


A whispering campaign bas started on Henry Street! 

It has nothing to do with the war or with politics, nor does 
,i t ·defame" 1lII1"0ne. 

We didn't know about it until suddenly we became 
ponsciouB of the fact _that each time the children came to 
see us about a summer vacation, the7 kept humming one line of 
a popular song•••• ·Wishing can make it sol· Sometimes they 
whi·sUed it; occasionally they whispered it quite loud. And 
then Johnny spilled the beans end the story came out! 

·You really want to know why we keep singing that 
iU.l the time? Last year, the lady at the desk told us, when 
we asked when our chance to go 'way would come, that if we 
~shed very hard she was sure people would help so she could 
give a vacation at the Settlement camp to all of us. And you 
know, she was smart because it really worked and every-one 
of us went away•••••••••• 

·So this year we're doing it twice as hard and 
whenever we get near the Settlement, we start to sing -the 
song hard so peoPle w11l kinda feel it and send money so's 
we can go to the coUntry.· 

These bo7S and girls aren't asking for a very great 
deal •••••• just two weeks out of 52 when they cen get a swim, 
three good meals a day and· some fun. The cost of a two-week 
vacation is $25.00. But if' all. our friends provide as much 
time away for the children as they can afford, we ·will be 
able again to prove to them that, "Wishing can make it so.· 

Please help us keep faith with these children so 
all. that good ·wishing" won't be wastedl 

Sincerely, 

S1t". G.. Ir'.. Pee; .~ 
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IDr NATIONAL UIlBAN LBAGUB ,,,,d 

Ull BAN L BAG U B DIG Il B A T 'B Il N B" YO IlI1t 


202 W. 136th St., New York 30, N. Y. EOGaCOMBB 4-9600 


Dear Mra. Bibba r 

'1'h1l aclmowled&ea wUh aincere thallka ;YOUl' 
contribution of $25.00 to help further the puzpole 
of the United Urban League Service JUDd. 

You ~ be BUre that ;your monel will be Uled 
.1 wiael;y .. the Urban League worker. know how to u.e 
it - to help 80lTe the problem of how America can 
ch8llge ita methoda of bandlimc i t8 Negro Minor1 t;y 
proble~ part1cularlJ on the economic tront. 

It IOU would like al80 to give • little time .. 
well aa IIIOney (it, for eDIIIPle, ;you would lUte UI to 
suggest how you might approach a halt dOlen trieDdI 
on our behalf) plea8e let me know. 

W. kn()W that you are bUll, but so ~ people 
have aaked how they can help per8oD8l1;y in thll work 
that I thought I would let IOU know that if ;you are 
interested in that wq &180 we would be T8r, glad to 
tell ;you how. 

CordlallJ youree 
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How to Interpret Social Welfare 

5. Writing to Your Representatiye 

On the basis of their professional as well 
as their personal experience, welfare and 
health workers will often wish to express 
their convictions about pending legislation 
to their local, state, or federal representative. 
And when legislation vitally affects the 
operations of an agency or concerns the 
ideals it seeks to serve, it often is desirable 
for the agency itself to ask its constituents 
or supporters to help pass or suppress the 
bill. In this case the agency as an organiza­
tion, rather than the social worker as an indi­
vidual citizen, is assuming its share of re­
sponsibility for social legislation. 

Here, according to Action} bulletin of the 
National League of \Vomen Voters,! is "the 
ideal communication from a constituent": 

Hon. Sir: Please vote for OPA. They keep my 
rent down. 

Joe Schultz, 1852-A N. 11th St. 

The author of the article, a congressman's 
wife, analyzes this postcard as follows: 

The first point about Joe's note is, of course, 
that he actually wrote and mailed it. He didn't 
wait to find his Congressman's middle initial 
or room number, or the number or sponsor of 
the bill, or a long line of theoretical arguments 
for it. 

But he got the essentials. His postcard is 
ideal because: 

1. 	It can be read in a quarter of a minute. 
2. 	It states the subject. 
3. 	 It tells what the writer wants the Con­

gressman to do. 
4. It gives a reason for joe's opinion. 
. . . The information your Congressman 

wants is what Joe Schultz gave him with such 
admirable brevity - he wants to know what 
you want him to do about which bill and why. 

1. Washington, D.C .• January. 1946• p. 4. 
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You ought to be able to tell him in two 
legible paragraphs. If not, your education was 
wasted.... 

ASSIGNMENT: Try drafting a two-para­
gTaph letter to your representative, a letter 
which meets the above specifications, on any 
or all of the following bills: 

A state bill requiring the governor to ap· 
point a commission on child welfare, the com· 
mission to consist of seven citizens of the state. 
serving without pay, who are to study con­
ditions, practices and needed legislation in reo 
lation to the care of dependent, neglected, de­
linquent, and defective children. 

An amendment to the state public assistance 
law, repealing the requirement that grand. 
children are liable for the support of their 
grandparents. 

A bill requiring every health and social 
agency, and every attending or consulting phy­
sician or nurse, to report all cases coming with­
in the statutory definition of blindness. 

6. The Appearance of the Letter 

A long-awaited letter from Aunt Emily 
can count on a glad welcome even if it is 
scribbled in pencil on some torn-out note­
book pages. The form letter, however, must 
deliberately attract the reader's attention. 
One way to do this is through layout and 
design. 

a. The appearance of the text. Repro· 
duced on page 79 are three letters from 
the magazine Time urging the recipients to 
renew their subscriptions. Each letter is ap­
proximately a page and a half in length. AI· 
though justly famous for their copy, Time's 
circulation and promotion letters do not 
rely exclusively on text. Time's promotion 
staff gives a great deal of thought to arrang· 
ing paragraphs and lengthening or short­
ening sentences to make each page an eye­
catcher. 
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Nicholas Samstag, promotion director of 
Time} calls attention to these factors which 
contribute to the success of Time's letters: 

A short opening paragraph. 
Paragraphs of varying lengths. 
An occasional indented paragraph to break 

up the monotony of the left-hand margin. 
A break in the layout, about midway through 

the letter, to provide a "visual ledge" which 
will refresh the reader's interest. 

DISCUSSION: Note that the letters from 
Time depend on unusual layout, whereas 
the other letters reproduced on pages 75­
77 are simple and conventional in form. 
All, however, use short paragraphs. The 
Y.M.C.A. revised letter looks especially at­
tractive with its wide margins. 

There are many ways to arrange the text 
of your letter so that it is pleasant to look 
at and easy to read. The study group may 
find it helpful to invite a specialist in direct­
mail advertising to comment on the ap­
pearance and content of sample letters sub­
mitted by the members. 

b. The appearance of the letterhead. The 
letterheads shown on these pages vary widely 
in design. 

1. The Time letterheads are well de­
signed and unobtrusive. They identify the 
source of the letter, but do nothing to di­
vert attention from the text. 

2. The United Urban League Service 
Fund letterhead, intended for use in a fund­
raising campaign, relies heavily on the 
names of leaders and sponsors to reinforce 
the content and signature of the letter. No 
use is made of color or decoration. 

3. The Henry Street Settlement letter­
head (printed in a bright blue on white 
paper) is also simple and businesslike. 
Names are given importance. 

In Letters 

The letterheads on page 80 evidently 
were designed with careful attention to ap­
pearance. Note the symbols and maps used 
both for decoration and as an expression of 
the agency's purpose. In each of these the 
symbol is printed in a color contrasting with 
the type face. 

DISCUSSION: These and other letterheads 
in use by health and welfare agencies raise 
questions as to the function of the letter­
head. 

One letterhead we have seen displays at 
the top the agency's title, symbol, statement 
of purpose, address, and an illustrative 
photograph. A fold over the left margin 
quotes five authorities on the importance of 
the health problem with which the agency 
deals. Under the fold one finds a picture of 
the agency's building, a brief history, and 
the names of its board of directors. In other 
words, the story usually told in an enclosure 
is on the letterhead. 

Are there circumstances under which you 
would feel justified in using a letterhead 
which competes with the letter for atten­
tion? Under what circumstances do you feel 
that printing a list of names is more impor­
tant than attractive appearance and ample 
space for the letter? 

Mr. Samstag, in his discussion of letter­
head design, goes on to say: "As for the 
simple-design versus important-people di­
lemma, I feel pretty strongly about letter­
heads that compete with letter copy. If 
sponsors' names, etc., must be printed on 
social agency stationery, I would put only 
two or three names on the letterhead and list 
the others on the back of the sheet. Of course 
it's a question of individual judgment 
whether listings should be used at all." 
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Telling Your Story 
by the Written Word VII 

I'N BULLETINS 


EVER Y LETTER, even one fora fairly 
large mailing, carries a personal message 
from the man or woman who signs it to one 
other human being. It should express the 
ideas and personality of the signer, though it 
may actually be written by someone else. 
The bulletin, sometimes called a house 
organ or newsletter, is the voice of the 
agency, and should express the agency's 
philosophy and point of view. 

The style and content of a bulletin de­
pend on what the organization wishes to give 
its readers. An inside newsletter to a large 
staff may be intended to build esprit de 
corps. The editor can be informal in writing 
to this inner-circle audience, more so than 
in a bulletin designed to keep the approval 
of contributors and tell them how their 
money is being used. A council of social 
agencies has a constant flow of news that 
lends itself to straight reporting. A home­
finding society will use a more intimate tone 
in writing to foster mothers about the chil­
dren under their care. Service bulletins or 
magazines having national or state-wide 
circulations often record new developments 
and changes in regulations, and such ma­
terial can be dealt with matter-of-factly. 
The statistical reporting that accompanies it 
can show upward and downward trends, 
furnishing readers with an index of public 
health and economic stability. 
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Bulletins used by health and welfare 
agencies are of all shapes and sizes, from the 
modest 3~f' by 5" folder to the 9" by 12" 

magazine. They are produced by mimeo­
graphing, the offset processes, or printing. 
They are illustrated or undecorated, colored 
or plain. But their form, like their style and 
content, should be chosen with the nature 
of the agency and its public in mind. 

The appearance of the bulletin reflects 
the agency; neatness here suggests efficiency 
on the job. It is achieved by such means as 
clean mimeographing or printing, orderly 
and simple arrangement of material, and 
uniformity of type. Readability shows reo 
spect and consideration for your readers. 
Anyone responsible for producing a bulle· 
tin needs to know what makes an easy-to­
read page: enough space between lines, 
wide margins, type of at least 10 points, lines 
of type four inches or less in width unless 
generously spaced, and strong color contrast 
between ink and paper. 

Your bulletin, dumped on its reader's 
desk with the rest of the second-class mail, 
faces stiff competition, not only from other 
welfare publicity, but also from a miscel· 
laneous assortment of commercial adver· 
tising, each piece of which has probably cost 
far more than you can afford to spend on 
your unpaid circulation. To excel among its 
rivals for reader attention, the messenger 
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which you send out to tell the story of your 
agency's work must be attractive in appear­
ance. But it must not look expensive, for 
both contributors and taxpayers are keenly 
critical of extravagance on the part of wel­
fare organizations. It must be keyed to cur­
rent interests. It must be brief and specific. 
It must be easy to understand. And it will 
be more likely to survive if it has warmth, 
color, sincerity - in a word, personality. 

All this advice is easily written. What does 
it mean? Look over your own mail and study 
the bulletins that regularly escape your 
wastebasket - the ones you truly look for­
ward to reading. Do you find that without 
taking too much of your time, they tell you 
something that you want to know about a 
subject in which you have a real interest? 
You may find also that they tell it in a way 
that compels your trust. Aren't you con­
vinced, as you read, that the writer not only 
knows what he is talking about, but also 
believes in it? And doesn't the knowledge 
that you share that belief create in you what 
Jane Addams called the "fellowship of the 
deed"? 

Teamwork among people united in a 
common cause depends to a large extent on 
the regular exchange of reliable informa-

In Bulletins 

tion among men and women who cannot 
possibly see each other often enough to keep 
closely in touch. Your bulletin or newsletter 
can provide this basis for teamwork. But its 
editing is no light task to be added to the al­
ready full load of some busy staff member. 

Welfare agencies use bulletins in all 
circles of the public relations chart except 
the outer circle. A few use two or more, for 
the story that will interest circle six may be 
quite different from the information that 
will be useful in circle four. Some agencies 
send one newsletter to persons carefully 
chosen from several circles. Key people are 
often included. But don't expect the city 
editor of a newspaper to dig news out of 
your bulletin. 

And don ' t take reader interest for granted. 
Apply this simple test: Enclose a self-ad­
dressed postal card in the next issue, and 
ask any reader who wants to continue re­
ceiving your bulletin to return it. Then 
drop from your mailing list everyone who 
doesn't return the card. You may save paper 
and postage. You may even save yourself the 
trouble of editing a bulletin! If that is the 
verdict, the sooner you know, the better. 
Each copy that goes unread into the waste­
basket means a definite loss in goodwill. 

width unless 

Discussion Suggesti.ons 

1. A Formula for a Bulletin 

Says the National Publicity Council for 
Health and \Velfare Services, in Bulletins: 
How to Make Them More Effective: 

The most effective bulletins of all are those 
that know exactly what they intend to accom­
plish. The formula for incisiveness is quite 
easy, though its application requires tough 

and consistent thinking. It consists of a care­
ful definition of the group or groups you want 
your bulletin to reach, and above all, of a pre­
cise understanding of the reaction you hope 10 

produce. 

Here are the formulas or patterns of four 
well-established bulletins. These bulletins 
were evolved by a variety of organizations 
and agencies to fit their differing purposes: 
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How to Interpret Social Welfare 

a. A program-type bulletin: 
Publisher: New School for Social Research. 
Readers: Students, potential students, and 

friends of the school. 
Purpose: To keep the readers aware of the op­

portunities the school offers, and to interpret 
its aims. 

Formula: A weekly editorial by the director, 
reflecting the philosophy of the school; brief 
news items reporting scholarship offers, new 
departmen ts, and achievements of faculty 
members; a calendar of evening lectures for 
the week. Most of these lectures may be at­
tended singly or as part of a course, at the 
option of the student. 

b. A magazine-style bulletin: 
Publisher: The Federation of Social Agencies 

of Pittsburgh and Allegheny County. 
Readers: The Federation's own constituents; 

staff and board members of member agen­
cies; key people in Pittsburgh whose profes­
sional or personal interests tie in with social 
problems. 

Purpose: To keep its readers informed about 
the activities of tIle Federation and its mem­
ber agencies; about conditions in Allegheny 
County; about new trends and new thinking 
in health and welfare circles; about the 
personalities and individuals active in Pitts­
burgh's welfare work. 

Formula: Thoughtful articles on social prob­
lems; signed contributions from local ex­
perts on specific themes; brief reports of 
projects and activities; announcements of 
staff changes. 

c. A newspaper-style bulletin: 
Publisher: Fort Greene Industrial Health Com­

mittee, Brooklyn, N.Y. 
Readers: Industrial and department-store 

workers whose plants and firms are co-oper­
ating with the Committee's health educa­
tion program. 

Purpose: To build an interest in positive 
health. to spread information about preven­
tive measures, and to offer concrete sugges­
tions which can be applied to the home and 
work habits of the readers. 

Formula: Editorials; cartoons; quizzes; a regu· 
lar column of advice from "Doc Staywell"; a 
comic strip; occasional photographs. Each 
issue emphasizes a different health theme. 

d. A conversational newsletter: 

Publisher: The American Public Health As· 
sociation. 

Readers: Members of the Association. 
Purpose: To give the executive secretary a me· 

dium for an "occasional visit" with the 
members, since the American Joumal of 
Public Health, the Association's formal pub­
lication, does not provide such opportuni­
ties. To provide a channel for news of the 
organization - its meetings and committees, 
projects under way, and books about to be 
published. 

Formula: No regular departments, and no 
fixed publication date or length. This news­
letter takes a "you" tone. 

2. The Bulletin's Appearance 

Despite the obvious advantages of at· 
tractive layout, the physical appearance of 
a bulletin cannot be planned apart from its 
content and purpose; suitability is the basic 
criterion by which all formats should be 
tested. 

Here, in corresponding order, are the for· 
mats which were tailored to the bulletins 
just described: 

a. Since the keynote of this bulletin is con· 
venience, and since it goes to busy people, many 
of whom have only a casual connection with 
the school, the format plays up brevity. The 
entire issue is comfortably accommodated on a 
single sheet of paper, 9 x 12 inches in size, 
which is printed on both sides and folded to 
provide six panels. (See page opposite.) 

b. It takes time to read The Federator, and 
to persuade its audience to take that time, this 
24-page magazine is printed on coated stock, 
with plenty of white space, with illustrations to 
break up the pages, and with carefully selected 
type faces. (See page opposite.) 
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The New School Bulletin shows the cover 
and pages 2, 3, and 4. Pages 5 and 6 are en­
tirely devoted to the calendar of lectures. 

The Federator is a 24-page publication, of 
which only the cover and page 21 are shown 
here. 
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c. Here's to Your Health can be read on the 
run. Its breezy informality is heightened by 
newsprint stock. Large headlines catch the 
eye. and short blocks of copy quicken the read­
ing pace. Printed as a four-page folder. this 
bulletin uses lists, questions, cartoons. columns, 
pictographs, and photographs to vary the ap­
pearance of its pages. (See upper illustration.) 
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d. To achieve as nearly as possible the per­
sonal flavor of a letter, the American Public 
Health Association's bulletin is multigraphed 
on letter-size paper. It opens with "Dear Mem­
ber," and closes with the executive's signature. 
White space between paragraphs and frequent 
subheads in capitals are for the sake of easy 
reading, not of attractive layout. 

3. The Case History 
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3. The Case History of a Bulletin 

Dr . H. E. Kleinschmidt, medical director 
of the North Atlantic Area, American Red 
Cross, provides us with this story of the 
how, why, and what of a health bulletin 
published for employes during war years. 

Health on the Job was an exercise in making 
bricks with what straw was available in a time 
of stress and shortages. Some 800 employes were 
scattered over nine floors in three buildings. It 
seemed important to keep them informed 
about the employes' health service through a 
periodical bulletin. But a vast amount of paper 
was already being circulated, the pieces all very 
much alike in appearance. A new bulletin 
would have to be different to compete for at­
tention. Furthermore, office economy pressed 
its demands for reducing, rather than increas­
ing, the volume of things to print and read. 

However, a mimeographed bulletin to be 
confined to one sheet was authorized. Paper 
stocks had been standardized to one grade - a 
medium-weight sheet which took ink on both 
,sides, but was not heavy enough to prevent the 
ink from seeping through and thus producing 
a messy job. This difficulty was solved by using 
one side only and a simple folding trick, which 
happily yielded a piece distinctive in size and 
format. 

A single stencil took the copy, and cutting 
that stencil was not as complicated as you might 
think. First a dummy was made by typing the 
copy in one long column, each line no longer 
than 38 spaces. Like galley proof, this strip was 
then cut and pasted to fit four pages - pages 
4 and 1 below, pages 3 and 2 upside down, 
above them. The sketch was made first on 
onion skin paper and then cut with a stylus in 
the space left for it on the stencil. The mast­
head was done in quantity by multigraph. A 
touch of red added a bit of life. Finally, two 
foldings, done by machine, converted the single 
sheet into a neat little four-page booklet. 

The topics selected were current health prob­
lems pertaining to the job. The editor was 
guided by timeliness, by questions asked in the 

In Bulletins 

Welfare Room, and by suggestions from em­
ployes. The quiz issues were perhaps most 
popular. Issues on cosmetics, care of the hair, 
and personal hygiene evoked favorable com­
ment. One on nervousness brought a surprising 
number of requests for the article from which 
it had been abstracted, and another, on hyper­
tension, kept the medical adviser busy for 
some time with the blood-pressure apparatus. 

One high-ranking officer told the editor: 
"Your confounded bulletin [on sigh t conser­
vation] cost me twenty bucks. I had my glasses 
checked as the bulletin advised and was roundly 
scolded by my doctor for having waited so 
long." 

Distribution was by messenger from desk to 
desk. The most appreciated boost, really in­
tended as a knock, came from a director who 
objected that when the bulletin arrived "all 
work stopped for three minutes." 

After three years Health on the Job took its 
place as a health column in a new publication 
for employes, called the Bulletin Board . 

4. The Bulletin's Personality 

Bulletins, like people, can very often be 
characterized as friendly or aloof, leisurely 
or brisk, humorous or sober. Choice of con­
tent, style of presentation, and arrangement 
of copy all contribute to the bulletin's per­
sonality. Many bulletin editors give their 
publications distinctive character through 
the use of certain regular features. 

a. The Big Brother Movement of New York 
calls its bulletin for contributors and members 
The Pony Express. It carries this theme still 
further with departments titled "The Cir­
cuit Rider," "The Hitching Post," and "Along 
the Trail." Even the cartoon strip which is a 
feature of each issue ties into the over-all plan 
with the title "Bucking Broncos." This lively 
cowboys-and-Indians style is altogether ap­
propriate for an agency working with boys. 

b. For many years bits of philosophical 
verse, chosen from among the editor's favorites, 
introduced each issue of the N ewslelter of the 
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Council of Social Agencies of Chicago. These 
became, in time, favorites of the bulletin's 
readers too. Several anthologies were compiled 
at the request of constant readers. Written in 
first-person-plural style, this bulletin reported 
current events and trends in social welfare. Oc­
casionally the editor reported meetings not 
only by describing the program, but also by 
telling how much she enjoyed the meetings, 
what familiar faces she saw there, what opin­
ions this meeting shaped in her own mind. 

c- "The Press Pussy," for many years a fea­
tured character in the Y.W.C.A.'s Woman's 
Press, was a mythical and mischievous cat whose 
antics and irreverent opinions occupied a page 
in each issue. Apart from the sheer entertain­
ment value which the Pussy's escapades con­
tributed, this feature had a further advantage 
- it banished any hint of stuffiness from 
this otherwise earnest magazine, and provided 
tangible proof that the Y.W.C.A. and its mem­
bers had not sacrificed their sense of humor in 
their pursuit of more serious goals. 

The New York State Health Department 
bulletin, H~alth N~ws, carried regularly for 
years a column "'Doctor Jones' Says." 
Written by Dr. Paul M. Brooks, it was full 
of homely wisdom, as in this sample: 

We were speaking, here recently, about the 
way women dress in cold weather and one of 
the men from the Health Department was 
telling me about a letter they got: a woman 
that wanted to know if the scanty way school 
girls are dressing in winter (going without 
stockings and all that) - if it wasn't making 
'em more susceptible to tuberculosis. 

Well, there's no evidence, apparently, that 
it has any effect on tuberculosis, one way or the 
other. The death rate - it's true it's higher in 
girls from 10 to 19 than it is in boys in the 
same age-group. But, it was just as true thirty 
or forty years ago when girls were wearing 
woolen stockings and warm underclothing, as it 
is today. So it evidently ain't the clothes - or 
lack of 'em. In fact, the tuberculosis rate in 
girls in that age-group - it's lower now than 
it was then. 
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DISCUSSION: For good discussion it would 
be desirable to distribute among members 
of the study group duplicate sets of agency 
bulletins, with five or six different bulletins 
in each set. The group could then analyze 
the bulletins from these points of view: 

1. For what audience is each intended, and 
how well does it suit the interests, the vocabu­
lary, and the needs of that particular group? 

2. '-\That seems to be the major objective of 
each bulletin, and how well does it accomplish 
its purpose? 

3. 'Vhich bulletins focus attention mainly 
on news notes? Which seem more concerned 
with interpreting the philosophy of the agency? 
Which provide useful information? 

4. What regular features in these bulletins 
seem particularly well suited to their purposes? 
'-\'hich bulletins might benefit by the addition 
of special columns or departments - book re­
views, perhaps, or advice columns, featured 
personalities-of-the-month, calendars of com­
ing events? 

5. Do these bulletins attract the eye? Are the 
type sizes large enough to pennit comfortable 
reading? Do the illustrations, if any, warrant 
the expenditure they represent? If color is 
used, how effective is its handling? 

6. How well do the fonnat and general ap­
pearance suit the editorial content, the copy 
style, the nature of the agency itself? 

ASSIGNMENT: Let members of the group 
discuss and plan the editorial policy of any 
or all of these bulletins: 

1. A monthly bulletin for foster parents, to 
give them recognition for their service and 
guidance in their care of children. 

2. A weekly bulletin for volunteer group­
leaders in a youth-serving organization, to 
maintain their interest in the agency's pro· 
gram, provide ideas for their work with young­
sters, and record the agency's appreciation of 
their services. 

3. A quarterly bulletin for teachers, to ac­
quaint them with the facilities offered to school 
children by the member agencies of the com­
munity chest. 
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Telling Your Story 
by the Written Word 

IN ANNUAL 


You MAY beg off from speaking at 
meetings, you may decide not to issue a 
bulletin - but the annual report is ines­
capable. And the time to begin writing next 
year's report is while the ink is still damp 
on this year's effort. Instead of waiting until 
the eleventh hour and then trying to re­
create a living story from the minutes of for­
gotten meetings, keep a diary or a loose-leaf 
file, and jot down incidents or comments 
while they are still fresh in your mind. 

When it comes to putting the report in 
final shape, go over this material and select 
the highlights of the year's experience. Then 
think of the audience. Who will "look at the 
record"? The report probably will go to all 
the inner circles: board members, volun­
teers, co-operating agencies, contributors, 
and some key people. You have a right to 
assume initial interest from these publics, 
but you have not a ghost of an excuse for 
making the reading a tedious chore. There 
may be news values in your record of 
achievement and change, news which can be 
used in releases for the press. 

Implied in the term "annual report" are 
certain limitations not to be overstepped. 
The first of these concerns the dates that 
mark off the year's work. They should be 
definitely stated, especially if your fiscal 
year does not coincide with the calendar 
year. You may overstep them in a very few 
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REPORTS 


ways, for legitimate reasons: to contrast cur­
rent work with previous experience, for 
instance; to glance swiftly at the past, and 
to forecast the future; but the meat of the 
report should lie within those dates. 

Having built your chronological fences, 
consider the subject matter. What results do 
you expect from this annual message? 
Should it point out the most urgent prob­
lems? Interpret clients as human beings 
rather than as statistical units? Introduce 
the professional staff? Defend the agency's 
program or explain its philosophy? These 
are all legitimate objectives, but how promi­
nently should they be featured in the story 
of a year's progress? 

The introduction may say, briefly, "This 
is what our agency is and does." The con­
clusion may say, again briefly, "These are 
things we couldn't do, although they should 
be done, and by us. With your help we hope 
to do them next year." But the body of the 
report should say explicitly, "This is what 
we did last year." 

The address should be given, including 
the city and state. 

The relation of the agency's work to the 
community welfare plan, and to the national 
program of which it is a part, should be in­
cluded somewhere in the report. 

Now plan your outline. Is it to be sub­
divided: 
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a. By the months or seasons? Would a run­
ning story of the year's progress be effective? Or 

b. By departments - each section featuring 
a different service that the agency gives? Or 

c. By personalities - the president speaking 
for the board, the executive for the staff, the 
treasurer for both? 

At least once a year the private agency 
must account to its supporters, and the pub. 
lic agency to taxpayers, for the way money 
has been spent. The financial page of your 
report is the first many readers turn to, and 
the only one that some read. Service figures, 
too, are basic in good reporting. Both serv­
ice and financial figures should be simplified 
for a large audience, interpreted in the text, 
and given significance in the year's story. 

Figures should be not only accurate but 
also clearly and honestly interpreted. "Sin­
cerity" has been frequently mentioned in 
these chapters as a necessary quality in good 
public relations. Reporting is sincere when 
it is frank and explicit. Don't say "more 
than last year," or "double the previous 
load," or "one-third greater than formerly," 
without telling exactly what was spent last 
year, or what was previously accomplished. 
Leave no shadow of doubt in the reader's 
mind as to the actual amount of work done 
or money received and spent. "Sincerity," 
for the purposes of this text, means the op­
posite of retreating into vagueness when the 
record does not speak for itself. 

Good planning of printed pages is 
achieved by teamwork with the printer. It 
is your business to prepare copy, beginning 
with what goes on the cover - title, sub­
title if any, and by all means the name of the 
city. Selecting a readable and pleasing type, 
determining the size and proportions of 
pages, and judging the quality of paper calls 
for some knowledge of the essentials of good 
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printing, especially if you must cut costs by 
shopping around for competitive bids. The 
alternatives are to employ one competent 
printer who can be trusted with all these 
details, or to hand over the copy to a layout 
specialist. 

\Ve can lay down no rules for the length 
of annual reports. On one question, how­
ever, we are disposed to be dogmatic. Hav­
ing selected a size and style that are attrac­
tive, suitable, and well within your budget, 
do not change from one year to the next un­
less for an exceptionally good reason. Each 
record of twelve months' work is a perma­
nent chapter in your agency's history. These 
chapters will be kept and filed together by 
reference libraries, by trusts and founda­
tions, by your directors, contributors, and 
co-operating agencies. Variety may be in­
troduced by changing the keynote or color 
scheme, but continuity is your watchword. 

Someone has said, "There are no dull sub­
jects. There are only dull writers." It might 
be well to pin that quotation above your 
desk when you sit down to the actual writ­
ing of your report. The fact that "every­
thing designed to be read should be read­
able" does not mean, however, that you 
should aim your copy at the twelve-year-old 
mind. There is nothing childish in the 
beautiful clarity of the decisions rendered 
by Justice Oliver \Vendell Holmes, for 
example. His biography, Yankee from 
Olympus, tells of his struggle to find the 
words that were as completely understand· 
able as they were suitable to the task in hand. 

The light touch is a precious gift; but 
much of the health and welfare story is not 
suitable material for a sprightly style. The 
annual report is more formal than the 
bulletin. It should reflect the dignity and 
maturity of your agency's purpose. 
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In Annual Reports 

Discussion Suggestions 
Two annual reports, both simply done, 

both within the financial range of most 
social agencies, will serve to illustrate these 
discussion suggestions. The first, the seven­
teenth annual report of the Illinois Society 
for the Prevention of Blindness, is a highly 
personalized account narrated by the So­
ciety's executive secretary for the benefit of 
its close friends and supporters. Earlier re­
ports of the Illinois Society are also cited 
because Audrey Hayden Gradle, the So­
ciety's executive secretary for many years, 
turned out each year a report of which one 
could say, "This is what I mean by a good 
annual report." 

The second example, the 1944-1945 re­
port of the Department of Public Welfare 
of Jefferson County, Alabama, is aimed at 
a much wider audience, for it is the Depart­
ment's report to the taxpayers. As such, it 
presu pposes on the part of its readers no 
special knowledge of public welfare prob­
lems and no particular interest in the affairs 
of the Department, but only a friendly in­
terest in those citizens of Jefferson County 
whom the Department was able to serve. 

In content, style, format, and primary 
purpose, these reports are in sharp contrast. 
In feeling they are closely related, for each 
reveals an honest enthusiasm for the agency's 
program, a deep respect for its clients, an 
urge to do still more in the future, and a 
talent for telling a story in vivid and spe­
cific terms. 

1. The Report of Work Done 
a. Building chronological fences. The 

focus of the Illinois Society's annual report 
is on the work of one year. But the record of 
that year takes its significance from the long­
time story of the agency's work and progress. 

These paragraphs show how this report ties 
the present to the past and future. 

The Trachoma work in southern Illinois 
entered its ninth year in June. It seems ages 
since we got our first $5000 grant from Gover­
nor Horner and drove all over southern Illinois 
trying to find places where we could set up our 
clinics, rent free. But we can remember vividly 
that first year when the patients came stream­
ing in with their dreadful looking eyes. It 
takes no effort to recall our difficul ties in 
getting our first appropriation or the warmth 
with which the old Emergency Relief people 
and the W.P.A. helped us. The beginning of 
the bus runs in 1936, when the clinics jumped 
from 600 a week to 1200 and we worked from 
8:30 to 5:30 every day was another milestone, 
and the introduction of sulfanilamide in 1938 
still another. 

I often think of how near we came to setting 
up a thirty-five bed hospital in southern Illi­
nois as other states have done. If we had done 
this, we would have been limited by time and 
space and could never have given extended 
and thorough treatment to 3334 patients and 
careful supervision to 2343 suspected cases, as 
we have in the past nine years. Yes, because we 
followed the more difficult path of organizing 
out-patient clinics we have nearly licked Tra­
choma. Nearly, but not quite. For now we are 
in the hardest period of the control when 
suffering has been relieved, fear of blindness 
has been allayed and the patients, many of 
them, feel a false sense of security. . . . 

b. Reporting in terms of need. In giving 
an account of its services, the Jefferson 
County Department of Public Welfare told 
the why as well as the what. By sketching 
a picture of its clients' needs, the Depart­
ment gained stature and human significance 
for its own activities. Here is a representa­
tive excerpt: 

More than 3,500 of those recelvmg public 
assistance are aged - all of them past 65, many 
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of them over 70, 80 and 90. Because our civi­
lization has prolonged the span of life, because 
"old age" is essentially a period of dependency, 
we may expect this number to continue to in­
crease as it has, steadily, for the past several 
years. A depression has destroyed many plans 
these people had for themselves; old age bene­
fits, insurance, and "pension" programs do not 
cover all the aged people. Meantime, the per­
centage of aged in our total population in Jef­
ferson County has increased from 2.7% in 1930 
to 4.3% in 1940. 

Many are not aged but suffer a physical or 
mental handicap which renders them unable 
to earn a livelihood for themselves and their 
families earlier in life. In these families and in 
other families where the breadwinner has died 
or has deserted, there are many children who 
must be maintained until they are 16 years 
old and can work., or until they are 18 and can 
complete their schooling so that they will be 
better equipped to work.. There are approxi­
mately 3,000 dependent children supported by 
the Wel£are Department in their own homes 
and in supervised boarding homes. 

c. Reporting concretely. The Jefferson 
County Department of Public \Velfare was 
fortunate in being able to describe highly 
tangible services like these: 

Each month the families of unemployable 
people receive a check from the '-\Tel£are De­
partment to help them live. Their barest needs 
are determined individually - their food, 
clothing, shelter, medical requirements, etc. 
Any income or resources they may have to 
meet their own need is taken into account in 
determining what assistance they should get 
from the Department. 

and 
Many people who need no financial help at 

all turn to the \-\Tel£are Department for advice 
and service. It often means a lot just to talk 
over family or personal problems with some­
one who understands. The agency's trained 
workers help people to decide and work out 
what appears to be the best plan for adjusting 
their particular trouble. 
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But many organizations have much less 
concrete activities to report - activities like 
broad educational programs or community 
organization. Readers lose sight of the hu­
man beings whose welfare is the real reason 
for any welfare agency's existence when 
achievements are reported in meaningless 
generalizations like these: "There were 
further developments of the movement in 
. . . ," "New affiliates moved into fully­
geared operation," "Studies and staff con­
sultations were carried on," "The enlarge· 
ment of its sphere has enabled the committee 
to work more effectively with other agencies, 
public and private.... " 

The Illinois Society has made a broad pro· 
gram real by deliberately choosing to tell in 
vivid detail a story which many agencies 
might have reported in a single generalized 
paragraph. The Society might have said it 
this way: 

"Ve have become increasingly aware of the 
need to do more to prevent industrial eye acci­
dents. \-\Te worked out a plan for small factories, 
hired staff, appointed an Advisory Council, 
and so far have co-operated with four factories 
in putting the plan to the test. 

Instead, an intimate account of this proj­
ect occupies more than three pages of the 
report. The reader cannot miss the signifi­
cance of the undertaking when he is told 
about it in this fashion: 

\-\Te have always wanted to add to our pro­
gram the prevention of industrial eye acci· 
dents but we have never had enough money. 

"Vhenever we would read that 120/0 of all 
bilateral blindnesss was due to industrial acci· 
dents we had a twinge of conscience. Here was 
a field where we were doing nothing. Then one 
day we read in Mr. O'Brien's column that a 
survey of 167,000 workers in war plants showed 
that one quarter of them had defective but 
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correctible VISIOn and that most plants, al­
though they provided goggles for hazardous 
jobs, did not provide goggles with the lens 
ground to the eye of the wearer ... . 

Then in the 'Vall Street J oumal we read that 
every three minutes of the day and night some 
workman suffers an eye injury and the article 
went on to tell of Harry Guilbert who put the 
Pullman Company on a mandatory gogO"le 

. 0 
routme and rolled up a record of ten years 
without a single eye loss. 

Well that settled it! 
'Ve got busy and raised six thousand extra 

dollars. 
\Ve worked out a plan for small factories, 

since most of the eye accidents occur in these. 
This plan provided for a vision test, near and 
far, with and without glasses; a test for muscu­
lar imbalances and a test for depth and color 
perception. It also included a medical analysis 
of our findings with provision for correction of 
defects discovered. It also provided for a safety 
survey for eye hazards, including illumination. 
It also provided for a job analysis. Then we dis­
covered that to put this plan into action we 
would have to clear with the W.P.B. so Dr. 
Gradle went to \Vashington and did this for us. 
In fact he did such an elegant job that Mr. 
Keenan suggested that we make our project 
nationwide in scope. Dr. Gradle smiled mod­
estly and told him that Illinois was big enough 
for us .... 

DISCUSSION: From a group of reports 
brought in by members of the class, select 
passages describing specific projects which 
have been going on for some years but are 
described in terms of one year alone. Would 
the reports be improved if these passages 
were so written as to give a feeling of con­
tinuity from year to year? 

In which of these reports are new projects 
described as though they were carried on for 
their own sake, without reference to the 
people on whose behalf they were under­
taken or to the social conditions which made 

In Annual Reports 

the projects necessary? If you find any such 
examples, try rewriting these passages, tell­
ing the reasons for the project and giving 
some glimpse of the people it serves. Discuss 
the two methods from the point of view of 
the lay reader. 

d. Reporting service statistics. Both the 
reports cited here made effective use of sta­
tistics. The Jefferson County report pre­
sented some of its figures in pictorial charts 
and maps. (See page 94.) Other statistics 
were interpreted editorially, to give them 
meaning for the taxpayer: 

You may be amazed that approximately 
5,500 families in Jefferson County are in fi­
nancial distress in this day of comparative pros­
perity. Unfortunately, "prosperity" does not 
come to those who are aged, ill or disabled ­
any more than prosperity puts an end to epi­
demics and accidents or fire hazards. Actually 
these 5,500 families represent less than 2 ro of 
the county's population. About one out of 
every 60 is financially dependent, one out of 
every 170 has tuberculosis, in this year of pros­
perity. 

To relieve the distress of more than 5,000 
families through the year about $1,400,000.00 
has been distributed by the Welfare Depart­
ment in Jefferson County. This did not main­
tain these dependent families decently. This 
amount provided an average of only $22.50 a 
month per family toward a meager existence. 

The Illinois Society used this informal 
method of statistical reporting: 

Since January, Mr. Almcrantz has made 147 
contacts with industry, out of which 15 con­
tracts were signed and the program worked out. 
The largest factory where we worked had 833 
employees and the smallest had 25 employees. 
In all we tested the vision of 3327 industrial 
workers. In the latter part of the year per­
manent arrangements were made with several 
of our plants to test all new employees. 
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It is interesting to note that the per cent of 
eye defects was uniformly high. Our best plant 
showed only 50ro with normal vision while 
our worst one showed only 14ro with normal 
vision.... 

For an illustrated report of service figures, 
see illustrations facing page 121. 

DISCUSSION: How would you improve 
upon the following service reports? Before 
discussing these examples you might like to 
have one member of the group summarize 
the chapter on statistics in Annual Reports 
and How to Improve Them) listed in your 
reading references. 

a. Twice as many people came to us for per­
sonal advice this year as were served last year. 

b. This year 334 cases of tuberculosis were 
discovered in our county. 

c. "Vith the opening of our new sanatorium, 
there are now 262 beds available for the treat­
ment of children who are stricken by rheu­
matic fever. 

d. To make sure that home conditions were 
as favorable as possible during the treatment 
period, our staff wrote 89 letters to parents. 

2. The Quality of the Report 
The bulletin just referred to reminds us 

that "for the reader who looks deep enough, 
almost any annual report is a glimpse into 
the agency's attitude toward the people 
whom it serves." 

a. The Jefferson County Department of 
Public Welfare likes the people it serves. 
This warm understanding is perceptible in 
every line of its report. Moreover, the reader 
is drawn into close relationship with the De­
partment's clients; the report takes for 
granted a friendly concern on the taxpayer's 
part for the welfare of his fellow citizens. 

In the introduction to the report the tax­
payer himself greets his friends. (See the 
page opposite.) 

In Annual Reports 

b. The Illinois Society achieves the same 
effect of warm regard for its clients in the oc­
casional illustrative stories which dot the 
annual report. Here is one example: 

. . . One of his eyes had been lost in an acci­
dent and he was completely blind in the other 
one from a cataract. He had been told by one of 
the local doctors that the cataract was inoper­
able. Dr. Baumgartner examined him and called 
the worker over and said: "This cataract is 
operable and he should go up to the Illinois Eye 
and Ear Infirmary at once for an operation. Will 
you talk to his daughter about it?" The daugh­
ter burst into tears when the worker suggested 
an operation, not from fear but from joy at the 
possibility of her father seeing again. Would 
she talk to him and see if he would be willing? 
Yes, she would and she did. The only thing 
that bothered her was that her father had never 
been to Chicago and it would be hard for him 
to get to the Infirmary. She said that the only 
train from there got into Chicago at 7: 15 in the 
morning. "Oh," said our worker, "that's simple. 
I wiII meet the train with my car and take him 
to the Infirmary." Then she went over to Mr. 
Poole and said, "Mr. Poole, I'd better take a 
good look at you so I'll recognize you when 
you get off the train for I'm very sure you aren't 
going to recognize me." 

Mr. Poole said, "Maybe when I get through 
my operation I can see you." "Ah," she replied, 
"how disappointed you will be." And then he 
put his hand over hers and said, "I don' t care 
what you look like - I know you are kindl" 
That is the kind of remark that makes work 
easy. 

3. The Framework of the Report 

There is almost no limit to the possible 
ways of organizing an annual report. 

a. The Illinois Society uses the running 
narrative style which treats the highlights 
of the year. The Jefferson County ·Welfare 
Department organizes its report around the 
theme and outline provided by the intro­
duction (see page 94) . Each section takes up 

95 



How to Interpret Social Welfare 

one of the questions a taxpayer might ask 
of his friends: how are they getting along, 
where are they living, how did they come 
to need help, what do they do to help them­
selves, and so forth. The answers to these 
questions tell the story of the Department's 
work for the year, as that work is reflected 
in the lives of the people whom the agency 
exists to serve. 

b. One annual report, a single type­
written page in length, tells what the ,.vest 
Side Civic League of Winter Park, Florida, 
with "57 fully paid members" and expenses 
of $53.58, did for its community during one 
war year. Here is its remarkable list of "ten 
accomplishments," each presented in one or 
two sentences. Even a fairly large agency 
might organize its story of the year around 
concrete projects like these: 

Ten Accomplishments 

!. A large United States flag was purchased, 
and at a Sunday afternoon meeting this was 
presented to representatives of the public 
school. 

2. A delegation was sent to the Mayor, asking 
if there might not be two garbage collections 
a week, in place of the one collection made 
previously. The Mayor consented to have this 
done. 

3. A committee was instructed to call on the 
man who had erected a large signboard on 
West Morse Boulevard, and to ask that it be 
removed; it was not being used, and had be­
come a menace to motor traffic. The sponsors 
of the sign consented to remove the board. 

4. At the request of the Hannibal Square 
Associates, two members of the League were 
appointed as trustees of that organization's 
Bathroom Fund, from which grants are made 
to home-owners who wish to install bathrooms. 
\Vithout these two trustees, the Association re­
ports, it would have been difficult to operate 
the Fund. 
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5. A committee was appointed to study the 
problem of a swimming place for boys. In its 
report the committee presented a letter [rom 
the owner of property on Lake Sybellia, offering 
use of it for the purpose. 

6. The League presented a Punch and Judy 
show and thus obtained $26,35 for the building 
of a new shower-bath on the playground. 

7. By appropriating $5 toward the cost, the 
League cooperated in presenting a very beau­
tiful motion picture of bird life, and a lecture 
by a representative of the Florida Audubon 
Society. 

8. A delegation was asked to interview the 
owner of a juice factory which was dumping 
its waste in places where it caused swarms of 
flies for blocks around. The white owner was 
very cooperative, and agreed at once to have 
lhe practice stopped. 

g. ·On the suggestion of League members at 
two special meetings, a voluntary friendly 
agreement was entered into between the League 
and the Planning and Zoning Commission of 
the City, establishing an area for future Negro 
residences. The agreement is now before the 
Ci ty Commission. 

10. Through its war-service committee, the 
League has purchased 70 service-star banners 
for Winter Park parents and other relatives who 
have enlisted men in service. These banners 
will be presented at today's meeting. 

4. How the Reporl Looks 
a. The reader's ali-important first impres­

sion of your report is largely controlled by 
the cover. Unless this first glimpse is invit­
ing, many potential readers will never get 
beyond the first page. According to your 
budget, you may use any or all of these to 

insure an attractive cover: color, illustration, 
type design, an arresting title. 

b. Continuity in annual reports can be 
achieved with format and layout as well as 
with tone and content. The reports of the 

-By (ar the most important accomplishment. 
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COVER DESIGNS A:-.1D TITLES SUGGEST 

CONTINUITY FROl\·, YEAR TO YEAR 


The cover designs and titles of these an ­
nual reports from the Brooklyn Bureau 
of Social Service suggest both the city and 
continuity of theme from year to year. 
These reproductions are in black but the 
originals were printed in color - the first 
in red and black, the second in brown, 
and the third in green and black. 
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Illinois Society are presented as a series, with 
the same dimensions used each year, the 
same cover design, and even the same quo­
tation appearing as a series title ("How far 
that little candle throws its beams! So shines 
a Good Deed . .. "). The color varies - one 
year blue, gray the next, then yellow, and 
so on. On the frontispiece inside the cover 
is a page design which stays the same year 
in and year out, but offers a different title 
each year. 

A similar "new chapter in the same series" 
policy has been followed by the Brooklyn 
Bureau of Social Service, but with some­
what more radical changes for each year's 
report. Each year this agency's report is pre­
sented against the backdrop of the year's de· 
velopments in Brooklyn and in the world at 
large; the reports for 1943, 1944, and 1945 
were titled respectively: Our Town in the 
Second War Year, Beyond the Victory, and 
Alerted for Peace. The page opposite shows 
how the cover designs carried out the con· 
tinuity of themes. 

c. Appropriateness is another factor 
which must be considered in planning the 
format of any annual report. For the large 
institution, dignity is desirable; for the small 
group·work agency, liveliness may be pre­
ferred. The county child welfare services 
can suitably offer a modest mimeographed 
report, whereas the large city school system 
might prefer a more elaborate presentation 
as more in keeping with its budget and pur­
pose. 

\Vhatever the size, color, format, or 
budget of your report, it can and must be 
easy to look at. Whether it is mimeogTaphed, 
offset, multigraphed, or printed by letter­
press, these indispensables must be offered 
to the reader: 

In Annual Reports 

A type size large enough to read - never 
under ten-point. 

Plenty of white space to relieve the eye. 
Adequate space between the lines. 
Generous margins at top, bottom, and 

sides. In a pleasing page the outer margins 
are each about one and one-half times the 
width of the top margin. The bottom mar­
gin is twice, or a little more than twice, the 
width of the top margin. The combined in­
side or "gutter" margins of the facing pages 
appear equal to the outer margin on either 
side, although to achieve this appearance in 
a book of any thickness, the gutter may have 
to be wider than the outer margin in actual 
measurement. 

Pages which are frequently broken with 
subheads, illustrations, indented matter, or 
all three. 

A reading line not too wide to be read 
comfortably. 

A page size which is easy to handle. 
Some contrast in the type. The amateur 

designer had best stick to one type face; but 
it is possible to break the monotony with 
occasional headings or subheadings, for 
emphasis, in boldface, italics, or capitals. 
A skilful designer can combine two or more 
type faces to make a pleasing page. 
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Telling Your Story 
by the Written Word IX 

IN NEWSPAPERS 


THROUGH NEWSPAPERS, as 
through radio, you speak to the outer circle 
of your publics. And again there are skilled 
craftsmen to tell you what you may and may 
not do. In your bulletins and annual reports, 
as in personal letters, your own judgment is 
final. In the newspaper columns, however, 
the reporter, editor, copyreader, and head­
line writer have the last word. They are a 
hard-driven, fast-moving crew, working 
under continuous pressure at their job of 
merchandising ne"ws, opinion, and enter­
tainment. Cultivate their acquaintance and 
study their point of view. For if your story 
meets their requirements they will carry it 
out for you to that great, miscellaneous, 
general public. 

Are newspaper readers a more literate 
public than the radio audience? More 
thoughtful? "With so many millions of the 
same people reading and listening, who can 
say? This much, however, we know: if the 
radio listener. giving five minutes to a five­
minute summary of the news, is interrupted, 
those spoken words are lost. But if the news­
paper reader is interrupted, he can pick up 
the story later on. He can glance at the head­
lines, give more careful attention to his 
favorite columnist or feature writer, and 
settle down to the editorial, sport, or com­
mercial pages. He can carry the afternoon 
paper home with him, read aloud from it to 
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his wife, or divide it with her according to 
their special interests. People tell each other 
what they heard over the radio. They clip 
newspapers, and sometimes carry the clip­
pings around until they fall apart at the 
creases. Newspaper publicity is vital to your 
agency, if only to keep its name and purpose 
in the public consciousness. 

At first glance any metropolitan daily 
looks as roomy as a big department store. It 
appears to have plenty of space to spare. But 
a study of the different types of news, and of 
a paper's various sections and departments. 
may give you a better understanding of how 
your story fits the pattern of the press. 

The front page is the display window. It 
draws the crowd. Here are the big stories 
that sell the paper. The inner pages hold 
material of less significance. Foreign items 
are generaUy placed together, as are na­
tional and local releases. All of this report· 
ing can be classified in any number of ways, 
but you may find the following division use· 
ful for your purposes. 

a. Spot news - the unpredictable, sur· 
prising event. It may be your undoing, if a 
big story breaks on the day of your annual 
meeting. But when a terrible fire swept 
across the tenement district of one mid· 
western city, the Housing Council made the 
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telephoning in the facts about the number 
of homes in that locality that had been re­
ported to the authorities, again and again, 
as unfit for human habitation. Someone was 
alert to the possibilities and acted swiftly. 

b. The important "running story" - one 
which continues in the news for weeks or 
even months. Perhaps it is the story of pro­
longed unemployment, with health and 
welfare agencies bearing witness as to its 
results. Or it may be that of peak employ­
ment, with mothers working, and a dearth 
of day-nursery care. Perhaps there is an in­
ternational situation on which some world­
wide agency like the Salvation Army may 
have evidence to give. Or it may be the story 
of a very rainy spring which calls out the 
American Red Cross to provide flood relief. 
You have more time to plan publicity of this 
type than the kind which ties in with spot 
news. 

C. Created news - stories of planned 
events. You can see these events coming, 
and can make your publicity plans ac­
cordingly. The opening of Congress and 
of the state legislature are news pegs for 
discussions of social legislation. The Fourth 
of July and other holidays are good occasions 
for safety stories - for example, on the pre­
vention of accidents which might result in 
blindness. The first day of school suggests 
health examinations and the immunization 
of children from contagious diseases; the last 
day of school suggests vacation programs 
and summer camps. Big meetings and con­
ferences often have a health or welfare 
angle. You can make your own list of pos­
sible opportunities for newspaper publicity_ 

Through its several departments the 
newspaper speaks directly to many of the 
"special publics" listed in circle seven of 
your public relations chart. ''''hen you have 
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something to offer the housewife or to ask 
of her, when you want to reach the business­
man or society woman, or perhaps the 
music-lover, your best channel may be one 
of these departments. Athletic events spon­
sored by community centers and youth 
agencies frequently make the sports page 
when big-time sports news is scarce. Brief 
personal anecdotes about your board and 
staff members - if the stories have origi­
nality and human interest - may be wel­
comed by some columnists. These are only 
a few of the infinite number of ways in 
which you can key your story to the news­
paper pattern, if you study that pattern and 
make the most of its possibilities. 

In selecting pictures for the newspapers, 
don't be so eager to supply what the editor 
will use that you forget to consider ,,,hat 
response you want from newspaper readers. 
Do you want to cr ate the impression that 
social work is supported chiefly by ex­
quisitely dressed debutantes, who for sweet 
charity's sake pour tea, act in theatricals, 
and pose in style shows? These same young 
women will be more of an asset to your 
agency if they can be photographed in 
some of their other activities - weighing 
and measuring babies in an infant welfare 
center, perhaps, or sorting and arranging 
the books for a settlement library, or even 
simply working in their gardens or playing 
with children. 

A decision about publishing the picture 
of a client depends always on the client's 
signed release of the picture for publication; 
it also calls for consideration on a case-work 
basis, after consultation with the case 
worker, rather than in accordance with any 
general rule. Will the use of the picture be 
against the interest of the client even though 
his or her permission to use it has been ob­
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tained? Will other clients be perturbed by 
the fact that such pictures are used? 'Vill the 
caption tend to discredit the subject of the 
picture? 

Before adopting a policy on an y of these 
questions, see the picture editors of your 
newspapers to find out what they want and 
can use. Explain the relationship of board 
members and volunteers to your program, 
discuss the dangers of exploiting clients, and 
then put imagination and resourcefulness 
to work. 

You will find in comparing your local 
papers that each has its own individuality. 
Their physical characteristics probably dif­
fer - for example, the length of items and 
the space given to pictures - and there may 
be temperamental differences as well. One 
paper may be a crusader. Another may give 
human-interest stories preference over fairly 
important news. One paper may prefer to 
handle welfare news statistically; another 
may tend to give it a "society" angle, whereas 
still another may show a special interest in 
money-raising campaigns. 

During the past decade the news value of 
broad social problems has steadily increased; 
public interest in health, housing, nu­
trition, the preservation of family life, and 
the protection of children continues to 
grow. "\Velfare agencies have impressive 
evidence to give under all these headings. 
More and more frequently their testimony 
is accepted, and even sought, by modern 
newspapers. 

In large agencies, some well-qualified 
person is usually given responsibility for 
newspaper relations. The smaller agency 
frequently turns to the publicity depart­
ment of the community chest, or appoints a 
board member as chair man of a public re­
lations committee, or - especially in larger 

cities - uses a professional publicity service. 
But every member of your agency's staff 
should learn to recognize news values in his 
daily experience, and to select and report 
appropriate facts to the responsible person. 

Does it help to have "a friend on the 
paper"? It helps to have friends anywhere. 
Do not, hmvever, expect your personal ac­
quaintance to short-circuit the customary 
procedure through which the city desk re­
lays the news to its reporters. Editors prefer 
to give out their own assignments, and your 
release will be more promptly handled if it 
is sent through the usual channels. 

Working with Newspapers, mentioned 
in the reading references on page 134, is a 
practical manual for health and welfare 
agencies. In addition to sound advice on 
your relationship to the press, it gives spe­
cific instructions for the preparation of re­
leases. Many national agencies issue public 
relations manuals that offer their local 
branches or chapters excellent advice on 
newspaper publicity. 

Frequently the health or welfare worker 
will find that the best way to get something 
into the newspaper is to bring together the 
reporter who will actually write the story 
and the person who has the story to give. 
Many newsmen like to get some of their 
facts and quotations firsthand. This kind of 
interest, however, does not eliminate the 
necessity for a news release. 

Speaking of releases: be sure that yours 
conform to news style, that names are cor­
rectly spelled and given in full, and that 
titles, dates, and places are included. An 
editor may give space, either benevolently 
or grudgingly, to a welfare agency that 
cannot recognize news stories and will not 
take the trouble to prepare them correctly. 
But this kind of favor may do your cause a 
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disservice. Especially in smaller CltIeS, a 
good-hearted editor may encourage welfare 
workers to expect special consideration and 
protection. If you are so pampered, when 
will you learn to stand on your own feet, 
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and to produce stories that can hold their 
own in the main current of events? Only 
good news stories can win and hold for 
social work the place it deserves in the news 
columns. 

Discussion Suggestions 

7. Space for Your Story 

At first glance any metropolitan daily 
looks as roomy as a big department stoTe. 

Naturally, newspaper practice varies from 
day to day, for it depends upon what local, 
national, and international news breaks at 
the moment. By and large, however, each 
newspaper has a fairly well-established 
policy on the treatment of local news. It is 
this portion of the paper which interests the 
local welfare agency most keenly, for the 
agency's news must come within the paper's 
quota of space for stories about the com­
munity. 

For purposes of this discussion we have 
examined an issue of an afternoon paper 
published in a mid-western city, and one 
issue of a weekly paper published in a small 
and homogeneous New England commu­
nity. This is what we found: 

a. The large city daily. Our issue was pub­
lished on a day when there were new de­
velopments in a local murder trial. Nearly 
four pages of a 22-page edition were given 
over to this single story. Since this is a metro­
politan daily which follows national and 
international developments with careful at­
tention, the space remaining for local items 
was pitifully small. News of other crimes 
and accidents took a large slice out of this 
quota. For community agencies only enough 
room was left for a few brief items which, 

with one exception, were placed on the re­
ligious page. The following item, quoted in 
full, was fairly representative: 

. .. HOME TO MARK 
50TH ANNIVERSARY 

T he . .. Home for Children at ... will 
celebrate the 50th anniversary of its opening 
tomorrow. 

The Board' of Control of the home has ex­
tended an invitation to all members of the 
"Children's Home Alumni," organized in 1907, 
to attend the "Homecoming." 

b. The small weekly. As you might ex­
pect, the sharpest possible contrast between 
the policies of these two papers is evident. 
Except on the editorial page, the commu­
nity weekly gave no space at all to national 
and international news, which occupied a 
major share of the large city daily's atten­
tion. The weekly's 16 pages were devoted 
almost exclusively to news of its own com­
munity, with heavy emphasis on person­
alities and names. Social and civic organi­
zations occupied the limelight, with this 
kind of treatment accorded to their news: 

The front page featured close-of-the-season 
events sponsored by the Parent-Teacher As­
sociation, Girl Scouts, American Legion, Rotary 
Club, and a church boys' club. Taxes and 
property values, the only other front-page 
topics, received secondary attention. 

On page 4 was a notice of an "Open House" 
at a local kindergarten. Throughout the paper 
this kind of warm interest was shown in the ac­
tivities and personnel of local organizations. 
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On page 8 a Hi-Y "Police Clinic" was de­
scribed in some detail. 

On page 16 the local representative to the 
state legislature reported on a recent legis­
lative session, giving special attention to the 
crucial topic of housing for veterans. 

ASSIGNMENT: In order to estimate the 
amount of space normally available to their 
own organizations in their local papers, 
members of the study gTOUp might ~ike to 
try this exercise: 

Let each member bring to class current 
issues of both morning and afternoon papers 
for a single day. Someone might bring copies 
of any neighborhood or community w'eeklies 
published in the area_ 

Ask several members working together to 
study each of these papers. Eliminating for 
the time being items which appear in special 
departments on real estate, the theater, 
sports, and so forth, let each commi ttee esti­
mate what percentage of the total space in 
each paper is devoted to news of local origin. 
For the purposes of community agencies 
this percentage is the newspaper. 

Now analyze the local news within each 
paper to see what part of it is devoted to 
topics within your sphere of special interest 
as representatives of social or civic agencies. 
As prospective contributors to its columns, 
do you still find the paper "roomy"? 

'Vhat news items about your own agen­
cies or problems were found in the news­
papers studied? After taking this fresh look 
at newspapers would you still rate these 
items as newsworthy? 

Note: No single issue can possibly form 
the basis for an analysis which accurately 
reveals the permanent policies of a paper. 
Members of the study group might wish to 
study a sampling of issues collected during 
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a period of several weeks and then report on 
their findings. 

2. Slanting the News Story 
Obviously any news item stands a better 

chance of being published if it ties in with 
a theme of current general interest. Girl 
Scouts, Inc., once released a news story which 
connected departure for camp with a Scout 
project of famine relief, an urgent theme at 
that time. It made the New York Times with 
a three-column picture and a two-column 
story. A photograph of the girls making 
their contributions of canned foods for over· 
seas relief as they departed for summer camp 
was a "natural." Note that here local news 
is related to a national project sponsored by 
the Girl Scouts. 

DISCUSSION: ·What are the main news 
stories and "running themes" current in 
your newspapers? Discuss ways in which 
local agencies could tie their own news 
stories to these subjects of popular concern. 
The list of topics and related agencies on 
page 17 of Working with Newspapers offers 
good examples with which to start this dis­
cussion. 

3. Where Does Your Story Belong? 

A study of the various sections and depart­
ments in a newspaper may give you a better 
understanding of how your story {its the pat­
tern of the press. Not only the news pages, 
but also the feature page, woman's page, 
editorial page, sports page, real estate sec­
tion, and so forth offer opportunities when 
your story meets the requirements of one 
of these departments. 

a. Some social agencies seem to resent the 
appearance of their stories on the woman's 
page. Here is what a group of editors and 
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newspaper ''''Titers, at a conference on news­
paper publicity sponsored by the Cleveland 
Welfare Federation, had to say about the 
woman's page: 

. . . Don't underestimate the power of a 
woman and don't underestimate the power of 
the woman's page .... 

. . . Women in public office never want to 
get on the woman's page. But they can get much 
more space for their messages on the woman's 
page.... 

Women's pages do not represent second-class 
citizenship. The woman's page is a good way 
of getting together things that are of interest 
to 80 per cent of ou r women readers and not 
usually of interest to men. . . . 

I see many men turn to the woman's page 
and read it. ... 

It is much better to have some real writing 
done and accepted by the woman's page and 
feature writers than to try to make into a news 
story the material that is not news. 

DISCUSSION: Look again at the welfare 
stories in the newspapers you analyzed. 
Where are the items placed? In the regular 
news sections, or on the woman's page, the 
feature page, the religious page? Does any 
one paper seem to be more receptive than 
another to background information on the 
aims and purposes of the organizations 
whose activities it reports? 

b. Columnists and special writers. A 
growing number of newspapers are featur­
ing regular columns primarily concerned 
with problems of health and social welfare. 
In the Chicago Daily News, Helen Cody 
Baker is continuing a column in which for 
forty years Dr. Graham Taylor reported the 
practices of social work organizations and 
expressed his own social philosophy. Albert 
Deutsch's column in New York's PM is de­
voted to health and social welfare. The 

In Newspapers 

Brooklyn Eagle carries a regular column on 
veterans' affairs by Sylvan Furman, who is 
a member of the staff of the local Social 
Planning Council. 

In the Cincinnati Times-Star, the local 
Public Health Federation has for the past 
fourteen years had its own column of health 
advice to readers. These brief articles, 
limited to 200 words, carry the heading 
"Save-A-Life." In addition, the agency sup­
plies a weekly illustrated message, of about 
two sentences, called "Grandma "Vise," to 
local suburban papers, and a brief weekly 
message, of about four or five sentences, 
called "Health-O-Gram," to the Cincinnati 
Post. 

Columns of this special type usually com­
mand a sizable audience, and are excellent 
outlets for material which does not neces­
sarily come under the heading of news, but 
which offers the newspaper's readers new 
facts about their community or useful ad­
vice for their own lives. You can probably 
cite local columns of advice and information 
whose authors or editors are receptive to 
suggestions and information from your 
agenCIes. 

Feature writers as well as columnists often 
concern themselves with topics bearing on 
the work of social agencies. Some feature 
writers interview prominent persons; an 
interview with a member of your board or 
staff may provide an opportunity to present 
the objectives of your agency. 

Other writers espouse crusades - for sani­
tation in restaurants, for slum clearance, for 
play space for children, for adequate hos­
pital space, and so forth. ''''hen such a cam­
paign is running. the writer will appreciate 
any authoritative information that you 
can offer. Or, when you see a good occasion 
for launching such a campaign, some col­
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umnist or feature writer might welcome 
your suggestion, provided that you can 
document it with irrefutable facts. 

DISCUSSION: Having studied the depart­
ments and features of your local new'spapers, 
ask the group to discuss possibilities of plac­
ing each of the items listed below. Consider 
not only the briefly stated facts, but also 
elaborations of these statements to cover 
personalities involved, background infor­
mation, and so on. Which items could best 
be handled as spot news? Which might re­
ceive more generous treatment by a feature 
or editorial writer? Which logically belong 
in a special department of the paper? In 
what department would each of such items 
fit? 

a. A committee of vIsitors from a foreign 
country has toured the recreation centers and 
playgrounds of the city as part of a four-week 
study of play facilities in this country. 

b. The state appropriation proposed for 
mental hospitals makes no provision for a long 
waiting list of mentally ill persons in your com­
munity. 

c. A hobby exhibit at the library features 
handicrafts by elderly people receiving as­
sistance from the department of welfare. 

d. The health department has immunized its 
one-thousandth baby and has sent the parents 
a letter of congratulation and a book on child 
health. 

e. The annual meeting of the mental hygiene 
society features a film on new methods of psy­
chological and psychia tric treatmen t. 

f. The family society has published a new 
basic budget chart, with hints to the harassed 
housewife. 

g. A news item has reported that a boy has 
rescued a stranger from a burning building at 
great risk to his own life. The boy is an Eagle 
Scout. 

h. A foster mother, accepting the fifteenth 
child which the agency has placed in her home, 
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is guest of honor at a tea party given to neigh­
borhood women by a home-finding society. 

i. The council of social agencies appoints a 
committee to investigate the demand for day­
care centers in a neighborhood near a factory 
employing women. 

j. The public welfare department has com­
pleted a study indicating that relief recipients 
who are not actually unemployable stay on the 
relief rolls for gratifyingly brief periods. 

4. Newspaper Relations 

Half the job in working with newspapers 
is getting your news printed, and seeing that 
the facts are clearly and accurately presented. 
The other half is interpretation of the news 
to the press, in order to prevent publication 
of anything that might be harmful to your 
clients or that might mislead the public. 
When such dangers exist, stubborn silence 
on your part or angry complaints will not 
help. Honest co-operation with the press, 
especially if a sound working relationship 
has been established in the past, can usually 
save the situation. Here are some cases in 
point: 

a. When a child died after a severe beat­
ing by his irresponsible mother, the New 
Orleans papers seized on the story as evi­
dellCe of poor performance on the part of 
the Louisiana State Department of Public 
vVelfare. In a report from that Department 
we learn how mutual animosity between 
press and public agency gndually became 
translated into a constructive partnership. 

The Child Welfare Division had been giving 
service to the child's family and had recom­
mended to our Juvenile Court that since the 
mother was incompetent, if the Court saw fit 
to remove the children, this agency would be 
glad to accept responsibility for placing these 
children and caring for them. The Court did 
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The Court did 

not remove the children and the tragedy oc­
curred. Newspaper publicity involved both the 
Department and the Court. 

Because of the type of evidence involved, we 
could not release to the press all the informa­
tion given to the Court. The press could not 
accept our responsibility for respecting the 
personal, intimate and confidential informa­
tion contained in our records and our need to 
protect the mother, even though she was in­
adequate. They believed that if we were in­
terested in the greatest good for the greatest 
number of people we should be willing to give 
out any information which would further the 
community's understanding of the need for 
more adequate facilities. The press could not 
understand that breaking faith with one client 
would jeopardize the agency's relationship 
with all clients. 

Furthermore, the newspaper giving most at­
tention to the story, confused the kind of serv­
ices these children should have. It made no 
distinction between foster care, institutional 
care and detention care. It also attacked the 
integTity of the Department, implying that po­
litical influences were involved. It failed to 
clarify the judicial function of the Court, the 
rights of parents and the functions of social 
agencies which may not take authoritative ac­
tion related to the removal of children from 
their guardians. 

Reporters were constantly telephoning the 
director's office and home and the Child Wel­
fare Office. It was difficult to correlate calls, 
forestall published statements and channel in­
formation. Anything we said seemed to be inter­
preted either as a refusal to tell the truth or 
as "passing the buck." 

Finally, we planned a regular series of press 
interviews beginning with the director of public 
welfare and continuing with staff and foster 
mothers. 

The director explained the legal base of the 
Department, its program and responsibilities 
for children; the methods of board appoint­
ments; the methods of staff appointments 
through Civil Service; the historical back­
ground of the Department; the continuity in 
professional staffing, etc. 

In Newspapers 

The supervisor of child welfare explained 
some of the methods used and the difficulties 
encountered in finding foster homes; the 
standards for approved homes; the kinds of 
personalities required for foster parents. A 
case supervisor told about several cases, illus­
trating different types of problems. 

The reporters were also introduced to many 
of the staff members and were given a brief 
summary of their professional backgrounds. 
These interviews were interspersed with stories 
of the children who were coming to the agency. 
Reporters were taken to the intake section, to 
the waiting room and the play room, where 
they had a first-hand view of mothers, foster 
parents and children. 

It was interesting to observe their gradually 
changing a tti tudes and conflicts. During this 
process they seemed to develop an understand­
ing of the Department's goals and its objectives. 
However, they were disturbed that these goals 
and objectives could not be put before the pub­
lic in a dynamic fashion. Always they came 
back with the statement that "the public will 
have to be shaken by the horrors of existing 
condi tions." 

It was at this point that the supervisor of 
child welfare asked the reporters why the papers 
would not be as interested in pointing up the 
need for foster homes as they were in depicting 
the deplorable conditions of a few individual 
families.... 

From here on, the happy ending was in­
evitable. An interview with a foster mother 
was prominently featured in one paper­
and the reporter checked with the agency 
before the story was run. Foster mothers 
and fathers were pleased; some of them 
offered to take additional children. One 
former foster mother telephoned the agency 
to say, "I've been reading the papers and I 
think you need me." Other papers later fol­
lowed with similar stories. And all this good­
will and understanding actually developed 
from a beginning situation in which a hos­
tile press was trying to pry confidential in­

105 



l 

How to Interpret Social Welfare 

formation out of a reluctant and defensive 
agency! 

b. Good press relations on quite a dif­
ferent level are illustrated in this story told 
by Dr. Bruno Gebhard, director of the 
Cleveland Health Museum. This account is 
quoted from an informal talk before an in­
stitute on health education: 

About two months ago we brought to Cleve­
land the world famous works of Dr. Robert L. 
Dickinson - among them, two statuettes, half 
life size, represen ting the average American 
girl and the average American boy around the 
age of twenty-one. The girl is called Norma 
and the boy, Norman. 

\Vhen this news came to Cleveland, our 
papers gave it a lot of space. One very con­
servative paper surprised us completely by re­
producing the nude statue of Norma on the 
front pagel 

The next morning the city editor called me 
and said, "VlTe have a proposition. Can I have 
lunch with you?" So we had lunch together and 
he said, "I want to be frank with you. \Ne need 
something to raise our circulation - some­
thing which will appeal to almost everybody in 
Ohio. You have this statuette of the so-called 
average American girl and we want to make a 
search for the living Norma in Ohio. Will you 
think about it?" 

Well, I thought it over and agreed. The 
science writer of the newspaper made up a 
series of stories about Norma under the head­
ing of physical fitness. For ten consecutive 
days, there was a search for Norma in the morn­
ing paper. There was the usual stunt of a prize 
for the perfect specimen; there were pictures 
of physical fitness activities at our local college; 
there was an interview with the director of our 
art museum. And every day there were pictures 
of Norma, taken from the front and the side 
and the rear. Every day women sent in their 
measuremen ts and - by the third or fourth 
day - everybody was talking about Norma. 

Sunday's story caused quite a bit of discus­
sion because it brought up the question of 
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heredity with the headline "Norma's husband 
had better be good." As a climax to this, the 
reporter got an interview with leading memo 
bers of the Church. Even an Episcopal bishop 
gave her an interview on the importance of 
physical Ii tness. 

Close to 4,000 women sent in measurements 
(which means 8,000 women participated, be· 
cause a woman can't take her own measure· 
ments) and prizes were awarded. The ultimate 
in recognition came when the well known 
pastor of the Euclid Baptist Church devoted 
his Sunday morning sermon to Norma's reo 
ligion . ... 

Now, please don't forget this: \ IVe didn't ap­
proach the newspapers. The papers wanted 
something - and the question was whether we 
had something they could use. 

DISCUSSION: There may be an advantage 
in discussing these two examples of news­
paper r elations together. The tlllO instances 
are strikingly different. The first shows how 
severe criticism was turned into co-opera· 
tion. The second presents a bold decision to 
seize a chance for widespread health edu· 
cation, even though the proposed stunt was 
more sensational than the Health Museum 
might have wished. 

Aside from personal preferences for dig­
nity or for aloofness, members of the group 
still are likely to have different opinions 
about the policies and methods illustrated 
in these two situations and in others that 
may be brought up for discussion. In such 
discussions certain factors should be kept 
clear: 

In making any information public, there are 
always basic considerations of agency policy to 
be respected and be kept in mind. 

Much may be gained in public understand· 
ing by working patiently with newspaper 
staffs. 

You can depend on newspapers to protect 
"off-the·record" statements. 
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5. Planning Coverage for an Event 

When you are planning a special publicity 
campaign for your annual meeting or for a 
report of a survey, you know in advance on 
what days you will have news items. You 
know, too, what material related to this 
news can be supplied for use at about the 
same time as the dated items. Seasoned cam­

paigners often prepare advance schedules, 
timing the release of separate stories to the 
best possible advantage. 

ASSIGNIVIENT: Plan and schedule a series 
of news releases and suggestions for feature 
stories on any of the following events: 

a. A building-fund campaign for a greatly 
enlarged settlement house Will begin October 
g. Outline plans through the first week of the 
campaign. 

b. A family society and a children's society 
merge. The decision is announced jointly by 
the boards of directors of both agencies on Feb­
ruary 15. The merger officially takes place on 
June 1. 

c. The council of sor.:ial agencies sponsors a 
citizens' conference on improving inter-group 
relations. The conference will occupy two days 
- October 5 and 6. Plans for it are begun 
June 15· 

6. Newspaper Photographs 

In a discussion of newspaper photographs, 
on pages 24 and 25 of the bulletin Working 
with Newspapers, readers are advised to 
test pictures for newspapers by these stand­
ards: (1) their news value, (2) their pictorial 
value, (3) their interpretive value to the 
agency. 

News value in a picture is identical to that of 
a news story - something must happen. Pic-

In Newspapers 

torial value means that the picture is clear, not 
overcrowded (five people at the most - pref­
erably two or three), and doesn't need too 
much explanation in the caption for the reader 
to find out what it is all about. Interpretive 
value is perhaps the most important of all. Pic­
tures that attract the reader, warm the heart 
and please the editor may not be effective or 
even honest interpretation of your agency to 
the public! . .. 

From this viewpoint, ask the class to con­
sider the picture possibilities in the follow­
ing situations: 

a. The mayor lays the cornerstone for a new 
hospital. 

b. A group of public health nurses receive a 
citation for their work in a recent epidemic. 

c. The outgoing president of the Y.M.C.A. 
turns his gavel over to his successor. 

d. A blind man, trained as a welder by the 
rehabilitation service of the local department 
of public welfare, is at work at his new trade. 

e. A play is produced by tenants in an inter­
racial housing project. 

f. Girls at a detention home are taught 
cooking. 

g. The entire personnel of a plant turns out 
for chest X-rays provided with the aid of a 
healthmobile. 

"Vhere they are relevant, these criteria 
mig ht be applied to plans for pictures: 

1. How would you supply the necessary ele­
ment of action? 

2. How much would this picture reveal about 
the program of the agency? 

3. Is there a way of using this picture with­
out exploiting the clients? 

4. Is there anything eye-catching about this 
picture? 

5. Could this picture stand alone with the 
help of just a brief caption - or does it require 
a story to make its meaning clear? 
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Telling Your Story 
in Pictures x 

TO AUDIENCES 


PRIMITIVE MAN "read" the story of 
the trail in broken twigs, bent grasses, and 
the footprints of other men and animals. He 
shared this information with his tribe 
through sign language, and perpetuated it 
in pictures and symbols. From his day to 
ours, human skill in the art of communica­
tion has steadily developed. 

From the viewpoint of this swiftly mov­
ing, highly mechanized age, man's early 
progress seems almost unbel.ievably slow. 
The printing press was not invented until 
the first half of the fifteenth century. Four 
hundred years elapsed before power presses, 
photoengraving, and improved lithography 
resulted in the mass production of cheap and 
attractive reading matter with illustration. 
And it was a century later that the camera 
phonograph, and radio made it possible to 
reach great audiences with a combination of 
moving images and the spoken word. 

Today our leading educators are im­
pressed by the immense circulations of 
photographic and cartoon-strip magazines, 
and by the wide appeal of pictures, not only 
as entertainment, but also as tools for teach­
ing, for reporting events, and for stimulating 
response to pressures of many kinds. New 
organizations spring up overnight to supply 
the ever-increasing demand for pictorial ma­
terial. In their public information programs, 
g"overnment, industry, and business show 
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that they recognize the growing importance 
of telling a story in pictures. 

Health and welfare agencies also recog­
nize the power of pictures to make spoken 
words more clear and compelling. A group 
leader clarifies discussion wi th chalk and 
blackboard. A staff member, presenting a 
report to the board, displays a series of charts 
on an easel. A campaign solicitor carries a 
set of pictures in his kit to illustrate his story. 
An agency executive, appearing before the 
budget reviewing committee of the com­
munity fund, uses photographs to make his 
case for an appropriation. For meetings of 
all kinds there are slides, slide films, and 
documentary films. 

For the purposes of this discussion, let us 
broaden the definition of a picture to in· 
clude all visual images which teU a welfare 
story to any kind of audience. The public 
health nurse, instructing girl scout.s in child 
care, often uses a doll or a real baby. The 
nutrition expert may illustrate her lecture 
with charts, models of food, or actual food. 

Community Chests and Councils, Inc., by 
intensive and carefully planned local a!1d 
national effort, has succeeded in establishing 
the red feather as a popular symbol of giving 
to the community fund. As a picture, the 
symbol supplements the written word in all 
campaign publicity. A real feather, in the 
hat band or on the coat lapel of each con-
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tributor, tells the story of the campaign to 
the constantly shifting audience in the city 
street. At another season of the year these 
same passers-by see window displays devoted 
to the American Red Cross. The double­
barred cross, in painted wood or metal, re­
minds them when it is time to buy Christmas 
seals. 

A physician, speaking on the necessity for 
a certain type of care for cardiac cases, used 
a visual aid to reinforce his spoken words: 
"This box which I hold in my hand con­
tains the heart of the patient who refused to 
follow his doctor's advice." 

In your search for fresh and more per­
suasive ways of illustrating your story, you 
are not limited to flat surfaces. You may 
work in three dimensions, and you may shift 
from stationary objects to motion. Each de­
vice makes its own demands for special 
skills. Each has its own appropriateness in 
certain situations. But an inappropriate de­
vice, or one used unskilfully, may expose 
your cause to disparagement or ridicule. 
The visual method of communication offers 
no escape from expenditures of time and 
money. Compared with other methods, it 
demands more, not less, of planning. 

The national office of the Boy Scouts of 
America advises local councils: 

Before using a visual aid: (1) Select the best 
subject. (2) Study before you use it. (3) Prepare 
the group before they see it. (4) Show it under 
the best conditions. (5) Practice and discuss the 
subject. 

Motion pictures, combining visual images 
with sound and motion, are the last word up 
to now in telling a story with pictures. 
But the cost, time, and skill required for 
production of motion pictures are too gTeat 
for the average agency and the average-sized 

In Pictures, to Audiences 

community. For the small agency the prob­
lem of using either exhibits or motion pic­
tures is one of renting and borrowing. A 
feature issue of Channels on educational 
motion pictures (April-May, 1945) discusses 
the use of movies and contains a directory 
of motion pictures and a list of studios. Ref­
erence material quickly becomes dated in 
this swiftly moving field. The National 
Publicity Council for Health and 'Welfare 
Services, publisher of Channels, from time 
to time brings up to date its information on 
available health and welfare films. 

A motion picture or an exhibit at your 
meeting may be a prima donna, demanding 
the center of the stage and a lot of service 
and attention. A motion picture requires 
proper electrical connections, fire protec­
tion (if 35-millimeter film is used), a dark­
ened room, a screen, an operator, and so on. 
The whole meeting must be planned around 
these requirements. 

An exhibit may be anything from a col­
lection of objects used by a speaker to a 
formal display in the city'S auditorium. The 
production and display of exhibits has prob­
ably caused more headaches than any other 
activity in the entire field of public relations. 
Think twice, and then think again, when 
you are offered free space by some commer­
cial fair or convention, or even when you 
are invited to participate in the county or 
state fair. 

Exhibits - How to Plan and Alake Them} 
published by the National Publicity Coun­
cil for Health and vVelfare Services, de­
scribes various types of exhibits, the tech­
niques of producing them, and the tools 
needed by their makers. There are other 
guides in the form of articles and manuals, 
and it is the part of wisdom to study these 
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before rushing in where experience would 
fear to tread. Afterward, if you still want to 
try your hand at producing an exhibit, plan 
something very simple. The impressive 
three-dimensional display is a big-time 
proposition. 

Dr. Bruno Gebhard tells us in Making 
Health Visible, the 1936-1945 report of the 
Cleveland Health Museum, that: 

(a) Over-all seeing is easier and more con­
vincing than limited reading or hearing. 

Discussion Suggestions 

7. Visual Aids for Speakers 

As the term implies, a "visual aid" is a 
device planned to hel p the speaker make his 
talk clearer, more interesting, or more dra­
matic. The use of illustrative object~ has an 
additional advantage in that it gives the in­
experienced speaker something to do with 
his hands, something concrete to draw his 
audience's eyes, something to share his lime­
light so that he need not feel too self-con­
scious. 

a. An army officer who was wholly unac­
customed to public speaking was assigned to 
give an hour-long speech on logistics to a 
large group of officers in training. Partly for 
his own sake, he brought along to the meet­
ing room a large barracks bag stuffed with 
foot powder, C rations, a first-aid kit, various 
articles of apparel, and various articles of 
equipment designed for special climate and 
battle conditions. As he explained the supply 
problems which beset the quartermaster 
companies required to outfit men leaving 
for all parts of the world, he frequently re­
ferred to the barracks bag. He pulled out 
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(b) Three-dimensional objects are more im· 
pressive than fiat pictures. 

(c) Moving mechanisms are more attractive 
and longer remembered than still objects. 

(d) Personal participation in activities or 
operations is more effective than merely watch· 
ing. 

(e) Repetition or participation in movement 
makes learning permanent and complete. Since 
exhibits can be activated over and over, the 
visitor repeats the performance until he is sure 
he understands clearly the story the exhibit is 
designed to tell. 

surprising but essential items, some of which 
often had to be produced on forty-eight 
hours' notice. The delighted audience were 
amused by the wide range of items. But 
were also impressed by the elaborate prepa­
rations which must precede the embarka­
tion of troops, by the foresight and patient 
attention to detail which go into army lo­
gistics. This was valuable education. A 
happy by-product was the fact that the 
speaker was so busy illustrating his talk that 
he quickly forgot his stage fright and en­
joyed himself immensely. 

b. Not every speech or meeting room 
lends itself to the use of visual aids. Not all 
types of illustrative material can serve to 
sujJplement a talk. Small snapshots passed 
around among the audience, for example, 
divert attention from the speaker if he con­
tinues, or create an awkward interlude if he 
waits until everyone has seen them. 

DISCUSSION: Using your own meeting 
room and the size of your own group as a 
point of departure, discuss the ways in 
which your own surroundings do or do not 
lend themselves to the use of visual aids. 
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These are some of the points you will wish 
to consider: 

a. Could a speaker in your meeting room 
find a convenient way to display maps, charts, 
or photographs? For example, is there a stra­
tegic spot for an easel? How large would the 
material have to be to be comfortably visible to 
everyone in the room? 

b. Are the room and audience small enough 
so that small objects could be displayed with­
out causing craning of necks or moving around? 

c. Is the audience small enough so that ob­
jects could be passed from hand to hand with­
out producing an uncomfortable hiatus in the 
talk? 

d. Would a blackboard and chalk be helpful? 

2. Slide Films as an Aid fo Discussion 

The slide film; or film strip, as it is some­
times called, is a versatile medium. It may 
be in color or in black and white, with or 
without a sound track synchronized with 
the film. Photographs, charts, and cartoons 
can be reproduced on the film. The strip 
runs automatically, but can be stopped at 
any point for as long as you wish for ques­
tions and discussion. 

The Public Affairs Committee, whose 
popular pamphlets on social and economic 
problems have been widely distributed, 
now uses slide films as well as other visual 
methods to present in a human and under­
standable way the results of technical re­
search. Its first slide film, called "\Ve Are 
All Brothers," is adapted from a well-known 
illustrated pamphlet, The Races of Man­
kind. With the film the Committee supplies 
these suggestions for stimulating discussion 
at meetings: 

Showing the filmstrip usuaUy requires abollt 
30 minutes. Don't stifle discussion by running 
slide films straight through, let people raise 
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questions as you show the slides. Another 30 
minutes should be scheduled for additional 
discussion since the purpose of this film is to 
clear up misinformation and superstition with 
the facts of science about race. 

For good timing in changing the slides and 
best results in general, the commentator should 
rehearse at least once with the person running 
the machine. It is often a good idea to have two 
or more commentators; one voice may get 
monotonous. 

The group leader or teacher showing the 
filmstrip should adapt the commentary to his 
audience by using examples and illustrations 
familiar to his particular group. Keep the tone 
of the running commentary informal; use the 
story-teller technique rather than the lecturer's. 

A few questions and some discussion should 
precede the showing of the film. Suggestion: 
One or two members of the group might be 
asked to give incidents, to tell about something 
that has happened to them personally in the 
area of race and inter-faith relations .... 

Reproduced opposite pag'e 112 are frames 
48, 49, 50, 51, and 52 from "We Are All 
Brothers," together with the suggested com­
mentary to accompany them. 

3. The Use of fhe Mofion Picture 

·With the documentary film receiving 
wider recognition daily as a tool for educa­
tion, the number of available films is in­
creasing in geometric progression. Schools, 
colleges, and libraries, federal and state 
agencies, and national and local voluntary 
agencies are acquiring extensive film li­
braries from which community agencies may 
borrow prints. 

a. Asking for films. In requesting a fIlm 
from any of these sources or from com­
mercial producers or distributors, it is im· 
portant to include enough information 
about your own plans to allow the distribut­
ing agency to make an intelligent selection. 
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A brief article prepared for the American 
Journal of Public Health by the National 
Publicity Council for Health and ''''elfare 
Services has this to say about such requests: 

How much use you make of other agencies' 
material depends upon your ability to find out 
what is available. How you ask for information 
is almost as important as whether you ask at all. 

Assuming that you have a plan and a thought­
ou t purpose behind your every req uest for a 
film, or exhibit, or transcription, you will get 
much better results if you explain that plan 
when you make your original request. ... 

[These are] the kinds of details which any 
agency would probably need before it could 
fill your requests satisfactorily: 

If You Want a Film: 
Do you want to buy it or rent it? \Vhen, where 

and to whom do you plan to show it? Is your 
projector 16 or 35 mm., sound or silent? If we 
cannot find exactly what you are looking for, 
will you be able to use a film on a related sub­
ject and tie it to your theme with a talk? How 
long a film do you want? 

b. Showing films at meetings. The fol­
lowing advice on the details of a film show­
ing is adapted from Planning Your Meeting. 
(See the reading references on page 133.) 

By all means have a preview of the film be­
fore the meeting. Before selecting a film for a 
preview, secure if possible a detailed descrip­
tion of it, or a discussion guide indicating what 
the film covers and how it may be used to best 
advantage.... 

Handling Your Film Audience 
If your film comes at the beginning of a 

meeting, announce to the audience beforehand 
that other features are to follow. 

After the film showing is over, prompt at­
tention to the housekeeping details - pulling 
back curtains or turning on lights - will give 
your audience a chance to . . . readjust them­
selves to the rest of the proceedings. 
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A particularly dramatic or emotional film 
should be saved for the end of your program. 
Otherwise it may detract from the effectiveness 
of your speaker or discussion. 

The combination of commentator and silent 
film calls for careful synchronization and a good 
deal of practice by the commentator. ... 

ASSIGNMENT: Plan the steps to be taken 
in selecting, securing, and showing a film 
for an annual meeting. Remember to in­
clude provision for the necessary equip­
ment and facilities for previewing several 
films before you make your final choice. 

4. Uses of Exhibits 

An exhibit may be anything from a col­
lection of objects used by a speaker to a 
formal display in the city's auditorium. 

a. The exhibit for a sjJecific audience. As 
with every other medium, the audience is 
the key to your plan for an exhibit. A pro­
fessional audience of doctors or scientists 
and one composed chiefly of young mothers 
will be interested in very different details of 
the same subject. Workers and students will 
respond to different angles on one theme. 
Policemen and restaurant workers will be 
interested in sanitation from different points 
of view. Of course, the exhibit prepared for 
a store window on a crowded business street, 
or for a county fair or an exposition, must 
have a broad enough appeal to satisfy many 
kinds of people. But if you are fortunate 
enough to know exactly what kind of audi­
ence will see your exhibit, you can plan it 
in terms of their interests and experience. 

The New York Tuberculosis and Health 
Association has prepared a number of ex­
hibits which may be borrowed. Each is de­
signed for a specific purpose. One on the im­
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Fram e 48 - Ca.rt()()n 

Some hate the Catholics. Some hate the Jews. 
Some hate the Protestants, and some hate the 
Seventh Day ~clventis ts. 

Some are afraid "the Mexicans," "the 
l\'egroes," "women," "the Poles" will get their 
jobs. 

There are people who play on your fears. 
DOIl'l Iillow Ihem II) Inll(~ you in. 

Frame 49 - Cnr/()o"/1 

Did you ever do this when you were little: 
you hurt your finger in the door. Angry, YOll 

kicked the door! It did your finger no good and 
it hurt your foot besides. 

\Ve have to be careful not to strike out 
blindly at someone else when things go wrong 
with us. 

Frame 50 - Cnrl()lJ11 

Nowadays when something goes wrong in­
side us do we bother to find out why we are 
upset? Or, do we look for some other fellow to 

take it out on? 
One of the worst [ears people have is about 

losing their jobs out hating someone else won't 
help lhem in the long run to keep their jobs. 

\"'hat we must do is to face up to our prob­
lems and fears by talking things over wj th 
others, by trying to understand ourselves and 
Lhc si tua tion better. 

Frame 5I - Diagram 

\Ve must also be careful not to let the rumor 
mongers take us in. \Ve must not repeal 
rumors. Let 's check up on the rumors we hear, 
get the facts . 

Fram e 52 - Cm·l.o()n 

Going around in circles like the man in this 
row boat? \ ;Vell, we will be j[ we allow people 
to play on our fears. \ ,Ve cannot work au lour 
own problell1s by despising others, by telling 
lales about them, by kicking them around. Un­
less we want to go around in circles like the 
men in this row boat everybody has to learn 
to work together today on the serious prob­
lems of jobs, housing, health, human relations 
and preventing another \'\Torld \'Var. 

FROM THE FILI\\ STRIP, WE LIRE ALL BiWT[-f[:;RS 
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FIG. A. AN EXHIBIT DESIG~ED FOR A SPECIA L A UDlE1'\ CE 

FIG. B. A THREE·DnI ENS IO:\ EXHIBIT FOR WALL OR TA BLE DISPLAY 
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H ealth Ass' TI 

portance of chest X-rays was designed ex­
pressly for workers in the fur trades. It con­
sists of three panels, and the left-hand panel, 
captioned "Protect Your Job," shows a mon­
tage of photographs all taken in the fur in­
dustry. When the exhibit is needed for other 
industrial groups, however, this montage 
can be replaced with another collection of 
photographs depicting a variety of occupa­
tions. The upper illustration, opposite, 
shows another exhibit intended for food 
handlers; notice that the photogTaphs re­
produce the uniforms and surroundings 
characteristic of this trade. 

b. Making your own exhibit. Dr. Bruno 
Gebhard, in his workshops at the Cleveland 
Health Museum, requires students to (a) 
write an exhibit manuscript, and (b) com­
plete a scale model. The manuscript must 
include a discussion of the subject matter, 
an estimate of costs, and a detailed descrip­
tion of the proposed exhibit. 

A student group of nurses took as their 
theme, "Public Health Nursing Is Intended 
as a Service for All." Their plan was for an 
exhibit in a store window. The scale model 
showed a false background of blue, placed 
at the back of the store window. Two mani­
kins, one wearing a white uniform, the other 
a blue one, appeared at each side, and in the 
center stood a tall crossroads signpost with 
four signs, each pointing to a picture. The 
pictures were to be photographs blown up 
to 22 inches square, mounted on quarter­
inch plywood, and cut out like silhouettes. 

On the side with the nurse in blue uni­
form, the first sign read "In the Home"; the 
photograph showed a nurse demonstrating 
the technique of bathing a baby to a new 
mother in her own home. The second sign 
read "In the School"; the photograph 

In Pictures, fo Audiences 

showed a nurse and a physician examining a 
child in school. 

On the side with the nurse in white, the 
first sign read "At Your Work"; the photo­
graph showed a nurse bandaging the hand 
of an employe in an industrial dispensary. 
The second sign read "In the Clinic"; the 
photograph showed a nurse adjusting a 
brace on an orthopedic patient, at the same 
time teaching his mother how to do this. 

The color scheme was as follows: floor, 
side walls and background, gray-blue; the 
signpost, deep blue; the signs, red with white 
printing. Here is the estimated cost: 

Miscellaneous 10 

'Wood for signpost 2 

4 pictures blown up 30 
Beaverboard for background 16 
Paint, enamel 7 

lLotal $65 

ASSIGNMENT: Following this procedure, 
members of the study group might work in 
several teams, each producing a plan for an 
exhibit on a subject selected by the team. 

To stimulate your imagination, study 
Figure n, which pictures two sections of 
an exhibit prepared by artist Judy Hall for 
the Metropolitan Life Insurance Company. 
This exhibit, used in connection with dis­
cussions of safety, shows some of the most 
common causes for accidents in the home. 
Here Miss Hall's skill and her use of three­
dimensional materials creates a lifelike ef­
fect which is a guaranteed eye-catcher. The 
figures are made of stiff paper; the rugs are 
of crocheted wool; the curtains are of color­
ful cotton, and the box and medicine cabi­
net in the panels are of wood. The whole ex­
hibit has the special charm of the minia­
ture; it reinforces its clear, direct exposition 
with aesthetic appeal. 
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Telling Your Story X I 
in Pictures 

TO READE 'RS 

FOR H E A L T H and welfare agencIes, 
pictures combined with written words may 
serve several purposes. Pictures attract at­
tention. They may also illustrate or em­
phasize your written message, and they can 
appeal to the emotions much more vividly 
than the best copy can do. They can tell a 
simple story; in cartoons, the pictures carry 
the message, the text being supplementary. 
Photographs can give evidence - of bad 
housing conditions, for example, or of star­
vation abroad. Pictures and words can share 
the job of explaining a process - say, a 
method of preventing accidents. 

Perhaps you decide to have a new letter­
head, and to adorn it with a pictorial sym­
bol, a sketch or photograph, as in the ex­
amples shown on page 80. In choosing the 
format and paper for a news bulletin, you 
must consider whether or not it is to be il­
lustrated, and how. The annual report 
raises the same questions. Many of us use 
graphs and charts to vitalize statistics and 
most of us send photographs to the news­
papers. 

The important question always is: ''''hat 
do you want this picture to do? Sometimes 
a smile is what you want from your readers, 
sometimes a catch in the throat. Silhouettes 
are arresting. Humorous sketches create a 
pleasant frame of mind. But neither can do 
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what the baby does who looks at you from 
the cover of a booklet on sight-saving, say­
ing, "Thank you for my eyes." 

Fortunate indeed is the agency with a 
staff member who can brighten a factual 
bulletin with clever sketches. But in trying 
to be lively, let us not be trivial. A booklet 
issued by one mental hygiene society, mak· 
ing a dignified plea for adequate medical 
care for the mentally ill, completely lost 
its point through humorous pen-and-ink 
sketches in which the doctor was portrayed 
as a ridiculous little figure, gamboling in the 
margins of the pages. Tragic situations de­
mand serious treatment. The mood of illus­
trations must be in harmony with that of the 
copy. 

Good photographs often are produced by 
amateurs. But be sure that the amateur 
photography is good. One with the caption, 
"Eager, alert youth looks to us for leader· 
ship," adds nothing to the text if children 
in a stiff row have been caught by a flash 
bulb with their eyes shut and their mouths 
open. 

Action pictures are better than posed 
ones, and individuals are more appealing 
than gTOUpS. 

To avoid using photographs of real people 
who may be recognized you may use posed 
models. Also, you may borrow from agen­
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SERVICES 

RECREATION I" 
LIBRARIES & MUSEUM 2" 
STATE & COUNTY TAXES 2" 
WELFARE 3" 
HEALTH 3" 
RESERVE FUND 4" 

GENERAL GOVERNMENT 4\$- DEBT SERVICE 7"- PROTECTION 8"- PUBLIC WORKS 12"- IMPROVEMENTS 13" 
SURPLUS 19" 
SCHOOLS 22"---­

100" 

TAXES & SURPLUS 

PRIOR YEARS' TAXES 

MISCELLANEOUS 12" 
SURPLUS 20\$ 

CURRENT YEARS' TAXES 651'0 

A SYMBOLIC PICTURE INTERPRETS THE ANNUAL REPORT 

OF GREENWICH, CONNECTICUT 


Cles III other cities - always with the 
agency's permission as well as that of the 
subject - or buy suitable commercial photo­
graphs. 

Since pictures get more attention than 
words, be on your guard against presenting 
in pictures ideas and facts unrelated to your 
text, or of secondary importance. A report 
published recently by a social agency was 
illustrated with beautiful full-page pictures 
of the agency's city and its social problems. 
Because they told so much while the text 

told so little, the pictures stole the show 
completely. Here the trouble may well have 
been not that the pictures were too good, 
but that the words were not good enough. 

In designing a page, often every other 
consideration must be subordinated to your 
pictures. A wide picture demands a page to 
fit; the large page size of this book is de­
signed especially to present illustrations to 
advantage. In placing pictures, try to avoid 
breaking up the tex t so much thatit becomes 
difficult to read. 
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How to Interpret Social Welfare 

Discussion Suggestions 
The important question always is: What 

do you want this picture to do? 

1. 	 To Humanize Statistics 

To remind its supporters of the people 
and the worries reflected in the statistical 
record of one year's work, the Jewish Social 
Service Association of New York1 reinforced 
its figures with the illustrations shown facing 
page 121. Notice that the upper picture, ex­
ploiting the realism of photographs, captures 
the emotional quality of the problems with 
which the agency deals. The lower one is 
more matter-of-fact. In this case, the stylized 
symbols are an attention-getting device. The 
photographs help the reader to understand 
the significance of the figures; the pictograph 
is a short-cut to understanding of the sta­
tistics themselves. Still another pictorial de­
vice, shown on page 115, relates the statistics 
to the theme of the report. 

2. To Tell the Story 

a. The soaring circulation figures of 
"comic" magazines are evidence enough that 
picture-stories are accepted by grown·ups 
as well as children. In recent years, adver­
tisers have borrowed freely from the comic­
strip technique; many buy space on comic 
pages, and use the cartoon technique for ads 
in other media also. IVlore recently social 
agencies have invaded the world of four­
color comic books with serial stories pat­
terned after Superman and Dick Tracy. 
The Public Affairs Committee, one of whose 
film strips was described on page Ill, has 
turned several of its pamphlets, including 
The Races of Mankind, into comics also. 

I. Name changed in 1946 to Jewish Family Service. 
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Community Chests and Councils, Inc., is 
now releasing comics to its member chests 
for use in their annual campaigns. 

The staff of True Comics prepared a four­
page folder with a cartoon strip called "A 
Friend of the Family" for the Family Servo 
ice Association of America. This is in­
tended for family societies to use in explain· 
ing their services to the public. The con­
ventional, highly colored cartoons are in­
terpreted by "balloons" like these: 

"John and I squabble 
over everything-l J olm 
Junior is sulky, and "W'hy not talk 
Helen has no friends. things over at the 
I'm so worried I " Family Service 

Agency?" 

After a few months: 
"Isn't it fine we don't 
have to squabble over "John, stop for that 
money any more? I never red lightl Oh, I for­
told you how worried I got, I'm trying not 
was." to boss you so 

much." 

Many local social agencies are using car­
toon stories in their bulletins. On the op­
posite page are strips which are regular fea­
tures of The Pony Express, bulletin of the 
Big Brother Movement of New York, and 
Here's to Your Health, a tabloid issued by 
the Brooklyn Industrial Health Committee. 

b. The story told in photognphs is an­
other medium of popular education. The 
rise of picture magazines such as Life, Look, 
and Pic has demonstrated the effectiveness 
of this kind of exposition. Here realism is 
a major drawing card; the reader's interest 
is aroused by a feeling of participation - by 
the illusion that he is not receiving a second· 
hand report, but is "seeing with his own 
eyes." 
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BUCKING' BRONCOS By Elmer 

From Pony Express. 

Johnny On The Job By BRAZ 
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From Here's to Your Health. 

COMIC STRIPS AS FEATURES OF AGENCY BULLETINS 

Many social and health agencies have 
used picture stories in bulletins, brochures, 
and reports. "A Day at the Nursery School," 
"A Boy Trained for a Job," "A Family Es­
tablished in a Housing Project," are ex­
amples of themes which have been treated 
almost entirely in photographs. 

The criteria for an effective picture story 
are action and movement. It is the pic­
tures which actually tell the story, with only 
incidental aid from appropriate captions. 
There must be a plot or "story line." 

ASSIGNMENT: Plot a photographic story 
with captions around a theme which lends 

itself readily to this treatment. Will it be a 
story of growth or of change in people? Will 
it show a series of events? Will the pictures 
be posed by models, or taken from real life? 

3. To Esfablish a Mood 
Illustrations can set the emotional tone 

of a publication, conveying through their 
subjects and execution gayety, dignity, real­
ism, poignancy, or drama. Badly chosen il­
lustrations can destroy the effect of excel­
lent copy. "Veil-chosen ones lend overtones 
to the text which make it infinitely more 
convmcmg. 
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How to Interpret Social Wellare 

a. The Lakeside Children's Center of 
Milwaukee, Wis., prepared a small pam­
phlet, This Is the Way We Live and Play, 
addressed to children entering the Center. 
The Center's executive explained the pur­
pose of this booklet in the following letter 
to friends of the agency: 

For some time we have felt that a direct ex­
planation . . . from a child's point of view, 
would be helpful to children . . . at the time 
of their admission. . . . 

Most children are skeptical of children's in­
stitutions. This may be due to the fact that 
much of the interpretation to children, in chil­
dren's books, on the radio, in comic strips and 
the orphanage scenes in the movies, have been 
frightening and discouraging rather than re­
assuring. Part of the purpose of this little 
book is to counteract the negative impressions 
that children have acquired regarding 
"homes." . . . 

The children who were living at the Center 
in November and December of 1945 partici­
pated in the preparation of the booklet. They 
were in on the planning of it, and the text and 
pictures were studied by them, their comments 
and criticisms noted, and their suggestions in­
cluded. '''Te took our cues from the questions 
which most children asked before coming to 
the Center. 

Two pages from This Is the Way We Live 
and Play are reproduced on this page. 
Notice how well the illustrations serve the 
avowed purpose of the booklet. They are 
friendly and informal, simple and easy to 
understand . Like the activiti es they depict, 
they seem relaxed and unselfconscious; they 
show chilclren having a good time. 

b. Pictures can be used to soften an im­
pression of sternness which may be evoked 
by the text, or even to take the edge off 
fighting words. A good example is the car­
toon-type illustrations by Madeline Dane 
Ross (see opposite) which accompanied 
M urray Hearn's article in Survey Mid­
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monthly on "Social 'Workers and Politi­
cians.'" The text pulls no punches; here is 
the burden of its message: 

The social worker will have to discard his 
cartoon-inspired idea of the politician as the 
derby-hatted, cigar-smoking idler, who lives 
off the taxes of honest citizens. The politician 
will have to drop the notion of the social 
worker as an intellectual snob who never 
bothers to explain himself to plain spoken folk 
in public life, or who does so in mystifying 
technical language, and who snoops and inter­
feres in people's lives for his own satisfaction. 

D,..,..i"" by 
M .. dfti,,~ DQ"~ ROil 

Th. poUucia.n. u apt tv be "iewed by t.h. sod:a.l worker ... :lD idllfr 

~ 
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The lOCiaJ wor.i:er i. orten pictu.rN by the politician ,1.1 a snoop 

Notice, however, that the good-humored 
illustrations manage to remove any sting 
from the words. 

l. October. 1944. 

In Pictures. to Readers 

c. Humor and a light touch are invalu­
able when they fit the mood of the text. But 
gay little match-stick figures have no place 
in a serious discussion of brrave personal 
problems. Too often, illustrations are like 
Ii teral translations, following the dictionary 
meanings but completely missing their 
spirit. 

Using an ingenious metaphor. a family 
service society published a folder in which 
the writer likened family and personal prob­
lems to "a tack in the upholstery" - a mys­
terious irritant which "digs and tears . . . 
scratches and stabs." As with human mal­
adjustments, "you can't see it because it is 
too near you, although someone else might 
see it plain as day." Unhappily, this meta­
phor was illustrated with a line drawing 
which shows a man leaping from a desk 
chair on which a jokester has placed a large 
tack. The broad comedy of the illustration 
is altogether out of keeping with the quieter 
tone of the copy. And this particular "tack 
in the upholstery" bears no relation what­
ever to the "subtle, digging, gnawing things" 
with which it is compared. 

d. Is an emotional tone desired? Photo­
graphs, through dramatic highlights and 
shadows. can create a feeling of tension. 
Woodcuts can lend dignity. Swift broken 
lines can suggest restlessness and tragedy. 
Compare the illustrations on page 120; 

notice the somber drama in the charcoal 
sketch, and the completely unemotional. 
wholly factual feeling of the stylized symbols. 

In the early years of the century Lewis 
Hine, famous social photographer, gave tre­
mendous impetus to the anti-child-labor 
movement through his documentary photo­
graphs. He pictured children at work in 
cotton mills, canneries, and coal mines, and 
the faces of these working children were a 
plea more eloquent than any spoken word. 
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monthly on "Social vVorkers and Politi­
cians."l The text pulls no punches; here is 
the burden of its message: 

The social worker will have to discard his 
cartoon-inspired idea of the politician as the 
derby-hatted, cigar-smoking idler, who lives 
off the taxes of honest citizens. The politician 
will have to drop the notion of the social 
worker as an intellectual snob who never 
bothers to explain himself to plain spoken folk 
in public life, or who does so in mystifying 
technical language, and who snoops and inter­
feres in people's lives for his own satisfaction. 
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Notice, however, that the good-humored 
illustrations manage to remove any sting 
from the words. 

1. October, 1944. 

In Pictures, to Readers 

c. Humor and a light touch are invalu­
able when they fit the mood of the text. But 
gay little match-stick figures have no place 
in a serious discussion of grave personal 
problems. Too often, illustrations are like 
literal translations, following the dictionary 
meanings but completely missing their 
spirit. 

Using an ino"enious metaphor, a family 
service society published a folder in which 
the writer likened family and personal prob­
lems to "a tack in the upholstery" - a mys­
terious irritant which "digs and tears . . . 
scratches and stabs." As with human mal­
adjustments, "you can't see it because it is 
too near you, although someone else might 
see it plain as day." Unhappily, this meta­
phor was illustrated with a line drawing 
which shows a man leaping from a desk 
chair on which a jokester has placed a large 
tack. The broad comedy of the illustration 
is altogether out of keeping with the quieter 
tone of the copy. And this particular "tack 
in the upholstery" bears no relation what­
ever to the "subtle, digging, gnawing things" 
with which it is compared. 

d. Is an emotional tone desired? Photo­
graphs, through dramatic highlights and 
shadows, can create a feeling of tension. 
vVoodcuts can lend dignity. Swift broken 
lines can suggest restlessness and tragedy. 
Compare the illustrations on page 120; 

notice the somber drama in the charcoal 
sketch, and the completely unemotional, 
,.....holly factual feeling of the stylized symbols. 

In the early years of the century Lewis 
Hine, famous social photographer, gave tre­
mendous impetus to the anti-child-labor 
movement through his documentary photo­
graphs. He pictured children at work in 
cotton mills, canneries, and coal mines, and 
the faces of these working children were a 
plea more eloquent than any spoken word. 
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How to Interpret Social Welfare 

4. To Give Evidence 

Lewis Hine's photographs presented fact 
as well as drama. More recently another 
social-minded photographer, Homer Page, 
developed his own philosophy on using 
photographs to supply evidence. He believes 
that "it is better to photograph what is there, 
not what you think is there. The documen­
tarian wants to photograph the truth, fil­
tered through, not biased by his ideas." 
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Mr. Page studied juvenile delinquency in 
a San Francisco neighborhood for several 
weeks before he began taking pictures of 
what he found there. He did not photograph 
the beginnings of juvenile delinquency as 
he originally thought he would, "but the re­
lationship of children to each other, to their 
own worlds, and the people around them." 

He photographed as many of the outward 
manifestations of their inner lives as he could. 

Sometimes what he caught even he did not 
understand; he only knew that he saw it and 
managed to capture some of it. l 

The set of photographs reproduced op­
posite present still another kind of testi­
mony. These are taken from a War Depart­
ment pamphlet called Helpful Hints to 
Those Who Have Lost Limbs; they prove to 
the skeptical reader that a man who has 
lost both arms can live a satisfactory life. 

DISCUSSION: Using a group of booklets, 
reports, and bulletins collected by members 
of the group, discuss the particular value 
and suitability of each set of illustrations. 
How well do they fulfill their assignment? 
How little or how much do they increase the 
effectiveness of the text? \Vould you choose 
another type of illustration instead of 
sketches, or pictures of individuals rather 
than groups? Would you select other pas­
sages in the text for illustration instead of 
those chosen? 'Vould you substitute "mood" 
illustrations for literal ones, or vice versa? 

I. "The Reluctant Reformer," by Christiana Page. 
in Minicam Photography (Automobile Digest Publish­
ing Corp.• Cincinnati, Ohio), February, 1946. 

m~?ut M 

Charcoal sketch by S. J. Kraft, from Are You Ready lor HiJ Retllrn, National Jewish Welfare Board; 

symbolic figures from the AmlUal Report, 1943, Urban League of Kansas City. 
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R,ESOURCES FOR 

I N THE PRECEDING chapters you 
have considered a number of the techniques 
and resources used in communication. As 
an apprentice collects the tools of his trade 
and learns the "feel" of each instrument, 
one by one, you have begun to assemble your 
craftsman's kit for building a public rela­
tions program. 

This chapter tells you where to look for 
other tools and materials, and for personnel 
to direct and carryon campaigns of public 
information. 

In checking what you have to work with 
and what you are likely to need, it is a good 
idea to begin with the content of your pub­
licity. The phrase "telling your story" has 
been repeated like a refrain in our chapter 
titles and text. Have we seemed to take for 
granted that you have this story clearly in 
mind? That has not been our intention. 
Even the best-informed social worker or 
health worker may have an incomplete or 
distorted view of the problems and services 
he deals with every day. Your first task, then, 
is to outline the story which you want to 
tell. 

Your account will need documenting and 
illustrating with facts, figures, and examples 
which often are not readily accessible. Any 
agency has rich resources of information in 
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its fiies of correspondence, minutes of meet­
ings, and occasional studies made by its com­
mittees or research departments. nut much 
of this material originally is prepared for ad­
ministrative use. If it remains buried in the 
agency's files, locating it and "processing" 
it for publicity purposes may be a time-con­
suming, even a hopeless task. Perhaps it is 
because the real meat of the story is so hard 
to get at that publicity specialists too fre­
quently are superficial, and professional 
social workers vague, in their statements. 

Your information file is something you 
had better build up for yourself by daily 
sifting of the miscellaneous material that 
flows across your desk. In one of her most 
interesting annual reports, Audrey Hayden 
Gradle of the Illinois Society for Prevention 
of mindness describes as "like a last year's 
bird's nest" the folder into which she con­
tinually drops anecdotes, figures, letters, 
scribbled memoranda, and carbon copies, 
until the time comes to boil them all down 
into the story of a year's work. 

For the background of your story - that 
part of it which is broader than the services 
and immediate problems of your local 
agency - you have many sources besides 
your own information file. The research or 
information department of your council of 
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social agencies, and your local public li­
brary, probably can supply much of the sup­
plementary information you will need. But 
you need not stop there. 

Many, perhaps most, social and health 
problems - disease, housing problems, race 
relations, and so on - are national or in­
ternational in character. Nowadays most 
local agencies have national affiliations. 
Your national organization, of course, stands 
ready to help you. So does the government 
department which collects and studies cur­
rent statistics in your field. So do various 
special libraries. Insurance companies and 
other organizations with a commercial or 
professional interest in your field may pro­
vide useful material. 

Important channels of communication, 
also - radio, motion pictures, magazines, 
and news services - are national or interna­
tional in scope. In planning your local cam­
paign, you will want to know what part of 
your story will be sent out, by your national 
agency or by others, to a nation-wide, all­
inclusive audience. Today we find broad­
casting companies and movie producers pre­
paring their own programs and films on 
cancer, on juvenile delinquency - indeed, 
on almost every subject of widespread cur­
rent interest. These help to break the 
ground for your campaign, and also add to 
the store of available background materials. 

Today ever-increasing quantities of pub­
licity material are being" made available to 
local agencies in ready-to-use forms. In pre­
vious chapters we have mentioned radio 
transcriptions, ready-made feature stories, 
dramatizations, and various types of pic­
tures, charts, and the like which you can buy, 
rent, borrow, or sometimes obtain free from 
national sources. You can get films, film 
strips. posters, booklets, and even complete 

122 

publicity kits including manuals on how to 
use them. From the catalogues and an­
nouncements which come to your desk, you 
get the impression that such resources are 
limi tless. 

Be prepared, however, for disappoint­
ments; in practice these materials prepared 
for wide-scale distribution can seldom sub­
stitute for homemade publicity. They are 
not always appropriate for specific local 
campaigns. Many items quickly become 
dated; probably you have recently discarded 
some which were prepared for prewar or 
wartime use, or for the immediate "post­
war world." And necessarily the national 
agency must interpret a problem in general­
izations which have only limited applica­
tion to your particular local scene. Materials 
from national sources can serve only as aux­
iliaries to the product of your own efforts; 
they can never take its place. Often, how­
ever, they are very real aids. 

The National Publicity Council for 
Health and "Welfare Services, mentioned in 
several previous chapters, serves as a clear­
inghouse for information on what ready­
made material is available, and on scripts, 
illustrations, and so forth which can be ex­
changed between agencies whose problems 
and methods are similar. The Council also 
reports on new ideas and developments in 
technique. 

Most essential of all your resources are the 
people who will do the work of your cam­
paign. \-Vho they are and what they will do 
will depend on the community plan, or the 
policy of your local agency. They may in­
clude public relations secretaries employed 
on a year-round basis; executives handling 
interpretation as part of their work; staff 
members who take on this job as a side line; 
board members or committee members who 
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assume this task as their special charge; and 
advertising or newspaper people enlisted 
for the duration of a campaign. 

On the availability of trained and quali­
fied workers to direct and carryon programs 
of interpretation, our observation is that the 
picture has not changed greatly since Sallie 
E. Bright, director of the National Publicity 
Council for Health and 'Welfare Services, 
wrote the following paragnphs: 

In a census of positions in publicity in the 
social work field made in 1938 by the Russell 
Sage Foundation, less than 1,000 full-time po­
sitions were enumerated. In the public health 
field the specific job of public health educator 
is found only in the larger agencies. . . . 

Recognizing that an important part of the 
interpretation and public health education job 
is necessarily carried on as part of the daily 
routine of the social worker and the health 
worker, many leaders in social work and public 
health are placing increased emphasis on the 
training of social and health workers in "pub­
lic relations attitudes." This training - which 
is, however, still the exception rather than the 
rule - is provided through staff meetings, in­
stitutes, staff interpretation committees, pub­
licity institutes, and meetings at social work 
and health conferences. 

However, the use of popular channels of 
communication - the radio, newspapers, photo­
graphs, and so on - requires skills not logically 
found in the routine equipment of social or 
health workers. Even with the increased recog­
nition of these special skills on the part of 
social work and health executives and boards 
of directors, it is difficult to find them com­
bined with sufficient knowledge of social work 
or public health to make a "social work in­
terpreter" or a "public health educator." Few 
schools of social work have publicity courses. 
Most social work publicity people have been 
recruited from the newspaper field, a few from 
radio and commercial advertising, and an in­
creasing number from the ranks of social work 
itself as social workers with a flair for publicity 

Resources lor the Interpreter 

gradually move from part-time to full-time 
assignmen ts for this function in their agen­
cies. 1 

If your community is one of the larger 
cities, perhaps it has more and better 
equipped workers to interpret social welfare 
than this summary of the situation would lead 
you to expect. Generally, however, the social 
or health agency must depend chiefly on a 
public relations committee, assisted to some 
extent by staff members or volunteers. But 
the committee can draw on the special skills 
of the printer, the photographer, newspaper 
reporters, the radio program director, and 
other professionals who know well their 
particular media. And in state and city 
government, industries, and colleges we find 
an increasing number of public relations 
specialists; one of these may be willing to 
serve as consultant or to become a member 
of your public relations committee. Or you 
might call on a free-lance specialist in public 
relations, who for a fee will serve as con­
sultant or take on a short-term publicity as­
signment. 

You have a tremendous resource - and 
one usually too little used - in the many 
organized groups in your community_ vVhen 
your cause is one in which many organiza­
tions are interested, a joint effort enlists 
more workers and provides stronger leader­
ship. Publicity for a united campaign is 
welcome in newspaper columns and on radio 
programs_ 

This pattern of joint projects is growing 
in business, government, and education; in 
these chapters we have cited several ex­
amples. Councils of social agencies have 
sponsored radio programs_ Groups of chil-

I. "Public Relations Programs in Social \Vork," in 
Social Work Year Book 1945, Russell Sage Foundation, 
New York. 
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dren's agencies have carried on Jowt cam­
paigns to secure foster homes. Women's 
clubs have stood by programs of child care, 
watching to see that city or county ap-

Discussion Suggestions 

7. The Story Itself 
In checking what you have to work with 

and what you are likely to need} it is a good 
idea to begin with the content of your pub­
licity. 

The source material which you will need 
is classified below in two main divisions, 
called background and front-line material. 
This check-list, and the one on page 125, are 
borrowed with some revisions from a bulle­
tin called How to Plan a Public Relations 
Program (now out of print), published by 
the National Publicity Council for Health 
and TyVelfare Services: 

Background Material. 

This is material which may not necessarily 
be used in your interpretation but with which 
any interpreter must be thoroughly familiar. 

1 - The rules or policies under which the 
agency operates - to be found in the charter, 
articles of incorporation, by-laws, or, if it is 
a public agency, the law and legislative regu­
lations governing the department or service. 

2 - The history of the agency or movement; 
how it started; highlights of its growth; out­
standing personalities responsible for its de­
velopment; changes in the setting for its work, 
such as population changes, and increased life 
expectancy. 

3 - The problems with which the agency 
deals. The nature and estimated extent of 
problems. Their causes. "Vhether preventable 
or curable. Facts about the persons served­
their disabilities, characteristics, such as ability 
for self-help, attitudes toward their own situa­
tion, customs, etc. 

propriations were adequate. Labor unions 
and the League of Women Voters have 
taken over active sponsorship of needed 
social legislation. 

4 - The relations of the agency to its field 
of interest and to its community. Its distinctive 
characteristics and service. How it co-operates 
wi th other groups. Its share of the total re­
sources for meeting the problems it deals with. 

5 - Accepted standards and procedures for 
carrying on the work of the agency. 

Why adopted, how they work in practice, 
skins involved, ideas and experience of pro­
fessional staff. 

6 - Achieved results expressed in figures, ex­
amples and statements. 

Front-Line Source Material. 
Current information usually forms the front 

line of your attack on indifference or misunder­
standing. Material from the following sources 
should be readily accessible, although much of 
it may not be used: 

1 - Case records, selected and tabbed as good 
for interpretation. 

2 - Letters - incoming, quotable letters from 
clients, friends, and public officials. 

3 - \Veekly or monthly statistical reports. 
Monthly and annual service reports. 

4 - Minutes or reports of meetings. 
5 - Copies of recent speeches by board and 

staff members. 
6 - Reports of surveys or special studies. 
7 - Biographical data (with photographs) 

about board and staff. 
8 - Comparable current information from 

outside sources. 

ASSIGNMENT: Let us suppose that you 
have been assigned to prepare a "case book" 
- a key publication in a fund-raising or 
legislative campaign. Or you are to write 
the story of your agency for a booklet to be 
distributed on an anniversary. Using the 
check-list above, make a memorandum of the 
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facts and specific examples you would like 
to use. Have the statistics you need been 
compiled? Is the information accessible? 
'Vho knows historical facts not included in 
the records? vVho can describe outstanding 
personalities? 'Vhat forgotten human inter­
est stories come to light as you look over 
letters or talk with old-timers? 

2. Available Channels for Telling 
Your Story 

There are so many ways to reach the pub­
lic - many more than we have described in 
this short course of study. vVhen you plan 
a progTam of public information, you want 
to choose the best media for your purpose. 
To make sure, you may need to run over a 
check-list like the one below. Will the media 
which you have selected reach the right pub­
lic under the best conditions for getting at­
tention? Can you use these channels at a 
cost within your means? 

a. Check-list of publicity channels: 
In general, both the main groups and the 

lists within these groups are arranged starting 
with the simplest and most informal methods 
and working out to those which are more am­
bitious and far-reaching. 

I - THE SPOKEN 'VORD 

Conversation through special ViSitS, inter­
preting as you go about your work, telephone, 
informal gatherings at homes or clubs. 

Discussion groups of staff, volunteers, board 
members, others. 

Single talks (or series) at clubs, schools, in­
dustrial plants, etc.; lecture courses, confer­
ences, institutes, study courses. 

Annual meetings, anniversary dinners. 
Hearings, debates, trials. 
Dramatization - monologues, plays, puppet 

and marionette shows . 
Radio - spots, talks, dialogues, round tables, 

sketches, television. 

2 - MAIL OR DIRECT DISTRIBUTION 

Letters and enclosures with letters. 
Printed and duplicated matter - leaflets, 

booklets, annual reports, reports of studies, 
pamphlets, reprints, etc. 

Bulletin, newsletter, or magazine published 
weekly, monthly, quarterly, or occasionally. 

3 - SPECIAL PUBLICATIONS 

Articles, letters, editorials, pictures, in 
weekly, monthly, or occasional publications 
issued by religious, business, school, fraternal, 
or other organizations. These are known as 
house organs, bulletins, magazines, newsletters, 
and so on. 

4 - NEWSPAPERS 

Types of newspapers - neighborhood news­
papers, foreign language, Negro, labor, or other 
class newspapers, daily or weekly newspapers. 

Types of newspaper copy - news, general or 
departmental, letters to the editor, columns, 
editorials, feature stories, Sunday magazine 
articles, art, advertisemen ts. 

5 - PICTORIAL AND DRAMATIC METHODS 

For illustration - photographs; pictorial 
treatment of facts and statistics in charts, dia­
grams and maps; silhouettes, sketches, draw­
ings, cartoons. 

For display - pos ters for bulletin boards, 
walls, conveyances, billboards, etc. 

For meetings - slides and film slides; motion 
pictures (silent, sound. color, black and white). 

Exhibits - in waiting rooms or reception 
rooms; window displays; exhibits at confer­
ences, fairs, or expositions. 

6 - SPECIAL EVENTS 

Mobilizations, "jamborees," special days or 
weeks, tours, exposi tions, festivals, carnivals, 
pagean ts, spectacles, parades. 

b. Here is an illustration of what hap­

pened when the sponsors of a county health 

unit campaign leaned too heavily on one 

medium of public information, and hmv 

they succeeded only after they made direct 

appeals to the people and after they organ­

ized politically as well. 
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Here in this county, for instance, we had an 
opportunity to introduce the county health 
unit as far back as 1931 and 1932. Senator 
Couzens was prepared to provide a sum of 
money to experiment here as part of a national 
pattern. Both the daily and weekly newspapers 
gave it full support, yet when the matter came 
up for election it was soundly defeated. An­
other effort was made, again with newspaper 
support, but again the issue was defeated. A 
group of citizens organized and presented their 
requests in well-organized form to the board 
of supervisors, and again it was defeated. Not 
until we went into every township and used 
neighborhood meetings and recognized the 
leaders in the remote provinces of this county, 
and got some of the supervisors to meet with 
supervisors in this state where county health 
units had been established, and then followed 
up by getting into township elections did we 
succeed.' 

3. National Publicity Resources 
Materials from national sources can sel­

dom substitute for homemade publicity. 
Often, however, they are very real aids. 

The national publicity service of the Girl 
Scouts does not attempt to take the place 
of local initiative and activities, but rather 
stimulates and supplements the local pub­
lic relations program. This service is well 
illustrated by the following list from the 
April, 1946, issue of Copy, the national Pub­
lic Relations Division's bulletin: 

National Publicity Services 

The following services and pam­
phlets are prepared at national head­
quarters to help publicity and pro­
mote Girl Scouting in your com­
munity. 

I. From an unpublished paper on "Public Relations 
and the Press" by Professor Wesley H. Maurer, De· 
partment of Journalism, College of Literature, Science, 
and the Arts, and member of the faculty of the School 
of Health. Un iversity of Michigan. The paper was read 
to a meeting of health directors, University of Michi· 
gan, October 8 to 11, 19-\5. 
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Public Relations 
for Girl Scouting 

·COPY 

·The Girl Scout 
News 

·Publicity Kits 

·Radio Aids 

··Posters 

• ·Promotional 
Pamphlets 

A complete textbook on all 
phases of Girl Scout pub­
licity, including a month-by­
month reminder of holidays 
and special events. 

A monthly publication for 
local public relations chair· 
men. 

A page of Girl Scout pic­
tures and captions. 

Suggested news stories, fea­
tures, editorials, and radio 
material. 

Radio scripts, interviews, 
spot announcements. 

"Citizenship in Action 
Around the World" 

Photo Mural - "Trustees of 
Tomorrow" 

"America Salutes the Girl 
Scout Leader" 

Car Card - "Trustees of 
Tomorrow" 

Victory Garden poster. 


"Who Are the Girl Scouts" 

"Girl Scout Camps" 

"Put Yourself in This Pic­


ture" 

·Sent periodically to all councils. 

··Order from National Equipment Service. 


The national office also helps with facts, 
as illustrated in this item from the same 
issue: 

More Than a Million. The Girl Scout popu· 
lation in the United States was 1,145,259 at the 
end of 1945. This is good news because it shows 
that the growth of the organization continues 
steadily. 

Membership figures are a vital public rela­
tions concern, for healthy growth is the strong­
est argument for increased public interest and 
support of Girl Scouting, locally and nationally. 
The secret of accurate membership figures is, 
of course, national registration, complete and 
on time. The June count - otherwise known 
as the semi-annual census - will show how 
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well we are maintaining and increasing our 
membership during 1946. Do your best to spur 
prompt registration so that all Girl Scout noses 
will be counted in June. Publicize the impor­
tance of registration through your bulletin. 
Tell your community through the press, when 
100% registration has been completed. 

Through information about good local 
projects, Copy stimulates local effort and 
supplies ideas: 

Home-Town Honors. The Roanoke, Va., 
Girl Scout council was awarded the silver bowl 
for the best public relations among the local 
Community Fund agencies for 1945. Such an 
achievement represents a lot of thought and 
work on the part of the whole Girl Scout family, 
as well as for the public relations committee, 
and we feel that Roanoke deserves COPY's 
special congratulations. 

Twenty-Five Years Old. Girl Scouting in 
Middletown, 0., was twenty-five years old in 
January. The occasion was marked by a large 
dinner (attended by several hundred people) 
and yards of excellent publicity in the local 
paper. A special notice was published inviting 
every woman in Middletown who had taken 
an active part in the organization during the 
past twenty-five years to attend the anniversary 
banquet. A full-page advertisement, sponsored 
by local merchants and organizations, told the 
story of the Silver Jubilee, too, and stories and 
editorial covering history and ideals of the or­
ganization made good reading. Each guest at 
the dinner received a silver-bound twenty-five 
year report on Girl Scouting's growth and de­
velopment, which, incidentally, was most suit­
ably dedicated to the troop leaders, past and 
present. 

DISCUSSION: If your study group consists 
mainly of representatives of local health 
and welfare agencies, you will find that most, 
if not all of these agencies have national af­
filiations. How well informed are the mem­
bers of the group on the source material 
available to them from their national or-

Resources lor the Interpreter 

ganizations? vVhat types of information serv­
ice do the group members find most helpful? 
Have any of them taken the trouble to tell 
their national offices why certain material 
was not suited to their needs? 'Vhich mem­
bers have found effective ways of combining 
background material supplied by the na­
tional agency with front-line material pre­
pared locally? 

4. Qualifications for Public Relations 
Personnel 

The study group could discuss with 
profit the qualifications for staff members 
charged with handling public relations. 
There are sure to be differences of opinion 
on the required training and talent. Some 
group members may have unrealistic con­
cepts of the experience and variety of skills 
which an agency can hope to find combined 
in one modestly paid worker. 

To start the discussion, we present here 
a number of .comments on qualifications for 
publicity work. 

a. Martha Coghill Barnes, an experienced 
public relations counselor, summarizes what 
it takes to be a good interpreter: 

Social work interpretation, like social work 
itself, has certain important criteria of training 
and skill. I think the sooner we realize that 
two entirely different sets of professional skills 
are involved, and that we cannot reasonably 
expect a good public relations program by 
parceling out little bits of it here and there to 
people whose major interests lie in other di­
rections, the sooner we will achieve our goal 
of more satisfying relationships with the gen­
eral public. 

Good publicists must know the limitations 
and the possibilities of many different media; 
they must be able to give effective tone and 
con tent to each specific piece of writing whether 
it be a newspaper release, an annual report, an 
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appeal letter, an agency bulletin; they must 
know the value of layout, of color, of compo­
sition, of all the technical details of production; 
they must be alert to tie in with established or 
temporary streams of popular interest; they 
must be able to build programs over long 
periods of time so that each offering, although 
complete in itself, also has a definite place in 
a scheme which has a definite goaJ.1 

b. In an editorial titled "The Job Before 
Us," Fortune (February, 1945) discusses cer­
tain attitudes which are highly important 

in public relations. Note that not only the 
specialist but also his employers are re­
garded as participants in the public rela­
tions job_ 

Not for a long time has the Fortune staff met 
so many businessmen with a natural flair for 
public relations as on the West Coast. They 
were cordial. They were highly accessible, and 
generous with their time. They discussed their 
problems with disarming candor, without tak­
ing constant refuge in off-the-record conversa­
tions. Above all they did not appear to expect 
wildly laudatory "write-ups." They paid For­
tune's reporters the supreme compliment of at­
tributing to them enough intelligence and 
goodwill to arrive at honest conclusions. Seri­
ous journalists, trying to see the world stead­
ily and see it whole, sometimes find themselves 
antagonizing even people they are disposed to 
like. Nevertheless, even serious journalists are 
human, and there is no better way of making 
them listen sympathetically than to be candid 
and reasonable. 

There are businessmen who are not so candid 
and reasonable. They still know more about 
publicity than public relations. They tend to 
think of press relations in terms of so many 
inches of space rather than a net gain in public 
opinion. . . . vVe are reminded of what an 
acute publicity man once told us. "The day 
is coming," he said, "when a smart public re-

I. "As Others See Us," in the Ncws-Lettcr (Ameri­
can Association of Psychiatric Social Workers), Sum­
mer Issue, 1946, p. 5. 
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lations man will discourage publication of ma­
terial unequivocally laudatory to his organiza­
tion. For he knows that the good in a published 
item will always be more credible if relieved 
by a little not so good." On that day the lot 
of the objective journalist may be even harder 
than it is now, but the lot of companies prac­
ticing the new public relations will be much 
easier. 

c. The executive secretary of a family serv­
ice society, seeking to find a public relations 
worker, named experience in family case 
work as an important qualification. The 
executive's letter of inquiry described the 
public relations program and the nature of 
the position as follows: 

\lVe wish to familiarize a wider cross-section 
of the community with services offered by the 
agency so that they might avail themselves of 
these services when needed, and also be willing 
to support them on the basis of a real convic­
tion of their value. 

The interpretation program carries with it a 
broader educational responsibility for bring­
ing to the community information about exist­
ing social conditions as they affect family life 
and for bringing to its attention necessary modi­
fications in social planning. 

Although naturally the member of the staff 
assuming this responsibility works in close co­
operation with others in the community 
charged with similar responsibility, the par­
ticular responsibility of interpreting the inti­
mate work of the agency needs to be done by 
someone who not only has had training and 
experience in the family field, but who also is 
an integral part of the agency set-up. 

The position calls for considerable ingenuity 
and initiative since the development of the 
program depends largely on the person carry­
ing out responsibility. It also calls for an ability 
to interpret the work of the agency in simple 
language when meeting with lay groups. It 
also involves writing pamphlets, newspaper 
articles, etc. During the past few years we have 
made special efforts to have the agency's serv­
ices better known to industrial groups. 
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d. The director of a health agency in a 

small city presents his requirements for a 
health education worker in these words: 

She should be a well-trained woman of top 
qualifications to develop a truly vital com­
munity health education program among 
adults. The requirements are (1) scientific 
knowledge of health and related subject-matter, 
preferably with a Master's degree; (2) success­
ful experience in community organization, 
group promotional work, or other health or 
educational work, and (3) leadership and other 
abilities. For such a paragon we wiII pay 
$2,800 to S3,000 per year, plus $35 per month 
automobile allowance, plus the challenge of 
an unusually interesting and worthwhile job. 
The person whom we are looking for must 
"know her stuff," like to work with people, and 
IJe prepared to use modern methods. 

e. A state department of public assistance 

assigns the following duties to the chief of 

its division of public relations: 

GENERAL: 

Under direction, prepares statistical and 
other releases dealing wi th all phases of public 
assistance for the information of the public; 
follows state-wide public opinion concerning 
the assistance program and where local mis­
understandings and difficulties are evident, ana­
lyzes the causes and recommends methods of 
developing harmonious public relationships. 

TYPICAL DUTIES: 

To direct the dissemination of news and in­
formation concerning departmental affairs 
through press releases, official bulletins, radio 
talks and other means; 

To interpret to the public the social-work 
policies, activities and aims of the Department 
as they affect the welfare of the agency's clients; 

Resources for the Interpreter 

To answer requests from the public for spe­
cific informa tion; 

To speak before public groups; 
To assist in the preparation of annual re­

ports and special reports of the same type. 

NOTE: Applicants for this position must sub­
mit with their applications extensive samples 
of work done by them in the field of publicity. 

DISCUSSION: These statements illustrate 
both sides of a perennial debate on the 
qualifications of the person who represents 
an agency in its relations with the public. 
The debated question is: Should he be some­
one trained and experienced in the work to 
be interpreted, and should he be expected 
to learn publicity techniques on the job? Or 
should he be someone trained in the arts of 
communication, who will pick up knowl­
edge of health or social work as he goes 
along? 

Debates on this subject become heated, 
especially if the participants are professional 
social workers or public health workers on 
one side, and publicity people, trained in 
newspaper or radio work, on the other. 

If possible, your discussion should avoid 
this emotional tone. There is an easy an­
swer, of course: the worker should have both 
kinds of experience. So he should, and some­
times he does - but not too often. Look 
again at the assignments described by the 
family society and by the public assistance 
department. 'Vhat does the worker have to 
do? Will you, perhaps, settle for someone 
who is skilled in public relations, if he works 
closely with the rest of the staff, and toward 
the same objectives? 
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Planning XIII 

A PUBLIC RELATIONS PROGRAM 


IN M U C H that has been said and writ­
ten about planning public relations pro­
grams we find the assumption that a year's 
publicity can be charted in advance. In the 
1937 edition of this text the chapter on 
planning begins: "We have laid out the tools 
for interpretation. Now we need a blue­
print to work by." The term "blueprint" 
occurs frequently in other books and in con­
ference papers. As the years have passed, 
however, the authors of this book have be­
come uncomfortably aware of the fact that 
health and welfare workers readily accept 
the idea of "blueprinting" public relations 
- but rarely make use of it. 

Committees discuss plans and agree on 
procedures, but outlines for the year's work 
do not seem to materialize. At least, blue­
prints are hard to find. 

Nor do we find in annual reports much 
evidence of advance planning for publicity. 
Seldom is there any indication that pub­
licity was directed toward definite goals. 
Rather, success seems to be measured by the 
number of inches of newspaper space se­
cured, the number of meetings held, of 
speeches made, of pieces of printed matter 
distributed. 

,.ve can perhaps agree that it is imprac­
tical to chart in advance a year's program of 
social work interpretation. In its very na­
ture, welfare work is a response to ever­
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changing need. An unprecedented epidemic 
alters the whole program of the Visiting 
Nurse Association, and also provides an oc­
casion for an intensive program of public 
information. The sudden migration of 
workers to the centers of a new industry 
creates a need for recreation and day-care for 
children; publicity for both activities grows 
out of the rapidly developing situation. 
Often such changes come suddenly, catching 
you unawares, although sometimes you can 
see them coming, and can have facts, figures, 
and well-prepared spokesmen ready when 
they are most needed. 

The enterprising publicity secretary of a 
big-city family society spent a good deal of 
time, thought, and money, one fall, on a 
cold-weather appeal for funds. In other 
years zero waves had come and gone before 
a call for help could reach the membership. 
This year, everything was to be ready in 
advance. Thousands of letters were typed 
and their envelopes stamped and addressed; 
only the date line was left vacant to be 
filled in when the mercury began to drop. 
But that winter - for the first time in fif­
teen years - the mercury barely dropped 
below freezing. All the careful blueprinting 
seemed wasted. 

This is not to say that you need not plan 
at all. Your plans must be flexible, but a 
framework for the year's activity is essen­
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I tial. This should include some reasonable 
goals for the coming year. Your aim may be 
to win the approval or co-operation of some 
entirely new group in the community. Or 
you may decide to give special emphasis to 
some branch of your service, or to some 
theme of current importance. You may need 
every tool in your kit to repair an old mis­
understanding, or to take full advantage of 
increased interest which your cause has at­

1C tracted in some unexpected quarter. 
19 You must, of course, estimate the amount 
c­ of money you will need for materials and 
IC services, including carefully selected items 
C)f from the check-lists in Chapter XII. This 
ry budget may deal specifically with such 
C)r commonplace necessities as paper, postage, 
vs and printing. It may govern the size and 
n. style of your annual report, the length and 
19 frequency of your bulletins, the form in 
m which you will issue a report of a special 
~S, study. These practical matters require care­
~n ful apportioning of funds among depart­

ments of work. 
a Between the lines of these budget items 

of one can read attitudes toward publicity. In 
a your agency is publicity considered a minor 

er matter? Are certain items merely routine? 
Or is your interpretation a well-conceived 
undertaking in which the sponsors have 
faith, and in which they are willing to in­
vest a fair proportion of their funds? 

'With this foundation of reasonable goals 
and estimated budget, you will be able to 
go ahead with intensive, short-range plan­
ning around specific events. A lively mem­
ory for last year's shortcomings will help 
you to deal more wisely, this year, with re­
curring dates in your public relations cal­
endar. 

Speaking of recurring dates: have any of 
your publicity projects become routine 

A Public Relations Program 

matters, carried on more from habit than 
from good planning? For instance, is a 
special "week" or "day" an annual event 
with your agency? 

A few of these annual occasions are well 
established; the subjects, such as the pre­
vention of accidents or fires, are of broad 
importance, the sponsoring agencies are 
well known, and so the activities associated 
with these "weeks" or "days" are regarded 
as public services. But many such activities, 
though successful at first, grow progressively 
more perfunctory with the passing years. 
After all, there are only fifty-two weeks and 
three hundred and sixty-five days in the 
year, but there are thousands of social agen­
cies, industries, and government units using 
or aspiring to use this device. All these 
agencies would like newspaper space, but if 
a newspaper plays up one week or day and 
refuses space for another, it makes an enemy. 
This is equally true of radio, and the re­
sponse of both editors and program direc­
tors becomes more grudging as the number 
of requests multiplies. 

Question, then, the special week or any 
other form of publicity that has come to be 
taken for gTanted. But retain and develop 
those projects which are getting definite re­
sults. One criticism that social welfare pub­
licity well deserves is that our efforts are too 
scattered. vVe blame the public for indif­
ference to the problems and services we de­
scribe, when we should be following through 
with our educational progTams until public 
interest is won. 

In your short-range planning, try to make 
every possible use of each event to bring in 
the maximum return in understanding and 
goodwill. Perhaps the excellent feature story 
which appeared about your organization 
should be reprinted and distributed among 
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How to Interpret Social Wellare 

board members and friends, or used as an 
enclosure in appeal letters. 

How simple and obvious this advice 
sounds, and how infrequently it is followed! 
This is partly because, as we said in the be­
ginning, the constantly changing nature of 
most welfare work and the continuous pres­
sure of need makes all planning difficult. Is 
there still another reason why social agencies 
have been particularly remiss in planning 
for good public relations? 

Things of recognized importance get 
done, in spite of change and pressure. Those 
who direct the policies of health and wel­
fare agencies generally have failed to recog­
nize the importance of good public rela­
tions. Is this due - at least in part - to the 
fact that many of the pioneer generation of 
social workers learned, in the school of hard 
experience, to dispense with public good­
will? Frequently, their initial efforts to "ad­
just the individual to his environment" led 
to the realization that the environment 
must be adjusted to the individual! But as 
prophets of social change, they soon dis­
covered that only a small fraction of the 
public would rally to their causes. As one of 
them recently said, looking back across the 
years , "vVe were taught to stand by our 
guns - popular or not. And if unpopular, 
so much the better!" 

Remember, too, that the present genera­
tion associates public information wi th 
money raising. It has seen much campaign 
publicity follow popular opinion on social 
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welfare, instead of trying to lead it. There 
you have two possible causes for health and 
welfare workers' traditional vagueness about 
public relations, and their ignorance of what 
a sound progTam of interpretation can ac­
complish. 

But there are good reasons to hope that 
all this is changing. The concept of "social 
security" as attainable for everyone has put 
social services on a new plane. Many of these 
services are now rights that all citizens share 
instead of "charity" available to a few. 
Moreover, the flood of propaganda through 
every channel of communication during 
World vVar II has demonstrated the power 
of publicity, and has made us all more aware 
of the responsibility involved in using or 
neglecting propaganda media. 

In some private agencies, as well as those 
that are tax-supported, policy makers are 
shedding their old defensive attitudes and 
are facing this question realistically. They 
are beginning to employ capable and ex­
perienced people. They are appointing com­
mittees to swing into immediate action in 
emergencies. They are instructing their en­
tire staffs in the part that all staff members 
can play. Some policy makers have even reo 
viewed an agency's whole program in the 
light of public acceptance, with the advice 
of public relations consultants. This new 
attitude has its roots in fundamental respect 
for the public which supports and uses social 
serVIces. 
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GENERAL REFERENCES 

Publicity Directory} 1947 Special Issue of Chan­
nels. National Publicity Council for Health 
and "VeHare Services, New York. 

The purpose of this Directory is to lis t: (1) 
publications useful in carrying on publicity 
and public relations programs, and (2) major 
sources of motion pictures, radio scripts, 
photographs, exhibits, and speakers. 

"Public Relations and Education in Social 
WeHare," by Sallie E. Bright, in Social Work 
Year Book} 1947. Russell Sage Foundation, 
New York. 

CHAPTER I. THE SOCIAL AGENCY AND ITS 

PUBLICS 

A n Introduction to Public Opinion} by Har­
wood L. Childs. John Wiley and Sons, Inc., 
New York. 1940. 151 pp. 

Presents a theory of public opinion as a basis 
for dealing with public relations problems 
and gives special attention to public opinion 
polls and opinion research. 

Measuring Public Attitudes. Special Issue of 
the Journal of Social Issues. May, 1946. Albert 
A. Campbell, special editor. The Society for the 
Psychological Study of Social Issues. Associa­
tion Press, New York. 

CHAPTER II. TELLING YOUR STORY BY THE 

SPOKEN WORD - IN CONVERSATION 

Towm-d Public Relations of Casework: A Study 
of Social Casework Interpretation in Cleve­
land} by Viola Paradise. Russell Sage Founda­
tion, New York. 1947. In preparation. 

See especially Chapter II, The Caseworker's 
Task in Public Relations, and Chapter III. 
Conversation Pieces. 

REFERENCES 


The Art of Plain Talk} by Rudolf Flesch. 
Harper & Bros.} New York. 1946. 210 pp. 

Deals with practical ways of achieving clarity 
and simplicity in the use of both the written 
and the spoken word. 

CHAPTER III. TELLING YOUR STORY BY THE 

SPOKEN "'TORD-IN INFORMAL MEETINGS 

Building a Program: A Manual for Club Lead­
ers. New York Times. 1946.32 pp. 

Articles on conducting panels and forums. 
How to obtain speakers, prepare press re­
leases and radio programs, and get assistance 
from the public library and others. 

Decision Through Discllssion} by "V. E. Utter­
back. New York Times. 1936. 36 pp. 

Advice for leaders of small group discussions 
on how to prepare for and guide discussion. 

CHAPTER IV. TELLlNG YOUR STORY BY THE 

SPOKEN 'VORD - IN FORMAL MEETINGS 

Speech Making} by James A. Winans. D. Apple­
ton-Century Co., New York. 1938.450 pp. 

Comprehensive guide to the art of public 
speaking. Covers selection of topics, gather­
ing material. planning the speech and de­
livering it. 

How to Make a Speech and Enjoy It} by Helen 
Partridge. National Publicity Council for 
Health and "VeHare Services, New York. 1944. 
23 pp. 

Overcoming stage fright. Organizing a speech 
and adapting it to the audience. Pointers 
on its delivery. 

Planning Your Meeting} by Ruth Haller. 
National Publicity Council for Health and 
Welfare Services, New York. 1944.22 pp. 

Preparing for the meeting; setting date, time, 
and place. Invitations and promotion. Fea­
tures for meetings. 
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Follow the Leadership-and Other Skits, by 
Barbara Abel. '''' oman's Press, New York. 1938. 
132 pp. 

Contains a preface about the use of skits in 
pu blici ty and a collection of sketches pre­
pared for Young "Vomen's Christian Associa­
tions. 

CHAPTER V. TELLING YOUR STORY BY THE 

SPOKEN ''''ORD-ON THE RADIO 

Radio: How, When and Why to Use It, by 
Beatrice K. Tolleris. National Publicity Coun­
cil for H ealth and 'Velfare Services, New York. 
1946.48 pp. 

Practical advice on radio as a publicity 
medium for health, welfare, and other non­
profit agencies. 

CHAPTER VI. TELLING YOUR STORY BY THE 

'VRITTEN "VORD-IN LETTERS 

Effective "Y" Letters: How to Write Them, 
How to Use Them, by Homer J. Buckley and 
Associates. Y.M.C.A., National Public Rela­
tions Committee, Association Press, New York. 
1944· 149 pp. 

Twelve Ways to Write Better Letters, by Wil­
liam H. Butterfield. University of Oklahoma 
Press, Norman, Okla. 1943. 186 pp. 

Discusses elements of good letter-writing­
correctness, simplicity, courtesy, economy, 
completeness, smoothness, enthusiasm, and 
so forth. 

CHAPTER VII. TELLING YOUR STORY BY THE 

"VRITTEN "VORD-IN BULLETINS 

Bulletins-How toj\1ake Them More Effective, 
by Catherine Emig. National Publicity Council 
for Health and 'Velfare Services, New York. 
1942 . 2 4 pp. 

Guide to editing, illustrating, layout, and 
printing methods used in bulletin produc­
tion. 

CHAPTER VIII. TELLING YOUR STORY BY THE 

\VRITTEN WORD-IN AN:\'UAL REPO RTS 

Annual Reports-How to Plan and Wl'ite 
Them, by Beatrice K. Tolleri s. National Pub­
licity Council for H ealth and 'Welfare Services, 
New York. 1946. 40 pp. 

134 

How to organize a report, present a record of 
work done, deal with the annual statistics, 
and plan the format. 

Typogmplty , Layo ut and Advert ising Produc­
tion, by Edwin H. Stuart and Grace Stuart 
Gardner. Edwin H. Stuart, Inc., Pittsburgh, Pa. 
1946.48 pp. 

Useful to anyone who must prepare copy, 
layout, and illustrations for the printer. 
Offers rules, principles, and procedures. In­
cludes a glossary of trade terms. 

CHAPTER IX. TELLING YOUR STORY BY THE 

'WRITTE N 'VORD-IN NEWSPAPERS 

Work ing wit h NewsjJapers, by Gertrude Simp­
son. National Publicity Council for Health and 
Welfare Services, New York. 1945· 31 pp. 

A modern approach to newspaper publicity; 
establishing your agency as a source of news; 
knowing what your newspapers are like. 

Interpretative Reporting, by C. D. MacDougall. 
Macmillan Co., New York. 1938. 682 pp. 

A textbook on newspaper reporting with all 
emphasis on interpretation of the news. 

CHAPTER X. TELLING YOUR STORY IN PIC-

TURES- To AUDIENCES 

Exhibits-How to Plan and j\lake Them. 
National Publicity Council for Health and 
Welfare Services, New York. 1943· 29 pp. 

Six articles on planning, making, and using 
exhibits. 

Planning You r Meeting, by Ru th Haller_ (See 
under Chapter IV.) 

Publicity Direct01'Y_ (See General References 
above.) 

CHAPTER XL TELLING YOUR STORY IN PIC­

TURES - To READERS 

Guide to Illustrations and Photographs. 1946 
Feature Issue of Channels. National Publicity 
Council for Health and 'Welfare Services, New 
York. 52 pp. 

How to use art work, photographs, and 
graphics. Notes on layout. Contains a direc­
tory of sources for obtaining illustrations 
suitable for health and welfare interpreta­
tion. 
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CHAPTER XII. PLANNING - RESOURCES FOR 

THE INTERPRETER 

Publicity Directory. (See General References.) 

CHAPTER XIII. PLANNING-A PUBLIC RELA-
Pa. TIONS PROGRAM 

A Study in Public Relations: Case History of 
py, the Relations l\faintained Between a Depart­ter. 

ment of Public Assistance and the People of a In-
State, by Harold P. Levy. Russell Sage Founda­
tion, New York. 1943. 165 pp. (Out of print but 
available in libraries.) 

Reports and analyzes methods used to build 
public interest and support. Reviews the 
effects of u-aditional public opinions upon 
the operations of an assistance agency. 

Building a Popular Movement: A Case Study of 
the Public Relations of the Boy Scouts of 
America, by Harold P. Levy. Russell Sage 
Foundation, New York. 1944. 165 pp. 

Scouting enjoys many assets which help cre­
ate popular understanding and goodwill. 

an 

IC-

Reading Relerenc:es 

How these assets have been used forms the 
basis of this study. 

Toward Public Understanding of Casework: 
A Study of Casework Interpretation in Cleve­
land, by Viola Paradise. Russell Sage Founda­
tion, New York. 1947. In preparation. 

Reports upon the ways in which social case­
workers and social casework agencies go 
about the task of securing public understand­
ing, and the increasing usefulness of case­
work through good understanding. The 
study draws its material primarily from 
Cleveland, but it is written against a back­
ground of general study of casework and its 
in terpreta tion. 

MAGAZINES 

Channels, National Publicity Council for 
Health and Welfare Services, New York. Ten 
issues a year. 

Public Opinion Quarterly, Princeton Univer­
sity Press, Princeton, N.J. 
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Abel. Barbara. 18n, 49-50,88 

Adoptions. 58-59 

AER Joumal. 56n 
Agenda. 34. 35. 39 

Allen. Gracie. facing 65 

American Association of Psychiatric Social 


''Yorkers. 128n 

American Jewish Congress. 51 

American Journal of Public Health, 30n, 112 

American Library Association. 63 

American Medical Association. 61 

American Public Health Association. 84. 86 

American Red Cross. 63. 86-87. 99. 109 

Anniversaries. 101. 125. 127 

Annual meetings, 41. See also Meetings 

Annual reports. 89-97. 114. 1 15. 121. 130 

A,'e You Ready for His Return? 120n 

"As Others See Us." 128n 

Association for Education by Radio, 56 

Association Press, 73n 

Atlantic Monthly. The, 32n 

Audiences. 40-42. 54, 108-11 3 


Back Stage by Invitation, 37n 
Baker. Helen Cody. 103 

Baltimore City Health Department, 61. (i5 

Barnes. Martha Coghill, 127 

Benet. Stephen Vincent. 67 

Big Brother Movement of New York, 87. 116 

Blackboard and chalk. 14, 108. 11 1 

"Blueprints" for public relations, 130 

Board meetings. See Informal meetings 

Board Member Institute Pays Dividends, A, 35n 

Board members: defined. 11-12; as a public. 10. 

12; as interpreters. 19, 31• 35. 68 

Booklets, See Leaflets 

Bornn. Mrs. Ruth, 27 

Boy Scouts of America. 109 

Bright. Sallie E .• 123 

Brooklyn Bureau of Social Service, 97 

Brooklyn Eagle, The, 103 

Brooks. Dr, Paul M.• 88 

Brown. l\Jrs. George ''Y.• 35 

Buckley, Homer J. and Associates of Chicago. 


73 


Bulletins. 82-88. 114. 116. 117 

Business and industry: as a public. 24-25. 84; 


learning from, 15-16.20.27.67. 113 


Campfire Girls. facing 65 

Camp James ''Yeldon Johnson of Pittsburgh. 


69-70 


Campaigns. 103. 107. 123. 126. 132 

Camps and camping. 69-70. 99 

Cancer. 15. 122 

Cardiacs. 109 

Cartoons and cartoon strips. 108. 114. 117 

Case. Lt. Commander Nelson. 64 

"Case book." 124 

Case conferences. 37-39 

Case records: discussed at informal meetings. 


37-38; dramatized. on the air. 65; as source 

material for publicity. 28. 124 


Case workers: as interpreters. 28-30. 123. 129 

Channels, 14n, 37n, 109 

Charity. 12. 132 

Charts and graphs. 93. 108, 114, 120. 125 

Check-list: for meetings, 46-48; for publicity 


channels, 125 

Chicago Daily News, The, 103 

Chicago Housing Authority. 2111 

Child labor, 33, 119 

Child welfare: adoption. 57-59; child guidance, 


59-61; children's centers, 52,118; depart­
ment of child welfare. 104-105. See also 
Foster homes 

Children's Bureau. The. 33 

Church, David, 21-23 

Church Federation of Greater Chicago. 21 

Cincinnati Post, The, 103 

Cincinnati Times-Star, The, 103 

Citizens Planning Association of Cincinnati. 


The. 61 

Cleveland Health Museum. 106. 1 10, 1 13 

Cleveland ''YeIfare Federation. 52 

Clients. 10. 12. 19-21.99-100.104 

Columns and columnists. 103 

"Comic" strips. 116 

Commission on Community Interrelations of 


the American Jewish Congress. 51 
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Committees. See Informal meetings 
Community Chests and Councils, Inc., 108, 116 
Community Fund, Greater Boston, 59 
Community Fund of Canton, Ohio, 24-25 
Community leaders. See Key people 
Community Service Society of New York, 18-19 
Connolly, l'vlary P., 30 
Contact, 6311 
Contributor as a Public, The, 21 
Contributors, 10,12,21-23 

Co-operators, 10, 12, 21 

Copy, 126-127 
Council of Social Agencies of Chicago, 14, 21, 

87-88 
Councils of social agencies, 11,32,82, 121-122, 

12 3 
County health unit, 125-126 
Conversation, 26-33, 34,125 
Criticism, answering, 31; example of, 104-105 

"Days" and ""Veeks," 64, 125, 131 
Defensiveness, 31, 104-105, 132 
Detroit Department of Health, 30 
Deutsch, Albert, 103 
Dialogues, 41 
Dickinson, Dr. Robert L., 106 
Discussion groups, 14, 108, 110-111 
Discussion leaders, 7-8 
Documentary films. See Motion pictures 
Dramatizations: at meetings, 37, 51, 52-53; on 

the air, 65-66. See also Skits 

Edi tors, 100--10 I 
Effective "Y" Letters, 73 
Employes. See Staff members 
Employment: as news, 99 
Erlich, Max, 64 
Exhibits, 109, 110, 112-113, 125 

Family and Children's Service Society of Bing­
hamton, N.Y., 35-36 

Family service, 18, 28, 37, 38-39, 71-73, 105, 
facing 121, 128 

Family Service Association of America, The, 
116. See also Family "Velfare Association of 
America, 35n 

Family Service Organization of Louisville, Ky., 
The, 38-39 

Fear: of poliomyelitis, 69-70; of unemploy­
ment, facing 112 

Federation of Social Agencies of Pittsburgh and 
Alleghany County, The, 84-85 

Film strip. See Slides and slide films 
Folders. See Leaflets 

138 

Formal meetings. See l\-feetings 

Fort Greene Industrial Health Committee, 


Brooklyn, N .Y., 84-86 

Fortune, 128 

Foster homes, 13, 14,32,36,82, 105, 124 

Fmman, Sylvan, 103 


Gallup, Dr. George, 14 
Gebhard, Dr. Bruno, 106, I 10, 113 
General public, 11, 13, 16, 25; radio listeners, 

54-59, 98; newspaper readers, 98 
Girl Scouts, facing 65, 101, 102, 108, 126 
Government agencies, 12, 13, 16,31,33,44-45, 

52, 120, 132. See also Public health; Public 
housing; Public welfare; Social Security 
Board 

Gradle, Audrey Hayden, 68, 91 , 121 
Graphs. See Charts 
Greater Boston Community Fund, 59 
Greenwich, Connecticut, annual report of, 115 

Haines, Larry, 64 
Hall, Judy, 113 
Health News, 88 
Health-O-Gram, The, 103 
Health on the Job, 86-87 
Hearn, Murray, 118-119 
Helpful Hints to Those Who Have Lost Limbs, 

120, facing 120 
Henderson, Harry F., 8 
Henry Street Settlement, 76, 81 
Herald Tribune Forum, 42n 
Here's to Your Health, 86, 116 
Highlights,35 n 
Hine, Lewis, 119-120 
Holmes, Justice Oliver vVendell, 90 
Hopkins, Harry, 31 
Housing. See Public housing 
Howard, Donald S., 31 n 
How to Plan a Public Relations Program, 124 
Humor, 20, 31, 50, 90, I 19; comic relief, 52; 

humorous sketches, 114; light touch, 90, 119 
Hunter, Howard, 31 

Ignorance: of cancer, 15; of venereal disease, 
14-15 

Illinois Society for the Prevention of Blindness, 
91-97 

Illustration: historical summary of, 108, 114, 
117. See also Cartoons; Photographs; Picto­
graphs; Pictures; Sketches 

Industrial accidents. See Safety 
Informal meetings. See Meetings 
Information file, 12 ) 

Kansas ( 
Kenned, 
Key peo; 
Kleinscb 
Kraft, S. 
Kuroki, 

Labor Ul 

Lakeside 
Laymen: 

99 
Leaflets, 

124, II 
League c 
Lee, Can 
Legislati 

ciallel 
Letterhe 
Letters, 

official 
Levy, H;; 
Life. See 
Lincoln, 
Little the 
Lobbyinl 
London 
Look. Se 
Louisian 

Child' 
Lowrie, I 

Margins: 
Martin, I 
wIaurer, ' 
Medical, 

65 
Meetings 

for, 46­
inform 



Index 

Institutes. 7 

Interviews. 31-32. 60-61 

Invitations to meetings. 46. 68 


Jampel. Carl. 6':1­
Japanese American Citizens League of Salt 

Lake City. Utah. 4!W 

Jargon. See Technical vocabulary 
J elIerson County. Alabama. Department of 

Public Welfare. 91-97 

Jewish Family Service. 116n 

Jewish Social Service Association of New York. 


37.116, facing 12tn 
Juvenile Court. 104 

Juvenile delinquency. 120. 122 


Kansas City Council of Social Agencies. 32 

Kennedy. John B.• 64 

Key people. 12-13.23-24.36-39.83.84 

Kleinschmidt. Dr. H. E.• 87 


5 	 Kraft. S. J.. 120n 

Kuroki. Ben. 42n, 43-44. 45-46 


Labor unions. See Organized labor 

Lakeside Children's Center of Milwaukee. 118 

Laymen: as interpreters. 18; as a public. 24-25. 


99 

Leaflets. pamphlets. folders. 41. 81. Ill. 114. 


124. 125 

League on'Vomen Voters, The. 27. 78.124 

Lee. Canada. 64. facing 65 

Legislation: legislative action. 27. 78. 124; so­


cial legisla tion. 99 

Letterheads. 79-81. 114 

Letters, 29. 67-81. 130; from public welfare 


officials. 67. 69; as source material, 125 

Levy. Harold P.• 69n 

Life. See Picture magazines 

Lincoln. Abraham. 41 

Little theatre groups. 66 


4 	 Lobbying. 27. 78 

London Boys' Club. facing 65 

Look. See Picture magazines 

Louisiana State Department of Public Welfare. 


Child Welfare Division. 104 

Lowrie, Donald A., 64 


Margins: a simple rule. 97 

Martin. Ian. 64 

Maurer. ''\Tesley H .• 126n 

Medical and Chirurgical Faculty of Maryland, 


65 

Meetings: as news. 41. 48; board. 34; check-list 


for. 46-47; films at. 109. 112; formal, 40-53; 

informal. 34-39; mass. 49-50; on the air, 55 


Me ting rooms. 34. 46. 109. 110-111 

Membership. 10. 12. 126-127 

Mental hygiene, 61. 114 

Metropolitan Life Insurance Company, 113 

Milwaukee City Sen-ice Commission. 16-17 

Minicam Photography, 120n 
Moss. R. 1 'laurice. 69 

Motion pictures: a t meetings. 41. 48, 109, 112. 


125 ; commercial, 122; documentary films. 

108. 1 1 1-1 1 2 


National Jewish Welfare Board, 120 

National organizations. 55. 122; publicity serv­


ice of. 126-127 

National Publicity Council for Health and 


"Velfare Services. 7.8.64. 109. 112, 122. 123. 

124. 133-135 


Neighborhood organization. 126 

New School Bulletin. The, 84.85 
News Letter, American Association of Psychi­

atric Social 'Vorkers. 128n; Council of Social 
Agencies of Chicago. 87-88 


News letters. See Bulletins 

Newspapers. 28-29. 41. 48. 98-107. 125. 126 

New York Boys Clubs. facing 65 

New York Central Railroad. 15-16 

New York League of 'Vomen Voters, 27 

New York State Health Department. 88 

New YOdl Times, 102 


New York Tuberculosis and Health Associa­

tion. 112. facing 113 


Nursing. See Public health nursing 
Nutrition. 108 


O'Brien, Howard Vincent. 92 

Organized labor. 23-24. 124 

Overstreet. Professor Harry. 41 


Page. Christiana, 120n 
Page. Homer. 120 

Pamphlets. See Leaflets 
Panel discussions. 36, 41-42.48-49 
Paradise. Viola. 32n 
Parent education. 59-61 

Parent-teacher association. 48-49 

Partridge. Helen. 40 

People Are with You, The, 14n 
Photographs. 108. 110. 113. 116. 119. 120. fac­


ing 120, facing 121. 124; of clients. 99-100. 

114-115; newspaper. 99, 107 


Pic. See Picture magazines 
Pictographs. 115, 120, facing 121 

Pictorial and dramatic methods. 125 


139 


http:12-13.23-24.36-39.83.84


How to Interpret Sodal Welfare 

Picture magazines, 108, 116 
Pictures: for audiences, 108-113; for readers, 

114-120 
Planning: annual reports, 89-90; bulletins, 82; 

meetings, 41, 109; newspaper publicity, 107; 

Research, 121-122, 124 
Responsibility for Victory, 42n 
Reviewing committees, 108. See Committees 
Roosevelt, President Franklin D., 31, 44-46 
Ross, Madeline Dane, 118 

ar 
lI1g 120n 

University 
University 
University 

a public relations program, 121-129, 130-132 

P. M., 103 

Poliomyeli tis, 69-70 

Politicians, 118-119 

Pony Express, The, 87, 116 

Prejudice: national, facing 112: political, 17, 


31; racial, 43-44, 51, facing 112; against so­

cial workers, 119 


Press conferences, 100 

Press Pussy, The, 49-50, 88 

Printing, 90, 97, 108 

Progressive education, 49 

Propaganda, 132 

Public Affairs Committee, The, Ill, 116 

Public health, 30,65-66, 88, 125-126 

Public health nursing, 26, 108, 113 

Public housing, 20-21, 98-99, 117 

Publicity kits, 108, 122, 126 

Public library, 122 

Public opinion polls, 14-15; informal poll, 19 

Public Relations and the Press, 126n 
Public relations budget, a, 131 

Public relations personnel: census of positions, 


123; consultants and specialists, 122, 123; 

directors of public relations, 100, 122-123, 

127-129 


Public relations program. See Planning 
Public Relations P1"Ogmms in Social Work, 

123n 
Publics: board members, 11-12, 84-85; busi­


ness men, 24-25; clients, 12, 19-21,84-85, 118; 

co-operators, 12, 21; key persons, 12-13, 23­
24,84-85; special publics among newspaper 

readers, 13,99; among radio listeners, 13,59­
61 


Public welfare, 67, 69, 71, 72, 73, 91-96, 104­
105, 129 


Qualifications for public relations personnel, 

127-129 


Questions and answers. See Interviews 


Races of Mankind, The, 116 

Radio, 41, 48,54-66,98 
Reader's Digest, The, 42n 
Reception clerk, 26; desk, 27 

Relief: recipients of, 71-73, 99-100, 104 

Reluctant Reformer, The, 120n 
Reports. See Annual reports; Statistics 

140 


Round table, 42 

Round Table of the University of Chicago, 61­

62 

RusselI Sage Foundation, 31n, 69n, 123n 

Ryther Child Center of Seattle, 52-53 


Safety, 99, 103, 113, 117. See also Sight saving 

Salvation Army, The, 99 

Samstag, Nicholas, 81 

San Francisco Junior City, facing 65 

Saturday Review of Literature, 48n 

Schools of social work: publicity courses in, 123 

Shell Oil Company, The, 16 

Sh01·t Cuts: A nswering the Questions of New 

Tacomans,21n 
Sight saving, 92, 93, 99, 114 

Silhouettes, 114, 125 

Singing at meetings, 42, 50 

Sketches, 114, 119, 120 

Skits, 42, 52, 56-57 

Slides and slide films, 108, Ill, 122 

"Social security," 132 

Social Security Administration, The, 11, 17 

Social workers, 26, 118-11g, 132. See also Case 


workers 

"Social vVorkers and Politicians," 118-119 

Social W01·k Year Book, I945, 123n 
Source material for publicity, 124 

Sources for borrowing or buying publicity ma­

terial, 64-65, 111-112, 122 

Speakers, 40, 41, 46, 55 

Special events, 125 

Speeches, 17,35,41,42-46, 124 

Spencer, Dr. Harvey, 59 

Staff members: as interpreters, 27, 28, 33, 35, 36, 


38-39,51, 67, 68; as a public, 10, 11, 15-18, 

84,87 


Stage fright, 40 

Statistics, 82, 93-95, 116, 124, 125, 126-127 

Stein, Herman D., 37n 

Steward, Muriel, 56n 

Studer, Mary Curtis, 63 

Study in Public Relations, A, 69n 
Style: in bulIetins, 82, 87; in annual reports, 90; 


newspaper style, 100 

Survey Midmonthly, 118-119 

Symbols, 108, 109, 1 14, 115, 116 

Symposium, 42 




Tacoma Housing Authority, 21 n 

"Talking down" to people, 19, 20, 21 

Taylor, Dr. Graham, 103 

Technical vocabulary, 17,26,30,49 

Telephone relations, 17, 27-28 

Tenants' Handbook, The, 21n 

This Is the Way We Live and Play, 118 

Time, 78-79, 81 

Time on the Air, 50n 

Tolleris, Beatrice K., 8, 55 

Training in public relations, 16-17, 123. 127­

129
saving 
Transcriptions, 64-65 

Tnte Comics, 116 

Tuberculosis. 109, 112-113 


Unemployment, 99 
n, 123 
 U.S. 	'Var Department Pamphlet No. 8-7. fac­
ing 120nNew University of Chicago, The, 61, 62 


University of Michigan, The, 126n 

University of Southern California. 8 


17 

Case 


ma­

90 ; 

Index 

Urban League, The, 69, 120; United Urban 

League Service Fund, 77, 81 


Venereal disease, 14-15 

Visiting Nurse Association, 130 

Visual aids, 109, 110 

Volunteers: as a public, 10, 12; as interpreters, 


18; as co-operators, 68 

Voters, 13,27 


"Weeks." See "Days" and "'Veeks" 

Welfare Council of New York City, The. 63 

West Side Civic League of 'Winter Park, Fla., go 

Woman's page. the, 103 

Woman's Press, 50,88 

WPA and Federal Relief Policy, The, 3 1n 


Yankee from Olympus, The, go 

Y.M.C.A., 23-24, 64-65, 7 1, 73 n 

Youth agencies, facing 65 

Youth Builders, Inc., facing 65 

Y.W.C.A., 18,49-50,88 
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