





1. The BULLETIN BOARDS are
the official means of communication with
employees. Notices zaffecting the em-
ployees will be posted on these boards.

2. The sale of tickets, the circulation
of subscription lists, the carrying on of
raffles or games of chance of any descrip-
tion, or the solicition of contributions,
except for Liberty Bonds, Red Cross
and other patriotic purposes, are pro-
hibited. Agents or solicitors are not
permitted within the plant.

3. Cameras are not permitted within
the grounds except when accompanied
by a properly authorized pass.

4. Additions and changes to rules and
regulations will be issued when neces-
sary.

5. Employees are requested to be
careful in the handling and using of ma-
chines and tools required by them. Ma-
chines should always be left clean and
in good condition. When furnished with
special tools they should be returned to
the tool crib and reports made at once
of any defect or breakage in such tools.

WORKING HOURS AND
ATTENDANCE

6. Working hours for the various
shifts will be determined from time to
time as found expedient and publication
made accordingly through the foremen
and the Bulletin Board.

7. The time for starting or stopping
work refers to the actual time in the
Department and not the ringing of the
time clock. Employees are expected to
be at their places of work at the time
given for starting and stopping.

8. Employees arriving after starting
time will be considered late. Employees
late will be allowed to register but will
be paid for the time worked, which will
be computed from the quarter hour fol-
lowing registratiop.

9. Foremen and Timekeepers will ob-
serve the regular hours of their Depart-
ments and must be in their regular places
promptly and will be held responsible
for the enforcement of these regula-
tions.

10. Employees wishing to leave the
Department during working hours or at
noon, not intending to return that day,
shall first obtain permission from their
foremen, who will issue a pass.

11. Employvees unexpectedly detained
from work because of sickness or other
causes, should find some means to no-
tify the Employment Department, who
will in turn notify the Foreman.

12. In case an employee is absent for
three consecutive days his card will be
taken from the rack and a pay slip made
up by the Foreman. When the employee
returns to work he must be reinstated
through the Employment Department.
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13. Employees when late are request-
ed not to remain away from work until
noon or for the entire day, as it is bet-
ter: to come to work late than to lay off
a half or a full'day.

TIME CLOCKS

14. Employvees will regularly register
on the time clock four times each day.
1st—Starting time [n. 2nd—Lunch time
Out. 3rd—Lunch time Tn. 4th—Quit-
ting time Out. Those working overtime
will register in addition: 5th—Extra [n.
6th-—Extra Out.

15. Department Foremen and Time-
keepers shall see that all employees are
properly instructed in the use of time
clocks.

16. Failure to register your time will
be the loss of the employee as the pay-
roll will be made up according to the
time registered on the clock card. Em-
ployees failing to register must have a
card O. K.d by the Foreman or his De-
partment head.

17. Employees attempting to change
their registration on the time card, or
registering the time on the card of an-
other employee will be subject to imme-
diate dismissal.

S ATENVIARES ST AV S R @GR
CLOCK CARDS IN THE RACK.~

PASSES AND BADGES
'19. Every employee will be furnished
with a photographic pass and holder

showing his name, departinent and clock
number, which must be shown to the
guard when entering the plant. . These
passes will be furnished by the Employ-
ment Department and any passes lost
will be charged to the .employee losing
same at $1.00.

20. In addition an [dentification
Badge will be furnished all employees,
which are to be worn on the upper left
hand side of the outer garment at all
times during working hours. This Badge
is for identification only and will not
bhe of any use as a pass to the plant.

21. Loaning entrance passes or badges
to another person for any purpose is
strictly forbidden. In the event of any
employee loaning his pass to another
for entrance into the factory, he will
be prosecuted to the full extent of the
law.

22. If an employee loses his pass or
badge, he must report same at once to
the Employment Department, when the
loss will be investigated and a new pass
or badge issued to him.

23. Employees must enter and leave
the factory only through entrances pro-
vided for that purpose.

TOCL CHECKS

94, Tool checks will be issued to em-
ployees as required.

25. When an employee leaves the em-
ploy of the Company he will be charged,
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at cost, for all toeols that have been
taken out on his checks that are not
returned to the tool crib.

26. Any tool checks lost will be
charged to the emplovee at the rate of
25c for each check.

PAY DAY

27. Payment of salary or wages due
is made weekly on Saturdays for the
week ending the previous Saturday. In
other words, the first pay drawn by an
emplovee covers the time from the day
he begins work up to and including Sat-
urday, which amount is pavable on the

following Saturday.

28. No payment of salary or wages
earned will be made in advance of the
regular pay day. In cases of urgent
necessity, conier with the Welfare De-
partment, which will make advances in
deserving cases.

29. Only those who are actually at
work will be paid on pay day (Satur-
day). Those who are not working on
Saturday will be paid the following Mon-
day between 11:45 A, M. and 12:15 P. M.
at the time office.

30. Emplovees desiring to leave the
employ of the Company, who want to be
paid in full at the expiration of their
service, must notify their Foremen at
least three daws prior to the time they
wish to leave. IT WILL. ALSO BRE
NECESSARY FOR THEM TO WORK

R, Sy,

THIESE THKEED IDAYES, T meecce
pay in full it will be necessary to have
all tools turned into the tool crib and
tool checks, passes and badges turned
into the Tool Check Room in the Em-
ployment Department, to enable the one
in charge of the Tool Check Room to
give the emplovee a proper clearance on
his pay-off slip. Any tools that are not
turned in will be charged to the em-
ployee at cost.

3l. No pay will be given any person
other than thé ome to whom it is due,
except upon written order, properly
signed by the one to whom it is due,
accompanied by that employee’s pass
and tool checks.

ABSENCE

32. An employee desiring to absent
himself from the factory should notify
his Foreman at least one day in advance.

33. When unexpectedly detained from
work on account of sickness or any
other reason, notify the Employment De-
partment at once.

34. Any employee desiring to leave
the factory during working hours must
secure a pass from his Foreman, regis-
ter his time on leaving on his clock card,
and report to the Employment Depart-
ment.

35. During the war times every em-
ployee is urged to be absent from his
work just as little as possible. Your
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work will help win the war and it is
most important that you rémain steadily
on the job.

SAFETY FIRST

36. There are always accidents in a
large factory and in a great majority of
cases are due to carelessness of the em-
ployee. The following Safety First
rules. if strictly adhered to, should tend
to reduce the number of accidents:

1. BE CAREFUL—Careful habits
are worth more than safety ma-
chines.

2, BE SAFE AND EFFICIENT—
Careless men are neither.

3. NEVER TAKE CHANCES—
When in doubt, take the SAFE
COURSE.

37. Tt is your duty to report to your
Foreman every unsafe and dangerous
condition you see.

38. Report immediately to the First
Aid Room all injuries, no matter how
trivial they may seem, as a slight scratch
sometimes leads to blood poisoning if
not given proper attentiomn.

39. Always stop machinery before re-
placing a belt, and never go bDetween
two. dangerous machines to save a min-
ute’s time.

10. Never leave boards containing
nails to lie with points up. Turn them
over, or better still, remove them out of
the way.
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41. Loose ' neckties, . sleeves, ragged
gloves or other loose clothing must not
be worn about moving machinery.

42, Riding on trucks through aisles
is strictly forbidden.

43 \“’\’restliug, throwing of material,
or fooling about the shop is also for-
bidden.

44, Cleaning, oiling or adjusting a
machine, or gauging work, shall not be
done while the machine is in motion.

45. Oiling loose pulleys, countershafts
or clutches shall not be done without
first throwing off all connecting belts,
except when performed by regularly as-
signed oilers.

46. Tools or machinery not in work-
ing order shall be reported at once to
the Department head or assistant, and
work should be stopped at once by the
operator until the faults are corrected.

47. Employees shall not remove or
make ineffective any safeguard around
or attached to machinery, vats or pans,
while the same are in use, unless for the
purpose of immediately making repairs
thereto, and all safeguards so removed
shall be promptly replaced.

48. Operators are positively forbid-
den to wash their hands in alcohol, ben-
zine or turpentine. These liquids are
highly inflammable and serious burns
might result should an operator come in
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contact with a spark or gas flame while

the hands and arms are wet.

49. Employees shall not handle or
use materials of a dangerous nature, ex-
cept as specially directed by a Depart-
ment head.

50. Electric light cords shall not be
tied to any part of a machine or fixture.
I'f the position of the light is not satis-
factory the Foreman shall be notified.

51. Operators shall see that the floor
near them is kept as clear as possible.
Aisles and passageways shall be kept
clear of all materials.

52. Conversation shall not be engag-
ed in while an operator is running a ma-
chine, and employees are forbidden to
interfere with or distract the attention
of another so engaged.

53. Do not turn on electricity or op-
erate any electrical apparatus without
first making sure that no one is in a po-
sition to be injured.

54. All employees, except workmen
duly authorized, are absolutely prohib-
ited from working upon or tampering
with any electrical machinery, wires or
apparatus.

55. Oweralls are liable to spontaneous
combustion, that is, will take fire, and
must not be packed away in drawers or
tool boxes, but spread out on a bench
or place where you work.
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56. Throw all dirty oily waste into
cans furnished for that purpose.

57. In order to preévent accidents in
trucking material, each Department head
shall see that the helpers who handle
the trucks in each Department do not
block the aisles. In trucking material
use care to keep at a safe distance from
employees operating machines.

58. Employees shall be careful to fol-
low exact instructions given by Depart-
ment heads and their assistants.

59. Employees shall not make any
changes in any tool, fixture or machine
%Vit}éout the approval of the Department

ead,

60. Never do anything, or permit
anything to be done which may cause
injury to yourself or a fellow employee.
Take no chances. If accidents should
happen, any injury, no matter how slight,
should be reported immediately to the
First Aid of the Employment Depart-
ment, which will furnish bandages and
procure proper medical or surgical treat-
ment. Do net wrap up cuts in dirty
rags.

SMOKING

61. Lighted cigarettes, cigars or pipes
shall not be carried into the building nor
shall they be lighted before leaving the
building. (State Law.)
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