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SECTION I 

EOREWORD 

It s the purpose of this booklet to help you understend your 

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

Your satisfaotion will depend a great deal on how muoh you 

1ike your work and the conditions under which your work is done. It 

ic iaportant, therefore, for you to understand those things which 
affeot your job and conoera your employment in any way. 

A Study this booklet carefully. It coutains our methods of 

work and qxphiu how they relate to your job. By following the in- 

foru'uog ;tyou throughout these pages, it is ocur hops that your eme 
ployment here ‘\Avith us will give you & great deal of satisfpotion. 

. Ask your FPoreman about anything you do not undexstand. He 

will be glad to help or advise yous 
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SECTION II 

ROROUY 

sJohns-Manville® to many people suggests building materials. 

Others think of filter aids, industrial imuhtions.‘ ocements, ptokfign. 
sound~oontrol products, electrical or friotion materisls, and so on. 

Fow realize that Johns-¥anville {s such s diversified manufecturer, 

meking and marketing well over a thousand products of wvaried cmpon}- 

tion and designe ‘ 

The company was founded in 1858 under the name of th_o H. W, 

Johns Compeny. It was looated in a New York City dasement wh;u ’H. w. 
Johna and & helper made roofing from satursted wool felt, burlap, ‘ 
manila paper, piteh, and asbestos. The equipment to u;!;o this roofing 
consisted of an oil stove, a tea kettle with a flattoned spout, end an 

ordimary olothes wringer. 

In this process, ths felt, burleap and paper were guided h}to 

"the clothes wringsr, while pitch was poured from the kettle upc;n the 
fntermediste layers. Then the upper surface of the combined layers 

was ooated with the pitch and a layer of asbestos fiber imbedded. The 

mixture was finally rus through the wringr again to fix the asbestos 
firaly to tho‘mrftoo? Since the ccating for finishing roofs was 

‘black and ocustomers demanded other colors, paint was entered as s side 
Iine. 

In 1892 several competitive companies were merged, and the 

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

" 1898, 

. . wdw 

<
9

 
s
r
h

 
B

 

o 
e. 
5 
@ 

= 
3 
® 
a 

o3 FZ 
cao®o 
goad 
Fe®0 
« e @m 

oFa_ 

-~ o P 
F S5 
so.3 
) 

I3 = es_3 
S e T — 
o a3 
30®® 
Lad « 

L. J 

1]
 

W
 
a

a
n

T
 D 
A

y
 

vp
er

h
y 

w
o 

S
N

0
y
 

< 
g

 
4

 

"{
M

 m
‘o

\w
w

 S
O

 m
 

Johns-Manville, Your Job with Johns-Manville, Draft Employee Handbook (1943)
ACL Doc 24541 · Page 8 of 51

Published by AsbestosClaims.Law

asbestosclaims.law/library/24541/8

https://asbestosclaims.law/library/24541/8


Th 1901 the Menville Covering Company, organized during 1886 in 

Milwaukes, norgo;l with the H., ¥, Johns Manufeoturing Company under the 
firm pame of the H. ¥, Johns-Manville Company. In 1920 the {nitiels 

were dropped and the name ohahged to Johns~Manville, Incorporated, 

A further reorganization took place in 1927, end the ocompany 

assuned the neme of Johns-Menville Corporaticn, It was at this time 

that the company changed from a privetely-owned organisation to s 

oorpmtion’;)f widespresd public controle Today, Johns-Manville is 
owned by nearly 8,000 stookholders in many walks of life throughout 

the United States and other parts of the world. 

o In the poriéd of over eighty years from 1858 until the present 
dtt;. the personnel of the company has grown from its first two em=- 
ngéoo;. H. ¥, Johns and his helper, to a working foroe of over 
11,000 people. 

Advanoing by modern means of production, merchandising,” distrie 

bution, and continuocus research backed by s nillicn-&olhr‘ laboratoryse 
the largest of its kind in existence, Johns-lanville has iWod 1ts 
.actlvi:ti..n .to ‘manafacture ocountless products for varied markets throughe 
out the world. - ' 
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The Johns-Manville Motories and Mines are loocated sty 

Alggeniria, Indiane 
Asbestos, Nuebeo 
Chryscotile. Aritoma 
Jarratt, Varginis 
Lompoa, California 
Los Angeles, Californis 
Manville, New Jorsey 
Varrero, Louisisna 
Moll Donok, Belgium 
Nashua, New Hampshire 
North Billerice, Messachusetts 
Pittsburg, Californie 
Redwood City, Califernia 
Riohmond, Indiana 
*atson, California 

- Waukegan, Illinois 
geliencple, Pennsylvanis 
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SECTION III 

BFLOEE POLICIES 

All of us in Johna<danville are united together in a competie= 

tive undertaking for the purpose of manufscturing and selling over 

1,200 products. These must oompete not only with similar products of 

other sompanies, dut also with many types of materials that can be 

substituted for ours. The success of our business thersfore depends 

upons our ability to give customers more for their money then competi. 

tors can. 

In order to do this, it is necessary that we work together in 

sutual understanding and eonfidences The company believes that satis- 

fastory relations between mansgement and emplayees requirs respect and 

ecnsideration for eaoch other's problems and viewpointe. It is on this 

basis that the following JobnasManville employee policies have deen 

duilts 

To give esod applicant for a job with Johns~ianville a 

fair and equal ehance to qualify as an employee, 

To give all employees equal opportunities for develope 

sent and sdvanoement, 

To maintain reasonable hours of worke. 

To maintain fair and adequate wage sohediles and methods 

of payment, 

‘20 provide safe and healthful working oonditions. 
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To promote & friendly and co-cperative relationahip 

among all groups within the coapany. 

To guarantee tc all eupiuyees the right to oonfer with 

mansgement individually or collectively on matiers concerne 

ing thsir own or the ocompany's interests. 
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EVPLOTENT so.a 
Sop > 
O e 3 = c O ., 3 

3asz3 ENPLOENT FLICT 325 
- 

JohnseYanviile makes no disoriminetion against any ons beoause 

of his race, religion, politiocsl belief, or membership in any lawful -J- 
- 
ry organisation, It is the policy of the company to make its praoctices "§ 

uniform in epplication among all employees. gfi 
S I 

i) 
SITIZENSEIP i , o2 

. ‘ $ 

Por over 80 years, Johns«Manville has progressed as sn Amerioan ,_-;"?: 
. s 

organisation, oontinually upholding the Ameriocan way of doing things, 3}3 
- 

It 1s therefore the policy of the company to give preference to Amerioan t f 
. oitisens in the seleotion of new euployees for employment in the United .,.‘5. % 

States, and to emooursge and sotively assist any alien employees already ? E 
& 

in our servive to beoome Ameriosn oftizens, 

HIRING ACES - 

" It 48 our prectioce to consider the minimum sge for employment 7 

flwmomfiuiomoora@., ceL .- , ‘ 

There is no maximum hiring age because the oompany resognizes. - ~Z
10

ZS
P|

 
the inv;ifigblo worth and skill of those with long experienoce. 

MARRIED WOVEN 

In the hiring of female oflplq'ooa. the oompany does not believe 7 
in disoriminating egainst married women. - Female emplayees are hired 

without regard to their marital status. 

.7- 
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EVPLCYEE RATING 

To provide & basis for promotions and transfers and to gsuge 

the ability of eaoh employes, everyons is rated sccording to s definite, 

systematioc plan. This plan is bassd on an individual‘'s workmanship, 

dependability, cc-cperation, safety habits, initiative, leadership, and 

attendanos. These ars all important factors used in determining the 

oapability and value of an smployee. 

The plan is designed so that every one may be reted consistently 

by his {mmediste foreman in consultation with the foreman's responsibie 

l1ity head. Kew employses are rated six months ‘after employment and 
s 

yoarly thersalter. Regular employses are rated once each yoar. These 

records are confidential, dut employees may review their own ratings 

“with thetr foremsa. 

EROVOTIONS 

Vacenoies are filled by promotion fram within the company whene 
ever this is possible. Promotions are based on merit, involving ability 

to handle new work, capsoity for additional responsibility, anslysis of 

past and present ratings, length of service, education and training. 

LAY=OFFS 

" Bvery offort 1s made to arrange production sohedules so that em- 
ployment may be made as continuous as possible throughout the year. 

Through the activities of the Forecesting and Soheduling Department at 

~ General Hn.ilqnnrtor'. o;los estimates are ocordinated with production 
plans to keep production schedules on as even s scale as jouiblo. 
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LAY-OFFS (Continued) 

However, when production falls off to the point where a reduc~ 

tion in the working foroe must be considered, hours will be reduced and 
. 

Zho work spread among the greatest number, This polioy is cerried out > 
as long as it can be done logioally, with fairness to the grestest ! 
oamber of workers, and in complianocs with goed management praoctice. 

' . 

If the lack of business should ocontinue, a new operating sohedule 

will de established and the number of jobs to be filled is then deter- 

nined. Under this sohedule, those eaplayees with ability and experience 
and who have long servios records are retained. Those with less abdility 

or less experience and who have a limited service record are laid off. 

11 eaplayess laid off for reascons beyond their oomtrol, are 

plased on & recall list where they ars subjeot te re-employment as soon 

as oonditicns permit. h 
e 

AECALL_(B_REHIRING 

Then it Yeoomes nacessary to add to the working foroe, those 

whose nemes have been put on the recall list are given pi-otoronoo. ‘Re= 

'hiring from this i1ist is done in reverse order, the last man to be laid ' 
off bdeing the first one recalled, provided he is oxpof-ionqod and qulitiod 

for the job available, 

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

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

© quently re-employed, any prior service record will be osncelled. 
—— * --_"/, e B o e I 

If there is no one available from the recall records, it is our 

policy to employ looal Amerioan oitigens, preferably those of long 

residence who own their homes. ‘ ) . 
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{ Continued) RECALL OR REWIRINQ 

It will be necessary for any ons laid off for a period up to 
e trm——— 

thirt! d_n_za to be passed upon by the Vedioal department before resuming 

work., After a ley-off periocd longer than thirty deys, a ccmplete re- 

exaaination may be required upon re-employment. 

SETARATIOND 

It is our praoctice to interview sveryone whose emplayment with 

-the ocmpany is terminated for any reason. All company property must be 

returned, otherwise the employse will be charged for it. Final pay 

shecks will be given ocut by the Industrial Relations Department. 

Ro Quarter Century Clud member, an employes with 25 years or 

nore of servioe, msy be seperated from the oompany without the spprowal 

of the President of Johns-Manville Corporation. 

CHARGE OF JDDRESS. 

- Be sure that your correct address and telephone nunmber sre on 

f1le in the fiployunt Office. Changes should be reported proaptlys 

Yhen reoords ars not ocorrect or incomplete, it fs diffioult, 

and in some osses impossible to recall employees after a temporary laye 

off. Other obvious reasons such as notification of femily or relatives 

1in oase of acoident or siokness necessitate oorrect addresses. 
’ 

JRECOMVENDING AFFLICANTS 

If you know of s person seeking employment who has speoial 

oapadilities and desirable personal traits, refer him to the Employment 

Office. 
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ec2@g 
§%§Ffl 

. KECOMVENDING ATPLICANTS (Continued) 22888 
§ 2 E g’ =~ 

The oompany is interestsd im qualified people recommended by a g- :_ 82 
ca® 

enployses Who would like to join our organizations §' *8 '3.—2 
(-] 

3zZ5 
You should feel free to recommend suoh persons with the assurance ~*° °g 

[ ] 

that they will be given econsideration when positions in their field are 

‘opens 1 - 

23 4 ., ! . . - 

5 . & 

e e T . - } / a 

— ’ Y T ,’,Q; . o . .t 3 
e s . 

LS ' ' 28 Cfr"""" DTl s 
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SECTION V 

HQURS _ANDATTENDANCE 

YORKING HOURS 

Johns<Manville has established the basio 8 hour day and the 

S day week. If you are requested to work longer than these hours, it 

is decause of sn emergency. Yhenever you are asked to work more than 

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. 

Beocsuse of seasonal demand or other umtuotnring conditions 

beyond the control of the company, the working day and the work-week 

My vary., 

Each employee 1s required to be at his respective place of 

work promptly st the beginning of his shift, and to remain there until’ 

the end of his shift.. In order to avoid misunderstanding, any exoeption 

st have authorization from your foreman, 

) You are expected to be regular in attendance, becauss unsxoused 

absences interfere seriously with work and production schedules. If 

you are sbsent without notice, your department is handfoapped until / 
, [ ¢ . 

someons oan be seocured to fill your job, . ( /2,»,{, Gn f/bztmb Ll 

If you are taken {11, have an accident, or for any other reason 

are unadble 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, 
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CONTINVITY OF SERVICE 

Your continuity of servioce 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 

1\/\/ % must be obtained in each cuse. Service oredit will be allowed 
)/ up to six calendar months, dut will not be oredited to an em- 

/"\f}( playee's length of servios record. - 

- -Abespoe Nithout Hotice 
~ 

' ’5‘ N If abeence 1s ocontemplited for any reascn whatever, 

\ ) xioti!y your foreman in advarnoe. Employees absent without notioe 

\P {\’)fi for ten working days will be separated from the payroll and all 
employes bensfits ocanoelled. 

If you are sbsent because of physioal dissbility, the 

Buployment Department should bde notified at once so that your 

servios record may be made continuous and employee benefits 

rensved . 

Resjxnation or Discharge 

' o Ruiguflofi or duohuge 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. 
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SUNDAY_TORK 

Sunday work will be performed only under oonditions requiring 

special forms of work such as rush orders, breskdowns, emergenoy repairs 

‘and 80 on. It is our policy to keep asctivity on this day to & minimum. 4 
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SECTION VI _.-_..':° o b 

I3ATE= 

WACE AND WORK INFORMAT ®sa_,a 
] 
e, 3] 
3325 <CT B/R 5 3o ® 

e 
\( The company believes in the prinoiple of colleotive bargaining. i 

> ‘ ~ Through its appointed representatives, the company will deal with -N- 

“,"; ; % representatives of the employees for oollective bargaining in respsot - ‘:0 

o %:\ ) N . ‘' %o rates of pays hours of employment, or working oonditions, if the ng 
. . DR b 4 ;\'- R . company is provided with satisfactory evidence that such employee S? 
R By representatives have been chosen freely and in good faith, 3 

Ny W . o 
Yo ?P 
NS }) Any individual or group of individuals may at ary time disouss 2 

. <L 

their probleas with the management. ;}g 
[\ 2l x 

3 

£d 
Q.BIp _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 Johnselanville'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 

* keep him out of one. 

¥
 %
 

SHRCK=QFF 
V@

g 
lk0

2S
P 

o Johnselfanville opposes the check-off beosuse the company believes . 

\> it to Ye an ummrranted invasion of an employee’s rights and an improper / 
\<\‘{ futerference wW-. ’ | J 

\ 
}\ 
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CHEGK-OFf (Continued) 

The oheokeoff would foroe ths company to deduct dues from an 

smployee's wages. If the employee did not wish to pay, the company 

would be compelled to take the money awsy from him or he would lcse his 

Job. Johns«Manville feels that this is wrong. 

The company bdelieves that an employee's ray check is his own per- 

sonsl property to do with as he ohooses. He oan spend it or take it 

home to his wife or give it away as he sees fit, If an eaployee wants 

to contridbute dues, that is hiz business, If he does not fint.to oone 
tridute, that also is his business., If he has been paying dues and /’) 

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

pey should not oovoern the company in eny way. 

WGES 

The oampany strives to pay the highest wages possidble, consistent 

.with fair prices to our oustomers and adequate profits for our owners, 
R - the stockholderse - 

Every effort is made to establish minimum wage rates in line with 

living Qo‘u. and to provide steady year-round wages with as few laye 
off's as possidle. 

0% pAYeNT 
You will be paid weekly by ocheck for the previous week's work. 

In oase pay day falls on a holiday, checks will be issued on the pre- 

eeding working day. Any matters pertaining to your wages should be 

taken up with your foreman. 
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EDYCTION 

Deduotions are made from your check in socordanocs with State 

and Pederal laws on Soolal Seourity and for other authorized purposea, 

end are itemized on the check you receive. 

JBJURED EMFLOYEES 

Should you be injured in the performance of your job after 

beginning work and because of the injury have to leave for the remaine 

der of the day, you will be paid a full day's weges for the dey on ’ 
- T T T et - . pa—-g 

e ———— 
- - 

. Which you were injured. 
L 

QARNISEVENTS AND WAGE ASSICNVENTS 

No emplqyee should make the company aot as a oolleotor of bills 

for a oreditor, and the management locks with disfavor upon those whose 

finanoial affairs are allowed to bdeoome so involved that oreditors are 

obliged to attach weages in order to secure payment of debts. 

‘Those eaployees who permit their wages to become attached by 

ereditors may be subjeot to loss of employment. Co R 

S8 _CLASSIFICATIONS 

Job olassifications and wage ratea ars estedblished for all 

hourly rate jobs. You are olasaified in socordance with the work you 

— 

/ 
/ 

poerform, and the rate paid conforms to those established for the olass- 

ifioation, 
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) ’ oo 3 e = 
o co o 

- 
~<*a /) 

Y ADVAYCE gz S = 

Pay advances are given only in oases of emergency since they g-: B = 
23,3 

oause considerable extra clerioal work and involve additional book- § = §§- 
20%°pn 

keeping expense. -~ e 

Any advance must have the approval of the loosl menagement. ) 

The reason should be olearly shown on ths request, and the check will fg- 
o 

be issued through the Industrial Relations Department. ' 2 
o 
z 

1 NERIDER 3: 
g? 

Overtime premiums shall be paid for work done on an hourly or ’p 
o K 

inoentive basis in excess of 8 hours per dey or 40 hours per week, at zg 
> 

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

£d 
No overtine premfum payment will be made twioce for the same o § 

& 

BATES OF FRODUCTION j 3 

The rate of produotion may be chunpd‘ from time to time on the 

basis of time studies made by the plant management. 

I
S

V
 

The rate of operation will be controlled on & bssis of fairness L1
L0

ZS
F 

‘ and aquity consistent with quulify and workmanship, sffiolenoy of opere 

' 

ation and the reasocnables working oax;aoitin of normal operators. i bt g, 8 

o 

e
 
—

—
 g |

 
4 

#
 { 

SONTINUOUS PROCESS OFERATIONS 

If you are on & oocutinuous process shift, you should be at your fi} 

plece promptly and remain there until your relief mate reports to take 

} 

[ P
 

over the responsibilities of the job. If he fails to report for work, 

-18- o t ; 
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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 lesst four hours' advance notice. 

Unless you are working on & job where & special ruling has been 

made to the oontrary, do not wash up or make preparstions to leawvo the 

building before the end of your work period. If you should do this, you 

would set & precedent which other eaployees would have a right to follow. 

This undoubtedly would lead to confusion and nisundo-utanding. 

£Qpoer 

The company assumes that those in its employ understand what is 
'\ xpected of them in the way of conduct, . 
AR, : 

However, it is pointed out that in order to prm aimable rela=- 

tionships, to avoid any fiioundantandin; with others, to profont a.ool"- 

dents, and so that o{ar work schedules may be satisfaotorily completed, 

you should give full consideration to the manner of your conduot during 

'votking ‘hours. . 

Your sttention is oalled specifically to various safety precau= 

. tions and other regulations whioch are in force. 

LEGISLATION AFFECTING EVFLOYWENT 
2 

There are many State and Federsl laws affecting hours of work 

«19- 
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N G_E! ¥ {Continued) 

and other conditions of employment, In crder that our records may do 

acourste, it is necessary that all work done be correctly reported, 

If you would like to know sbout any of the provisions of such 

legislation affeoting employment, ask your foreman, 
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SECTION VII 

SAFETY 

In the oconstruoction of its plents end in the arrangement of its 

maohinery, the company has given the utmoat consideration to the safety 

of its employees. Every effort has been made to provide safe places of 

work by the installation of adequate proteotive devices and equipment. 

SAFETY_CONDUCT 

You should rnlln’that the right way to perform a task 1s the 
safe way, ‘Your own safety and the safety of those who work with you de= 

jmxd on the menner in which you do your jobe Be careful at all times. 

Heed signs whioh give warning of dangerous places. Never do anything 

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

SAFSTY FRECAUTIONS 

You are sxpesoted to be xmfim- with the general safety pre- 
ocautions 11sted in the *Safety Pays* booklet which has been given to you, 

and to pay partioular atton;;zon to the safety notices posted throughout 
the plant, 

Your foremen will see that you are properly instructed when he 

starts you on a job, In the course of your work, whenever you notioce & - 

dangerocus 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. 
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The company has equipped ite machinery with modern safety 

devioces to give you adequate protection. Other safety equipment has 

been installed throughout the plant. Do not fail to use these safe- 
‘ . # 

guards, and under no circumstanoes remove them unless you are 

suthorized to do so. 

SAFETY GOCGLES 

Safety gogglea must de wora at all times when performing any 

work inoluding chipping, grinding, welding, or where dust and flying 

partioles may get into the eyes. This equipment is furnished by the 

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

SAFETY SFOES 

Safety shoes are sold at oompsny cost, and are recommended for 

Jobs where there is ary possidility of material falling and injuring 

the feets The 'shoes are made in several popular styles, and the toes 

are reinforoed with strong stsel boxes. According to aotual tests, 

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

a0l carofy shoes ars guaranteed bty the manufaoturer to be free 
from defects of workmanship and materisl, and either a representative 

of the shoe company or & competent JeM employee will see that you are 

fitted comfortadbly. 

Your foreman will tell you how to seoure them. 

LY 29 

Z1
0Z

ST
 

p
ow

)y
 B

uj
eq

 
u

ew
n

d
op

 a
y3

 j
o

 A
3

en
d

 
9

y}
 0

3 
en

p 
8]

 3
§ 

‘8
d

j3
0u

 
8

1
yl

 U
B

Y
l 

JR
a|

d
 

88
9}

 
8)

 
eb

ew
 W

iy
 o

yl
 J
 :

39
11

0N
 

vp
vr

h
y 

~
e

 
sp

n
m

o
y 

- 
C

p
t 

se
bu

viy
 S

ao
sim

sd
 

e
 

S h
ua

io
p i)

 
4

 
=

9
 S

rh
 

&Y
 

[
V

 

Johns-Manville, Your Job with Johns-Manville, Draft Employee Handbook (1943)
ACL Doc 24541 · Page 28 of 51

Published by AsbestosClaims.Law

asbestosclaims.law/library/24541/28

https://asbestosclaims.law/library/24541/28


SAFETY KATMARDS 

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

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

plant safety ocontest. FEach month s contest score sheet is posted on 

your builetin board showing the comparative standing of all plants. 

Cortificates of Merit are swarded to thoss departments whose 

smployess have worked without a lostetime aceident for & designated 

nuaber of man-hours. Ths number of man-hours varies for different 

departuents deponding on the mumber of employees in the department. 

SAFETX _ORCARIZATION 

The oompary employs a full~time Safety Engineer who directs 

the oompary's safety program. Ee is oconstantly working to prevent 

plant acoidents, and mekes periodio examinations of the company's 

plants to investigate working oonditiona so that your job may be made 

as safe as possible, 

Safety Inspeotion Coomittees have been organized at sll plants, 

and all departments are inspeoted monthly. Service on these oommittees 

includes jury duty to determine responsibility in oase of plant aooidents. 

All employees mest monthly with their foremen to disouss safety 

mtters conoerning their work, Unsafe conditions or practices should de 

{ reported to him immedistely. 

¥ERICAL SERVICES 

Should you be injured while at work, no matter how slightly, 
report to your foreman at once in order to be given medical sttention. 
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b S i e S 

SERVICES (Continued) 

Too much emphasis cannot be laid upon the necessity of oomplying with 

thie rule. The smallest ocut or scratch mey become seriocusly infeoted, 

rvesulting in loss of time from your job or even permanent disadbility. 

This service is provided by the company, snd ocsts you nothing. 

¥hy not take adventage of it? 
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SECTION VIII 

EEALTH 

The oompany sndeavors to maintain high standards of health by 

giving physiosl examinations to sll spplicants upon employment, and by 

re-examining all emplnoyees at intervals of three years or less. (ood 

health i3 one of your most prioceless possessions. TIhe physioel examin- 

lt@onu given by the ocompany are for your proteoticn in minimizing 

pwlioal ailments. This service is free, and ynu should be glad to 
take advantage of it. ' 

EIRST ALD 

First aid equipment and facilities are available to svery one 

while on duty. You are expeoted to take full advantage of these med- 

10al services by seeking immediate treatment for any injury. Make sure 

that you take no ochanoes,. 

EEALTH _OROANIZATIOR 

The oompany maintains a fulletime Industrial Hygiens Engineer 

who worke constantly towards the maiutenance cf healthful working oone 

"ditjonse. His responsibilities inolude surveys and inspections of all 

the plants at periodic intervals thraughout the year, 

TLANT _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 - 
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SEXKCE {Continued) 

refuse is placed in the trash reosptecles and by keeping your working 

area in a olean and orderly condition. 

HEALTH HARITS 

Por sanitary reasons, be consoiocus of your own health habdits. 

Avoid spitting on the floor. Help keep the rest rooms, wash and looker 

rooms olean. You should show the same consideration for others as you 

would wish them to show to you, 

SALL TADLETS 

Cortain operations in hot weather cause high temperatures in 

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

salt tadlets loocated near the drinking fountains. These salt tablets 

will help to restore the body mineral dalanuve, lost through excessive 

porogiutlon. 

PAINKING WATER 

In every building there are drinking water fountains conneoted 

to & ofiroulatory system whioch pipes in speocially tmfcd water, Preshe 
ness, oleanliness, and wholuouanon‘ are assured st all times., As an 

aid to good health, drick plenty of water, 
P 

BESEIRAIORS 

Regpirators are supplied for all cperations where needed. They 

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

.fi- ) 

i,;k
oz

sc
i 

B
 

§ 
i 

3 i
 

\l(
' 

39
11

0N
 

.
 

-
 

po
w

(iy
 B

uj
eq

 
w

sw
no

0p
 e

y3
 J

o
 A

3e
nb

d 

81
y3

 U
BY

Y 
JB

9|
d 

88
9)

 8
} 

ob
ww

) 
w

yy
 o

y3
 g

 

o
Y)

 0
3 

en
p 

8|
 3

| 
‘a

d
j3

0u
 

b &
[]

 
"
9

 
~N

e 
S

N
0

y
 

. 
W 

Sw
er

ine
y 

»m
nw

}g
‘)h

af
 Py

l 
1

7
4

 
V

p
 

U
 

9
 

3
+

h
 

&
y
 s

 b
uw

y 

z
 

L 
I
 

t =
 

Johns-Manville, Your Job with Johns-Manville, Draft Employee Handbook (1943)
ACL Doc 24541 · Page 32 of 51

Published by AsbestosClaims.Law

asbestosclaims.law/library/24541/32

https://asbestosclaims.law/library/24541/32


SECTION IX 

Ol cl 

To help you in onse of sickness or injury and to aid you in un- 

employment or old ags, there are several privileges of which you es an 

eaployes may take advantage. If you are interested in further details 

regarding any of these benefits, consult with the Industrial Relations 

Department who will bde glad to give you sdditional informatiou. 

Through an srrangement with & major insurance company, Johna= 

Nanville is adle to offer you a plan thh[} ibersl insursnce benefits, . 
S e e S ’ 

covering insurance for injuries or ill hesith suffered while not at 
H 

worke You are eligidle for this insuranos efter six months of oontine 
. TiA e &L , 

uous servioe, provided you\hsvo not reached ssventy years of ege. 

The weekly ocost ranges froa 10¢ to 20¢, depending on your hourly 

rate, and you will be paid a weekly bLenefit of from $8.00 to $16.00 

after a waiting period o{ seven days. The company will pay the balanoce 

of the total ocost of seouring these benefits. 

Those insured under this plan may awvail themselves of & visiting 

narse service, at no additional oost, where this service is availadle 

by the insursande company. 

Booklets on such subjects as "Care of the Baby®, *First Aldv, 

*Overweight and Underweight*, *Health, Happinns'. uil Long Life*, 
"#Cooking®, and others are distributed free to insured employees. 
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ov FE_JUSURANCE 

The oompany has made it possible for you to secure life insure 

ance at 50¢ per month for each $1,000. The balanss of the cost of the 

insurance is paid for by the company. 

In oase you should be permanently disabled before resching 60 

yoars of age, monthly or yearly benefit psyments will be made ocovering 

the amount of your polioy. BShould you die while oarrying this insuranoce, 

your survivors will be paid the smount you ars insured for. However, 

any amount paid previously for permanent disability will be deduoted 

from the amount of the insureanoce in case of death. 

You may be insured any time after six months of ocontinucus 

servioe with the oompany. No medical exsmination is necessary, providing 

you apply for the insurance before nine moaths of continucus servioce 

bave elapseds 

At no additional ocost under this plan, you may avail yourself 

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

in looalities where the-Asscoiation operates. 

8hould you be (njurod‘ vhile at work, you will reoceive weekly 
" benefits for lost-time in accordance with the State law governing suoch 

. edses, Consult the Industrial Relations Department for information on 

this subjeot, 
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SOCIAL SECURITY g -4 : e :..' 
arre o -4 - *aya ‘ 

014 Agze and Survivors Imsurancs ae Z - 

Sag - T - 

If you have besn & qualified worker, the Soolsl Seourity S aa 2‘ 

Aot will provids you with an old«age income, payable monthly after 

age 65 upon retirement, Y¥hen you receive old-sge benefits, addi- 

tional benefits will be paid to your wife 1if she 18 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 ege, 1f you have the iuonury 'q'm; 
ters of ocoversge® (oalendar quarters in which you sre paid $50 or 
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more), benefits will be paid to your widow when she reaches 65 

P
y
 

_yoars of age, to your children until they are 16 years of age - '}
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S 

or over 18 yoars of age if still in school, to your widow of any 

age if she has such ohildren in her oare, or to dependent pareants. 
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1f they are 65 years of age - provided you leave no widow or 

ohild under 18 years of age. 

These bensfits are gtid‘frm s fund built up by taxes on 
your wages and on ths ocompany, the company oontributing half of 

the total smount paid, Clainms for benefits should be filed fl.th. 

the nearsst Scolal Security Board offios, wh;oh will furnish the 

L
1

0
Z

S
r 

nsoessary papers and give any help needed. The service is fres, 

and {t is not necessary to employ anyone to help. 

You receive mors in benefits from this plen than you have 

paid in taxes under the Soolal Seourity Act, and ususlly more 
than you oan get for yourself by putting ewsy the same smount of 

money to protesct your old age or in cease of your death, 
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e
 

m ent Ins o8 

An unsmployment compensetion lew provides for weekly pay- 

ments in case you ere laid off or lose your job, provided you 

qualify under the provisions of this law, These payments oome 

from a fund made up of taxes ocollected from oompanies eperating 

within the State. Suoh payments are not equal to your reguler pay, 

but they will help to tide you over until you can get back to 

worke. 

To olaim these weekly payments, you should report to the 

nearest State Dmployment Offioe and apply for work, so thas you 

my got & job, if possible. You also should register a olaim 

for out-of-work payments in case you do not get a job. After 

speoified waiting period, if no job is found, you should begin 

to receive weekly out-of=work payments through this seme employ- 

sent offioce. 

§oole] Socurity Humber 

Make sure that you keep your sooial seourity socoount 

_ mumber in e plece where you ocan always find it, The number will 

be good a8 long as you live. When you or any of your family 

file & olaim for benefits, the number will identify your sooount 

and help to estadlish your olaims. 

Statement of Account 

To verify the amount of wages being oredited annually t6 
your Sooial Seourity Account, it is suggested that in July of 

each year you fill ocut Form OAR « 7004, "Statement of Old-Age 

Insurance Aococunt®, whioh may be secured from your nearest 
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e e - 

Statement of Asgount {Continued) 

Sooial Security office. Mail this card to the Social Security 

Board, Buresu of Old-Age Insurance, Baltimore, Maryland. k 

(Pigures for a previous year are not aveilable until July of the 

next year). 

By following this procedure annually to cheok the amount 

of wages oredited to your §nolsl Security Ascoount, you will be 

osrtain of receiving the benefits dué you aoccording to the 

8o0ial Security Lew. 
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SECTIN X 

EVTLOYEE SERVICES 

REEAIRING OR REVODELING A HOVE 

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 if you l1ive in & home 

owned by e relative whose finanoial odligations are not too great to ine 

our an edditiomal indedtedness. 

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

for by the eompany, and the ocst can be repaid to the company through 

wage deductions over & period of months. 

A1l Johns-Manville saterials purobased under this plan will de 

sald to you at a discount, the amount of which depends upon the material 

purehesed. 

If futerested in this plan, eonsult with your department heed for 
full partieulars. ' 

If you wish to build & summer dwelling, you mey take advantage of 
finaneial sssistance through the Johns-Manville Deferred Payment Planm, 

providing you meet certain requiresents. ' 

If you oWm your own home, or 1ive with relatives who own their own 

home, you may use this servioe provided you.and the relative who owns the 

residence property jointly obligate yourselves for the finanoing of the 
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BUILDINO SUMER DWELLINCS {Continued) 

oonstruction. A down payment of at least 10% of the cost of the 

summer dwelling is required, and the maximum smount that may be 

financed is $1,500, 

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

Departaent for further information, 

P =} ./ 

If you wish to pruchase Johns-Manville materisls for your own 

use, your foreman will tell you how to sscure them, Compary products 

are sold to eaployess at substantially lower prices than reguler ocus- 

toners pay. 

SALE OP OBSCLETE MATERTAL 

Matsrials manufaotured by the oompany whish have beoome obsolete 

»Ivnuuo of olanges in oolor, 8ise, and cther specifications may be 

bdought for oash at greatly reduced prices for smployes use, 

Any oompleting materials, such as mails and cement which might 
- 

go with a sale of suoh cbsclste products, will be charged for at regu~ 

lar employee prioss, 

The Industriel Relations Department will bs glad tn give you a 
11st of the materials available and the cost. 

- =F1 » 

A monthly pioture newspaper known as the *News-Piotorial® is 

distributed eaoh 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 information. You should loock at them 

frequently so that you may be advised of offiolal notioes and other 

information of interest, 

Any material for these bdulletin boards must have the approval of 

the 10cal mansgement before being posted throughout the plant. 

SQUARTER CENTURY CLUB 

The oompany honors length of service through membership in the 

Quarter Century Club which is oomposed of jobholders who have worked 

for Johns-Manville for 25 years or more. 

. Bach employee, upon completion of a quarter of s oeatury of 

smploynent, is pr‘onntod with a d'cw"e‘i:& watoh in recogniticn of his 
nrfloofivith’the companye At the present time there sre more than 300 
menbers in this organization, 
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SECTION X é’g#g_:.‘ 

*Syo 
FLART _INPORMATION as 3 

O v 3 = 1:0"3 
3 e T = 
o o3 
2e°2 

1. Is there a Yorkmen's Compensation Law in your state? 

2, Is there a waiting period before bensfits are paid? -22' 
3. How long are benefits paid? Zg 

Until judged sblae to return to work by company dootor? ;’f_" 

Until granted permanent disability award by i% 
State Accident Commission? Or whm? : 2 

8+ If employee suffers permanent disability: ._?%‘: 
¥ho determines what disability has been suffered and smount 23 g 

of money to be paid? ,““3 
Is permanent disadility psyment made regardless of whether .;_E“ ‘g 

or not employes resumes work? , ? E 

Will any oompemsation paid previously be deduoted from per- 

manent disability payment? 
4 

AVIQUBILES (Saployses') 

1. Where is the parking area loocated? 

2+ Mast osrs bo left in a designated space in the parking ares? Z1
LO

ZS
F|

 
3. Are oars permitted within the immediate fuotory area? 

bs Xs there sny speed limit on company property? 

5+ Do oar licenses have to be registered at the plant each year? 

6. Are gasoline an2 oil sold on company property? 

Where? 

At an employees' disoount? 

-35- * 
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1. Do you allow "oall time® st your plant, i.e. time allowed 

for employees who report for work where none has deen 

provided? 

2. If no work has been provided, what is the preotice followed? 

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

‘ company what {s the praotice? 
4. Should employess punch the time olook: 

Even though they may be sent home without working? 

Bven though they work a oouple of hours? 

le Are there any eaployee olubs at your plant? 

2. What are the names? ' . 
'S, What-are the sooial, nonatimu; or athletio feocilities? 
1'% fit*aro the sotivities? 
5S¢ Where do these groups meet? Clubhouses? 
6. Where may information be secured? 

SOTLEINIS 

1. Explain briefly what an employes should do 1f he has a 
somplaint, o 

CREPIT UNIOR 

les Is there a oredit union at your faotory? 

2¢ How doces it operate? (ive the story. 

3. Do l:.Vi;IGl earn interest? 
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’ fi g23 %3 
ER | 
©F300 

CREDIT UNION (Continued) 3372 
agoef o 

®gga 4. How may shares be purochased? §: B gl 
c O 3 

5. Does the organizstion pay dividends? = = 5 
s2e® pl 
(ad (=] 

°| 
BATING PACILITIES 

3]- 
1. Is there a oafeteris at your plant? ;fi § 

Where is 1t looated? ‘2 
. o 
2¢ Are there any food vendors or lunmch wagons servicing the §tg 

plant? i 3 
What facilities do they have available? g & 
Where should orders be left? . ,_fg 

3. Are there any lunch rooms in the plant where employees may }g 
- X 

sat lunches brought from home? 

Where are they looated? ‘ 

X
9

 
S

h
h

 
Y

 

&
y
 s
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bu

wy
 

4+ Is there any milk delivery at the plant? 

Where should orders be left? 

5« Are there any vending machines throughout the plant? 

What do they oontain? 

6. Where may information on these services bde szcurci? 

ELECTION BOARD SERVICE 

Jury Duty 

1. Do you grant time off without e break in ocontinuity 
~ 

LL
O

ZS
r 

of servioce? In servioe reoord? 

2. Do you allow any pay for suoh & pericd? How muoh? 

3. Whem should employees notify upon undertsking such 

sotivity? 

4+ How much advance notice should be given? 

«37- 
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1le la there a designated place 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 drought to the attention of employees? (Tardie 

ness, fighting, solioiting, use of intoxioants, 

gamdling, sto,) 

EIRE IROTECTICN 

1. If & fire 1s discovered in the plant, who should be notified? 

2. ¥hat are the fire sfigmals ~ or are they posted throughout the 
) plent? 

3¢ Are there ary fire-fighting instruotions - or are they posted 

~ throughout the plant? 

e Are there any instructions regarding the summoning of help 

outside the plent? 

S. What should be done in case of fire on nights, Sundays, or 
hol idays? 

6 What 1s plant orgenisation responsible for fire protection? 

EOLIDATS 

1e Is the plant closed for regular work on official holideys cf 

the ocompany? 

2. What are these days? 

3¢ If work is necessary on these days, are premium weges paid? 
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BOLIDAYS (oontinusd) 

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

What is the time duration of the holicey? 

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

1. Is there a methed of inocentive wages st your plant? 

2. How does 1t operate? Whers may further information be 

secured? 

LAX=OMTS 

1. Por what length of time will oontinuity of servioe remain 

unbroken? 

2¢ Is the length of the lay-off deduoted from the emplcyee’s 

servios reocord? . 

5« If an smployee 18 recslled to his regular job, what will be 

his rate of pay? 

If recalled to another job? 

If recelled to any work after continuity of servioe record 

has Deen droken? ) _ ) 

&e Yhat is your polioy m regard to an employes who refuses the 

first job offsred to him upon reocall? 

LIVING ACCONODATIONS 

A. Houses ) 
1. Are there company houses available for employees? 

2. Yhat 1s their loocation? 

3¢ ¥hat fecilities are provided? 
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LIVING ACCOMVODATIONS (Continued) 

4. Ronts and method of eolleoticn? Sales of houses to 

employses? 

5+ How and where should application be made? 

Be Single Living Quarters 

1+ Where are they looatad? 

2¢ Yhat are the availadle fmoilities? 

3+ Bow and where should aprlioation be mado? 

Ao Coats or rents and how oolleocted? Also board? 

LOST ARD FOUFD 

.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 murses 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 oonsult the medioal department om . 

nonw=oocupational socoidents or- illnesses? 

If 8o, is there any special procedure to follow? 

7+ Is u physical re-examipation nooeisur} after an absenoe? 
After how long? 

alife 
0 st e e i PR . [, . e 

21
.0

ZS
r|

 
po

w
jy

y 
bu

je
q 

u
ew

n
d

o
p

 e
y3

 J
o

 A
yj

en
b

 

81
y3

 u
e

y}
 J

Ee
|d

 
85

9|
 

8I
 

'W
) 

W
iy

 8
y3

 J
 

:3
D

11
0N

 

94
3 

03
 e

np
 s

y 
3|

 ‘
9d

)3
0u

 

_
o

 

: 
‘»

v 
N

 
N

0
 

- 
“m

t 
sm

bo
srr

y 
sum

r 
s
 

S
 

o
 e

t 
¢

 
4 

P
p

u
o

 
€

9
 

S
h

h
 

Johns-Manville, Your Job with Johns-Manville, Draft Employee Handbook (1943)
ACL Doc 24541 · Page 46 of 51

Published by AsbestosClaims.Law

asbestosclaims.law/library/24541/46

https://asbestosclaims.law/library/24541/46


' g2353 
e 
©Fee0 

EACRACES FaFsy 
s r 

1e What {s your polioy oconocerning oarrying peckages into the : g‘ a4 : I 
S~5 '——'I 
a3z3 | 

2. What ie your policy ooncerning oerrying packages from the ** 8 
- [ 

plant? I 

30- 
BASSES g§ 

2 
1e Do you use passes or identiffocation buttons for employees oTM 
. 3 entering your plant? ‘i? 

20 What are the regulations covering their use? ‘g 
? 
'y 

3% 
D x 

1. Yhat iz the payroll week? When does it start and when does c j 

1t end? 0‘3 § 
1> ) 2+ Yhen are pay ochecks issued? : Y f 

. L ¢ 

3. How are they distributed? 

be I an anploy;n is not working on pay day, how and where 
. may he secure his check? ) 

' 5. !_f.sdhn;q notice of quitting is not given, when are final 
- Pay c!iékl tesusd? . . 

e
 

Z
1

0
Z

S
r 

. EROWOTIONS AND TRANSFERS 

1. What s your prosent polioy on wags rates when transfering 

" man temporarily to & job paying less than his 

regular rats? 

2¢ What is your present polioy on wege rates when transfering 

& man temporarily to a job paying more than his 

reguler rate? 

wile 
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FROMOTIONS AND TRANS FERS (Continued) 

SAFETT 

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

nenent transfers, 

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

regular rate? 

S« What is your present policy on wage rates when transfering 

‘ & man permanently to a job paying more than his 

;ogulur rate? 
6. me' is your polioy on wage rages if an employee is trans- 

fered dack to his former joW? 

1s Are there any speoial instruotions oonoerning this (other 

" than the seotion in gonoral poliojes) that should 
be printed in thie book? 

2. Where may safety shoes be purchased? 

SHO"ER_AND LOCKER ROQIS 

l.a‘Arov tharc. thess facilities in your plant for employees? 
2. Where are they looated? 

5. Mat are the regulations émmin; their use? 
§e Mat oohtx:ol over this oqnimont’don 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 punohing the time card dsfors the 

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 seoure approval, in this csse, before 

time may be allowed? 

By whoat | 
. What is the pemalty for punching "in® late? 

" 5. What is the penalty for punohing "out" early? 

JISITIRG 

1. Do you permit intor-dopartmht visiting? 
2+ Do you allow vigitors in the plant? What is your polioy? 

" WAQE_QHARGES 

Do you wish to montion how rates may be changed? 

Through a general wage revision? . p 

When promotion is emrned to a better job? 

. Through merit inoreases on the job? 

WAQE BATES 

(It was felt that ratos themselves should mot de given, as 
they are subjeot to change, which would necessitate reprixiting 

the manual) ' 

A Biping Rate 

" 1. What is your definition of your hiring rate? 
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WAGE RATES (Continued) < @em 
337 2‘:' o -— 

ag*8 o 
2. Is there any information concerning this that should o, a | 

S 
be given to your employess? 8z 2 51 

3 T = 
B. Minimum Base Rate aza gl 

1 © 

°| 1. What is your definition? 

2¢ Hrwr are saployess raised to this rate from the hiring rate’ 

C. flg‘b Blt@ 

le What is your definition? 

3
 

2, Bow oan emplayees earn this rate? 

. 3. Any speoial intormation they should have? 

Ao State whether jnb rates are fixed amounts or brackets? 
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le When does it begin? -E 

2¢ When does 1t end? ’: 
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ASX_YOCR_FOREMAR 

Your foreman will be glad to talk to you at any 

time on sny of your problems. Ask hiam about enything 

you do not understands He will give you all the ine 

formation he oan, or will refer you to the proper de- 

partsent Oor person who will de able to help you. 
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