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To All Members of the |-M Organization:

Johns-Manville has grown considerably in size and prestige since
its beginning in 1858 with two men on the payroll.

We have many well-equipped plants and a modern Research
Center. Our asbestos and Celite mines, the sources of two of our main
raw materials, are the largest of their kind in the world. We have sales
offices in principal cities.

But more important, by far, than any of these physical assets are
the fine men and women of Johns-Manville.

Should physical disaster ever strike Johns-Manville and tear down
in a short time what it has taken years to build in the way of plants
and equipment, these could be rebuilt in a relatively short space of
time.

But if, for some reason or other, our men and women should be
wiped out, Johns-Manville would have to go out of business. Their
experience, ability and loyalty are the keystone of our success.

Because we have such an excellent team we can view the future
with confidence and can plan for the company’s continued growth.

Through growth we are able to provide even greater opportunities
for those in our organization who have the desire and ability to ad-
vance themselves.

Sincerely,

Hrde

President

Foiacr TS Fnm_

Chairman of the Board

PRODUCED
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FOREWORD

iHIS BOOK is designed to give you information about your com-
za pany. In case you have been with J-M for a long time, you will
recognize much that you already know. Before you read it, spread out
the map on the cover. Plants, mines, and sal}és operations dot the
United States and Canada, and reach out through the activitics of the

International Division to carry Johns-Manville products to other coun-
tries of the world.

Find your own location, and then look beyond. Thousands of
other men and women are busy in those other communities, too, pro-
ducing and selling J-M products, enjoying benefit opportunities and
privileges as you do, observing J-M customs as you do, all working to-
gether toward the ideals of J-M’s creed of management.

This handbook tells as much as its covers will hold about manyA

of the interests we have in common—about our company’s history, its
products and customers, its organization, and its plans and programs
which affect our personal lives.

Whatever questions you have about ]-M which aren’t answered
here should be asked free‘{y of your supervisor or of the people who
conduct personnel services.

This book is your own, to show to your family, and especially to
keep near you for reference. Your comments on it will be welcomed.

iy

Vice President for Relationships
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' Ading materials o
To many people Johns-Manville suggests bull]l?:r?sortant o
ishestos. But few persons cealize that J-M serves 2
can industries in many ways.

i f products,
All told, M manufactures more than 40(;) 1::216; gﬁo{; o
V ‘:csm‘ncd for 7the control of heat and cold, soun dz‘il e o
'ir;312ct qoainst fire, wear and weather. These pro
:' b( ’ v .
hoth in peacetime and in wartime.

i inety years
The business now known as ]ohns—Manvme :)va:el;:);r:tnpour}; 3’ e
-0, in 1358, when a man in a New York le’qit and o e gl
halt from a tea kettle onto 2 sheet of ewa oo and e ot
Mirouch a clothes wringer. The man Wwas 1—2 t.in S asbestos
mudujcts were roofing, roofing cefnent, roof coating
<ement for pipe and boiler covering.

. leading
In 1891 Mr. Johns and others organized 2 mergsz gt}{:/,e]ohni
companies in the asbestos trade.under th}(:, I{\?{?svﬂle C.overing Co.,
\tanufacturing Company. Then, m 1901’; N d which was also inter-
which was founded in Milwaukee _188 a“H W, Johns Manufac-
ested in asbestos products, merged with the F. W

i known as
turing Company to become the other half of what is now
Johns-Manville.
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The new firm was called the H. W. Johns-Manville Company
and was known by that name until 1920 when the name was changed
to Johns-Manville, Incorporated. In 1925, Thomas F. Manville, presi-
dent, died. Shortly thereafter Thomas (Tommy) F. Manville, Jr., dis-
posed of the large holdings which he had inherited from his father, at
the same time ending all connections with the company. In 1927 the
company was reorganized and became Johns-Manville Corporation. It
was at this time that the company changed from a privately-owned
organization to one of widespread ownership. Today, Johns-Manville

is owned by more than 11,000 stockholders who come from all walks
of life.

One of the most important changes following the reorganization
in 1927 was the launching of an intensive research, development and
expansion program. This program has enabled Johns-Manville to meet
the constantly changing tastes of the public and the new developments
in industry. New and improved products that have resulted from this
program now account for more than half the sales of J-M’s products
and, with few exceptions, the products accounting for the remainder
of sales have been improved in one way or another through research.

Thus, in its go years of existence ]-M has grown from a small
basement shop with two employees to an organization employing
about 19,000 with 20 plant and mine locations and sales offices in
the principal cities of the United States, Canada and other sections
of the world.

The company is typical of American in-
dustry and the American system. By private
ingenuity and enterprise it has developed and
merchandised products that help to create
more jobs, to place our living at a higher
standard, to make possible the development
of cheaper and better products by other in-
dustries and to further the whole system upon
which this country has been founded and has
prospered.
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SUGGESTI

L 0(8‘%65 <
it & eromtoryy,,

Over the years, many people with ability and initiative have built
successful careers in Johns-Manville. The wide variety of operations
in the company provides many different kinds of work—such as pro-
duction, sales, research, engineering, and finance.

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

“Jour Qwn Progress

You needn’t get into a rut at ]-M. You chose this enterprise,
and J-M selected you to be a member of the organization. The right
endeavor from us both should insure a very pleasant relationship.

The company knows that you want to progress. It provides an
opportunity for you to learn the duties of each job you tackle. You
will find that it is to your benefit to take full advantage of such op-
portunities, to work in harmony with all around you, and to develop
and apply your knowledge of the company. Actuaﬁy, the ceiling is un-
limited. You can move up about as far and as fast as your capacity
and the progress of the company permit.

Security

Everyone has his own definition of security. Generally, we all

PRODUCED
M- 87 g
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mean looking forward to stable employment. This is something which
depends in a large measure upon general economic conditions. It de-
pends also upon each of us, upon our flexibility, upon our interest in
the development of our company, and our foresight in working for its

stability.

Scheduling Ahead

Every effort is made to arrange production schedules so that em-
ployment will be as continuous as possible. If it is necessary to reduce
schedules because of business conditions, every attempt will be made
to spread the work among the greatest number of employees. J-M
people with ability, experience, and long service get first consideration
if business conditions require a reduction of the working force.

Promotion & Transier

It is well to understand the different meanings of these words.

" For example, when you step into a different job for which a higher

rate of pay is established, you are promoted. Under some circum-
stances increased pay is given at the time of promotion. Under other
circumstances a trial period is set during which you should prove your
capability before expecting an increase in pay. Transfer means chang-
ing to a job for which the rate of pay is not higher. It doesn’t in any
way imply lack of opportunity.

Promotion: J-M prefers to fill from within the company va-
cancies which offer promotion. Candidates for promotion are selected
for their skill, capacity for added responsibility, past performance,

background, training, and

s N length of service. If you want to

( " GJD N rebare to step up the ladder,
NS prep p up

% 5‘ talk over methods of develop-

)@ ment and courses of study with
TP ‘ ‘ your department head or with

the J-M training specialists, and
< Ao /\7 J g sp
/

be sure to tell your supervisor
\\)jr/ i and the employment manager
N JVRNY - when courses are completed.

Johns-Manville, Working Together in Johns-Manville, Employee Handbook (c. 1948)

ACL Doc 25200 - Page 10 of 44

that
fully
genu
field
your
help
side:
the

visor

ploy
suit
mei

Sugy

you

Tral

the
Wh(
stus
the

the
wan
scrvi

PRODUCED
Mm-83

Published by AsbestosClaims.Law

asbestosclaims.law/library/25200/10


https://asbestosclaims.law/library/25200/10

Transfer: If you feel at any time
that vour occupation in J-M does not

c{d}: ) fully utilize your capacity, or if you are
)r Itl; enuinely interested in changing your
ah neld of work, tell %rour supcrvisor about
vour aims and qualifications and ask his
help. T1c may request that you be con-
sidered for transfer, or you may make
the request yourself with your super-
visor's permission.
cm- : . .
“tce In cither case the matter would be discussed next with the em-
ade ployment manager who acts as a clearing point and tries to help find
M suitable work. (Wherever there is no employment manager, depart-
ion ment heads act in a similar capacity.)
Lozestions
The company welcomes constructive ideas for improvement. If
ds. vou have such an idea, submit it to your department head.
her
-m- T an ey ;
11 Ty muwuilg
ur o
1g- Training on the job under capable supervision is always offered
oy to J-M folks. In addition, through many training programs at various
J-Mlocations, the company hopes to give members of the organization
, an opportunity to develop both their general knowledge of ]-M and
1d their special skills. Encouragement and assistance is given to those
€ who wish to prepare for progress in the company through outside
ii study. Your supervisor or the training specialists will gladly describe
]to the opportunities open to you.
r,
’:Hp: 2w | d
> 7islting Other J-M Locations
h
g There is a natural desire to learn what goes on in other parts of
!
o the company. If your work does not take you around J-M, and you
. want to see other nearby operations, ask your supervisor or personnel
- scrvices if a visit can be arranged.
S ———
Johns-Manville, Working Together in Johns-Manville, Employee Handbook (c. 1948) Published by AsbestosClaims.Law

ACL Doc 25200 - Page 11 of 44 asbestosclaims.law/library/25200/11


https://asbestosclaims.law/library/25200/11

Johns-Manville, Working Together in Johns-Manville, Employee Handbook (c. 1948)
ACL Doc 25200 - Page 12 of 44

Tou b

fere
clut
ing

sult

me.
{ure
vl
ess
of
in
nes

wil

act
era

owl

TC

SOV

\ist
thr
erc

Published by AsbestosClaims.Law
asbestosclaims.law/library/25200/12


https://asbestosclaims.law/library/25200/12

ou Get the News

Company bulletin boards display news of general and local in-
terest. More personal announcements regarding hospitalization plans,
clubs, charitable funds, special holidays, unusual services, and meet-
ings are distributed to us individually.

If you wish to post a notice on the company bulletin boards, con-
sult a personnel services representative.

The ]-M NEWS PICTORIAL is distributed cach month to all
members of the organization in the United States. NEWS PIC fea-
tures pictures of employees and their ac-

tivities, and of company programs, prog- BULLETIN
ress and products. NEWS PIC’s own staft [:L—.r

n of correspondents are all J-M folks who, :

1a in addition to their regular duties, gather

3y news from various offices and plants. The

d- NEWS PIC reporters at all J-M locations &

V, will welcome picture news stories.

y» Papers carrying news about local J-M A |

activities and people are published at sev-
eral of the plants and sales offices.

/

L
(7]

n A Report to Employees is issued yearly to tell you about
L our company’s financial progress and prospects.

This handbook of information about ]-M, WORKING
TOGETHER IN JOHNS-MANVILLE, 1s offered to each new per-

son who joins our organization.

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 personnel services if not distributed gen-
1 erally.

Automobile Insurance

If it is permitted by the law of your state, you may purchase per-
sonal liability, property damage, also fire, theft and collision insur-
ance on your personal automobile through J-M. Rates for such insur-

ance depend upon the place where the automobile is principall '
PRODUCED

JM-83 |
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garaged. Your supervisor or personnel services can assist you in ar-
ranging for this coverage. o

. Medics
Group Life Insurance 1 W

i to your
You can be insured in the J-M Group Life Insurance Plan after i accider.
completing six months of continuous service as a permanent member : sured t
of the organization. You hear all about this Plan through personnel under t
services. It provides two important kinds of protection—financial aid b States,

for dependents in case of your death, and benefit payments to you in ' land.
case of permanent disability before age 6o. 3 Fi

5. ’
The amount of your insurance is determined by your annual - of dI'M
earnings. Because the company pays a substantial part of the total ’ ;']‘ € ¢
cost, you pay only soc a month for each $1,000 of this insurance. ours.
Your part is payable a month in advance, and is deducted in small P‘])]rt t
amounts from pay. As your earnings go up, your insurance is increased w ate}:
automatically according to an established scale. When such an in- scrateh
crease occurs, there is one deduction from your pay which is double P.
the amount of the increase in premium. This is to keep premiums examir
paid up always a month in advance. There is no decrease in amount manen
of insurance due to decrease in annual earnings. wheth:
In case of permanent disability before age 60, monthly or yearly consid
payments would be made in accordance with the amount of your compa
policy. In case of your death, your beneficiary would receive the ular in
amount for which you are insured less such disability payments. \V
‘ by illn
TTaln - Plan,
olidays e
Holidays observed at all ]-M locations are New Year’s Day, Me- of the

morial Day or a holiday of greater local importance, Independence
- Day, Labor Day, Thanksgiving Day, Christ- v ¢ at:
% e mas Day. On Election Day each employee atat.
= who is registered to vote will have voting
time in accord with state laws whenever we J
do not close for the day. one
manel
Local managers decide about the ob- calcul
servance of sectional holidays, which cus- supen
tomarily follow area practice. You
super
=
oo PRODUCED
)/
' M-83
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Workmen’s Compensation: Report at once
to your supervisor any physical injury sustained by

ifter cccident while on company business. J-M is in-

1ber sured to provide payment of benefits or damage

mel under the Workmen’s Compensation Law in each state of the United
aid States, in the Territory of Hawaii, Alaska, Canada, and Newfound-
1 in land.

First Aid Care: At each location where there is a large number
wual of ]-M people, a dispensary with a physician or nurse in charge pro-
Skal vides care for minor accidents and emergency illness during working
1ce. hours. If you have any injury while at work, no matter how slight, re-
1all ) port to your supervisor immediately and he will see that you receive
sed whatever care is available. Don’t delay about this. The smallest cut or
in- scratch may become infected and result in serious disability.
ble Physical Examinations: The company provides a free medical
ms examination which is conducted before final acceptance for per-
mt manent employment. This examination protects you by showing

whether or not you are physically able to do whatever work you are
rly considering. For ]-M folks in certain occupations, and for others where
ur company medical facilities permit, the examination is repeated at reg-
he ‘ ular intervals.

Visiting Nurse Service: If you should be confined to your home

by illness, and you are a participant in the J-M Group Life Insurance
Plan, you may request one call through a visiting nurse association if
there is one in your area. Later calls will be made only upon request

e- of the attending physician.

e

't- a2 =

7acatlon

g

€ J-M believes that an annual period of rest is beneficial for any-

one who is steadily employed. Vacation with pay is granted to per-
manent members of the organization. The length of vacation time is
calculated according to length of service with the company. Your
supervisor will be glad to give you details of the J-M vacation plan.
You may ask for extra time without pay, to be considered by your
supervisor subject to rules for leave of absence.

"X O S S v
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As work permits; vacation will ular 52
be scheduled as close as possible to age, ¥°
our choice. Preference i usually g lus at
given according t0 length of service contrit
%t choices conflict yacation must be = pany's

taken 1n the calendar year in which 5 v

it is due. Because the company be- N

licves so strongly that a change from - to et

work 18 beneficial, it purposely Jdoes not allow any arrangement 10 0 )
work through 2 vacation period and take pay insted of the time of. - 3 tained
ices O

You might like to take with you some of the pay which would
£all due during yout yacation, or you ma& prefer 0 have it on your
return. 1f you want it before going, ask your supervisor well in advance
what arrangement can be made about this.

. 8 pto.d‘x
Retizement Flon 1 erial

The company provides and contributes to 3 Retirement Plan o

rope

supplement Social Security Old-Age benehits and thus provide 1% ?Nh&

creased income for retired employees. for u
While participation in the plan IS voluntary, almost al TM

people choose to participate. You are eligible o join when you have hat

completed 6 months of continuous service with the company Of have t;v:ek

attained age 44 whichever 1 earlier. Latest retirement age o ™M
is 65, whether 0f not you join the plan.

You contribute {0 the plan through payroll deductions. The ] Q

amount 1 Jetermined by your age and rate of pay. The money sct J\lanr‘

aside by you and the company is placed in a yrust fund to gam mntct-

est. This fund can be used only for the Retirement Plan. When you

retire, your accurnulated contributions plus interest ar¢ matched by Cen

the company and the total amount is used to provide an annuity pay- the

able monthly during your life. spot
1f you are 2 participant in the plan, and you becom® disabled at

any age from any cause whatsoever SO that you can 1o longer Work, ceiv

and you have completed 10 years of service with the company, You eacl

may be retired for disability and receive retirement income or the is p

rest of your life. tm
The JM Retirement Plan also offcrs an gssurcd mcans of rcg- pro

vmoucw
14

M
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ular saving, because if you leave the company before the retirement
age, you will receive all of the money you have deposited in the fund,
plus any interest it earned. In case of death before retirement, your
contributions plus interest will be paid to your beneficiary. The com-
pany’s contribution is credited to you only when you retire.

Withdrawal from the plan or termination of contributions prior
to retirement is not permitted while you are in J-M.

More information regarding the Retirement Plan may be ob-
tained from the Industrial Relations Department or personnel serv-

ices on request.

i sy gg J 'M Materiaols

5w
K

All full-time employees on regular J-M payrolls may purchase ]-M
products at a discount. You can get information on available ma--
terials and price discounts from your supervisor.

This privilege is to enable you to use ]-M materials on your own
property which you occupy, or on an automobile or other equipment
which you own and use. Products may not be obtained in this way
for use on property held for investment or speculation.

Terms of payment are 30 days from the date of invoice except

that any portion of the value of material bought in excess of four
weeks’ wages or one month’s salary is to be paid for in cash in advance.

Juarter Century Club

J-M honors length of service with membership in the Quarter
Century Club composed of men and women who have worked with
the company for 25 years. The company
sponsors the Club.

Quarter Century Club members re-
ceive three weeks of vacation with pay in
each calendar year. An engraved watch
is presented to each new member at the
time of induction into the Club. Ap-
proval of the President of Johns-Manville

Published by AsbestosClaims.Law
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Corporation is required for any involuntary separation from the com-
pany of a Quarter Century Club member.

Income Tax

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. For
this reason, it is necessary that the exemption certificate on file with
J-M be correct. Whenever there is any change in your family status
you should obtain a new Employee Withholding Exemption Certi-
ficate from the Industrial Relations Department or personnel services,
or your supervisor, fill it out, and file it promptly with the Industrial
Relations Department if you are paid locally, or with the Salary Rec-
ord Supervisor at GHQ if you are paid from there. After the close of
each calendar year ]-M gives you a receipt showing your earnings for
the year and the amount deducted for Federal Income Tax.

As required by some states and municipalities, income tax due
them is deducted and paid to them by the company for the indi-
vidual’s account.

Deductions Really Help

Small amounts set aside from your pay and handled for you by
the company enable you to buy protection
such as group life insurance, hospitalization
coverage, retirement income—forms of fi-
nancial security which you might never
save for otherwise. It’s natural to expect
that a deduction is going to pinch, but
when you hold your own insurance con-
tract in your hand, or see how savings are
accumulating in your retirement fund, you
feel that the method of acquiring them
has been very easy indeed.

@ Sums set aside for each purpose are

L]
5
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semized for you on the stub of your pay check.
Save all of these stubs. You will find them most
ascful in keeping your personal financial records
and in figuring your income tax.

{’3 Ea)

In the kind of business which J-M operates all employees in the
United States work in jobs which are “covered” by social security.

The number on your social security card identifies your account
throughout your lifetime.

Federal Old-Age and Survivors’ Insurance: This program is op-
crated by the Federal Government. Contributions by you and J-M
are combined and credited to your personal account with the Social
Sccurity Administration. Federal law sets your share of the cost now
at 1 per cent of your earnings up to $3,000 per year, and the law re-
quircs that this tax be deducted from your pay. If your deductions
for this purpose are more than $30 in any calendar year, you should
file claim for the excess over $30 with the Collector of Internal Rev-
cnue in the district where you live. Such excess is forfeited if claim
is not filed within 2 years.

There are two kinds of benefits—retirement and survivors'—

Monthly Retirement benefits for a worker who is fully insured* are
payable to:

1. The worker when he is 65 or older and retires

2. His wife when she is 65

3. His unmarried children under 18

Monthly Survivors’ benefits, if a worker was fully insured, are pay-
able to:
4. Children under 18
5. Widow, caring for child entitled to benefits
6. Widow at 65
7. Dependent parents, 65 or over, if there is no widow or
child who might be eligible to benefit

Monthly survivors’ benefits are payable to children under 18 and
widows, as in 4 and #s5 above, if worker was currently insured.

That is, if he worked in a covered job roughly the last 3 years of
his life.

A lamp-sum death benefit is payable when either a fully or cur-
rently insured person leaves mo survivor immediately eligible for
monthly payments.

*A person is fully insured if he has been paid $50 or more in covered
employment in at least half the number of calendar quarters there
are between January 1, 1937 and the guarter in which he becomes 63
or dlk;s. Once a worker has 40 of these $50 quarters, he is fully insured
for life.
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There are certain ways of doing things in J-M which have grown lished .
out of years of experience in working together, and so have become work is
accepted practices in the company. Then, too, there are some regula- for our
tions which are required by law. You might call these the rules of the make i
game such as guide the members of every organization—whether a hours
business, a labor union, a government, a baseball team, or a social you sta
Because our company has such a variety of work going on in so
many different parts of the country, practices won’t always be precisely
the same at all J-M locations. Those customs which apply generally lunch
throughout J-M are reviewed briefly here. _
In some manner, all of us are affected in our daily lives by these ' A
customs, and so it is important to understand them. shoulg
By falling in with the way of doing things in ]-M we shall be help- your
ing to promote friendly relationships and smooth team work, to pre-
vent accidents and illness, and to complete our schedules satisfactorily. ?erma
= " % ’ A
Relationshivs i work
- ] perma
You and your life in ]-M are the primary interests of the Office of pate 1
Relationships. Plans and service programs are developed to protect gible.
your health, safety and comfort on the job; to contribute to your op- .
portunities for learning about our company, for advancement, and for substi
economic security; to establish fair play and fair practice in all our to hai
relationships; and to promote friendly cooperation among all groups porar:
within J-M. '
— o20DUCED
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, At plants matters of this sort are conducted by Industrial Rela-
O tions Departments, at GHQ by the Office of Relationships. At ]-M
locations where neither of these specialized groups exists the manager
interprets all personnel programs.

e Industrial Relations people, and specialists in the Office of Rela-
~ tionships 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 special-
ists in personnel matters whenever it is desirable.

dours of Work

Long before it was legally required to do so, the company estab-

fgrv;g lished 40 hours as the normal work-week. Under usual circumstances

ula. work is scheduled close to 40 hours a week. Variations in the demand

j? the for our products, and conditions beyond the control of the company

:1er a make it necessary at times to vary the work-day and work-week. Daily

ocial hours at each J-M location are determined by local managers. When

ocia you start at ]-M, or transfer to a different location, ask your supervisor

_ what your hours are.

in so

cisely

erally unch

these A regular period is allowed for lunch. Your own lunch time
should be arranged with your supervisor to fit into the schedule for

help- your department.

) pre-

orily, Jermanent or Temporary Employment

A permanent employee is hired for

i work which is regarded as essential in the
X ] permanent organization. He may partici-
ice of pate in company benefit plans when eli-
‘otect gible.
3:1 (f)g A temporary employee is hired as a
1 our substitute for a_permanent employee, or
roups to handle special or extra work for a tem-

porary period.

PRODUCED 21
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Due to the uncertain duration of employment, temporary employees
do not participate in company benefit plans. A temporary employee
who is transferred to the permanent payroll receives credit for the last
previous continuous service as a temporary employee for the purpose
of calculating length of service. A temporary employee who wishes to
be considered for permanent work with the company should keep in
touch with the ]-M employment office and his department head. It is

important to see them both when the temporary assignment is nearing
completion.

Exempt or Non-exempt

‘The Fair Labor Standards Act of 1938, administered by the
Wage Hour Division of the U. S. Department of Labor, requires em-
ployers like J-M to classify each job in the company to determine if the
jobholder is non-exempt and therefore entitled to overtime pay for
work in excess of 40 hours a week. The law sets up the regulations for
making this classification. Chief criteria are: nature of the work,

duties, and amount of pay. Your supervisor will tell you how your job
is classificd.

suecond of Hours Worked

If you are non-exempt, the Fair Labor Standards Act also requires
that an accurate account 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 pay-
ment of overtime. If your work includes some travel, ask your super-

visor how to calculate travel time in
vour record of hours worked.

Overtime

All non-exempt members of the
organization receive pay at the rate
of time and one-half for overtime
work. Ask your supervisor about
overtime payments and work on
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specified holidays, and turn to the
supplement to see what hours are
considered overtime.

Tour Pay

Your pay is distributed through your supervisor on regular
days. He tells you when to expect it. Attached to your pay-
check is a stub which shows the total pay credited to you, and the
items set aside for your various J-M benefit opportunities and tax ac-
counts. Be sure to tear off all these stubs and keep them at home. The
data will be useful in keeping any personal accounts and in computing
your income tax.

Where compensation is arranged individually between an em-
ployee and J-M, frequent surveys are made of actual rates paid in the
areas of ]-M operations to provide an accurate comparison of our rates
of pay with those of neighbor offices, plants, industries and others in
the community. This is to assure equitable rates of pay within the com-
munity. Where compensation is determined by group agreements,
J-M does the best it can to accomplish the same objective.

oL

Doy Advances

il

ires ? Except before vacation, they are approved before regular pay days
lay. only in an emergency because of the considerable extra clerical work
10d and bookkeeping expense involved.
ay- i
)er- n »
X Job Analysis

[ The rate of pay you get has been arrived at by a systematic pro-

L cedure which started with a very careful analysis of the requirements
of each type of job in J-M.

A staft of technicians works with J-M department heads to study
and compare descriptions of the many kinds of work done at all loca-

rg;e tions of our company. Such comparison shows clearly that jobs differ
ime in complexity, and in other factors, and so in the amount of money
\ ‘t: which it is reasonable and fair to pay for each. In this way equitable
o:n rates of pay within the company are determined.
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Supervision

Supervisors are human. Some
one supervises them, too! In fact, su-

gont

pervision in business exists right up ;?(
the line in management to the stock- Kz
holders who are the owners of the Ie
company. fxre(

Your supervisor is given responsibility for certain phases of the
company’s activity. He will pass along to you your part of the instruc-
tions he receives, and will guide you in the performance of all the as-
signments he gives you.

Abs

He has the privilege of going to his supervisor to seek information

or advice on business problems, to discuss his ideas for improvement, an
to talk of any condition which appears to be to his disadvantage. th
You are invited to approach your supervisor in the same way. 50

He will do his best to help you get the answer to any of your ques-
tions regarding the company and your work. at
Wherever each of us fits in the organization, there is one impor- a
tant guide for our actions. We should always give the same considera- :
tion to the other fellow that we want for ourselves. Applying this prin- ¢

ciple, we feel that any point of difference which might appear can be
adjusted. ' ce
ce
- |
N k) A C!"% § “REm ¥ Y
Provlems Jelated to Your Work y
PA

In case anything occurs in connection with your work with which J

you are dissatisfied, you should discuss the matter promptly and fully
with your immediate supervisor. -

A complete account of your side of the story will help and hasten
understanding of the problem.

Usually, such situations are the result of misunderstandings T
which can be cleared up readily. Your supervisor will be as eager as you w
to find a solution which is fair to you, to your co-workers, and to the o
company. v

Whatever the circumstances, you should feel that you are wel- 3
come to talk over any problem at any time with your J-M supervisor o
and manager. y:
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sontinuity of Servies ;

ome . “ e .
- su- It is to your personal advantage to maintain an unbroken service
4 . . . . . . . L
t up record. This contmm?r of service carries with it such privileges as vaca-
ock- - tions, maintenance of your group life insurance, continuation in the
the retirement plan, a better chance when promotions are being consid-
| . . .
] ered and a better chance for continued employment in case it becomes ;
the ‘ necessary to reduce the working force because of business conditions. :
jUC‘ 5
z as ,&%Sence

tion If you are unable to report for work, get word to your supervisor

cnt, and tell him what the circumstances are as soon as possible. Follow
through by keeping him advised of the expected length of the absence,
vay. so that arrangements can be made to take care of your duties.
ues- 4 If some emergency arises in your personal affairs which must be
; attended to during business hours, discuss with your supervisor the
Dor- ; amount of time needed.
icra- ; If you are absent and do not notify the company, you may, if the
rin- ' circumstances warrant it, be liable for disciplinary action. !

1 be g Election Board & Jury Duty: Members of a community have a

‘ : certain duty to advance the welfare and good government of their lo-

cality. For example, serving on Election Board and on the Jury is the

g obligation of citizens. You are given credit for service in J-M while

-‘ you are absent for this purpose. If you are called for either, be sure to
plan with your supervisor well in advance for covering your work.

1ich :
ully g
{  Leavaof Absence
sten
J'M makes reasonable arrange-
‘ngs 4 ments for leave of absence for folks
you ] who may be out because of illness,
the i other physical disability, or other in-
~ voluntary cause. Leave of absence
vel- 3 may be requested in conjunction with
isor vacation, and may be granted if it
’ can be arranged so that the work of
your department will not be unduly
PRODUCED |
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They provide your address for
mailing company information to your
home, also for income tax and other
government questionnaires which the
company is required by law to an-
swer. The records establish 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 information
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 super-
visor and to the people who keep personnel records. Your enrollment
in and completion of additional courses of study should be similarly
recorded.

Information about other matters which would affect your J-M
privileges, or your tax status, should be sent promptly to the personnel
records. If other departments need the information they will be noti-
fied appropriately. Examples of data needed are—

Change in the number of dependents: this affects your tax status,
so a new Employee’s Withholding Exemption Certificate should be
filled out.

Changing the beneficiary of your ]-M Group Life Insurance:
Write the details to personnel services.

Changing your beneficiary under the ]-M Retirement Plan: Fill
out a special form provided by personnel records or services or your
department head.

It is important to give exact marital status on all personal records,
because the company is required to indicate the marital status of all
employees when reporting earnings to Income Tax authorities.

If you marry after coming to J-M, you should make sure that all
company records are changed appropriately. Your department head or
personnel services will help you. A woman employee who marries may
continue to use her former name if she wishes, but confidential records
should contain her legal name also.

If you change your name, you should file a special form at the
Social Security Board office in your locality. They will issue a card with
your new name, but with your same account number.

PRODUCED
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affected. Service in J-M is not broken by a leave of absence. j 'l'T

mailin;
Before deciding about a leave, your department head considers § home,
your length of service in J-M, the value of your work, and the work ; govern

schedule of your department.

i compa

If leave is granted, ask your supervisor or personnel services how Swer.

to arrange for continuation of your ]-M beneht plans while you are | length
away. and fu
promo
1L » " I
Military Leave in Peacetime g be ac
name,

If you belong to a defense organization of the armed forces and : to be
you are called to temporary training duty, you may be granted a leave | visor ¢
of absence without pay for a specific period. You and your super- . in anc
visor should talk it over and arrange a time which is best for all recorc
concerned. I
privile

‘ recorc

- .EL ks

Military Duty fed 3
(

The company has adopted definite policies which apply to em- ©ar
ployees who serve in the armed forces. Your supervisor will explain the flled
details of these policies at your request.

(
- . Write
Seing on Time | <
‘ out a
Good business men and women keep their appointments on the | depar
dot. Your starting time at J-M is a business appointment. The folks I
with whom you work count on you to be on time. If an emergency ] becat
detains you, get word to your supervisor as quickly as possible and empl
explain the circumstances. ‘ .
| comp
perso
Personnel Records and Changes éont
shoul

Records which contain personal
information about you are kept by .
the company. These records are used Socia

in many ways for your benefit. your
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sizietly Personal

In any company there are a few general patterns of activity which

tili?pc} > | we all want to know about so as to fit ourselves readily into the ac-
en the | cepted way of doing things.
safety. | Personal Mail and Visitors: Occasionally, personal mail and visi-
2 safe tors will come to the company for some J-M people. As a general rule,
»f ade- we avoid handling personal matters during working hours because we
ment. [ feel that our time then belongs to company business.
:ction. i Smoking: Those of us who handle assignments at which smoking
is the 1 might be inappropriate, or hazardous (either to us or the work) have
y | to have our smokes away from such work. Supervisors at all locations
you explain the restrictions which must be made. The “no smoking” areas
at plants are posted. Otherwise, we may generally smoke at work with
3 due consideration for those around us.
: Telephoning: When answering the company telephones, it is cus-
£ tomary to acknowledge the call by giving the name of the person
¥ whose telephone you answer. Every conversation over the telephone
M we : should be approached with the resolution that we will give information
zhout ' or ask questions in the way we would want to hear them if we were at
g the E the other end of the wire. Good telephone manners make friends
; within the company. Friendly efficiency over the telephone helps to
g establish the experience among outsiders that it is always a pleasure
pent i’ to do business with Johns-Manville folk
Vand ! o do business with Johns-Manville folks.
sh re- § When making a toll call always tell the operator your name, your
3 department, and whether the call is business or personal. If your call
Help is personal, you will receive an invoice covering the charges. Because
v the of the volume of calls necessary to J-M business, we are asked to keep
ol personal calls, whether outgoing, incoming, or between departments,
you. at a minimum both in number and in length.
nient : If there is a J-M telephone directory at your location, you can save
mow time by using extension numbers for
Joses inside calls.
,' Correspondence  Within J-M:
king If your work includes letter writing
you within the company, you will find it
blets 3 useful to know the short cuts which
1Spi- have been adopted to make the
writing and handling of J-M inter-
PRODUCED
JM - 83
29
_ i
Johns-Manville, Working Together in Johns-Manville, Employee Handbook (c. 1948) Published by AsbestosClaims.Law

ACL Doc 25200 - Page 28 of 44 asbestosclaims.law/library/25200/28


https://asbestosclaims.law/library/25200/28

q{

s

nal mail as quick and easy as possible. If you aren’t already familiar e t ,
with these, ask your supervisor to give you a copy of the latest pro- SOL0eT
cedure on this subject.

. : S You
Supplies and Equipment: Stock cabinets in various departments : talking v
hold a working quantity of regular office supplies. More may be ob- %I pointers -
tained from the Stock Room on a signed requisition. If you need i A
materials not kept in stock by the company, consult your supervisor. cept i fi
Lost and Found: There just doesn’t seem to be any way the com- 2 ment age
pany can assume responsibility for whatever personal belongings we ! Hea
may have with us at work. Each of us can help prevent loss by taking ! sound he
good care of our own possessions. i Ma
i 1
Garnishments and Wage Attachments: Occasionally, employees : to stay ir
borrow small sums of money or make purchases upon some basis other . Reh
than for cash. In connection with such loans or purchases it is some- L6 ed
times necessary for them to agree that, if payments are not kept up, quatiied
the balance due may be taken out of their earnings directly by their Soci
employer and sent to the creditor. These agreements may be in the A same nur
form of Wage Assignments, or “Bills of Sale.” In other cases judg- - ploymen
ments may be rendered against employees and their pay garnisheed. curity Bc
In both cases the company is forced to retain and pay to the creditors ber, or v
a portion of the employee’s earnings to which the employee would out the

otherwise be entitled.

It is only fair to tell you that anyone in J-M who permits his pay
to become attached by creditors may be subject to dismissal. A gar-

Sontrib

2 4 5l
——

nishee or assignment against your earnings creates payroll, accounting, : Var
legal and other expenses which the company should not be expected employe

to assume. If you should have credit troubles, take up the problem ' funds. R
with your supervisor. : ican Rec

) arily bro

e T ) ) ployee ¢
Zriends and Relatives P oluntar
compan’

Any people whom you recommend to J-M will be welcomed for
interview and consideration when H

suitable jobs are open. They must, ; Gut51de

of course, meet the same qualifica-

tions and be considered in the same H ’{h
manner as any other app]icant. An ac “tlll.l 1€:
employee may not work under the “}'lorl ¥y
supervision of a relative. the loca
PgnﬂqDMCEn
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niliar

pro- |  ointersioran Applicant

You're in J-M, so you know about these matters. But if you are

1ents talking with an applicant, you might want to mention any of these
2 ob- pointers which would apply.
need ; . .
sisor. { Age: Normally the minimum age for employment is 18 years, ex-
f cept in states where minimum requirements may be higher. Retire-
com- § ment age is 6s.
:_sk'wg i Health: Good physical condition, and a willingness to maintain
Hang sound health are important qualifications for employment.
Married Women: May be employed by J-M provided they intend
)illees to stay in business long enough to justify training on a J-M job.
Zm;fen: Rehiring: Former J-M folks will be welcome to return if they are
: up . qualified and are recommended by their former department head.
thei; : Social Security Number: Every ]-M employee needs one. The
: the : same number is used throughout our working lives when we have em-
udg- . ployment covered by the Social Security Act. The nearest Social Se-
reed. 1 curity Board office will issue a card bearing this num-
itors ‘ ber, or will issue a duplicate card if we lose or wear
ould : out the original.
‘ , . A ) " -
by ] Jontributions To Charity
ting, T Various charitable organizations ask J]-M to let
clted employees have an opportunity to contribute to their
yiem funds. Requests from organizations such as the Amer-
ican Red Cross, and community funds are custom-
arily brought to your attention through volunteer em-
ployee committees and posters. Our gifts are always
] voluntary and are entirely independent of contributions made by the
E company.
| for ;
'I]en : » = L] »
st I Quiside Activities
fica-
ni?e The friendliness and the interests of ]-M folks are not limited to
An activities within the company. Many J-M people are taking part in
the worthy civic, educational, religious, social and welfare enterprises in
the localities where they live. While sharing their talents, they broaden
3l
Q‘
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. their own acquaintance with people
and organizations, and develop qual-
ities of leadership. The company is
keenly aware of its social responsi-
sibility in community affairs, and it
endeavors to encourage those un-
dertakings which are for the common
good.

Separation Procedure

Of course, we hope you will be
with J-M until you retire. But if cir-
cumstances require that we part com-
pany, your department head will fill
out a form which guides the smooth settlement of your affairs at J-M.
Certain matters which were arranged within your department, such
as travel advance and other obligations to ]-M, should be properly
concluded with your supervisor. You should consult the person who
handles hospitalization at your location regarding continuing or trans-
ferring your contract.

Separation Interview: Settling your participation in group life in-
surance, retirement, and other company plans and services is made
clear in the separation interview which is held with an Industrial Rela-
tions or personnel services representative (with your department head
if there is no Relationships representative where you work) . Another
purpose of this talk is to invite your comment on conditions of em-
ployment in J-M—good or bad—based on your own experience.

Letter of Recommendation: Statements regarding your work ca-
pacity or character can be made truthfully only by a manager who
really has observed them. So, if you wish a letter of recommendation,
request it from your supervisor personally. If your subsequent employ-
ers inquire about you, J-M will confirm length of service, type of posi-
tion held and duties performed. Their questions should be directed to
personnel records.

Different conditions bring about different reasons for scparations.
A bricf explanation of some of the circumstances follows.
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_ tion an
Johns-Manville is owned by more than 11,000 stockholders whose buildin
money goes into the plants, machinery, and equipment which enable :
J-M to provide jobs and make many kinds of useful and needed C.
products. These stockholders are located in all 48 states and in other ductior
parts of the world. About four-fifths of them are individual men and asbesto
women from all walks of life. No one of these owns as much as one C
percent of the company. 1 United
Other stockholders include insurance companies, investment i n
groups, universities and other institutions, none of which holds more : ductios
than a little over two percent of the stock. Many other thousands of : produc
individuals have financial interest in these groups, thereby spreading 1 N
even more broadly the wide public ownership of Johns-Manville. : of ]-M
As owners of ]-M, the stockholders elect the Board of Directors. ] \V
Usually J-M’s Board consists of nine men. Some of these are officers : of proc
of the company and some are outside experts with wide experience
in finance, law, engineering, management and public service. PLAN
The chairman of the board is the chief executive officer of the | Buil¢
company. He is solely responsible to the Board of Directors. He Alex.
decides all basic policy and concentrates on the problem of the {j‘"”
growth of the company and external relations. Man
The president is responsible to the chairman for the administra- Mar
tion of the company and concentrates on current operations and II;I,:::(
internal relations under the basic policies set by the chairman and Wat
the board. Wa
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Assisting the chairman in carrying out his duties are the vice
president and assistant to chairman of the board, and the secretary
and general attorncy.

Working under the direction of the president are vice presidents
for research and development, production, sales, finance, and rela-
tionships. Each of these officers has his own organization to assist him
on matters falling within his responsibility.

Company operations are conducted by general managers of
operating divisions who are responsible to the president for produc-
tion, sales and earnings of their respective divisions.

a6

These divisions are:
ASBESTOS FIBRE DIVISION, responsible for the production
and sale of asbestos fibre in the United States and Canada.
BUILDING PRODUCTS DIVISION, responsible for produc-
056 tion and sale in the United States of products and services used in
Jble ' building construction.
ded CANADIAN PRODUCTS DIVISION, responsible for the pro-
ther duction and sale of all ]-M products and services in Canada except
and asbestos fibre.
one CELITE DIVISION, responsible for production and sale in the
United States of products made from diatomite.
rent INDUSTRIAL PRODUCTS DIVISION, responsible for pro-
10re duction and sale in the United States of J-M'’s line of industrial
"IS' of products.
ng INTERNATIONAL DIVISION, responsible for the conduct
'. of ]-M business outside of the United States and Canada.
:);rss VAN CLEEF DIVISION, responsible for production and sales
ee of products made by the subsidiary, Van Cleef Bros., Inc.
th PLANTS
He } Building Products Division
¢ Alexandria, Ind.
the : {:jxrratt, Va.
os Angeles, Calif.
Manville, N. J.
stra- Marrero, La.
and II;Iatc]})xez, l\gsi.f
ittsburg, Calif.
and \\’a:s:;,g Calaifl.
Waukegan, Il
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PLANTS~—Continued

Canadian Products Division
Asbestos, Que.
Toronto, Ont.

Celite Division
Lompoc, Calif.

Industrial Products Division
Billerica, Mass.
Irvington, N. J.
Manville, N. J.
Marrero, La.

Nashua, N. H.

New Brunswick, N. J.
Redwood City, Calif.
Richmond, Ind.
Tilton, N. H.
Watson, Calif.
Waukegan, Il
Zelienople, Pa.

Van Cleef Division
Chicago, IlL

MINES

Asbestos Fibre Division
Asbestos, Que., Canada

Celite Division
Lompoc, Calif.

RESEARCH CENTER
Manville, N. .

DISTRICT & SALES
OFFICES

Akron, Ohio
Albany, N.Y .
Atlanta, Ga.
Baltimore, Md.
Birmingham, Ala.
Boston, Mass.
Buffalo, N. Y.
Cambridge, Mass.
Charleston, W. Va.
Charlotte, N. C.
Chicago, Tl

Cincinnati, Oliio
Cleveland, Ohio
Columbus, Ohio
Dallas, Texas
Dayton, Ohio
Denver, Colo.
Detroit, Mich.
Erie, Pa.

Fort Wayne, Ind.
Grand Rapids, Mich.
Hartford, Conn.
Hollis, N. Y.
Honolulu, T. H.
Houston, Texas
Indianapolis, Ind.
Jacksonville, Fla.
Kansas City, Mo.
Knoxville, Tenn.
Los Angeles, Calif.
Louisville, Ky.
Milwaukee, Wis.
Minneapolis, Minn.
Montreal, Canada

Mount Vernon, N. Y.

Newark, N. .

New Orleans, La.
New York, N. Y.
QOakland, Calif.
Omaha, Neb.
Philadelphia, Pa.
Pittsburgh, Pa.
Portland, Me.
Portland, Ore.
Providence, R. 1.
Richmond, Va.
Rochester, N. Y.
St. Louis, Mo.

St. Paul, Minn.
Salt Lake City, Utah
San Antonio, Texas
San Francisco, Calif.
Seattle, Wash.
Summit, N. J.
Syracuse, N. Y.
Toledo, Ohio
Toronto. Canada
Tulsa, Okla.

Upper Darby. Pa.
Vancouver, Canada
Washington. D. C.
Wheeling, W. Va.
Wilkes-Barre, Pa.
Winnipeg, Canada
Youngstown, Chio

broac:
produ
of sef

Asbes
. Asbes
% Asbes
Q Trans
Ragl
| Asph:
: Floor
‘7 Paper
E Mine
Magn

1
prodv
imprc
apply
pride
alway
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J-M’s more than 400 lines of products fall roughly into two
broad fields—materials for building and materials for industry. These
products are so varied that the company actually embraces a score
of scparate businesses. The major product classifications are—

Asbestos Fibre Insulating Brick

Asbestos Boards Insulating & Refractory Cements
Asbestos Shingles Textiles

Transite (Asbestos Cement) Pipe  Friction Materials

Rag Felt & Asbestos Paper Packings & Gaskets

Asphalt Products Celite (Diatomite) Products
Floor Tile Wood Pulp Boards

Paper & Felted Insulations Acoustical Products

Mineral Wool Rubber Products

Magnesia Specialties from Plastics

It is ]-M’s aim to give the utmost in quality in everything it
produces. Our technical people never stop their search for ways to
improve our commodities and services. Other ]-M men and women
apply skill and conscientious workmanship in production, and take
pride in the knowledge that goods going out from J-M plants will
always be recognized as the best. ]-M folks have never been satisfied
to make or sell a product that was merely “good enough”.
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New and different products are being constantly added to the
JM line through research. Each product improvement, each new
market successfully developed means to the individual in J-M a better
chance of stable employment.

In almost every field of human endeavor there is a J-M product
to play a part at some time and in some way.

Like the products, sales outlets are also widely diversified. Build-
ing materials are sold through thousands of lumber yards and other
dealers, or through the company’s application units. Industrial prod-
ucts are supplied to every type of industry. These are some of the

industries—
Construction Chemical Pulp & Paper
Railroads Aluminum Air Conditioning
Copper Petroleum Electric & Gas Utilities
Aviation Shipbuilding Rubber
Automotive Foods Waterworks & Sewage

Iron & Steel

Customers continually bring their problems to ]-M. We like this.

We like to pool our skills—engineer, researcher, production man, sales-

man, staff and service worker, clerk and accountant

other customer who believes that J-M stands for the
best.

There is an unusual bond between J-M and
the public it serves. It is made of the same ele-
ments as are personal friendships—high standard
of goods supplied, plus courtesy, understanding,
kindness and consideration.

38
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INDEX

AbSENCE ....iiiiiiiiiiiiiiiiiiiienen 25
Absence without notice ........... 25
Election Board & Jury duty ...... 2
Leave of absence , ry . ty ....... zg
Military leave .......ccoivennaenn, 26

Activities
Outside .....ovvvivirnnnernnnnn, 31
Within J-M .....cocoiiiiinnnn 10

Address change ..........o.iiiiiaal, 27

Advancement .......i.iiiiiiieiiane, 7

e
Hiring ......ooiiiiiiiiiinnnn, 31
Retirement .............cone, 14

Applicants

£ 3
Health ..., 31
Married women .....coivviiiinnns 31
Rehiring vuvvvniviiiiiiiininnnee. 31
Relatives ....covveiviiiiiinnnnne, 30
Social Security number ........... 31

ASDEStOS L..veiiiiiiiiiiiiiiiiena. 5, 37

Asbestos Fibre .................. 35, 37

Benefits ......cooovviiiiiiiiiiiiin., 10

Building products ............... ,

Bulletix% bgards ................... 35 ?Z

Buying J-M materials ................ 15

Canada, J-M divisions ................ 35

Celite .vvvvnivriiiiineiniiiinens 35,37

Changes inrecords ..........covvuvne. 26

Clubs
Outside ....ovvviviiviiiiiienane, 3
Within JM ..., 10,15

Continuity of service ................ 25

Contributions to charity ............. 31

Correspondence within JM ........... 29

Creed of Management ............... 41

Customers of [-M .......coovvviiaan. 38

Customs in J-M .....coovviiinnn. 20, 29

Death c.oivviiiiiiiiiiiiiiiinnn, 33

Deductions ............... 12, 14,16,17

Diatomite .......ccceiiiiiiiiienenn, 37

Disability .......ccovvuiiinnn. 12,13, 14

Discharge ....c.ovviveniiiiiiiiinenes 33

Divisions of J-M ...covvviiiiiininnes 35

Drinking water .......c.ocvivenninnne, 28

Education ......ciovviiiiiiiinanenns 9

Election Board service ............... 25

Employment
4 31
Applicants .......covvveniiiinnnt, 3
Permanent ............coee.eall 21
Rehiring «..ooivvniiiiiiiniiana.e, 31
Temporary .......covvevennenn. 21,22
Equipment ..........coviiiiniaiiaen 30
Exempt, non-exempt employees ...... 22
Financial report ..........coiiviiinn 11
First Aid ..., 13
Friends recommended ............... 30
Garnishments .........ccoveivennann 30
Handbook .........cccoiiiiiiiinain, 11
Health habits ..., 28, 1
Drinking water .........oovuaen 28
Medical services .......covieienin 13
Salt tablets ......oiiiiiiiiiiial, 28
Wash 100ms ...evvvivnnennnnennns 28
History of J-M ...cciivenniiannaen, 56
Holidays .....oceiviviieiniiinanann 12
Hospitalization ...........ccoceiiiae, 19
Hours of work ...........oooiiiiile, 21
Being on time ......ecviininnen.. 26
Record ..ovvvvivviinniinniannnne, 22
Income X ..cvvveevinriennnonne 16, 27
Industrial products ..........oveenens 35
Industrial relations .................. 21
Injury on the job ..........cioiaiil, 13
Insurance
Automobile ........ccoiiiiiiian 11
Federal old age & survivors ....17, 31
Group life ...ovnnevvvinnnnan, 12,27
Hospitalization ................... 19
Unemployment ................00 18
Workmen’s compensation ........ 13
International Division ............... 35
JM Clubs couiiiiviiiiiiiiiiiinaa, 10
Quarter Century Club ........... 15
JM History ...oovvvnviiinnnnnnnnn, 5,6
JM Organization ........coo0vneeen 34
JM products ..., 37
Bought by employees ............ 1§
Literature ..coovveniiiiiiiiinnn, 11
Job analysis ...l 23

Job classification
Exempt, non-exempt employees ...22
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Johms, H. W. (.iiiviiiiiiiinninns 5 ReRITing «eovuvviieiivrnneiianeianns 31 &
Jury duty ..o, 25 Relationships ........cciiviiieianen 20 ‘f%f
Lateness ....evvvveieeereanseeenanans 26 Relatives .......ceceeiiiiiiiiiii, 30
Lay-off wevveviinerieiiierneaeann. 8,33 L 33 ‘5%%
Leave of absence ........ccevnnn.. 25, 26 Report to employees ............oees 11 {‘g
Lost & Found .........ccoovvvnnnnee. 30 Research ........ccoenniiiniee, 6, 36, 38 {%}
Lunchtime ..oovvvvvvnivinninninnnn,, 21 Resignation or quit .................. 32
Mail, company & personal ............ 29 Retirement ........covuvenne. 14,17, 27 i%}
Management Creed .............c0ee. 41 Safety vovviiiiiiiiiiiiiiiiieiiiiaea, 28 é%i
Manville family ............ccooil, 6 Sales *gi
Married women ........o.viaal. 27,31 Customers ......cieiiernirinanas 38
Medical services .....ccovevnveinnnnnn 13 Offices vvvvervniienriienennnennns 36 *%}
First Aid ....oovvniniiininnn... 13 Products ......covvviniianen 15, 37 -}8:}
Physical examinations ............ 13 Saving iieeiiiiiiiiiiiiiiiien, 15,16 "%’
Visiting nurse .......oeiiiiaienn 13 Scheduling work ahead .............. 8
Workmen’s compensation ........ 13 Security ...iviiiiiiiiiiiiniiein.. 7,16 -f%i
Miligary ¢ Separation procedure ...........e.ne. 32 .58:3
(18 R R 2 Death viveerninireneeonncsannesse 32
P 26 Discharge ......ceocvveviiininnnns 32 *%
Mines ..oevverinniiiennrecencnnennns 36 INEETVIEW vvevrrrensreorenscnnnses 32 !fg
News at plants & offices ............. 11 Lay-off, release .............oceen 33 §8:i
NEWS PICTORIAL ................ 11 I}iett,ef 2? fecomme_:!datmﬂ -------- 32 £
: esignation or quit .............. 32
822:;3 of JM ..ooiviiiiievninnen. 32 Service i JM e 715, 25, 26 ‘58:5
Oapomaiin LI Sene progams 111 L o &
Organization of JM .............. 6,34 chkn?ss ......................... 25, 28 %
Overtime .....ovevvviiiiiiiiinienn, 22 gmt_)klmsg TLotTrenrrrTnarenerneeny 29
Owners of M ..ooiivvieniiinnns, 6, 34 ocx; CCUMEY «ovvrearernnernnnneees 17 f@i
umber ......iiiieiiiiiian 17,31
Pay ................................ 23 Ooid age & survivors benefits ...... 17 *8%
Advances .....iiiiiiiiiiiiiienn, 23 Statement Of ACCOUNES +.vvveoesns 18 {.8;5
Attachments‘ ..................... 30 Unemployment benefits .......... 18" *%7
Before yacatlon .................. 14 Stockholders of JM ....ccuveurnen. 6,34 ]
Deduc‘:txons """" 12,14, 16,17, 22 Suggestions .....ciiiierriieieriiiaan. 9 'f?
g:eril)r:c """""""""""" 22 SUDETVISOTS  «.vvvvuarerennanirnennss 24 §
Re);ordsyig SUPPiEs +eevuriiiiiiiiiiiiiia, 30 q
Personal checks ........ccovvivniiins, 18 Taxﬁs 6
Personnel Snc_o;ncseé . t .................. 16, 27
Administration .................. 20 0C1al SECUMLY «ovrrmcerrorersnces 17
Records ...ovvvninininiiinnnnen, 26 Telgp?lonmg """""""""""" 9
Physical examinations ................ 13 Tralsmgthe iob
Plants ...oovvviininiiiiiiiiiiiiinn, 35 Oztsi e JOD raenrirrnenee e 9
Problems T2 Qutside eeeeiiiiciiiinenes 9
Personal onnennonoeeennn 19, 30 Transfer ..oovveviiviiiiiiieiniann, 8,9 r
Related to work ............... | 24 Unemployment insurance ............ 18
Products .......covvniiinannn 11,15, 37 Vacation ...eveeciiiriniieniiionenes 13
Progress ..iiiiiiiiiiiiiiiiiiiiniiaes 7 Van Cleef Division ....ceceveescasss 35
Promotion ......oivviviiiiiiiinie.. 7.8 Visiting nurse service «......oevennnns 13 ;
Punctuality ......coovviveiiniiiiinens 26 Visiting other J-M locations ......... 9 ]
Quarter Century Club .............. 15 Visitors .oevveeeiiienieiiennaennenns 29
Recommendation, letter of .......... 32 Wage Attachments ............co.e. 30
Records & changes .......ccennne 26 Workmen's compensation ........... 13

There is additional information, which is not indexed, in P Roou E D

a supplement inserted at the back of this handbook. JM
-
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<1 J-M’'s CREED OF MANAGEMENT
& “We who are responsible for the management of Johns-
n “Linville 1n supplying the needs of the public for goods
-1 uid services and who recognize our obligations to stock-
- zulders and employees, believe
al I'HAT we should constantly seek to provide
< better values at lower costs so that more of our
4 people can enjoy the fruits of our production.
- I'HAT we should strive to develop greater effi-
- ciency in our work so as to earn a fair return for

1 our stockholders and provide the highest possible
. teward for the productivity of our jobholders.

IHAT we should stimulate the genius of science
and utilize the methods of research to improve
our products and to create new ones so as to con-
tinuously provide new fields of employment for
the present and the coming generations.

§

'HAT Johns-Manville should encourage fair
trade practices in business which, whether effected
by competition or cooperation, will be so shaped
as to be for the best interest of our customers and
of society as a whole.

’
+

.
)

'THAT it is our duty to be alert to our own short-
comings, to the need for improvement, and to
new requirements of society, while always recog-
mzing the responsibility of our trusteeship.

+
e

THAT our business has never been what it could
be and never what it yet will be.

.
BLEERR N

[ - . . N " .
I M it N 5 + N
PASh St SHsh Push desh S esh Guln Sl Sudh Pash b Gaeh bu M e Padh etk AN A S o

’
14,

THAT Business, Labor, Government and Agricul-

R . . . .
= ture working hand in hand can provide jobs and
o the opportunity for all to work for security with-
i out loss of our liberty and rights as free men.
B —Lewis H. Brown,
" € Chairman of the Board, Johns-Manville
R 1) 43 Jukne-Manville’s creed of management was first proposed as a creed of manage-
oy . N ment for all industry by Lewis H. Brown in a speech before the Seventh Inter-
.. o g {-;_} national Management Congress, at Washington, D. C., Sept. 20, 1938.
..... E <
..... " 4 1
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LUNAGRE

Your Pay. Checks are distributed
on the 1sth and the last day of the
month to people on the permanent
salary payroll. If pay day falls on a
Saturday, Sunday, or a holiday, pay-
ment is made on the last preceding
work day. If you are with J-M tempo-
rarily, you will receive a check upon
completion of the job, or on the last
working day of each week of your stay.
The company tries to distribute
checks in time for us to cash them be-
fore the banks close. Regular salary
covers 40 hours’ work in a week, even
though you may not always be re-
quired to put in the full 40 hours.

Overtime. Overtime and regular
salary are paid in separate checks. If
you are non-exempt you receive time
and one-half for hours worked in ex-
cess of 40 in any work-week.

If you are non-exempt and work
on any of the 6 established holidays,
you receive premium pay of straight
time in addition to regular pay for the
actual number of hours worked.

Salary Administration. J-Mhas
a plan which gives all department
heads a program for the administration
of salary matters. Our plan is based on
fair and cquitable treatment for all ]-M
folks, with due regard for us as in-
dividuals.

In determining fair salary for each
type of work, it is recognized that a
person usually gains proficiency as he

continues to work at a job. Therefore,
a salary bracket is established setting
both a starting rate and a top rate for
each job. From the starting rate of the
bracket, salary “steps” up gradually, for
the person who merits increases, in
stated amounts toward the top or max-
imum amount which it is reasonable
to pay for any given kind of work.

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

A salary bracket is really an expres-
sion 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 ambi-
tious enough to develop your skills and
knowledge and to take advantage of
all opportunities for higher earnings
which Johns-Manville offers.

Your supervisor will review the work
record of each person in your group
at regular periods to evaluate the prog-
ress each has made. In addition to the
starting job requirement, we recognize
4 or 5 steps in increased proficiency.
When a supervisor finds that any of
us is demonstrating the proficiency re-
quired for a higher salary step, he will
recommend an increase to a higher
established rate. When his recom-
mendation is fully approved, he tells
each of us in a personal talk what
our next rate of pay is and how we
merited the increase.
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Absence. During incidental absence
occasioned by illness or other emergen-
cies, the company is not inclined to
interrupt salary. The nature, frequency
and length of such absences, however,
will determine the department head’s
action. Regular salary continues nor-
mally while you attend to jury or elec-
tion board duties.

Leave of Absence. It is not in-

tended that leave of absence with pay

be granted if absence is in large meas-
ure a personal convenience.

Meal Allowance. If there is any
work after closing hours it is usually
of short duration, but when it is nec-
essary to work more than two hours
beyond the regularly scheduled hours
in a workday, a meal allowance of
$1.50 will be paid. This allowance will
be given also when we work more than
three hours on Saturday or Sunday, if
we do not customarily work on such
days.

Outside Activities. Sometimes
J-M people are invited to serve on out-
side technical committees. Before ac-
cepting such an invitation you should
obtain approval of the senior officer or
division manager who heads your de-
partment.

Savings. If you wish to save some
money, you can arrange for a regular
deduction from each pay check to be
deposited for you in an account in

12-48—A1

your name with the Seamen’s Bank for
Savings, 20 East 45 Street, New York
17, N. Y. Accounts are protected by
Federal Deposit Insurance up to $5000
and interest is paid on all balances
from $5 to $7500.

You can make withdrawals in per-
son, by mail or by telegraph. Through
this one account you can set aside
money for various purposes, such as
purchase of U. S. Savings Bonds or
other securities, vacation, Christmas,
insurance premiums, or just plain sav-
ings.

If you open an account under this
plan, be sure to write the bank of any
change of residence. You will receive a
letter describing all details of the plan.

Accident and Health Insur-

ance. Ask your supervisor if the law
of the state in which you work requires
that you have this type of coverage. If
so, you will be told about the details
of the plan which affects you.

Separation Allowance. Tohelp
tide over deserving people who may
be laid off or released (especially
when it is impossible to give long ad-
vance notice), J-M provides an allow-
ance which is based on length of serv-
ice in the company, age, and salary.

When a person with one year or
more of service is permanently laid off
or released, or voluntarily resigns giving
reasonable notice (at least 2 weeks),
pay in lieu of vacation due but not
taken will be given.

PRODUCED
JM - 83

Printed in U, S. A.

Published by AsbestosClaims.Law
asbestosclaims.law/library/25200/43



https://asbestosclaims.law/library/25200/43

el 2
PITTSBURG St Laka Gy

Oakland

S :aibeg veowoan ciTY DENVER

LOS ANGELES

) PRODUCED
o JM - 83

GENERAL. HEADQUARTERS |

\ N

INDUSTRIAL PRDDUCTS DIVISIUN
“ BUILDING: PRODUCTS DIVISIUN
ASBESTOS’ FIBRE DIVISIUN
CELITE" DIVISION: \\
CANADIAN: PROBUCTS: DIVISION
VAN CLEEF DIVISION:

RESEARCH- CENTER

DISTRICT OFFIGES
SALES OFFICES

MINES.
PLANTS

BWS{ ol ) © 00ed

4

Johns-Manville, Working Together in Johns-Manville, Employee Handbook (c. 1948) Published by AsbestosClaims.Law
ACL Doc 25200 - Page 44 of 44 asbestosclaims.law/library/25200/44



https://asbestosclaims.law/library/25200/44

