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WELCOME

Your company is in its second century of steady growth
and leadership.

Our many modern plants and sales offices dot the length and
breadth of the United States and Canada and spread out
into many corners of the free world. Extensive research and
engineering facilities and control of our principal raw
materials make J-M a dynamic enterprise insuring steady
growth through the continuous introduction of new products
and improved services.

We produce thousands of different products for home and
industry as well as for the maintenance and development
of our national defense. Our company is owned by about
27,000 people who have entrusted their savings to us. There
is no mystery to the widespread acceptance of J-M as a
producer of high quality products and services and as a good
place to work. :

Our progress from a lowly basement shop to an enlightened,
well-integrated, international organization is due to the
experience, ability and loyalty of our people—people like
yourself—that have formed the keystone of our success.
You have joined the J-M team and will play a part in the
future development of your company. We hope you will see
and experience the many opportunities in this progressive

Company.
/?erefly, g
C. B. BURNETT
President
. _
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FOREWORD

This book is designed to help you know your company better.
You have joined the thousands of other men and women who
are busy developing, producing, and selling J-M products
throughout many parts of the world.

By working together, our company will grow and prosper,
thus affording each of us improved benefits, opportunities,
and privileges.

This handbook tells as much as its covers will hold about

the many interests we have in common—our history, our
products and customers, our organization, and the plans and
programs which affect us personally.

From time to time, you will have questions that are not
answered in this booklet. Your supervisor is always ready
to help either by answering your questions himself or direct-
ing you to someone who will. It is our desire to have happy
relationships exist between the corporation and its employees,
between supervisors and those who are supervised, and
among all J-M people.

This book is yours to show your family and friends, but
especially for you to refer to frequently. We hope it will
help you know and understand your company.

PotiHorcbrT

A. B. MARCHANT :
Vice President for Industrial Relations i
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In over a century of progress Johns-Manville has become inter-
’ 3 nationally known as a diversified enterprise serving most important
industries in many ways. It is not limited to building materials or
asbestos as some people think.

i All told, we manufacture more than 500 product lines, designed
‘ for the control of heat and cold, sound and motion and to protect
against fire, wear and weather.

BASEMENT BEGINNING The business now known as Johns-Manville was
born in 1858 in a New York City basement, when Henry W. Johns,
an energetic and imaginative young man, opened a small business
for the production and sale of roofing material. It was called the
H. W. Johns Manufacturing Company.

JOHNS AND MANVILLES PIONEERED In 1886, C. B. Manville with his three
sons—T. F., C. R., and H. E.—formed the Manville Covering Com-
pany in Milwaukee to produce various types of pipe coverings and
other insulations. However, because their line did not include as-
bestos, it was limited in acceptance.

Meanwhile, Johns had been developing new uses for asbestos
and in 1891 he and others organized a merger of leading asbestos
companies under the name of H., W. Johns Manufacturing Company.
While Johns was broadening markets for his products, the Manvilles
were expanding in the midwest. With rapidly changing production
methods came a demand for higher temperature insulations. This led
to an arrangement by which the Manville Covering Company man-
aged the Chicago branch of the H. W. Johns Manufacturing Company.
Then in 1901 the two companies were merged under the name
H. W. Johns-Manville Company. The Manville family assumed full
management of the business.

LARGEST ASBESTOS MINE BOUGHT Expansion was rapid during the next
quarter century. The Jeffrey asbestos mine in Quebec, Canada—the
largest in the free world—from which the company had been buying
asbestos fibre for a number of years was acquired. The company
grew and prospered and earned a world-wide reputation for quality
\ asbestos products.

,”"W REORGANIZATION AND EXPANSION In 1925, Thomas F. Manville, presi-
— dent died. Shortly thereafter Thomas (Tommy) F. Manville, Jr.,
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OPPORTUNI"

disposed of his inherited holdings ending all connections with the
company. In 1927 the company was reorganized and became Johns-
Manville Corporation, changing from a closely held “family” organi-
zation to one of widespread, public stockholder ownership. Today
about 27,000 stockholders in all walks of life own shares in the
company.

A new era of intensive research, development and expansion
followed the 1927 reorganization. Before that time the company’s
principal raw materials were asbestos fibre, asphalt and cement.
Since then wood and mineral fibres, diatomite, fiber glass, rubber,
plastics, perlite, gypsum and other raw materials have become vital
to the widely diversified J-M product line. Fiber glass insulation,
insulating board products, Celite® products, Transite® (asbestos-
cement) pipe, pressure-sensitive tapes, adhesives, decorative lami-

nates, polymer plastics, gypsum products and carpeting are some of o
a number of important additions to the line since 1927. ( }
This product line expansion has enabled Johns-Manville to meet
both the constantly changing tastes of the public and the new devel-
opments in industry. Many new and improved products have resulted \
from the program of research development, and engineering. As J-M 3
advances into its second century, the combined vision, resourcefulness )/
and skill of J-M people is constantly directed toward further, steady ' Y
development. f. \\ /
J-m TopaY Thus, in its more than a century of existence J-M has N R ’(\(\\
grown from a small basement shop with two employees to an enter- \C;, . ~Q‘
prise employing approximately 22,000 people. \ (. \\.,?
Eleven J-M Divisions operate 55 plants and 11 mines in the <« b g
U.8., Canada, Mexico, France, Belgium, England, Italy and Iceland, \\/

and there are 82 sales offices in principal cities around the world.

“ T
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EIGHT

We accord equal treatment to all who qualify as employees regardless
of race, creed, color, or national origin.

Over the years, many people with ability and initiative have
built successful careers in Johns-Manville. The wide variety of opera-
tions in the company provides many different kinds of work—such
as production, sales, research, engineering, and finance—and almost
limitless opportunity.

Although J-M is large in its field, it is small enough for each
person to have many company friends, and to receive recognition
for his or her individual effort.

YOUR OWN PROGRESS You nheedn’t get into a rut. You chose J-M and
J-M chose you. The right endeavor from us both should insure a
very pleasant relationship.

Your supervisor knows you want to progress. He provides an
opportunity for you to learn the duties of your job. You will find
it is to your benefit to take full advantage of such opportunities, to
work in harmony with all around you, and to develop and apply your
knowledge of your job and of the company. Actually, the ceiling is
unlimited. You can move up about as far and as fast as your per-
formance and potential indicate, and the progress of the company
permits. -

TRAINING On the job training under capable supervision is always
available. In addition there are many training programs presented at
various locations and times. Through these programs J-M employees
may gain the opportunity to develop both their general knowledge
and special skills.

You are encouraged to consider preparing yourself for advance-
ment through outside study. Be sure to ask your supervisor about the
opportunities open to you and how the Johns-Manville Tuition Aid
Plan can provide financial assistance.

PROMOTION J-M prefers to fill from within the company vacancies
which offer promotion. Candidates for promotion are selected for their
skill, capacity for added responsibility, past performance, back-
ground, training, and length of service.

If you want to prepare to step up the ladder, talk over methods
of development and courses of study with your department head as
the section on ‘“Training” suggests.
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J-M makes available to permanent employees various services which
can be of great assistance to you. These extra privileges increase in
number as employment with J-M continues. By participating in these
benefit opportunities you can receive financial help in case of sickness
or permanent disability, aid in old age, insurance money in case of
your death, plus other advantages.

In addition to the many benefits and services for which the com-
pany pays, the company makes available certain additional benefits
for which it provides clerical assistance or other facilities.

INDUSTRIAL RELATIONS You and your life in J-M are the primary in-
terests of those responsible for industrial relations. Plans and service
programs are developed to protect your health, safety, and comfort
on the job; to contribute to your opportunities for learning about
our company, for advancement, and for economic security; to estab-
lish fair play and fair practice in all our relationships; and to pro-
mote friendly cooperation among all groups within J-M.

At plants and at New York offices matters of this sort are
conducted by the Industrial Relations Department. At J-M locations
where there is no Industrial Relations Department the manager is
also the personnel administrator. }

People who specialize in personnel work do not in any way take
the place of your supervisor. Always turn to him for help and
information. He will refer you to the proper person in industrial
relations whenever it is desirable,

COMMUNICATIONS Company bulletin boards display news of general
local interest. More personal announcements are distributed to us
individually.

If you wish to post a notice on the company bulletin boards,
consult your supervisor or someone in the Industrial Relations office.

This hand book of information about J-M, WORKING TO-
GETHER IN JOHNS-MANVILLE, is given to each new person who
joins our organization as a permanent employee.

The J-M NEWS PIC is distributed to all J-MERS. NEWS PIC
covers news of the company. It features pictures of employees and
their activities, as well as articles about company programs, progress
and products. NEWS PIC’s staff of correspondents are all J-M people
who, in addition to their regular duties, gather news from the many
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offices, plants and mines. NEWS PIC reporters at all J-M locations
welcome news stories.

Papers carrying news about local J-M activities and people are
published at a number of plants mines and sales offices.

Quarterly reports of our company’s financial progress and pros-
pects are sent to all locations to be posted on bulletin boards.

A J-M private teletype network transmits messages throughout
the United States and Canada. Important information can be sent
to any or all J-M locations in a matter of minutes.

Other literature about the company and its products, as pub-
lished by various J-M departments, is available to you upon request
through your supervisor or the Industrial Relations office if it is
not distributed generally.

ACTIVITIES IN J-Mm  J-M people get together informally or in regularly
organized clubs, to conduct social, athletic, educational and welfare
activities. Groups have been formed for bowling, softball, basketball
and photography. There are J-M clubs and groups of amateur the-
atrical and music enthusiasts which enable a person to pursue a
hobby and at the same time become better acquainted.with others.
Membership dues and club rules vary.

People in the Industrial Relations office or your supervisor will
be glad to introduce you to a member of any of these groups where
you work. Anyone wishing to organize a new activity among J-M
people should consult an Industrial Relations representative as to
procedure.

HEALTH Good health is one of your most priceless possessions. J-M
tries in several ways to help you keep your health at the most
favorable level.

In the J-M Health Program, physical examinations are con-
ducted to recognize defects and prevent illnesses. Frequent surveys
and inspections are made to insure healthful working conditions.
Treatment facilities and services are available if injury or illness
occurs on the job.

As you cooperate in making this program really effective, you
can benefit personally . . . for example, by following good living
habits.

Physical Examination: Pre-placement examinations are given
before final acceptance for employment. This is necessary to find the
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type of job best suited to each individual’s temperament and physi-
cal capacity. Depending on your location and the kind of work you
do, these examinations will be repeated periodically in order to help
you maintain good health.

If you have any signs or symptoms of unfavorable health at
any time, you should report this to the person who is in charge of
health services at your location. Similarly, if you will report all
absences due to personal illness or accident, you will help J-M to
maintain a continuing inventory that could be useful in preventing
future sickness.

Treatment: At each J-M location, health services are available
for treatment of injuries and illnesses which occur during working
hours, These services may be provided by company doctors or nurses
in your health department, or by outside doctors at their offices.

If you have any injury while at work, no matter how slight,
report to your supervisor immediately and he will see that you re-
ceive whatever care is necessary. Do not delay. The smallest wound
may become infected and cause serious pain and disability.

Workmen’s Compensation: Report at once to your supervisor
any occupational accident or disease.

J-M conforms with the provisions of the Workmen’s Compen-
sation law in each state of the United States and in the Provinces
of Canada.

If you have questions concerning Workmen’s Compensation
benefits, contact your Industrial Relations Department through your
supervisor.

vacaTioN  J-M believes that an annual period of rest is beneficial for
anyone who is steadily employed. Vacation with pay is granted to
permanent members of the organization.

The length of vacation time is related to length of service with
the company. People who have 25 years of service are eligible for
the maximum vacation of 5 weeks each year. Your supervisor will
be glad to give you details of the J-M vacation plan.

As work permits, vacation will be scheduled as near as possible
to the dates you choose. Preference is usually given according to
length of service if choices conflict. Sometimes departments or plants
close for a vacation period.

You might wish to take with you some of the pay which would
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If a leave is granted, ask your supervisor or the Industrial
Relations office how to arrange for continuation of your J-M benefit
plans while you are away.

When an hourly paid employee at a plant wishes a leave of ab-
sence for more than one week, his request should be made in writing,
setting forth the reasons and should be addressed to his immediate
supervisor. Reguest for a shorter leave need not be written.

MILITARY LeavEe I you belong to a defense organization of the armed
forces and you are called to temporary training duty, you may be
granted a leave of absence without pay for a specific period. You
and your supervisor should talk it over and make an arrangement
which is best for all concerned.

HOSPITALIZATION A national hospitalization plan was introduced by.

J-M in 1951. The full monthly premium is paid by J-M.

At time of employment in J-M, new people on the permanent
payroll are enrolled in hospitalization and surgical-medical protec-
tion through the J-M plan. Coverage is effective the first of the month
following date of employment.

Dependent children and a wife or husband may be covered under
a family contract. Anyone who has a hospitalization contract when
he comes to J-M should inquire as soon as he is employed about the
possibility of transferring immediately to the J-M group.

There is a J-M person at each location who serves as enrolling
agent to explain details of the plan and to assist people in joining
or in filing claim for benefits.

In ganeral, hospitalization plans provide substantial aid toward
paying for bed and board. drugs, dressings, laboratory fees, and use
of oparating roum facilities while the patient is in the hospital
Surgical henefits help to pay the surgesn’s fee for surgical or nua-
ternity care Mediem! benefits provide an allowance toward the
charges of the attendimg medical physician for calls made while
the patient &5 is 2 hospital for other than surgery or maternity.

Each subscriber receives hizs own certificates. It is important to
read them eavefully, and to study all explanatory literature issued
by your plan, so that vou understand clearly the conditions under
which you are euntitled to benefits.

When a person leaves J-M or retires, he should consult the
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TRAVEL INSURANCE It is the company’s policy to cover each employee
of J-M at all times while on a company business trip against acci-
dental death, dismemberment or permanent total disability. The
amount of coverage is three times the normal annual earnings as
determined under our Group Life Insurance, but not less than $25,000
nor more than $200,000. The beneficiary is the same as your J-M
group life beneficiary unless you designate another in writing to the
Insurance Department in general headquarters.

This coverage begins at the actual start of a trip whether it
be from the covered employee’s place of employment, his home or
other location. Coverage terminates upon return to his home or place
of employment, whichever occurs first. Commutation and vacation
travel are, of course, excluded from this coverage.

GROUP LIFE INSURANCE You are eligible to be insured in the J-M
Group Insurance Plan the first of the month following employment
as a permanent member of the organization. This plan is explained
fully by your supervsior or by someone in the Industrial Relations
Department and is outlined in the booklet provided for each em-
ployee. It provides two important kinds of protection—financial aid
for your beneficiary in case of your death, and benefit payments to
you in case of permanent disability before age 60.

The amount of your insurance is determined by your annual
earnings. The premium is fully paid by J-M. As an employee’s earn-
ings go up, insurance is increased according to an established scale
which is printed in the Group Life Insurance booklet given to each
insured employee. There is no reduction in the amount of a person’s
group insurance if his annual earnings should decrease.

In case of permanent and total disability before age 60, monthly
or yearly payments would be made in accordance with the amount of
your policy. In case of your death, your beneficiary would receive
the amount for which you are insured less any such disability pay-
ments.

INcoME TAXx  Employers are required by law to withhold a certain
portion of your earnings as payment toward your federal income
tax. The amount withheld depends upon your family status and
earnings. Whenever there is any reduction in your exemptions you
should obtain a new Employee Withholding Exemption Certificate
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2. MONTHLY SURVIVORS' PAYMENTS TO:

a. A widow at age 62 or over (or on a reduced basis at age 60 or 61);
b. A dependent widower age 62 or over;

c. A worker’s dependent children under 18, or if disabled prior to 18
regardless of age;

d. A widow or dependent divorced wife regardless of age, if she is car-
ing for worker’s dependent children;

e. Dependent parents age 62 or over.

3. MONTHLY DISABILITY PAYMENTS TO:

A worker regardless of age whose disability has lasted at least 6
months, is so severe he cannot work, and is expected to last for at
least 12 months.

4. LUMP SUM PAYMENT to the widow or widower or to the person who
paid the worker’s burial expenses, even when monthly benefits are
also payable.

Claims should be filed promptly because the law limits retro-
active payments. It is not necessary to pay anyone to obtain benefits.

Social Security offices throughout the country provide the forms free
and answer all questions.

Unemployment Insurance: This program is operated by each
state. Under the federal Social Security Act, the Unemployment In-
surance Fund is maintained by the contributions of employers to fed-
eral and state governments. J-M pays taxes into the fund to provide
for weekly payments to employees who may be laid off. Some states
require that employees also contribute through payroll deduction.

An unemployed person may ask at the nearest state unemploy-
ment insurance office whether the circumstances of his unemployment
entitle him to benefits under the law.

In Canada: The Quebec Pension Plan and the Old Age Security

Program of Canada provide protection similar to that of the U.S.
Social Security Program,

QUARTER CENTURY cLUB J-M honors employees completing 25 years of
service with membership in the Quarter Century Club.
An engraved watch or clock and a pin are presented to each new

i ey
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Over the years certain ways of doing things have evolved which have
become aceepted practice in J-M. Also some things we do are required
by law. Every organization has these so called rules of the game
which guide the activities of its members.

Because our company has such a variety of work going on in
many different places—things won’t always be done exactly the same

l way at every location, but we will review briefly those which have
general application.
, It is important to understand these customs because they affect

a large part of our daily lives. Properly observed they can help us
in our day to day relationships, to prevent accidents, to complete
work schedules satisfactorily and to get along smoothly with our
fellow workers.

FPNCIS Y

PERSONNEL RECORDS AND CHANGES Records which contain personal in-
formation about you are kept by the company. These records are used
in many ways for your benefit.

They provide your address for mailing company information to

4 your home, also for income tax and other government questionnaires

; which the company is required by law to answer. The records estab-

: lish your length of service in the company, and furnish other useful
data when promotions are being considered.

It is important to you personally, therefore, that this informa-
tion be accurate and always up to date. So, be sure that every change
of name, of home address, home telephone number, and name of
person to be notified in an emergency is given in writing both to your
supervisor and to the people who keep personnel records.

Information about other matters which would affect your J-M
privileges or your tax status, should be sent promptly to the proper
GHQ responsibility. If other departments need the information it
will be forwarded to them. You can get the special forms which are
required for recording these changes and instructions as to whom

; they should be forwarded either from your supervisor or from the

i personnel office. Examples of data needed are—
— ( Change in the number of dependents: this affects the amount
e withheld from your pay and turned over to the government for
income tax. Employee’s Withholding Exemption Certificate must be
completed and signed by you before a change in deduction can take

place.
JM "TV83Y-FIVE‘
1
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ing rate and a top rate for each job. From the starting rate, salary
“steps up” gradually in stated amounts to the top of the bracket.
These steps are the basis of merit increases, given as proficiency
improves.

A salary range is really an expression of the amount of money
which it is fair to pay for a certain type of work. It doesn’t in any
way limit what you can earn in the future if you are ambitious
enough to develop your skills and knowledge, and to take advantage
of all opportunities for higher earnings which Johns-Manville offers.

Your supervisor reviews the work record of each person in your
group at regular periods to evaluate the progress each has made.
When a supervisor finds that an employee is demonstrating the
proficiency required for a higher salary step within his salary range,
he may recommend an increase in pay. After a recommendation is
fully approved, he tells the person in a confidential talk what his new
rate of pay is and how he merited the increase. Similarly, if a
person’s work does not merit an increase his supervisor will review
his performance and suggest ways to improve.

Salary increases are not given because an anniversary is reached,
or at a certain time of the year, or otherwise automatically.

RECORD OF HOURS WORKED If your job is covered by the Fair Labor
Standards Act and is thereby “non exempt” an accurate account must
be kept of the total hours you work each day. You record this daily.
Your supervisor will show you the method used in your department.
This data provides the basis for payment of overtime. If your work
includes some travel, ask your supervisor how to calculate travel time
in your record of hours worked.

overTIME There are times when circumstances such as an emergency
or a rush of orders or seasonal manufacturing changes, make it
necessary for supervisors to schedule some overtime work.

Pay for overtime work is given in accord with federal and state
laws. The amount of overtime pay is also set forth in local agreements
for members of the J-M organization who are covered by such
agreements.

In addition, provision is made by J-M for premium pay when
necessary work is performed on specified holidays.

Ask your supervisor to explain the conditions governing overtime
pay which would affect vou.
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INTERNATIONAL
PLANTS

Beliegarde, France
Casalpusteriengo, Italy
Ghent, Belgium

Hull, England

Mexico City, Mexico
Mol, Belgium *

St. Marcellin, France
Wissembourg, France
SALES OFFICES

Beirut, Lebanon

Buenos Aires, Argentina

Goteborg, Sweden

Hong Kong

Husavik, iceland

Johannesburg, S. Africa
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Lima, Peru
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ydney, Australia
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irich, Switzerland
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