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*YOUR JOB WITH JOHNS-MANVILLE®
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*Enployee Policies®
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Section 1X

Section 11X
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Absence through Disability
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Leave of Absence

" Resignation or Dlnhujgo_

" Sunday Work
Working Hours
Section VI = "Wage and Work Information®
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Closed Shop
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It is the purpose of this booklet to help you understend your

Job and to tell you how Johns«Manville and the plant operate.

Your satisfaotion will depend a great deal on how muoch you

00 =~ eMbi

1T haoi v

like your work and the conditions under whioh your work is done. It
ic isportant, therefore, for you to understand those things which

£

3
. e i3
tﬂ'oyt your !Job and conoern your employment in any way. 1 $ 2
o
it
Study this booklet carefully. It oontains cur methods of h}g’
. .} . - @ u
work and expluins how they relate to your job. By following the ine X

N ' I

formation given throughout these pages, it is our hope that your em- i "g
ployment here with us will give you & great deal of satisfection. ? E
A 3

Ask your Foreman about anything you do not understand. He

will be glad to help or advise you. :
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SECTION II

ROROU?

sJohns-Manville® to many pecple suggests building materials.
Others think of filter aids, industrial imuhtiom! oements, pcokﬁ:g-.
sound~oontrol products, electrical or friotion materiasls, and so on.
Pow realisze that Johns~danville fs such a diversified manufacturer,
neking and marketing well over a thousand produots of wvaried oolpoo}-

tion and design.

The ocompany was founded in 1858 under the name of the H. W,
Johns Compeny. It was loocated in & New York City basement wh;n IB. w.
Johna and & helper made roofing from saturated wool felt, burlap, ‘
manila paper, piteh, and asbestos. The equipment to -ul;a this roofing
sonsisted of an oil stove, a tea kettle with a flattened spout, and an

ordimary olothes wringer.

In this process, ths felt, burlap and paper were guided inte

'ﬂn olothes wringer, while pitoh was poured from the kettle upon the

intermediate layers. Then the upper surface of the combined layers
wes oocated with the pitch and a layer of asbestos fiber imbedded. The

" aixture was finally rua through the wringer again to fix the asbestos

firaly to the surface. Since the ccating for finishing roofs was

‘black and customers demanded other oolqn-. peaint was entered as a side

1ine.

In 1892 several competitive companies were merged, and the

conoern carried on under H. W, Johns, Jr. when the founder died in

" 1898,
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Th 1901 the Menville Covering Company, organized during 1886 in
Milwaukee, norgo;l with the H., ¥, Johns Manufeoturing Company under the
firm pame of the H. ¥, Johns-Mauville Company. In 1920 the initisls
were dropped and the name charged to Johns-Manville, Incorporated,

A further reorganization took place in 1927, and the ocompany
assuned the name of Johns-Menville Corporation, It was at this time
that the company changed from a privately-owned organisation to &
oorpoutton’;;r widespread public oontrole. Today, Johns-Manville is
owned by nearly 8,000 stockholders in many walks of 1ife throughout

the United States and other parts of the world.

~ In the poriéd of over eighty years from 1853 until the present
ht;. t.ho perscnnel of the oénpcw has grown from its first two em-
pljéoo;. H. ¥, Johns and his halper, to a working foroe of over
11,000 people.

Advancing by modern means of production, merchandising, distri.
bution, and continucus research backed by a milllon-&ollu' laboratorye=
the largest of zto_kind in existence, Johns=Manville has iWod its
.sctlvi:ti_n .to manufacture countless produots for varied markets throughe

out the world,
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’ The Johns~-Manville FMeotories and Mines are located ats

M‘l‘“o IMM
Asbestos, Nuebeo
Chrysotile. Arizons
Jarratt, Varginiea
Lompoo, California

Los Angeles, Californis
Manville, New Jersey
Varrero, Louisisna

Moll Donok, Belgium
Nashua, New Hampshire
North Billerios, Massachusetts
Pittsturg, Californie
Redwood City, Califeornia
Riohmond, Indiana
>atson, Californis

- Waukegan, Illinois
gelienople, Pennsylwanis
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SECTION III

BFLOEE POLICIES

All of us in Johna<lanville are united together in a competis
tive undertaking for the purpose of manufacturing and selling over
1,200 produote. These must oompete mot only with similar produots of
other companies, but also with many types of materials that can be
substitutsd for ours. The success of our business therefore depends
upon our ability to give customers more for their money than oompeti-

tors ocan.

In order to do this, it is nscessary that we work together in
mutual understanding and eonfidences The company believes that satise
fastory relations between management and emplayees require respect and
eonsideration for each other's problems and viewpointe. It is on this
basis that the following JobnasManville emplayee policies have deen
builts

To give esedh appliocant for a job with Johns=Manville a
fair and equal eheanoe to qualify as an eaployee,

To give all employees equal opportunities for develop=
sent and sdvanoement,

To maintain reasonsble hours of work.

To maintain fair and adequate wage sohediles and methods
of payment.

‘70 provide safe and healthful working oconditions.

=5
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SECTION IV

BTLOLENT

EXTLOOTNT PALICT

Johns-Yanviile makes no disoriminetion against any one beoause
of his race, religion, politiocsl belief, or membership in any lawful
organisation, It is the policy of the company to make its practices

uniform in epplication among all employees.

SITIZENSHIP -
Por over 80 Ayom. Johns<Hanville has progressed as sn Ameriocan
organisation, oontinually upholding the Amerioan way of doing things.
It 18 therefore the polioy of the company to give prefersnce to Ameriocan
. oitizens in the seleotion of new enployees for employment in the United

States, and to encourege and sotively asesist any alien employees ilrudy
in our servise to becoms Amerioan oftizens.

BIRING ACES -

1 - ﬁththaocnpu&uﬁomcotagp._ S .-
There is no maximum hiring age beoause the ocompany recognizes . -
the inv;iﬁgblo worth and skill of those with long experience.

MARRIED WOVEN
In the hiring of female oflplq'ooa. the oompany does not believe
in disoriminating egainst married women. - Female emplayees are hired

without regard to their marital status.
.7-
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To provide & basis for promotions and transfers and to gauge a$ >
o —
O 3 =
the ability of each employee, everyone is reted scoording to a definite, g z o _3__ l
o >3
eystematio plan. This plan is based on en i{ndividual's workmanship, ~° §I
dependability, cc—cperation, safety habits, initiative, leadership, and |
attendance. These are all important factors used in determining the -
-

oapability and value of an smployee.

The plen is designed so that every one may be rated consistently

by his immediate foreman in consultation with the foreman's ronpon@tb;-

l1ity head. Kew employees are rated six months after employment and 7
- s —— .

yoarly thersafter. Regular employees are rated once each year. These {

M

" records are oonfidential, but Juployon may review their own ratings
with their foremen.

EROVOTIONS

19 shh “atgd!fay ~e | no
Gy srbawyyy swvorimsy w,'mw_} éoﬁww

Vaocenoies are filled by promotion from within the company whene

ever this 1s possible. Promotions are based on meérit, involving ability
to handle new work, cepsoity for additional responsidbility, anslysis of
past and present ratings, longi:h of service, education and training.

-

LAY=OFFS

L1LOZSI

v

. " Bvery offort 1s made to arrange production schedules so that ea-
7 ployment may be made as ocontinuous as possible throughout the year.

Through the activities of the Porecesting and Soheduling Department at 4

~ General Hn.ilqnnrhu. ﬁlos estimates are ocordinated with production

plans to keep production schedules on as even & scale as ﬁouiblo.

o«
= : s
- - - . - I
RS
. F
- . .
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- LAY-OFFS  (Continued) “&8a8g|
4 ' §af§ﬂ
However, when produotion falls off to the point where a reduo- e ;5' :_ ﬁ ;;'-l
c >
tion in the working foroe must be considered, hours will be reduced and ?,' : 2 ;_3'
— — e, - = O -
Zho work spread among the greatest number, This polioy is cerried out > g §' % §‘|
- »
. Cad ©w
&8s long as it can be done logloally, with fairness to the greatest ! "I
oumber of workers, and in ocompliance with goed management practice.
. . ) 1 _
. SH-
If the lack of business should oontinue, s new operating sohedule £§
[
will be established and the number of jobs to be filled is then deter- 2
- o™
nined. Under this schedule, those employees with ability and experience §T
and who have long service records are retained. Those with less ability §.§
] e FY
or less expsrience and who have a limited service record are laid off. :’
. ) . )P
<L
11 eaplayees laid off for reasons beyond their oomtrol, are h}é’
: L%
plased o & recall list where they are subjeot to re-employment as soon s x
on 3
a8 conditions permit. 'E J
| E
1Y &

AECALL _(R_REHIRING

When St Yeoomes necessary to add to the working foroe, those
whose nemes have been put on the recall list are given pi-ororonoo. ‘Re=
' hiripg from this 1ist is dons in reverse order, the last man to be laid '
off being the first one recalled, p;-ovidod he 1is oxpox'-ionqod and qmiﬂd

. +

for the job available.

Z10ZSF

Should an employee refuse the first offer of re-employment, he
e ———————

will lose his order of preference on the recall list. If he is subses ' 7

e N e A et o I

v

- quently re-employed, any prior service record will be osnoelled.
If there is no one available from the recall records, it is our
policy to employ looal Ameriocen oitizens, preferably those of long
residence who own their homes. ‘ ’ o

-
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BECALL OR REWIRING  (Continued) 28383
32T
arrTod
It will be necessary for sany one laid off for a period up to ;'-,"a: ;.rl
thirt! d_n_za to be passed upon by the MYedioal department before resuming . ez > §-I
; -
work., After a ley-off pericd longer than thirty deys, a ocmplete re- g %ggl
[ad «
exaaination may be required upon re-employment. ! °|
SERARATIONS 33
IR
w3
[}
It is our practice to interview everyons whose emplaoyment with ,,@
o™
-the oompany is terminated for any reason. All oompany property must be f'i'
£
returned, otherwise the employee will be charged for it., Final pay S.g_
»
shecks will be given out by the Industrial Relations Department. 't;
3£
Ko Quarter Century Club member, an employee with 25 years or 2 }%
[ %
more of service, msy be separated from the oompany without the approval m’f
£
of the President of Johns<Manville Corporation. ;t“ “g
v £
Y&

CHARGE QF JDDRESS.

- Be sure that your correct address and telephone number are on
’ f1ile in the ﬁlpzoyunt Office. Changes should be reported promptlye

Vhen records ars not correct or incomplete, it is diffioult,

and in some omses impossidble to recall employees after a temporary laye-

Z1LOZSr

off, Other obvious reasons such as notification of fanily or relatives

'

in oase of acoident or siokness neoessitate oorrect addresses.

-

B> SO, L

-

;
§I
§

RECOIVENDING AFELICANTS
b ,;&:;v
If you know of & person seeking employment who has speoial -

-
Iam
—

oapadilities and desirable personal traits, refer him to the Employment

Offioce.
- *10w
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-7 HECONTNDING ATPLICAVIS  (Continued) 2388
2.
a 2 : o =~
The oompany is inteorested in qualified pecple resommended by a % :_ 8 ;;.
c S
onployses who would like to join our organizations §' *8 '3.—_9
c o s
28333
You should feel free to recommend suoh persons with the assurance A &
]
that they will be given econsideration when positions in their field are
‘open. ! -
, 3
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EQURS AND ATTENDANCE S
-
S E
O D =
c O - 3 1
WORKING HOURS 3azF3
a2
[ 4
Johns<Manville has established the basio 8 hour day and the ‘
S5 day week. If you are requested to work longer than these hours, it
is beocause of an emergency. Yhenever you are asked to work more than fg-
o
3
8 hours in one day or 40 hours in one week, you will be paid an over- ;@
<~
time premium rate of 1-1/2 times the straight time rate. "x;c-,
Because of seasonal demand or other umftotnring conditions i gi )
e r
beyond the oontrol of the company, the working day and the work-week :P
vy
"y varye., ® 'é'
2k%
L3
Each employee 1is required to be at his respective place of f
. &£
work promptly at the beginning of his shift, and to remain there until’ : "g
the end of his shift,. In order to avoid misunderstanding, any exoeption ? E
1 4

must have authorization from your foremans -

AIISDINGE ;
You are expected to be regular in attendance, because unsxoused

absences interfere seriously with work and production schedules. If

Z10ZS(]

*

you are sbsent without notios, your department is handiocapped until /
, 1 .
someons oan be secured to fill your job. . ( /%,Q Gt ,//\,/LW,L Lle

B e Y fff

If you are taken 111, have an scoident, or for any other reason
are unable to report for work, notify the Industrial Relations Depart-
ment a8 soon as possidbl). In this way your foreman c@ be advised so
that arrangements may be made to take ocare of your regular work until you

return. .

.12. e
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Your continuity of servioe will remain unbroken during the time

you are regularly oarried on the company payrolls, according to the

following provisions:

Leave of Absence

A leave of absence may be granted without pay, if it will
" ‘mot handiocap faotory operatichs. Approval of the local management
must be obtained in each cese. Service oredit will be allowed

19\/
Q?)/ % up to six calendar months, but will not be oredited to an em-
f\\f)\( ployee’s length of servios reocord,

- -Absspoe Fithout Hotice
»

1

Y If adeence is oonteaplsted for any reason whatever,
}f
\ ) liotify your foreman in adwvarice. PEmployees absent without notioce
’)j" for ten working days will be separated from the payroll and all

}3\-}) . employee benefits ocancelled.
If you are absent ‘b’ooguu of physioal disability, the
Buployment Department should be notified at once so that your

servios reocord may be made continuous and employee benefits
renowed.

Resjignation or DPischarge

o huiguﬂoﬁ or dhohugo troﬁ the ocompany will oause a
dreak in oontinuity of service, and employee benefits will be
cancelled, If you quit or resign you are requested to notify

your foreman at least one week in advance.

Y
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SUNDAY_ TORK 25383
<Pom

> .

32755

Sunday work will be performed only under oonditions requiring a o8 o

' -

specisl forms of work such as rush orders, breskdowns, emergenocy repairs g.ﬁ g':._:
O 3=

. 3
and 30 on, It is our poliay to keep activity on this day to a minimum. ‘ ‘g: 3 :’:5-.
3353
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SECTION VI _.-_..':° —
- TS
a o e,
WACE AND WORK INFORMAT ®sa_,a
[~ = -
S+57%
co 3 i
3325
SCTIVE B/R ; X1
Lo d «w
o
\( The company believes in the prinoiple of colleotive bargaining. i
A ‘ ~ Through its appointed representatives, the company will deal with -5 -
N0 z
“,"; . % representatives of the employees for oollective bargaining in respesot - ‘:0
. \%:\ ' . N . | to rates of pay, hours of employment, or working oonditions, if the gﬁ
. . R b 4
y.';\" ot . company is provided with satisfactory evidence that such employee S?
YN N 3
\ o ‘\:\;\ representatives have been chosen freely and in good faith, 3
iy N ; L.
o .
‘})\‘\\ }) Any individual or group of individuals may at axy time discuss 3‘.
. L
their probleas with the management. ;}g
[\ el x
d B 3
£d
Q.@Ip _SHOP ~ &
, QE
The sompeny is opposed to the closed shop beoause it foroes an r ¢

smployee to belong to an organization or 1sse his jodbe

It should not be Johns<lanville's or any other employee's
business to make that decision for an emplayes. That would be unfair -
fnfluences The company feels that it is just as much ooceroion and in-

timidation to foroe a man to join an organization as it is to try te

Z10ZSTP

"~ keep him out of one.

SERCE-QFF

o Johnselfanville opposes the check-off beosuse the company believes .
\> it to Ve an ummrranted invasion of an employee’s rights and an improper /

N j '
}y\ interference 'Wh ‘

<15~

\
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CHEK-OFf  (Continued)

The oheck=off would foroe the company to deduot dues from an
smployee's wages. If the employee did not wish to pay, the company
would be compelled to teke the money awsy from him or he would loss his

Job. Johns«Manville feels that this is wrong.

The company believes that sn employee's ray check is his own per-
sonsl property to do with as he ohooses. He oan spend it or teke it
home to his wife or give it away as he soes fit., If an employee wants

to contribute dues, that is his business, If he does not want to cone

tribute, that also 1s his business. If he has been paying dues amd

s

wants to stop, it is his right to do so. What he wants to do with his

pey should not oonocern the company in eny way.

WCES

The oompany strives to pay the highest wages possidble, consistent

.with fair prices to our oustomers and sdequate profits for our owners,

the stockholders. . -

'tvory offort is made to establish minimum wage rates in line with
living Sﬁu. and to provide steady yeare-round wages with as few laye

off's as possidle.

AT pAYENT
You will be paid weekly dby check for the previous week's work.

In oase pay day falls on a holiday, checks will be issued on the pre-
ceding working day. Any matters pertaining to your wages should be

taken up with your foreman,

16.
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2583
o mo
EDYCTICH 3-TF=S
agefo
®a - |
Deduotions are made from your check in mocordance with State § e
«c © - 3
and Pederal laws on Soolal Seocurity and for other authorized purposea, 2 Ead g g
J 0 o ]
(. 4
end are itemized on the check you receive, ‘gl
q -
INJURED EVFLOYEES 33-
3
+d
i
Should you de injured in the performance of your job after °£
- o
beginning work and because of the injury have to leave for the remaine- / E’g
der of the day, you will be paid a full day's weges for the dey on ’ 35
. e e o e o i_
which you were injured. 3
3%
CARNISHVENTS AND WAOE ASSICNMENTS *}5
. ®s x
- 2
No emplayee should make the ocompany aot as a ocolleotor of bills '_E J
> §
for a oreditor, and the management locks with disfavor upon those whose > E
LG5

financial affairs are allowed to beoome 8o involved that oreditors are

obliged to attach wages in order to secure payment of debts,

‘Those employees who permit their wages to beccme attached by

C e

ereditors may be subjeot to loss of employment.

e

J08_CLASSIPICATIONS

Jod olassifications and wage rates are esteblished for all

Z10ZST

hourly rate jobs. You are oclassified in aocordance with the work you
porform, and the rate paid conforms to those established for the olass~ -

ifioation,

17

{
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PAY_ADVAYCES FAFT
acgoef o
Pay advances are given only in oases of emergency since they ?,.: B =
c © 3
osuse considerable extra clerioal work and involve additional book- g < ;g':g-
2D 0 [
keeping expense. ~ “3‘
l

Any advance must have the approval of the looal menagement. J

The reason should be clearly shown on the request, and the chsck will fg-
o

be issued through the Industrial Relations Department. ' 2
o™
} 3
1

NERIDE gst
g?

Overtime premiums shall be paid for work done on an hourly or ’z‘

Y

inocentive bagis in excess of 8 hours per dey or 40 hours per week, at f}é‘
D

1-1/2 times the straight time rate. ®3%

»

£d

No overtine premium payment will be made twioce for the same o &

|-
BATES OF FRODUCTION : mc—a

The rate of production may be changed from time to time on the N
basis of time studies made by the plant managements ‘ ) ‘ o
. ) 1 g

The rate of operation will be controlled on & basis of fairness -

and equity consistent with qualify and workmanship, effiolenoy of oper= l
ation and the reascnable working oa;;e.oities of normal operatore. ) it gy, £E
CONTINUOUS PROCESS OFERATIONS é!

If you are on & ocutinuous process shift, you should be at your , ﬁ}
plece promptly and remain there until your relief mate reports to take -
over the responsibilities of the job. If he fails to report for work, l-,.,j,, 3

-18- o t | ]
B T e TN
et - - . e e ;,"

|
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NT INU ESS OFERATION (Continued)

notify your foreman at onoe and remain on the job until a subatitute

is seoured,

8hould it be necessary for you to be absent from your work, give

your foreman at least four hours' advance notice.

WASHIRG UP

Unless you are working on a job where & special ruling has been
aade to the ocontrary, do not wash up or make preparations to leavo the
building before the end of your work pericd. If you should do this, you
would set e precedent which other eaployees would have a right to follow.

This undoubtedly would lead to confusion end misunderstanding.

LQpict

The company sssumes that those 1n its employ understand what is

| bxpected of them 1n the way of sconduct,
NRY B

. v
LY
\}3
N\
4

However, it is pointed out that in order to pronati aimable rela-
tionships, to avoid any iiaundentmdin; with others, to prov'ont ;-ooi-.-
dents, and so that odr work schedules may be satisfactorily completed,

you should give full corsideration to the manner of your oconduot during

‘working hours. .

Your sttention is called specifically to various safety precau=-

.

tions end other regulations whioh are in force.

LEGISLATION AFFECTING EVFLOVWENT

>

There are many State and Federal laws affecting hours of work

-19-
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R
. wx2e 0
<l o
N g E W (Continued) s ~m
- ER- o _.
: o -0
-
and other conditions of employment. In crder that our records may Yo * g-gg
o o Y
o [
acourste, it is necessary that all work done be correctly reported, 23 i 3
3sZ3
3*%g
If you would like to know sbout any of the provisions of such k3
legislation affeoting employment, ask your foreman,
30-
3
w
2
o
3
i
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SECTION V11 Zo o
. 375
age £ o
SAFETY Sosa
853
6 D =
«c O - 3 1
3 e T =
o a3
WORKING COMDITIONS $3°2
|
In the oconstruoction of its plents end in the arrangement of its
E
naohinery, the company has given the utmoast consideration to the safety sH-
tR
of its employees. Every effort has been made to provide safe places of ‘,"3
P
work by the installation of adequate proteotive devices and equipment. 23
x
£y
g:
3
SAFETY_covpuet i
e
You should realise that the right way to perform a task is the .? 5
safe way. ‘Your ‘own safety and the safety of those who 'work with you dee- g}?,
-
b 4

innd on the manner in whioh you do your jobe Be careful at all times.
Heed signs whioh give warning of dangerous places. KNever do agything

9 Shh
“’f"" m‘-up

where there is & possibility of injury to yourself or to others.

SAFETY FRECAUTIONS

You are expeoted to be familiar with the general safety pre-
.olution's listed in the *Safety Pays® booklet whioh has been given to you,

and to pay partioular attention to the safety notices posted throughout

L1LOZST

the plant.

Your foreman will ses that you are properly instruocted when he ,
starts you on a job. In the course of your work, whenever you notioce & -
dangerous working praoctice or find any machinery that is unsafs or not in

proper r-mmlng order, report it immediately. You may save someone from a

uric;\u' injury.

=2l
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fitted comfortebly.

The company has equipped its machinery with modern safety
devioces to give you adequate protestion. Other safety equipment has
been installed throughout the plant. Do not fail to use these aafe-

: #

guards, and under no circumstanoes remove them unless you are

suthorized to do so.

SAFETY GOCGLES

Safety goggles must be worn at all times when performing any
work inoluding chipping, grinding, veléin;. or where dust and flying
particles may get into the eyes. This equipment is furnished by the

ocompany at no cost to you for the proteotion of your eyesight.

SAFETY SHOES

Safety shoes are sold at ocompany cost, and are recommended for
Jobs where there is any possidility of material falling and injuring
the feet. The shoes are made in several popular styles, and the toes

are reinforoed with strong steel boxes. According to sotual tests,

they will support & loed of nearly & ton and & half,

al ltht& shoes are guaranteed by the manufacturer to be free

from defeots of workmanship and materisl, and either a representative

of the shoe oompany or a competent J=M employee will see that you are

v

Your foremen will tell you how to secure them,

=22
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SAFETY KTARDS

A bronze safety trophy is swarded semi-annually to the plant

having the best safety record in its respective group in the intor-

plant safety ocontest. Each month a contest score sheet is posted on

your builetin board showing the comparative standing of all plants.

Cortificates of Merit are awarded to those departments whose

employess have worked without a lost-time soeident for a designated

number of manehours., The number of man-hours varies for different

departaents deponding on the mumber of employees in the department.

SAFRTY_ORCANIZATION

The oomparny employs a full«time Safety Engineer who direots

the oompany's safety program. He is oconstantly working to prevent
plant acoidents, and mekes periodio examinations of the company's
plants to investigate working oonditions so that your job may be made

a8 safe as possible,

Safety Inspection Committees have been organized at all plants,

and all departments are inspected monthly. Service on thess committees

inoludes Jjury duty to determine responsibility in oase of plant aocoidents.
All employees mest monthly with their foremen to disouss safety
/] matters oconoerning their work, Unsafe conditions or practices should de

{  reported to him immediately.

¥EDICAL SERVICES
Shoula you be injured while at work, no matter how slightly,

report to your foreman at once in order to be given medicel attention.

23~
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VEDICAL SERVICES (Continued) a2 ‘_.o N
age®f ol
@a.3 I
Too much emphasis cannot be laid upon the necessity of oomplying with §' : ] §I
e o
thie rule. The smallest out or soratch may become seriously infeoted, 2 gé’.’gl
) o
* -
resulting in loss of time from your job or even permanent disability. , ‘2|
This servioe is provided by the ocompany, and occsts you nothing. d -
E il
"hy not take adventage of 1t? §§
2
o™
) 3
o
33
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EEALTH goe
c©o .3
3 T =
o o3
X
FHYSICAL EXAMTHATIONS 3
The oowmpany endeavors to maintein high standards of health by
giving physioal examinations to all appliocants upon employment, and by fg-
+d
re-examining all employees at intervals of three years or less. Qood ! @
~
<~
health is one of your most prioceless possessions. TIhe physioel examin- El-,
lt@ona given by the oompany are for your proteoticn in minimizing 3‘?
plysical ailmepts. This service is free, and you should be glad to g
take advantage of it. ' _-.??-
s T
adf
*x
EIRST AID e 3
It %
First aid equipment and facilities are available to every one ‘Q E
while on duty. You are expected to take full advantage of these med- - Y 3 .
10al services bty seeking immediate treatment for any injury. Make sure c -
that you take no ohances. ,m
il :
[N
H
HEALTH_ORGANIZATTOR if »
. i ; ’!
The company maintains a full-time Industrial Hygiene Engineer T
who works oonstantly towards the maintenance cf healthful working oone ' J :
" ditjons. His responsibilities inolude surveys and inspections of all . o
the plants at periodio intervals thraughout the yesr,

FLANT BOUSEXEEPING

* Thousands of dollars are spent by the company each year in keep-

-

ing its plants clean and healthful. You oan help by seeing that all -

Sk e o n € - meae e e s . PN
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. SEKLE (Continued) So~o_
P —_—®
ase i
2a_.Z
o
refuse is pleced in the trash receptacles and by keeping your working 3 e g‘:,:
O ¢33 =
area in a olean and orderly condition. S : g;l
£553
-~ «w
°|
HEALTH HABITS
1 -
Por sanitary reasons, be consoious of your own health hadits. -;-g'
w
Avoid spitting on the floor. Help keep the rest rooms, wash and looker ’ g
~n<
rooms olean. You should show the same oons:deration for others as you ;f_"
£3
would wish them to show to you. 3&
3
E ;#
SALT _TABLETS »2
3%
Certain operations in hot weather cause high temperatures in 3% i

some working aress, To avoid heat prostration, you should use the

salt tablets loocated near the drinking fountains. These salt tablets

~9 S+h
oy sy

will help to restore the body minersal balanve, lost through excessive

perspiratiocn.

RAINKING WATER

In every bduilding there ere drinking water fountains connscted
to & oiroulatory system which pipes in specially trniod water. PFreshe
ness, oleanliness, and wholescmeness are assured at all times. As an

8id to good health, drink plenty of water, :

~ F

i,u._dzsm

BESEIRAIORS

Regpirators are supplied for all operations where needed. They

are provided at no cost, and you must use them when specified.

.ﬁ. )
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SECTION IX

To help you in onse of sickness or injury and to aid you in un-
employment or old age, there are several privileges of which you es an
eaployes may take adventage. If you are interested in further details
regarding any of these benefits, oonsult with the Industrial Relations

Department who will de glad to give you additional information.

Through an srrangement with & major insuranos company, Johns=

Manville 1is able to offer you a plean with!} ibersl insurance benefits, .

| S - E
sovering insurance for ;1ndur1u or 111 heaith autfoud}whno not at
{
worke You are eligidle for this insurance elter six months of oontin-
. A (e adej
uous service, provided you have not reached seventy years of ege.

The weekly ocost ranges from 10¢ to 20¢, depending on your hourly
rate, and you will be paid a weekly benefit of from $8.00 to $16.00
after a waiting period of‘ seven days. The oompany will pay the balance
of the total ocost of seouring these densfits.

Those insured under ¢t his plan may avail themselves of a visiting
mrse service, at no additional oost, where this service is cva.ugblo

by ths insurange company.

Booklets on such subjeots as "Care of the Baby®, *First Aid®,

*0Overweight and Underweight®, *Health, Happinna'. uil Long Life*,

"#Cooking®, and others are distributed free to insured employees.
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OUP LIFE INSURANCE a<fem

- e
I3I~"s -.I

agoef ad

The company has mede it possible for you to secure 1life insur- * ggol

[~ ™Y —

o =

ance at 50¢ per month for eaoh $1,000. The balanos of the cost of the eg E 3|

DT =

insurance {s paid for by the company. § g“gl

°l

In oase you should be permanently disabled before resohing 60

yoars of age, monthly or yearly benefit payments will be made ocovering =9-
. z
the amount of your polioy. Should you die while ocarrying this insurance, ‘:‘§
your survivors will be paid the amount you are insured for, However, Qﬁ
£
any smount paid previously for permanent disability will be deduoted ig
from the amount of the insurance in case of death. g
: "
You may be insured any time after six months of continuous _-:E
servioe with the oompany. No medioal examinstion is nscessary, providing ;}g
B
you apply for the insurance before nine months of continucus servioe . j}
bave elapsed. '-;a 5
. a E
At no additional ocost under this plan, you may avail yourself r 3 :

of & visiting nurse service, furnished by the Visiting Nurse Association

in looalities where the-Association operates.

- s

8hould you be 1njurod‘ while at work, you will receive weekly

Z10ZST

" benefits for lost-time in accordance with the State law governing suoch -
. oisess Consult the Industrial Relations Department for information on -

this subjoqt.

et ns et e gt miman Se L e -
FN e e s e e s A e R . - o
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V- SOCIAL SECURITY

014 Are end Survivors Insurance

If you have been & qualified worker, the Soolel Seourity
Aot will provids you with an old-age income, payable monthly after
age 65 upon retirement, Yhen you receive old-age benefits, addi-
tional benefits will be paid te your wife if she is 65 years old
or over, and to your ohildren under 16 years of sge - or over 18

yoars of age if they are still in school,

Should you die at any sge, if you have the inonur)" *quar-
ters of ooverage® (ocalendar quarters in which you are paid $50 or
more), benefits will be paid to your widow when she reaches 65
_yoars of age, to your ohildren until they are 16 years of age -
or over 18 yoars of age if still in school, to your widow of any
age if she has such children in her ocare, or to dependent parents.
if they are 65 years of age - provided you leave no widow or

ohild under 18 years of age.

These bensfits are pnid'tron & fund built up by taxes on
your wages and on the company, the oompany oontributing half of
the total amount paid, Claims for benefits should be filed ﬂ.th.
the nearest Sooial Security Board offioe, wb;.oh will furnish the
nsoessary pepers and give any help needed. The service is free,

and it is not neceasary to employ anyone to help.

You receive mores in benefits from this plen than you have
paid in taxes under the Soolal Seourity Aot, and usually more
than you oan get for yourself by putting away the same amount of

money to proteot your old age or in case of your death,
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g235Z
SEZz
B g223)
f m ent Ins oo 30 —
- I~"5 :l
s r
An unemployment compensetion law provides for weekly pay- > o ,I
Q. o -
=4 =
{ ments in case you ere laid off or lose your job, provided you eg E al
i S X =
quelify under the provisions of this law, These payments oome .5’ g"gl
L4
from a fund made up of taxes oollected from oompanies operating l
within the State. Suoch payments are not equal to your regular pay,
but they will help to tide you over until you can get baock to fg-
w
d
work. '@
! ~
. o'(‘-\’
£
To olaim these weekly payments, you should report to the g}
nearest State Employment Offioe end apply for work, so thats you g
enr
may got & Job, if possidle. You also should register a olaim :P
vy
for out-ofework payments in case you do not get a job. After a ;'g.'
>
speoified waiting period, if no job is found, you should begin Gg‘;
»
to reoceive weekly out-ofework payments through this same eaploy- 'E J
> §
ment offioce. ? f
iy

a curl umbeyr

—ap—

Make sure that you keep your sooial seourity ascount
_ mumber in & plece where you can always find it. The number will
be good as long as you live, “hen you or any of your family
file & olaim for bensfits, the number will identify your aoccount

end help to estadblish your claimse

210ZST|

Statement of Acocount

To verify the amount of wages being oredited amnually t6 "
your Sooial Security Account, it is suggested that in July of
each year you fill ocut Form OAR = 7004, "Statement of Old-Age

Insurance Acocount?, whioh may be secured from your nearest

.m.

5,
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£2573
- 3 o d
28388
A Statement of Acgount  (Comtinued) = .:’.. o
| 3T
' agefo
Social Security offioce. Mail this card to the Social Seourity > 2’;0
-
. o P
Board, Bureau of Old-Age Insurance, Baltimore, Maryland. oo 3 g
3 e F—
(Pigures for a previous year are not available until July of the 33 §
[ ]
next year).
By following this procedure ennuslly to cheok the amount ‘ 3N-
z
of wages oredited to your Snolal Security Acoount, you will de ‘:‘§
oertain of receiving the benefits dué you aocording to the 2£
L 9]
Sooial Seocurity Law, ‘8{
33
E ;;
>
I
245
*x
»
£d
= §
1a E
1 Y ¢

e
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SECTIN X

EYTLOYEE SERVICES

REEAIRING OR_REVODELING A HO'E

It is the poliay of the company to help you repair or improve
your home through the use of J-M materisls.

You mey use this plan 1f you own & home or 1if you l1ive in & home
owned by e relative whose finanoial odligations are not too great to ine
eur an additioml tuobtgdm-c.

Under this plan the eatire oost of & hame improvement jod is paid

for by the eompany, and the cost can be repaid to the company through
wage deductions over & poriod of sonthe.

All Johns-Manville materials purchased under this plan will de
seld to you at a discount, the amount of which depends upon the material

purehased.

If iuterseted ia this plen, eonsult with your department heed for
full particulars. ‘
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If you wish to build & susmer dwslling, you may take advantage of

finaneial sssistance through the Johns-Manville Deferred Payment Plan,
providing you meet certain requiresents. '

If you ovm your own home, or 11ve with relatives who own their om
home, you may use this service provided you.and the relative who owns the

residence property jointly obligate yourselves for the finanoing of the

32
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10_SUMVER DWELLING (Continued)

oonstruection, A down payment of at least 10% of the cost of the
summer dwelling is required, and the meximum amount that may be

financed is $1,500,

If you are interested in this plan, ssk the Industrial Relations

Departaent for further information,

d ) v

If you wish to pruchase Johns-Manville matsrisls for your own
use, your foreman will tell you how to secure them, Cocmpary products
are s0ld to eaployees at substantially lower prices than regular ocus-

tomers pay.

SALE OP OPSOLETE MATERIAL

Matsrials manufuctured by the oompany whioch have beocome obsolete

»Ivnuuo of ohanges in ocolor, sise, and cther specifications may be

dought for oash at greatly reduced prices for employes use,

Any oompleting materials, such as nails and cement whioh might

-

go with a sale of such obsolete products, will be charged for at regu-

lar employee prioes,
The Industriel Relations Department will bs glad tn give you a
1ist of the materials availadble and the ocost.
- ® «FT R .

A nonthly pioture newspaper kuown as the *News-Piotorial® is

distributed each month to all those in the plant,
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¢ « YNEWSw ORTAL® (Continued)

The publication {s produced and sdited by and for employees.
It reports on sooial activities of jobholders and their families,
athletio events, and news of general interest. The photographs used
in the "News-Plotorial® have been taken by J-M amateur photographers,

several of whom have won prizes in a company-wide photographic contest.

Company viswpoints on matters of current interest are expressed

in the editorial soluan.

BULLETIN BOARDS

Bulletin boards are located in all departments in order that
you may keep posted on important informetion. You should lock at them
frequently so that you may be advised of offiolal notioces and other

information of interest,

Any material for these dulletin boerds must have the approval of
the 100l mansgement befors being posted throughout the plant.

SQUARTER CENTURY CLUB
The oompany honors length of service through membership in the
Quarter Century Club whioch is oomposed of Jjobholders who have worked

for Johns-Manville for 25 years or morse.

. Bach employee, upon completion of a quarter of a oentury of
’ ’ L {,)“/-, ) -
employment, is presented with a dcwe].:ci watoh in reoognition of his
nrﬂooﬁvith’the companye At the present time there sre more than 300

menbers in this organization,

S e e W N B . . N
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SECTION XX

FLART INPORMATION

ACCIDENT COMFEVSATION

1. Is there a Yorkmen's Compensation Law in your state?
2. Is there a waiting period before benefits are paid?
3. How long are benefits paid?
Unt{l judged able to return to work by company dootor?
Until granted permanent disability award dy
State Aoccident Commission? Or wh?
4o If employee suffers permanent disability:
¥Yho determines what disability has been suffered and amount
of monsy to de paia?
Is permanent disadility payment made regardless of whether
or not employee resumes work?
Will any ocapensation paid previously be deducted froam per-
manent d1sability payment?

&

ATIQNRILES (Baployees')

1. Yhere is the parking area located?
2+ Must oars be left in a designated space in the parking area?
3. Are oars permitted within the immediate fuoctory area?

As Is thers sny speed limit on ocompany property?
S« Do oar lioenses have to be registered at the plant emch year?

6. Are gasoline end oil sold on company property?
* Where?

At an employees' disoount?

=35~
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agoef o
1. Do you allow "oell time® at your plant, i.e, time allowed :gg‘;l
O -~
0 o3I =
for employees who report for work where none has bdeen g f' fad 3 I
o a3

provided? 3=° § I
2. If no work has been provided, what is the preotice followed? '

3. If an employee reports and does some ‘vork requested by the -

R ;Yj-
company, what {s the praotice? £§
[

4. Should employess punoh the time olook:
Even though they may be sent home without working?
Even though they work a oouple of hours?

le Are there any employee olubs at your plant?
2. What are the names? \A

.’o ﬁs‘t'uo the soofal, recrestional, or athletioc facilities?

O SR BY by ~
s . o
oy rn‘now Sworynegl w:i:’:;\&f}v

4. What are the sotivities?
5S¢ Where do these groups meet? Clubhouses?

6. Where may information be secured?

COTLEINIS

[}

1. Explain briefly what an employes should do if he has &

L10ZSF

ocomplaint,.

SREDIT UNJOR

les Is there a oredit union at your faotory?
2¢ How does it operate? (ive the story.

3. Do l:.Vi;IGl earn interest?

.“.
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o ’ ' ' 2373
3823
' -2 ]
SToxo
CREDIT UNION  (Continued) R 3 3|
(o ]
o a.
. g3
4. How may shares be purochased? §: B gl
c O 3
5. Does the orgenisation pay dividends? S 5
2353
[ad =]
°|
BATING PACILITIES
3]-
le Is there & ocafeteris at your plant? £§
Where is it looated? ‘2
. o
2¢ Are there any food vendors or lunch wagons servioing the §tg
plant? i 3
What facilities do they have availadle? ¢ #
Where should orders be left? . ,_fg
3. Are there any lunch rooms in the plant where employees may 3}3
-
eat lunches brought from home? * j}
Where are they looated? ;t'“ [3
Ao Is there any milk delivery at the plant? ? F
&

Where should orders be left?

- LLOZSr

5« Are there any vending machines throughout the plant?
What do they oontain?

6. Where may information on these services be accursi?

ELECTIOR BOARD SERVICE
Jury Duty
1. Do you grant time off without e break in continuity

.
&
2

of servioce? In servioe reocord?
2. Do you allow any pay for suoh & pericd? How muoh?
3¢ Whom should employees notify upon undertaking such
sotivity?

4+ How much advance notice should be given?

«37-
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1le la there a designated pleace of entrance?

2+ Are passes or buttons required for identification?

A ON

1s What are the speoifio rules in foroe at your plent which you
wish brought to the attention of employees? (Tardi-

ness, fighting, soliociting, use of intoxicants,

ganbling, eto.)

ZIRE PROTECTION

1. If a fire 1s discovered in the plant, who should be notified?
2+ "hat are the fire signals -« or are they posted throughout the
) Pleat?
3¢ Are there any fire-fighting instructions = or are they posted
~ throughout the plant?
e Are there any instructions regarding the summoning of help
outside the plant?
Se What should be dons in case of fire on nights, Sundays, or

hol 4days?
6, What 1s plant orgenization responsible for fire protestion?

EOLIDATS

1¢ Is the plant closed for reguler work on official holideys cf

the company?
2. What are these days?

3¢ If work is necessary on these days, are premium wages paid?

-%-
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BOLIDAYS (oontinued)

4« With what shift, or at what hour does the holiday begin?

Whet is the time duretion of the holicdey?

JNCENTIVE WAGES (Bonus Work, Piece Work, eto.)

1. Is there a methcd of inoentive wages at your plant?
2. How does 1t operate? Where may further information be

seocured?

LAY=OITS

1, Por what length of time will ocontinuity of service remain
unbroken?
2¢ Is the length of the lay-off deduoted from the emplayee's
servios reocord?
3« If an employee 1s reoslled to his regular jodb, what will be
his rate of pay?
If recalled to another job?
If recelled to any work after ocontinuity of servioe record
has deen droken? _ A )
&« What is your polioy l-irogard to an employes who refuses the
Lirst job offered to him upon reocell?

LIVING ACCONODATIONS
A. Houses )
1. Are there ocompany houses availabdble for employees?

2« Yhat is their looation?
3¢ What feoilities are provided?

-” -
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N LIVING ACCOMVODATIONS
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(Continued)

4. Ronts and method of collecticn? Sales of houses to
emplcyses?
5« How and where should application be made?

Be. Single Living Quarters
1. Where are they looated?

2¢ What are the availadle froilities?
3. Bow and where should aprlioation be mado?
Mo Costs or rents and how colleoted? Also doard?

10T AND FOUYD

.1¢ Where should inquiry be made?
2+ What is done with unolaimed artiocles?

MEDICAL SERVICES

le Doss the plant operate a hospital or dispensary?
If not, -ﬁt are the arrangements to render first-aid

treatment? )

2+ Upon injury, what prooedure should be followed?

3. Are the servicos of a dootor availabdble? )

4o Are there any nurses in attendance?

5o What should be dom'night;. Sundays, or holidays in case of
injury, if the medioal department is closed?

6o Are employees allowed to oconsult the medical department om .

non=ooocupational acoidents or illnssses?
If 80, is there any speoial procedure to follow?
7+ Is » physiocal re-examination noooQur} after an absence?
After how long?
aljfe
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v 58 e
- L= 1 nI
< om
EACKAGES SoFe :l
> -
g8 o
le What {s your polioy oconoerning oarrying packages into the : g‘ g: I
[~ d (] il
plant? 283 I
3333
2. What ie your policy oonoerning cerrying packages from the 2° gl
- [
plant? I
33-
RASSES Iz
§
1le Do you use passes or identifioation buttons for employees o™
. 3
entering your plant? ‘i?
20 What are the regulations covering their use? ‘g
?
'y
3%
m §}§,
D x
1s Yhat is the payroll week? When does it start and when does c j
it end? 0‘3 §
)
2+ Vhen are pay cheoks issued? » Y f
. -, ¢

3. How are they distributed?
be If an nyloéoo is not working on pay day, how and where
. mey he seoure his check?
' 5. !_'f.td'nn;o_ notice of quitting is not given, when are final
- poy oho;kl tesued? - .

[

Z10ZSr

1. What s your prosent polioy on wage rates when trensfering

I & man temperarily to & job paying less than his .
regular rate? ¥

2¢ What is your present polioy on wage rates when transfering
& men temporarily to a job paying more than his

regular rate?

wile -
§ -
. F
-
Et
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(Continued)

FROMOTIONS AND TRANS FERS

3. Por how long is & job temporary? Define temporary and pere
nenent transfers,

. What s your present polioy o:; wage rates when transfering
& man permanently to a job paying less than his
regular rate?

S5« What is your present poliocy on wage rates when transfering

‘ & man permanently to a job paying more than his
;ognhr rate?

6. me' is your polioy on wage rages if an employee is trans-

fered back to his former job?

SAEIX
1. Are there any special instruotions conosrning this (other
" than the section in goneral polioies) that should
be printed in thie dbook?
2. Where may safety shoes be purohased?

SBO'IR AND LOCKER ROOS

1.'Aro' thou. thess facilities in your plant for employees?

2. Where are they looated?

3. What are the regulations gmmlng their use?

§. Mhat oohtx:ol over this oqnipuont’dou the oompany exsroise?

SNCKING

le Where in the plent is smoking allowed?

-

42.
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I1ME CARDS

1. What {s the time limit on punoching the time card dsfors the

v

shift begins?
2+ Should the time oard be punched ®out® and *in® for lunoh?

3. Waat is tho pemalty for failuro to punch the oard?
Is it necessary to ssoure approval, in this csse, before
time may be allowed?
By whou? |
§o What is the pemalty for punohing "in® late?
5. What is the penalty for punohing "out® early?

YISITING

1. Do you perait inter-departaent visiting?
2¢ Do you allow vigitors in the plant? What is your poliey?

" WAQGE _CARGES
Do you wish to montion how rates may be changed?

Through a general wage revision?
When promotion is earned to a better jod?
. Through merit inoreases on the job?

WACE RAIES
(It was felt that ratos themselves should not de given, as
they are subjeot to change, which would necessitate roprixitu:g
the manual)

A Biping Rate
" 1. What is your definition of your hiring rate?

T b3
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Your foreman will be glad to talk to you at any
time on any of your problems. Ask him adbout enything
you do not understand. He will give you all the ine
formation he oan, or will refer you to the proper de-
partsent or person who will be able to help you.
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