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FOREWORD

Every employee of the New York World's Fair
COrporation should make the proper and safe
operation of the FExposition a matter of personal
responsibi]ity.

That, in sum, is my message to old and new em-
ponees alike at a moment when the Exposition is
about to be opene(l to the world p'ublic. Hundreds
of us, of course, have been working years or months
in ]oringing the Exposition into ]jeing. No one of us,
officer or staff member, has failed to find a profound
interest in the Exposition and a sense of responsi-
I)i{ity for the success of the entire venture.

The Fair is at once a p]_ace of gaiety and pro-
found purpose. Behind it lies the faith of its incorpo-
rators, the Cityrof New York, the Nation and almost
all the countries of the world. Ahead of it lies its own
splen(iid period of existence and the whole new era
which it is bound to procluce for mankind.

With these thoug[}ts in mind, | do not hesitate
to ask the new emp[oyee to a(i{opt the same attitude
toward the Fair as has grown upon the older em-
ponee. I am confident that every staff member who
assumes this rcsponsibﬂity that I recommend, and
who devotes his energies and ’thoughts to the good
of the Fair, will shorffy find that the Fair returns him
pride and joy in achievement.

P R
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THE GENESIS
OF THE FAIR

The New York World's Fair 1030 was born of
hard hﬂopr, genius and faith. Tt represents a happy
meeling between things material and a vision of a-
better future world.

Other expositions have been staged in commemo-
ration of some important historical event; other fairs
have carried a message of their own: but none has
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had a theme as compe”ing and as significant as
that of the New York World's Fair of 1930: to
present the best tools and tecimiques yet developeo[
]:)y the genius of man in such a way that the average
visitor may be heiped in buﬂc]ing a better life for
himsell and his community.

Leaders of business and civic life in New York
had for many vears desired an international exposi-
tion for their city. The many material benefits de-
rived by the citizens of Chicago and I)y American
inc[‘ustry from the Ceniury ot Progress translated
that desire into an aclive pIan. At the same time,
other'groups were searching tor the most appropriate
way to celebrate the 150th An.niversary of the In-
auguration of George V\Iashingi‘on in New York
City as the first President of the United States. Out
of all these things, the idea of an international expo-
sition for New York in 1050 s]owiy arose.

On Septemger 17, 1955, at a dinner meeling of
more than fifty distinguis]'led leaders of New York
life, plans were announced and enthnsiasticaﬂy re-
ceived. Six days later, on September 23, the project
was announced to the puI)Iic. One month later, on
October 22, a non-profil' meml)crs[lip corporalion,
the New York World's Fair 1950 Inc., was formed.
More than one hundred of the most clisﬁnguisheci
leaders in public life were included among the orig-
inal incorporators. The Fair was born.

At the first meeling of the incorporators on No-
vember 6, 1035, the Board of Directors was elected
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and several months later Mr. George McAneny was
elected President. A series of Committees was
formed to o[eveiop the preliminary pians for the Fair
itself. In May. 1956, Mr, McAneny resigned as
President and became Chairman of the Board of
Directors and Mr. Grover A. Whalen was elected

President of the Corporation.

By the end of 1956, the staff of the Fair Corpo-
ration occupied five comp]ete Hoors in the Empire
State Buiiding. These men and women, experts in
many fields, had been drawn together tor the stag-
gering task of making the Fair into a Iiving reaiity.

Until March, 1057, the job was primarily one of
piann_ing and preparation. At that time, the exXposi-
tion definite]y entered the active stage of construc-
tion. as work ]oegan on the first of the major
structures to be erected. The Administration Build-
ing was, appropriate]y enough, “Buiiciing Project
NG 1+« (On August 16, the Fair staff occupied the
buiiding. A little more than one year later, I)y the
first of January, 1050, approximately 2,500 persons
were on the payroll of the Fair Corporation. By the
same date, the work of transforming the area into the
site of a magic city had been virtua“y complote(] and
the Fair staff was rea]izing with prio[e that the ex-
pectations of 60,000,000 visitors would be more than

fulfilled.
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CAURTESY

The New York World's Fair is a source of pridc
to all New Yorkers, especiaﬂy to those of us Who
are privileged to help create or be a part of its life.
Real courtesy on the part of World's Fair employees
will reflect that pride and will do much to enhance
the deserved success of the Fair. As hosts to millions
of peoplg from every part ot the world we are in a
position to make more authentic and more com-
peHing the Fair's theme—B uiIding a Better World
of Tomorrow. We are emphasizing’ the message of
interdepenclence and cooperalion. Kindness and
courtesy extended to our visitors will lend impetus

to- that message.

Equa].]y important is courtesy to our fellow
workers. It is essential to operating efﬁciency and to

harmonious and happy wor](ing conditions.

New York World's Fair employees are serving a
great and signﬂ:icant project and will be expectect
to conduct themselves at all times in a manner which

will do it honor.
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PERSGONAL APPEARANCE

We ask and expect that the personal appearance

of emp]oyees be at all times a credit to the New York

World's Fair.

To be dressed sm artly and in good taste does not
necessarily mean lo be dressed expensively for it
costs little effort and even less expenc{iture to be
neat and clean and always aware of the small de-

tails that are the mark of the Weﬂ-groomed person.,

The Fair itself presents a vital, vivid and spar-
I{Iing appearance. You will be out of harmony if you

yourself do not possess these qualities.
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EMPLOYMENT

PERSONNEL POLICIES

All appl’lcations for emp]oyment with the New
York World's Fair 1939 Inc., must be made to

the Personnel Department.

It is the policy of the New York World's Fair

not to employ relatives of employees.

Employees ]eaving the Corporation must give at
least one week’s notice to the Department Head.
When an employee terminates his emp]oyment,
he should reporl to the Personnel Department
for a final interview.

Opportunil‘y is provided for employees to join
- the Associated Hospital Plan. For further de-
lails, consult the Personnel Department.

WORKING HOURS

Working‘ hours must necessari]y be ac{apted to
the requirements of an exposition open to the
p'ub]ic every day and evening during the week,
inc{uding Suno[ays and ho]idays. Employees will
be required to compIy with schedules established
by cﬁ[epartment heads.
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Because the Fair is a huge and complex organi-
zation catering to a world pubhc, punctuality is
of the utmost importance.

Emp[oyees unable to report for duty at the time
assigned must notify their sSuperiors ear[y enough
to allow for substitution before their scheduled
reporting time,

PAYING EMPLOYEES

All employees will be paid I)y check. Salaries
will be paid as follows:

1 Employees on the monthly saiary payro” will be
paid semi-monthly in their departments.

2. Employees on the office salary payroll will he
paid on Friday of each week in their departments,
For employees on this payroll, the payroll week
begins on Thursday morning and ends the follow-
ing \Medncsc{ay night.

Monthly and weekly salary payroll employees who
fail to receive their pay in their (Iepnrfments at the
regular pay time, must call at the Dishursements
Cashier's window, Administration Buildfng, where
payment will be made upon proper identilication.

i3 Emplt)yees on an hourly basis will he paid
weekly, a'ccordfng to schedules established in the
Treasury Division.
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Employees on an hourly basis are paid two days
alter the close of the week: those paid on Moncfay
will receive pay for the week ending the previous
Saturday night; those paid on Tuesday will receive
pay for the week ending the previous Sunclay
night, etc.

The word “night” here includes the hours of shifts
ending at midnight.

Emp[oyees ]eaving‘ the Corporation must call at
the Disbursements Cashier’s window for their
final safary checks after having turned in their
uniforms and pins to the locker room attendant
in charge, or to the Quartermasler’s Department
and equipment or tools to their SUpervisors.
Passes must be delivered to the Disbursements
Cashier. The Dishursements Cashier will not
deliver [inal salary checks unless certification is
“presented that these t}lings have been done.

CASHING SALARY CHECKS

The fo“owing emp]oyees are permitted to cash
their sa[ary checks at the paymaster's window
in the Disbursements Cashier Section, Adminis-
tration Building:

1. Office employees located in the Administration

Building.

l)(],y(.' Tn)u.{va

2. Other employees paid after the Manufacturers
Trust Company branch is closed for the day.

Paymasters are not permitted to cash salary
checks for any other employees.

The Manufacturers Trust Company maintains
a branch in the Consumers BuiIcﬁng, and will
cash all other employees’ salary checks upon
presentation of identification passes showing
photograph and signalure.

All employees may cash their sa]ary checks at
any one of the Manulacturers Trust Company
branches throughout the city. Identification
passes musl be presented. If it is convenient for
an emp]oyee to cash his salary check at a nearby
Manulacturers  Trust Company branch, he
should do so. A list of the addresses of these
branches may be obtained from the paymaster
in the Disbursements Cashier Section.

HEALTH
The New York World's Fair, for the protection

of all its emp[oyees, and in the interest of the
general public, insists that the health of its em-
ployees be safeguarded in every possible way.
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The Fair Corporation maintains a com.p]ete].y
equipped Medical Department where all em-
ployees may receive medical attention. There is
no cha‘rg‘e for services rendered ]:)y the Medical

Department.

Applicants for positions with the New York
World's Fair are required to pass a physical ex-
amination before emp]oyment.

In case of illness or physical injury on the Fair
Grounds, no matter how minor the injury, report
at once to the nearest first aid station. Minor in-
juries, it neglected, often lead to serious comp]i-
cations. If the doctor in charge instructs you to
discontinue work, do so at once. He will n.otify

your superior.

Emp]oyees returning to work after an illness or
injury shall reporl to the nearest first aid station
for examination before starting work. In the
event of an extended absence because of iﬂness,
it is reques[ed that the employee make periodica]
reports to his immediate superior so that the
Corporation will know the condition and prog-
ress of the employee.

Any employee having a contagious disease or
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having a contagious disease in his family or liv-
ing or ]:)oarding where there is such a disease,
shall report this to the Medical Depar-tmcnt and
must remain away from work wuntil the New

_ York World’s Fair physician is satisfied that

there is no dangcr of infecl'ing other employees.

CHANGE OF ADDRESS

All emp[oyees on the monthly or WeeI{]y payroﬂ
are required to notify their Department Head
and the Directory Service of any change of ad-
dress or teIephone number. Employees on an
Ilourly basis shall notify their superior,
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ADMISSION TO FAIR GROUNDS

ENTRANCES

Service turnstiles are provided at each entrance
and must be used }oy all Fair emp]oyees ho]o[ing
passes. The reguiar revenue turnstiles are con-
nected with a mechanism which records in a
central place all visitors’ admisstons. It is im-
portant for many reasons that the record of paid
admissions be kepi‘ separale from the record of
admissions by passes.

Therelore, ticket takers are under instructions
not to permit any one with a pass to enter
’fhrough a revenue turnstile set apart for visitors
presenting paid tickets,

IDENTIFICATION PASSES

_Al[ employees of the Fair Corporation will be
“furnished with non-transferable identification
passes for their own use in entering the Fair

GI"OIIDCIS.

Ea_ch pass is numbered and registere&. Please
make careful note of the number. If your pass is
lost notity the Pass Section at once.

A charge of $2.00 will be made for the replace-
ment of lost identification passes.

Alfter receiving their passes, employees are re-
quired to report at once to the nearest photo-
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graph booth operated by the Fair Corporation.
The attendant on duty will see that the em-
ployee’s photograph is taken and will attach one
print to the identification card portion of the
pass and will validate this print. Employees are
required to sign the identification card.

Each employee’s identification pass is equipped
with a pad of coupons, good for the current cal-
endar month. Identification passes will be vali-
dated month[y, and at such times coupon pads
will be replacecl by the Pass Section for the en-
suing month.

Whenever an employee enters the Fair
Grounds, the pass identification folder must be
handed to the ticket taker, who will tear out a
single coupon and (:Ieposil' it in the ticket box.
Ticket takers are instructed not to permit em-
p]oyees of the Fair Corporation to pass except
in accordance with the foregoing regulations.
T}Jey are also instructed to pick up any identi-
fication pass folder if p'resentecl ij any one other
than the person whose p?} otograph and signature
appear thereon.

PACKAGE PASSES

Emp[oyees are not permitted to take any equip-
ment, supplies or Wrapped packagcs in or out
of any })uiIcIing on the Fair Site unless author-

“ized to do so I)y a packag‘e pass. This does not

apply to change fund boxes, revenue control

Pﬂge Seventeen




equipment, tools, kits, etc., assigned to an em-
p].oyee in the performance of duties.

Package Passes may be obtained from the per-
son authorized to issue such passes, as posted at
the entrance to each building.

UNIFORMS AND LOCKERS

The Fair Corporation will furnish uniforms to
all employees required to wear them but will not
supply shoes, hose, Em& similar accessories. The
Corporation will also provide Iaundry and d}:y
cleaning services for such uniforms. Such em-
ployees will observe the foﬂnwing rules:

1.  Uniforms may not be worn outside the Fair
Grounds. Exceptions:

a. Police guards are required to wear uniforms
to and from Police Heaclquarters or at stations
outside the entrances, but they are not permitted
to wear uniforms when off c[u‘ry.

b. Employt:(-:s stationed at the par-l{ing fields,
boat basin, and terminals are required to wear
their uniforms to and from their stations but are
not permitted to wear uniforms off duty.

c. Employees stationed at official Information
Booths in Manhattan are required to wear their
uniforms to and from their stations, but are not
permitted to wear uniforms off duty.

d. Employees stationed outside the Fair Grounds
but on the Fair Site, such as in the Administra-
tion Building, etc., are not permitted to wear uni-
forms off duty.

Page Ei.ghlecn

2. lockers are pm\'ided, and belore going off duty
uniforms must be p[ac&c[ in lockers in the manner
instructed by the locker room altendants. Em-
ployees will retain possession of their own locker
keys. A twenty‘ffve cent chargc will be made for
the rep[acement of lost I{eys.

5. Caps, hats or helme_ts, as the case may be, must
be worn at all times while on duty. No deviation
from this rule will be permitted.

4. Full uniform must be worn at all times unless
speci'fic orders are issued to the conlrary.

5. Overcoats, trench coats or raincoats must be
worn or taken to the stations in accordance with
orders issued during inclement weather.

6. All employees wearing uniforms are required
to comply with regulations governing accessories.
In general, black shoes of simple sty[e, without
fancy toes, are specified with uniforms other than
white. Open—toed shoes are mnot permitl‘ed for
women; extremely high heels also are not to be
WOTTL.

Emp]oyees wearing white uniforms must wear

white stockings and shoes of simple, standard

patterns.
i Upon termination of services, emp[oyees are re-
quired to turn in uniforms to the locker_ room aft-
tendant in charge or to the Quartermaster’s Depart-
ment, as may be instructed, and to obtain a receipt.
Final salaries will not be paid until such receipts
are presente(i.

A charge will be made [or any lost articles fur-
nished by the Fair Corporation.
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SAFETY REGULATIONS TELEPHONES and TELEPHONING

All empioyces shall familiarize themselves and TELEPHONES

shall at all times comply with the provisions of the All personal telephone calls over the New York
Witk Special S fety @k o World's Fair switchboard are s’rricﬂy prqhibited.

’ Necessary personal calls must be made from the
furnished to each employee. pay booths. .

Emergency telephone messages will be delivered
to employees. They will not be permittec{ lo
answer incoming personaI telcphone calls.

TELEPHONING

Since the efficient use of telephones is very im-
portant in the conduct ol business, the foﬂowing
rules shall be carefully observed:

1. When the te]ephone rings, respond promptfy
and courteous[y, giving the name of the deparl'-
ment, office or post and the person speaking.

2. All employees should answer their own tele-
phones. A caller should not be required to talk with
more than one person before being connected with
the parly with whom he wishes to speak‘

3. Do not ask the caller to hold the wire for a
New York World's Fair Police Guards long period of time. Suggest that vou will call him
back as soon as vou get the desired information.

4. When making an inler-organization call, an-
nounce your name immedia‘[ely after your call is
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acknowledged: for example, “This is Mr. ———,
May I speak to Mr. ———?"

55 Except in the case of department heads, inter-
organization calls should be made ]oy the person
who is to talk and not by an assistant.

6. Do not transfer inter-organization calls. If it is
necessary to transfer an incoming call, flash the

operator slowly two or three times on the extension
on which the call originated. Operators will not
transfer calls handled in any other manner.

7. When an employee is temporarily away from
his desk or post, he should make arrangements
within his department to have his teIephone cov-
ered. He should not ask the operators to transfer
his calls temporarily to another extension. At no
time during the worIdng hours should a telephone
be left unattended.

8. Keep a pad and pencil available so that you
will not have to ask the person caHing to wait while
you get them.

Q. Employees are not permitte({ to ask operators to
look up outside numbers as this interferes with
prompt service.
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GENERAL INSTRUCTIONS

SMOKING

Smoking while in uniform is slric’[ly prohibil‘ed.

DRINKING

Drinking of alcoholic bever‘ages while on o[uty or
in New York World's Fair uniform is forhidden.
Any infringement of this rule is subject to in-
stant dismissal.

TIPPING

A policy ol the Fair Corporation, strictly en-
forced, forbids employecs to accept tips or
graluilies.

DIRECTING VISITORS

Visitors seeking information or directions should
be directed to the nearest information booth
where trained information attendants are avail-
able. Acquaint yourse].f now with the location of
these booths. Employecs must not give incorrect
or incomp].ete information to visitors.

GIVING INFORMATION TO THE PRESS

Employocs are cautioned against granting inter-
views to representatives ol the press or answer-
ing questions regarding methods, systems, p]ans,
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policies, and personnel of the New York World's

Fair, The Press Departmenl' will give out all in-
formation to the members of the press.

PARKING FIELDS

Employecs using their personal automobiles to
come to and [rom work are requirecl to use the
regular parking fields at the same rates as
charged to the genera] pub]ic.

PURCHASES AND COMMITMENTS

No one is authorized to make any purchase or
to commit the Fair Corporation to any ]ia]aﬂity
for commodities or services except as authorized
in executive orders issued by the President. In
cases of doubt, consult your Department Head.

LOST AND .FOUND ARTICLES

The loss or ﬁnc]ing of personal property should
be reported immediately to the Police Depart-
ment. Although we cannot be responsible for
personal effects lost, we will exert every effort
to find and restore lost articles.

DESKS

All desks, cabinets and other furniture and
equipment in clepartments must be locked before
an office unit is closed for the clay. Documents
or papers of any kind must not be left on desks,
tables or cabinets when the office is closed.
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SUBPOENAS

Any employee who receives a subpoena to ap-
pear for examination or to producc any books
or records before any court or other public
agency on a matter relating to the New York
World's Fair must report such a matter to his
Department Head promptly who will notify the
Legal Department immediately.
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oERVICES FOR EMPLOYEES LIBRARY

A reference i.ibra‘ry is maintained for the use of

: employees. The comp]ete hietory ol the New
CAFETERIA* York World's Fair and past fairs will be found
A caleteria for the omployees is provide({ a e here.
Administration Building. Meals will not he
served or eaten in the offices. INFORMATION MANUAL -
The Office Manager's Department issues an
HAIR DRESSING SHOP AND Information Manual which may be considered a

BARBER SHOP basic encyclopedia of the Fair. A copy VV'I“.JJG:

found in each (lepartrnent for the general refer-

A hair dressing shop and a barber shop are & thoe of all miterested emp]oyees.

maintained in the Administration Bui]cling for
salaried employees on the weekly payroll who
may patronize it d’uring business hours with the INFORMATION BULLETINS
consent of their Department Head and when it
will not interfere with t_heir duties. The time
so absorbed must be made up.

The Department of Research issues Information
Bulletins which are primarily for the use of the
members of the Fair staff ano‘[_ﬂfor persons who
: Appointments should be made by telephone. are lecturing or writing on the Fair; }fz)ut hthey are

Tipping is not ermitted also designed to answer many ol t e more
S i : serious inquiries from the genera[ pubhc.

HOUSING INFORMATION
There is available in the Housing and Wellare

Department a list of houses, apartments and
turnished rooms which may be consulted ]ay
cmployees of the New York World's Fair who
are interested in securing housing accommoda-
tions.

PGQP Twerlfy six Pa.ge Twenty—seven



AWARD OF MERIT

An Award of Merit has been created for the
purpose ol giving oncluring recognilion to em-
pioyees other than department heads of the New
York World's Fair who may render dis-
tinguished, courageous and meritorious services
to the Corporation.

The basis for selection is as follows:

1. Distinguished Service — outstanding creative
effort or performance combined with a background
of continuous meritorious service.

2. Courageous Service — performance which in-
volves physical or moral courage in action Beyond
the scopé of normal duties, particularly in emer-
gencies not covered by instructions.

o

5. An exceplionally meritorious action.
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