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Background

The Altavista plant of Klopman Mills is a large plant (540,000 square

feet under roof) involved in the dyeing and finishing of polyester piece-

goods. The plant is owned by Burlington Industries, a highly diversified

corporation which is the world's largest textile producer (6% of total US

market sales). The plant started in 1949 as part of Klopman Mills, Inc., a

private company. In 1961, when Burlington Industries acquired the plant,

cotton goods were dyed and finished; subsequently cotton blends were

added. Currently, the principal fabric dyed and finished at the plant is

100% polyester, which is used for bottomweight items such as pants.

The plant currently employs 1,300 nonunionized people. The plant

operates three shifts per day, 5 days per week. For preparatory, dyeing,

and finishing processes, there are 60, 130, and 90 production workers,

respectively, per shift. The annual employee turnover rate for this plant

is 20%; according to plant personnel, this is relatively low compared with

the turnover rate for the textile industry as a whole.

Each week 2 million yards of fabric are dyed and finished. The plant

uses 5 million gallons of water per day in its dyeing and finishing opera-

tions and 100 tons of coal per day to make steam for heat generation. The

plant has its own sewage treatment facility, which uses activated sludge

for secondary treatment.

Before visiting the production 'areas of the plant, the team met with

plant personnel to discuss the plant's background, operations, and other
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relevant topics. The walkaround portion of the visit included all pro-

cesses dealing with dyeing and finishing processes, the warehouse, and

three laboratories (the plant laboratory, the division dyeing laboratory,

and the research laboratory).

Survey of Operations

There are three phases involved in the dyeing and finishing of

textiles, ie, preparatory, dyeing, and finishing. A diagram showing the

order of activity at the Altavista plant is shown below:

Greige Goods ~ ~

(a) Preparatory Department

Preparatory
Department

Storage

Dyehouse

The most common preparatory process for polyester is boiling-off or

scouring. Chemicals used for boiling-off were mixed in the nearby prepara-

tory chemical-mixing room. This room consisted of several kettles and

tanks, a barrel of Fe-60 (a chelating agent based on ethylenediamine-

tetraacetic acid), and a barrel of ~oda ash. The floor in this wet process

area had a plain steel surface, which could cause slipping.
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The plant has six boiling-off units (Figure 1). This process involves

soaking the fabric in a tank containing a dilute alkaline solution of

sodium carbonate and Fe-60 at 200 F. On the surface of the scouring

solution were many polyethylene balls slightly smaller than tennis balls.

The function of these balls was to reduce steam release. In addition, they

protected workers from mists and vapors, conserved energy, and reduced

steam jet noise. A canopy exhaust hood was positioned over the trough

containing the scouring solution. Canopy hoods are generally considered

less effective for open troughs than is control ventilation at the source.

Furthermore, if certain manual operations at the tank are required, expo­

sures may be aggravated by a canopy hood. However, no measurements of air

movement were made, and because the ambient humidity was not high enough,

the escape of the vapor column from the canopy hood could not be

estimated.

(b) Dyehouse

In this area, dyes are mixed and fabric is dyed. Dyehouses consist of

drug rooms and dyeing areas.

(1) Drug Room

Dyes are stored, weighed, and mixed in the drug room. The plant

had a separate dye storage and weighing room where barrels of powdered dyes

were lined up against the wall. The floor was made of brick, which is

relatively slip resistant. This roOm was the only air-conditioned part of

the plant's production area; it had no local exhaust ventilation. The dye

3
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Trough

B

FIGURE 1. (A) Boiling-off machine. (B) Overhead view of boil­
off trough containing polyethylene balls.
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formulas were computer generated and written on slips. The workers weighed

the appropriate amount of dye, placed it in brown paper bags, and labeled

the bags. The bags were then placed on a carousel and passed into the dye­

mixing room. Dye dust observed around the ledges could cause problems if

inhaled. In addition, a weigher not wearing a face shield or respirator

was seen consolidating the dyes from two containers (a procedure that

generates dust). The dyer washed dye off his hands with a mixture of

pumice stone and bleach (Clorox), which could cause skin irritation.

The dyes are mixed with water or carriers in the dyeooomixing area

of the drug room and then fed to the dye becks. At the Altavista plant,

this room contained medium-sized kettles (2-4 feet in diameter) in which

the dyes were mixed with water. The plant purchased dyes containing a

dispersing agent added during their manufacture. The powdered dye was

added to the water, and the dye solution was thoroughly mixed. Since the

kettles were located above the floor level, catwalks were positioned to

allow easy access.

Three persons were mixing dyes in this area, which seemed extremely

noisy. A plant representative stated that the excessive noise was caused

by a faulty pump bearing; this was confirmed by the visiting team.

(2) Dyeing Area

At the Altavista plant, the polyester material in rope form (con­

tinuous loop) is usually dyed in a closed-system pressure jet beck. Dyeing

was done by passing a fast-moving stream of pressurized dye liquor onto the
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fabric. The dye liquor temperature was raised slowly (5 F per minute) up

to a maximum of 260 F. The complete dyeing cycle lasted an average of

4.5 hours. Only a few of the plant's 52 dye becks were in operation during

the visit.

At a beck that had just stopped, a worker without gloves was handling

the wet fabric while opening the seam to break the loop. This routine

procedure, which is normally done after each dyeing, is a potential source

of exposure to dyes and auxiliary chemicals on the wet fabric.

There is no lockout/tagout procedure for maintenance personnel

entering a pressure jet beck. Workers do not routinely enter dye becks to

clean them.

(c) Finishing Department

The finishing department had an area for mixing of finishing chemicals

above the level of finishing units. The room contained various chemicals

and a scale. Here the chemicals were weighed, placed in paper bags, mixed

in troughs, and gravity fed to the padders.

The finishing areas contained a number of machines. The machine to

open the fabric from rope form and put it on rollers in open width was

barricaded with fluorescent orange guards. These alerted operators and

prevented other personnel from approaching the exposed fabric, which was

moving at a high speed. Other operations and machines removed nap or

selectively raised the nap.
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The visiting team observed the soil- and water-repellent finishing

processes. The chemical solutions were padded onto the fabric from a

trough. The fabric was dried, cured by passing through an oil/gas-fired

oven at 400 F, and rerolled. Operators were not normally stationed at the

hottest part of the oven. However, plant personnel stated that workers

have complained of heat stress during maintenance operations. A slight

odor of oil/gas combustion products noticed at the end of the oven was

called to the attention of the plant representatives accompanying the

visiting team. Plant personnel stated that for finishing solutions, Bur­

lington has substituted a crease resistance resin with less residual free

formaldehyde, thus minimizing exposure to formaldehyde.

(d) Inspection and Packaging Areas

The finished textile rolls were transferred by specially fitted

mechanical trucks to the inspection area, where they were visually

inspected for spots and defects. Spots were removed by hand spotting with

methyl chloroform. After inspection, the rolls were sent to the packaging

area. There the fabric was rolled around cardboard flats to a specific

yardage, cut, and then sealed with Krysallite (Allied Chemical Corp.)

shrink film. No smoke was seen during the heat shrinking and reeling

operations although an odor of heated plastic was noticeable. Packaged

fabrics were sent to the stock (warehouse) area and shipped.
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(e) Laboratories

The Altavista plant has three laboratories: (1) the plant laboratory,

where cloth is physically tested; (2) the division plant laboratory, where

dyes are matched for colors; and (3) the research laboratory, where new

dyeing processes and chemicals are tested. The laboratories were well

equipped with safety equipment (eyewash fountains, emergency showers,

shields, hoods, etc). Test-scale drycleaning and extraction operations

were carried out in locally exhaust ventilated laboratory hoods. Solvent-

resistant gloves were used during drycleaning.

Safety and Health Programs

Burlington Industries' safety and health policy is stated in its

safety manual (see Appendix A, p. 3), which is given to each new employee.

Additional occupational safety and health information is provided in the

medical service manual (Appendix B) and employee handbook (Appendix C).

These publications describe the policy, programs, and resources relating

to occupational safety and health that are available at the corporate level

and at each plant. In addition, each location has its own written safety

program tailored for the operations carried out there.

Burlington Industries' safety policy requires that each plant's cen-

tral safety couuni ttee meet monthly. At the Al tavista plant, this couuni ttee

is comprised of management and supervisory staff. It directs the health

and safety program, which includes safety instruction and education of
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employees, accident investigations, and review of proposed changes in

processes or equipment.

Each department has a safety coordinator and a departmental safety

committee that includes hourly-wage employees. Members of the committee

have monthly meetings and also conduct safety and health audits in their

departments. Their written recommendations (see Appendix D) are submitted

to the appropriate supervisor and the departmental committee. Membership

on the departmental committees and audit teams is rotated so that most

employees are directly involved during the year. A team from the corporate

office conducts biannual comprehensive safety and health audits to coor­

dinate an efficient safety and health program among all plants and to

develop criteria for corporate policy.

Newly hired employees receive 9 hours of classroom and on-the-job

instruction, which includes safety and health education as well as orien­

tation on company policies, regulations, and specific procedures. In the

job safety analysis (JSA) program, each task performed in a particular job

is outlined in written form. Instructions concerning maintenance of prod­

uct quality along with safe work practices are included in the JSA (see

Appendix E). Each new employee receives a JSA for his or her job. The

supervisor discusses with the employee how the job tasks should be per­

formed and what safety precautions are necessary to perform the task safely

(see Appendix E). There is no followup procedure for periodic retraining

of employees.
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Industrial Hygiene Service

Industrial hygiene service is provided by corporate industrial

hygiene staff from Greensboro, North Carolina, on request. Industrial

hygiene evaluations done in the past included the following:

o Heat stress in preparatory and dyeing departments

o Dye particulates in the dye-weighing and -mixing rooms

o Air contaminant generation from plastic sealing presses

o Carbon monoxide exposure from propane-powered forklifts used in

the warehouse

Specific concentrations determined in these evaluations could not be

obtained.

Burlington Industries' program for controlling excessive occupational

exposures is threefold: use engineering controls to keep exposures within

acceptable guidelines; institute administrative controls if engineering

controls are not adequate; and require that personal protective equipment

be used if neither engineering nor administrative controls are adequate.

The plant maintains sampling devices and monitoring equipment, including a

hand pump and colorimetric detector tubes for obtaining grab samples of

solvent vapors, a sound level meter, and an air-sampling pump. There is no

program to periodically monitor the workplace.
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Medical Surveillance Program

New employees receive a prep1acement physical examination, which

includes an audiometric hearing evaluation, urinalysis, eye examination

(including a glaucoma test>, and blood pressure test. The examination does

not include blood analysis, X-rays, or lung function tests. New employees

are also required to complete a medical history questionnaire. This is

used to avoid placement in a job that will aggravate a known or suspected

physical ailment. Employees are annually given audiometric testing (in an

in-house audiometric booth), a blood pressure test, and urinalysis to

detect diabetes. Appendix F contains employee medical examination forms.

First-Aid and Emergency Protection Programs

The plant operates a first-aid program and an emergency program

including a fire brigade. Several employees on each shift have taken the

Red Cross training course, and some employees are trained in cardiopul­

monary resuscitation (CPR). The plant employs a full-time registered

nurse. There is a first-aid mobile unit equipped with an electric-powered

cart with a stretcher and first-aid supplies. (An accident report form is

enclosed as Appendix G.) The members of the volunteer fire brigade are

trained in specific industrial fire-fighting tasks and the use of fire­

fighting equipment (fire extinguishers and water hoses), which is located

throughout the plant. A modified forklift fire truck is used to lift a

fire brigade member closer to the fire in order to more quickly extinguish

it.
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General Comments

The plant has a relatively elaborate safety program well supported by

corporate resources (including industrial hygiene services). Details of

problems addressed in the past indicate that the safety and health program

is effective and not nominal. Unknown composition and effects of proprie­

tary materials represent the greatest potential for unsuspected future

health effects. This problem is being slowly addressed, as time allows,

while more readily recognized potential problems are being solved (noise,

cotton dust, etc.).
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JOB SAFETY MANUAL







A well trained and safety-minded worker is the key to
a successful safety prcgram.
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Safety and You

It has always ~e!n Buriington
IndumiesJ policy to provide 3

safe and heait:ift:! plaC2 for
you to won<. it just makes
good ol.:slness sense for the
Company 'to assume this
responsibility. Today, all
employers are required to
provide a safe place of em­
ployment by the Occupational
Safety and Healt." Act of 1970
(bet""..er known as OSHA).
Both employers and employ­
ees have obligations under this
congressional ae:. which
became effective Aoril 28
1971. . '

Employers must comply with
QCC:Jpational safery and health
s-..andards published and
distributed under the act and,
in addition, are required to
furnish each of their employ­
ees a place of employment
free from recognized hazards
that are causing or likely to
cause death or serious physical
hann. Federal safety and
health inspectors enfores the
regulations set forth under
OSHA. During a visit to a
company work 10c3tion, an

inspector will determine
whether the Company is
following the OSHA regula­
tions. If he determines that
the Company is not comply­
ing, he can issue a cimion
which may cost the Company
monetary fines.

Em;:lloy'!eS are req~ired to
cort1?ly with standards, rules
and orders ap;:llicable to their
own actions and conduc-_ This
is partic:.:lariy m:e whera
protective devicas or cloti'les
are required. As an empicyee
of the company, you have
cartain rights under the ac:.
AssuranC2 of a safe and
nealtnflJl plaes to work is the
most important right.

If at any time, you are aware
ot a plant hazard that you feel
is likely to cause serious
physical harm or death, please
notHy your supervisor.

------":--- .~~
-------- ~~~_ii=

- =----:1
~-~~:·:':':-_.::..:.....::__7

Providing I SIi, place to wone is Suninq­
ten ClOi icy•
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Safety Organization
Every Burlington work loca­
tion has an established Safety
Organization. Most of the
organizations are set up as
committees of manage­
ment/supervisory personnel

4. ;.

and wage employees. The
committee has the responsibij·
ity for developing programs
and directing activities for
improvement of safety in your
WOrK location. Since
representation of wage
employees on the comminee
is usually rotated periodiC3lly I

you may be asked :0 serve on
the committee. AC::2pt this
responsibility willingly. People
just like you often make the
most useful contributions to
the committee's work. Being
"out in the plant" gives you
perhaps a better "feel" than
anyone else for weaknesses in
the safety program.

Md

The Burlington
Safety Program

As a me.."ber of the "Burling­
ton Team" your welfare is
of vital importanca to the
Company. As you work with
us, you will have the opportUn­
ity to par:icipate in our
safety efforts. With your
c:)operation, your plant safety
program will work.
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But even though you don 't
serve directly on the
committee, you do have a
direct line to the committee
through your supervisor~ Keep
the supervisor informed about
unsafe conditions or work
habits in your department. He
will pass your information
along to the committee or
personally see to it ti'lat
corrective action is taken.

Investigation of
Accidents
Cooperate with your super­
visor to help establis." the
"why or how" of an ac::ident.
To paraphrase the highway
safety slogan, "The injury you
prevent may be your own."

I
I .
!

Ewtv aa:i~t is irwestig;lt-el by me
supervisor. sc it won't IlllQOen .in.

Personal Protective
Equipment
To the extent possible. '1'Jery
job in Burlington is engineered
to protea empioyees agains::

hazards. Some jobs, however,
must necessarily reiy on
personal protec!ive equipment
as a last line of defense in
proteaing you. the employee.
Tne Company strives to offer
you the best ecuipment
possible. The wearing of this
equipment is Rule 3 of the 10
basic safe!,! ruies. All protect­
ive equipment required fer use
on the job will be sucplied by
the Company, unless such
equipment is accceptable for
street wear (such as safety
shoes). In this evem, you :TIay
purchase the equipment at
company cost. The Company
replaces all safety equipment
which becomes unusable from
normCil wear and tear. If in

;.,.. -.. ~ -
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your job you feel that you
need a cartain type of personal
protective equipment whic" is
not being supplied, tell your
supervisor. He can either get
other equipment for you or
make it known to his manag~
ment that better equ ipment is
needed. You can be sure that
corrective ac:ion will be taken.

Safety Inspections
Safety inspec:ions are con­
ducted perioeically on a
plant-wide basis by me plant
management or departmental
safety and health committee.
Most often these inscec:ions
are conducted monthly as a
matter of routine. These
inspections are done only to
find and correct unsafe condi­
tions or employ~ actions
before an accident can result.
You should realize, however,
that safety inspectors cannot
do everything. Tney may
easily overlook hazards during
their inspection. You should
assist them even though you
may not be on the inspec:ion
team. If you see or know of a
condition in the piant that
you consider unsafe, teil the
inspectors or your supervisor
about it. (This is Rule 2 of the
10 basic safety rules.) Your
supervisor will relay the
message to management. If
you are dissatisfied with an
inspection or if you teel that
the inspection did not discover

an unsafe condition you know
about. ask your sucervisor to
let you see the latest insceet­
ion report and results. If you
feel correction of an unsafe
condition is taking too long,
ask your supervisor about it.

Safety Talks with
Supervisor
As you continue your wor'/{
with Buriington you can
expect your Sl,;pervisor to have
periodic safetY talks with you.
The talks may be group
discussions involving the
whole shit! or an employe~

supervisor chat about safety
on or off the job. Tne ;:lUrpose
of these "safetY talks" is to
help deYelop "safetY minded­
ness" in you, the employee.

Your SUQef"VilOl' iJ intarested in your _ltV.

The more often a supervisor
can make you think about
safety on the job, the less
likely you will be to nave
aceidents.

:0., ,k•.¥;)::;za ~ 1" 4-_ e a-w (.. :;.
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To MtO vou I_rn !'low to worit -efV,
awlinqtOn~ IdUcauonal maurial.

Safety Promotional
Wterature
This bookiet is the fim safety
promotionalliterat'.Jr9 you
receive as a aurlington em­
ployee. More will be distribu­
ted periodically. Often this
literature will supplement
your safety talks with your

.supervisor. Safety signs and
posters will also be part of this
program. You are encouraged
to read this literature. As with
your supervisor's safetY talks,
the safety promotional litera­
ture is intended to develop
more "safety mindedness."

Training
Your regular job training
includes safety, usually indent­
ified as "do/s and dont's" in
performing your job. Pay
attention to this training.
Tnere are many plac!!s in all
Burlington work locations,
and any other location for

that matter, wnere you can be
severely injured unless you
observe me "do/s and dont's."
!.sam as much as you can
about how to do your job
safely. Surlington is also
involved in tim aid t:"aining.
You may be one of the em­
ployees to receive SlJch train­
ing. If so, you can become an
~en more valuable asset to
the Company and your fellow
employees. Fire brigade and
emergency resc-.Je procedures
are other examples of safety
training that you may be
asked to participate in as a
Burlington employee. Again,
your cooperation is needed to
make the safetY program
work.

Medical
Burlington is a forer..lnner in
t~e textile induS"'..ry for provid­
ing adequate medical care for
employees. The Company/s
medical program plays a large
role in maintaining a safe and
healthful working placs for
you. Tne majority of Suriing­
ton plants now have a full­
time nurse to assist you when
you become injured or ill. Use
this nurse. Tell her about
unsafe or unhealthful condi­
tions. She can help solve
problems.

Your plant nurse is well­
known at your plant because

.,,- . :." -.".. . ~~., ;..:
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she participates directiy in the
Company's program on
hearing conservation, respira­
tory illness caused by conon
dust (byssinosis), and c!'lemieal
hazards. In work locations
where a plant nurse is not yet
on staff, management works
with local medical profession­
ais to coyer plant needs. In
addition to professional
medical care at plants and
other work locations, Burling­
ton employs a corporate
medical director, a corporate
nursing staff, and industrial
hygienists to administer the
Company's medical and
hygiene programs.

~t medical can! and heaim ~ng
are iml)Onant pan:s 01 Burlington'S
s.tetv and HHlm program.
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A Final Word

Safety and accident ;:lrevention in your work location
are the responsibilities of !Nery employee, supervisor,
and manager at your location. It is Burlington
Industries' goal to be the absolute best in !Nery
endeavor in which the comoany participates.

A positive mental attit1Jde and cooperation on your
part toward safety and accident prevention is
expected by the c~mpany. Please remember .••.
"There is no sue." thing as an unpreventabie
ac:::ident."

Personal Notes





APPENDIX B

HEALTH AND SAFETY MANUAL





, -

IT'S UP TO YOU

KLOP~AN MILLS

DIVISiON OF 8LRUNCTON !NDL'STRlES !!!
ID.M

MEDICAL SERVlCES
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Welcome 10 Burlington
It!S e ;m',-:le<;e :c 7Velc~~e ycu to ~ur feci:-!.
.~..ll ci '..lS W:Il! to ::lake your jci:: WO'.± 5i,..;I1i::;-rcn
c:s er:.1cy:=:e OC :ewc==';""'lg' :s t'cssib~e.

We ~cpe ::-...:s ::oc=ook W".ll c:r.swer ::'l=:.y :i
:::e ~~es~=r'..s !.~=t ='=Y =ise =s yc::. =~::. °let:.:
wc:-~ :: yell ::~~e CL~er ~e~cr.s. ~c :'lot.. .
::e£:c::e ~c =5.( -{C\:: s-..;-per.r:sc:- =r ;erscr..=:el
represe::'!=::"'le fer :ssis!::::.ce.

It is :'~?c:-:c.::r:he: yeu u.--:ciers:c::c. 3urli.~;LC::
..... ,. . . . . . , ~

:-,::.:.1=:=5 == ;:=cec.:..;.:es ,=~c. :leW :::ey ::;;1"/
:0 ycu.
Y~1..:. =~ :lew·:;c:..-: of :he wor~ci's :"'~esL :extle
=:.c. :-.:.::-':':-.:.:e :e=:. oNe -ms:: you e ~o::;, =:.c
;iec.s=::! ==*!" ::s c: u=pcr:c::! ::er:"-=er :£ :::e
=~:~~cr: =:;=~::ncn.

"Wcrr:.; ~c;ether" is t:":=ncncl ~t.~ 3t:.:i::~=r:.

peopie. We ieel ±c! eac:: 0: us W".ll ::er:.et.!
=s we !::o,re !c:-Ncci =..!'lC c::ntiI'l:le 7lcr:C.::;
together::'l C -v'-;'-;cr::us ~C ;rc;:-essrle 7lC:Y.
Eurl:ne;tc~ :s :-ec~~eC :s :.~e :ecc.er ::: :.~e

text:.le =:.c ;''':''-:-.lr'~e :.~:~s::-:esl =fcc: ::ct ~:=s:c
on our S".:e =lone. :::1.;~ :r: :1:e ~~='rl ~i ocr
?eople c::c ;roci~=:s. C'~: c=~t:nueC s~==e~:.s
direc-.ly :-eic::ee :0 t.":.e c:;c?er::nve :ii:r-.s :: :::.:.:. . \ .. .
9!':lP!Oyees ~c :c :...~el: ;C:S ~enar :~=:'l =:..rcr:e
eise 1:: :'~e ~C1;.S::-y.

""IVe s~ec:k fer ~~C~~ :;f u=~ii::;:=r: ?c:c;:~e"
, '. - '.
1:: weic=r:-..:.::.g yCl;. :: .:.~:~;-:c::..

W:Jic::n 0:'" :<::;::::c:.--:,,-., _.
,-,,,,-:.c:...-:::c=:. :-':"SSlce!:!.

4
i

.s __ ~¥' ....__ A).
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F:-om =~odest b~.ninq~

cs c: one-pic::nt eper::tion.
3urli.~~Or.1-'1C:US!:'ieshc::s
g!'o~ to become ~~e "Nerlci's
lec:ciir.; :ex:iie proC:ucer.
Ir. 1923, Ioed ctizens L~

3urli.~gton.N.C., )oh~eC :''''le
lC:le j. 5per.eer Love in
build.i.~q c: sec:D textile rn.il.l
e!::?leyi.::g 60'..:.1 200 j:ie!"Sor-.s.
).s c: :-;u.e :0 :he c:::o.:u.-..l!y,
t.~e CCI::?=Y "NC::S :':.c::::leC
"Eu:~g"t'=n :.1ills. II

Too:::,"!, ±.e COI::?=Y cper~es

=e:.-e th= 100 fc::::"Jities ir. ti:e
U:-.iteC. Stoes witt: c:cCitor.c:i
=.c=luic:ct'..l=-_~~cper:=cns i::
ottler :OUI:'::"'les.

3u;'l.L~;:eI:. ::lc=.uic:ct.:.:es
prxll:-.s fer '=Ppc:rel. ~c::;.e.

'.' ~ ,=c: ~c.~!. i~ese ;rcc:~c-'.s

include: .~=::s c::c ~-;:c::"=i

fc:.:rics :or c.:ess. :elsu=e~C
work - fer ::len, 7Vc=en =:.c.
c:-..ilci:e!':.; seas =::ci ~csier"l~
c_ :"ets =:.6 :-..:.~S. :lpi:.clstez-!
iories, c=~enes~ci
::-..:r:=.::s, s~eets c:::c ;:tllow-.' . .c::ses, '::e"'-s?recc:s =c:.
==rr':or:ers. :c~·ej,s, piece
gocCs, ::lC:'..:.~:::::i =:lC:
~=s?Or:=or. :c:.::r.cs, ;lc::ss
:.ber ic:.::r"ics, r:.l::-.ir..u-e, lc::::~s

enc c.ecor=~"a -=c=essc~es.

3-u::l::<;1on's Cc!"?croe
Offices c=e lo."l G:eer.sCoro.
N. C. Mer::..:;'c:::6s"..n~

~ec:c~,;c::"!ers =e C1

3u.rli.:":;ton Eo~e, 1345
Aver:~e of :.l:e .~...z::.er.c:=s, ....
New .'fork City. ether s.::les
offices -eX!er:c ==:= S~~e !C

2

lvii::r.-oi. L.os }..."l;,eies to Bester..
B,,;::ir.;'ton ;:roc~c.s =:.-e
:nc:rketeC 6rcc::: !.~cu;~
sdes ofuces L~ !roore :..:0:::::: 80
iorei;-:: ::our.!!"ies.

Equal Opportunity
3ur.:mgien b:ius!:'ies
ccr.ti.""1ues :0 ~c::::tc:l:l its
1 • • • • ~ •

1C."l;'~::::lc.;:l~ ;:CllC"! 01 e~..:~

oppon'J::.ity :-e-;c=Cless of
=;e, c=1cr. :=eeci. ::c==:":~

~~~~I :=ce. :ell~CI:. se:(.
ve!erc:r: SLc:r'~ :r ::c=6=~.
Your Co:::pc:::y· =.::::.d.ly...
p:.-e;x:=es ::::: ."",-=-,,"=oye

Action ?~:::;:. W~..lc= =:~·:.nss

t.t.:e e:r:.n:e Eu:i:z:;-:c:: 7tork·
.. . ..
:orce c=c se!S ;-cc:.:s =:.c:.
:.::let=-ies :::r :.r:==cs~::~.. ~ .. ~ "
"..:.~=t!o=:. or =.u ;==S5, :ct::.. .,
sexes =onc; -me: ·:t.-:er
:r·:tscee. cl=ss ::erscr.s =s
~esc:"J:ed 6cv·~. -feu:
perse!"...~ei :e?r~ser:.:c:::;ve

15 uS1..:dly ~s r:cli:y
Cc:::;·llc:::cs Cocr==-~c:!or

for :~e loc:l ;:1:::;:.•. Y:1.1
SI:oulc. :eel tee to 6sC"..:ss ~.lS

S~lec: m::: :..~e c=crci.~~cr.
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Employee
Relations

3~.:L'"l;-:0::·s er::-;ieyee
:ei=:ions prcc;:"=::l :s out­
S!c::l6.~~* ..'!=t:.: C~z::t=c:::y's

, " .
:ec:::::: :...-: ;:r='-'-:c::; S\ea=,{
03I::.;:lo'Y'=er:: =:c ~~nn;

;ooC =:c ~";'::6je ·R=~es is., , .,
=::len; :..,,:e ces, ::: :...:e :eX!lle
c=:: h:.::-.i7"~e :=::::;sYies.
5~iin~oz: ~elieves i:: ::lC!c.~­

i::~ :..i-:e ::;ht ~erscn to t...io:e
:i~r..t icc. Ne'.v en:.pleyees c=e
::onee so ±c:: slC.lls ::l'=! be
ce"elcpee. :c :he best :C";c:::.­
tct;e 01 :CLi;. ~~e CCI:l~C:':f

:=lc. t.~e er::~lcyee. 3csic sk:lls
tr=..."':lo'"l~, opperr....~ties ~o

cevelcp hiG:!lsr sXiU.s, job
sc:""...sic:C::or: =nc: -;erscnd
i::,eres, =e e!::j:!:c:sizee.

We believe jr.:

• 7:ecti.:l~ eo::: employee c:s
en inc!.iviciuc::l. Yow rights
are respec:ec: ?Q'".t.~ courtesy,
d.i~j!"f. c:nc: ccr.siC:er:!ior_

• The vdue oi ccci'ere:tive.
well-~:::ir.~, emcler.t:nC:
leyal people ,"orking
toget.~er :er ±e benett of
ecch ot.~er =ci.t.~e

CO:=lj:c:ny.
• ?:eV:di.."'l9 fc=: wc:ges. the

fullest pc"'slOle eo.pic;r::ner.!
c:nc: good, scie, hedt.~Oul

worlC..o;,g =onCiner.s.
• ?:c:r..k =:c c;:er: =.:sC'..:sslon

of 01 :c.ecs or iss'..les or
-;is~cie!'Stc::::6n~s.

?re:::otier.s c:::c. oe:er joo
cPPC!':1:":~es=e ccsec: en
:::er:: c:::c e£:tc:.enC"!. You :e

• • I •

enc:u:,::::;ec := see.t :...~e JeD
t.h~ =;:pe---is :0 you. Super­
"'.sien ,aes l::'!C CC::O~'"ltyou:
'. . .. - ~

prca~=cr: :ec=r~f =:Uc::l!Y ~z

wor~, j:lc:=t se!".Jor.:y. st6ility,
c:rtenc.c:::.ee, c:::c ::t::'er :eie-. " .vc:.o;,: c.clE:Ove rc:c::=rs ·N::er.
=.ci:.::g S""'c± :::ec::.slC::S. T:"'lese
c:::c other ?e!'Sc:"_~elcec-.sicr-oS. ,. .
=e :=.c:ce Wl':.'"lO\l! :~=~ :0

o:ge, c:lc:, =eeC, ::c:tionci
on;--.:.. ~:::es. :eug-:on. sex.
·"eterc::: s=us or ::'c:=ciic:p.

Your SupeM''lsor
YOUI su~er-r.scrhc:s =c~.ieveC.

U-.is ?Cs~ticn :...~:u;:: ht=~

·RC:i: ==:c :.he C±·ility tc ~e!

cion;; m± ;:eopie. Yot::
S"..lpernscr :s you: :.rsr sou:::e

. . . .
:CV'lCS, ~=C==:lc.

3

e::c:::.:::;e!I:e~!. Youz
s~per\~c" will ::cncr :vcU!'
==rii:ence =:c ;:~,...e ;:~per

::or.5lc:.e~::n ::: yeu: :cecs
or prc:ie=s.
?lecse wo:~ 7l1:h :'ou:
s~perlisc:w::o ~ :.t.:ere :c
s.~c=e 101:.: icecs, you:
±ou~t:s=:c yo~ c::r:ce~.s.

W:-.:.le ·'!ClZ si,;;er'l.....scr w-.ll
=':wc:ys ":f :0 eelp yeu. yo\.:,. ,. .. ~

S.:'lC\:;C :er::.e!:'".=e!' :::c:: t!:.e

. ." ..
:.~e -:vor~ :: =r:=.~!pec:=le =:c.
:=.uS!:e i=::o ell.. ·{O1.:..:

s..:per-;:scr is :==-..:li= ~:.l:
~ "0 ••

.....ocpc::y pOllc:es=c. :-~es. . ..
:::.c. lS ~~..:::ec rc sr..z=::e
±eo :'=;:~dY4

YO...:.I su?er.nsor ;c::-:c:~C'!e5

~~.ler:t!y ::: .s~ec=i ==--::::;
c~u."""Ses :c kse;: :.:.p-~c-=c:!: :r:
=cz:c:;e!:ler:~:=r~ceC::.:es

s~per-.risc!ysiclls =:d.
:ec:ciers:-..i::.
?!ecse tc:.ice c:cv:::::.t:::;e or
e.....el? o!=pcr."~:-':'!~c lee::::
==rn you; s·~;:er-r:s:;=.

j,%#....§S? JS. ," 9S,$ 4, .,» Q • .. c••CO .... a
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Solving Any Problems
.,.. \ , .
~ you ::C",re:: ~roOie!:: or scrr.e
co:::ce!:: a.bcu: you: work or c
;;erscnci =c:::er, we wc:r.t to
ccw==o~!:~

You ='.C"! =:.ct :.:::cers:c:r:.d
scr::e!:-~~,; =CU! '"lOur jcc or
" '.' .,
tee: :.-:.cr sc:::ec::.e c.cesn ~

'.l.-:.::'e!"S!c::::' 5coe!.~-:.~ '!o~'ve

done. ·fou =-=1 ::~le C ;'ooc
ieee yc~ we:::: :0 snc=s. ~:·cu

. " . ,==y :ee~ :;:=: Y='~ .:::-..;er:. t
~eE-!: =sc:sC ~w::::llv or ic:i:lv'.
'l·r-r-evc.T' '. _.":;.. :"'e" we. .• __ .. _ ..... __'=!' .... .." t _

i!:.~!e yc~ := :..:.sc.;ss :t Wltn :lS.

.~ou: s'..1;:e!,",r..$cr :os =,,r02c:.::ie
. ~. .=:.= "'m!.: ::ss~ i·ell :"''''l ~'l

pcs;;d"..:,ie 71'=/, :r :"sier yot;.:o
sc=ecne w::c ==::.

Yc,= pe:scr..::el represer:t=t.."e
~ c:iso :vc::lcble to ::::lSWer
~.lesncr.s. or ever: ~o c:ssis't
you:':: ::rese::'t.-:; ycu: ;ci::t
oi ''liew.
-rcu':l :L--:c t!:C! e:t dlle',els c:
3urli:-:;'ton. we ~ei.ieve ~~c:!

pr=j:le:=.s ·=:c ::"lis1.:::cer..
". ,..

S!~c:::.gs:=:.:eclecrsc ..~
, . . . " .
:y =-~ =:c oper:. C~lSC'"~lon.

·we :eel so s-~cr:giy =~C~! :l-.ilS
:b= we ::C"'19 fcr::1d "Oper:
Deer" ::nc "Grie',c::ce"
;ro;-r==s ~c- =:,c::.\:= 5~e yell
~et :.~e c=~..sicer=-;icnyou :s-e1
yc~ Cese!"'Te. :'.ill ::'etc:.:.s ~::

~s ~rcceC~e c:e ;OS!eC :.-:.

yoc ;:.c::t.

A
"t

Open Door Policy
:':'lS 8]:e=:. Joor ?oi:.:y. .
er:.:C'l..:::;es ="1 ex=~=:.;e ==
±ou;~:s ='lC s~;ges~=::s

:et-Aeer: en:ployees =::= =i:. . ~ ..
:eve~s .:! :::c:n=;er::er:t.. ': =~. . - .
c=e .= ~1C:;~ec. =";,,;r:::'l~c::. '"e=?!c"fse, .Jl..~l.-: =:-ec~'::: :-:
ex-;::-ess ,:ocurse!i.
Mc~ ei:er:. l'c'..1 "N": ~~ w=:: :0

s:;eck :c yc~ st:.per-,r~sc: i.-s~.

3ur yo~ si"'lct.:..:.: ::=1 ::eSi:=e
~c !ci T~± "!CUI ::e:-sc:::-.=~

:9~!'e5=!"::=::J'er~:p=:-:=e:::.. . ..
=.ec=. :: =-: :-t~e!" :::er::..::er ::
=:c::::::;er::.er:.: 7l::S!: Y=''::'' :*~ ::
:.s ::ecess=:.~.

Grievc::.ces

. ..=== =e ;:ever::=-c. ='1 ::e-=..::;
=ve~!cne :::: ==c::.: =:c ~c::e~.0 .
~C"'_-:er. ::'C7;5ver, :: yet:..
60 :*1 :i:=t i·e;..:. =::v-e c
=c:::?1ci::!. yc~ :::c::y :~..:es~ =
;:r:"'i=::e =.:.sc-.;sS1cn .1r..i': .:"':1..l:

, . . .
;::evc::cs, "N::'-: :.r:: ~e:sc:"".::el

:-::preseI'::C:':"=;e ;resEr.:, i :"'C'';''

:es..:;, Y:~ 5-..:;;e;:"'.-.5c:, =,c'j

:e c::::e tc solve t::= ;r:=:er::.
::=~·eve!'. :i::::: :ss:.:.s ~~ ::=:

yet:. ==1 ;ress::: :~ :c yc~. ".' .c.e;c..-::::er:: .::ec:::.....v:::: :::e
~erscr:.r:.e~ :$~rese:::=::·;e

=SS~SLl::;:'CU ~~ ±e
preser:::=on.
·'{ou =c=y =:r:::::ue := ;:sser::
70~ ·;;:evc:.-:c::, '..:; :c :.~= :0;:
~ ~ ..
.LeVelS CI :~r;::crC":e :::'::::::::;5-

" . .
=e~: ~ :..-:e ~~e!" =: er::er

tc. {~._ LQ 7.*•• _.. :__#9*,00.
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;r:c.:J.c:-'..s, ;1=::5, =.ec.s~=::s,. ~ , .
etc., 1V:-":C':: W01..llc. =e
:::nt=::y to :he C~r::,;,r::::ys
~est :'--:~erss:.

--!'ot.: s.~culc feei :espc::,s:'::le

• .!..n er::::lcys-e =c:! :':Ct

:elec:se c: i.:Se c=r:'=':::er:t=.i

. .
!c :::.:c::::. :::.c=:cger::er:: ::r
=-'l bC~-1w"'~ec;e :...·c~ ='=f

· . .
'::USlI:eSS c=r:c.:.:.c: =:t?l:'::!e

~:1 ±.e Cc-rn:~cny.

· .. -..
:lc·Je ~I :::s::::::ces c: :;::e!:-...:'.=~

- ..- :r----.-. .ox:: .c._..i
.. _--'---

lAS i po A._I.. Z. - #·t-

I,.
"

~-

5

'~':"'.r

::r:.=-...::,: pOlle-f· Sc:ne r.:.C;~-­

li;~!S ::i :'1.e pelicy ere:
• 3\.:r;;~;"tor. :or:ids ±e

Segel ~e of Cor;:pc:y
::"''"lCs. gooCs cr serV1ces br
st.:.;:?e!"! of ?clitic:::l ::x=:es
::r:::=.6cC'es.

• Ccr::?~!" ;roper7'{ '7Vl ~1 ::Ct
be :.:.seC :c: persc::d '::ene'::
:r =.y other ~::rcper :;se.

• 7:-:.e '.:.se cf iu.'"'lCs !o
:.r..fluence c=: ci::'c:=l of =:y. . . .
ot.."ler e-r;~.lZ=-~on :..,.rcu~!:

::r"::es. g'..r.s. fevers. etc.. :s
;::-er..ibiteC.

levels ::oes ::ct sc:tisfy you.
You s!:oulc::lsc fee1 free to
'.:se ±e Gr:evc=ce ?:oceciu:e
:i yo\.: believe ~o you he.,e
beer: 6s~-l~e:tedcgc:i::st
oec~se 0: 'lCt;I =~e, c::lor,. . , .,
c:-ee-c. :'l~..1cnc:J. :ng""..-:'. :-:::e.

Etmcd Busmess
Conduct

. .... ..
m:...~ =.:. .~1VS =::::. :"eg"...=..LC-

'.' ....-- .-
~Cr'';s. OCL':::: :.::e I..',.;::cc. ~£oes

- " ,.
~~.:.:..-:;:=r: ex;:ec..s ~
eI::;·i=:~.g.es ::: :=nc.uc:
bus:.::ess ::: :.:11 -:==plic=ce

=::ci :''''l :crei;:: ':-=l..:.~~es.

E=.;:i:::yces =e to =c=.~'tc:.::

:ei:~c::, sex. ".rete:-c:."': ste:t..:s
or ~c=:6c=;:.

. ...... .
=,-:'C1::er ·C:. ~~\VeV'er, :.z =
Si.:.l~c.=ie ~c~ :::...~~ct :e :=t:-~c,

, .
yet;. =c:? =-e !er==oec..

Probc::tioIU::ry Period
New er:::;:~cyees =e s~J~ tc

-_. .' .' 'P''''

:: oU-=='l ~= ;:enoc... ~ == :r.y
:.:ne c~..::; ~.;.s ~ericci :t :.s
f~t:::c ±=:yo~ =e ::c! ::=;reci
:c :::'e work ::s:s:;::e<:. C:~ sacr:
·~2 =e =c:c.e:o pIece yc~ i..~

., .....
~;,:: .s:=:~:==.s01 =USl::ess
c~nc.:.l::: ~y sxerC"..Slng
i:lC::v,:_c~c:.l honesr:J, cbJectivi:''l
~ci ~~ci :=ec:=ent l:::he
?eric~c:::ceor cutes.
Relc~cr...sb.:;:s '?nth other
5c;:lcYe6s. C"'..:.stor::ers,
s\.:;:p~e!'S. =::x::pemcrs.
;over:-..=er:.:::':' :epreseI'::=tves
=:c. =L~ers stot:.lc. be cot.:':'

3tu'z~or: ::c:s := c:c::=re­
:'enS1ve er.....;:c::' bt.:.sir.ess

j
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Training o:ld Your
Ambition
·"~ie wen: :0 =e st:..:e :'.....e:-!::·r:s
ncs ;ccc. :;=:-.i::; =eic:-e

_. , .
•:-=::-.l:l;' -NCr:. : s:c; ·,...·nen yc~

S~~ yet:::':54 ;cc. ?~err=--.:::.;

consistent :::c::-.::er. Unifor:::.

. . . . .,
c=:: .""ler;:, lese;: Ie...::S~ '=:. " ,

:c; ~eVei. :r r:.SiP yC1.:. ..e-:=:: :c

=.e=:s :::'6 ;cllc:es 7;C:-::: :.~e
s-~ .,;- - .=.t--;" .- .....-- ~-·'-..~~ '-t .-~ --'--~ '-'~••. :-'C::.'1
:,=:"'~:y ::nc ::: ecc:: ::.epc=::::e=:.:
"m:'''".l::. c: fc:c::..:.~:y. Consistent

Personnel Policies of
Interest to You

- . -'.:"er:Cr::lc::l::e .:.~;~'"o.:.=C::1
Ser-icr:7Y', Jc= C';;,c~'~':!"":tl
.--:....: ~ ..... ,:,..,.;--O=. -eji-'~c::- ........:._._-~. :. =-'.......... __ •

.f.-sc. :.-:.e ?!=:.: ':-.~es c:::
. - .':=:verec.. .i. ::eSE :'Cllc:es =:s :0

~e ::ew ~..:..;:::::er:!~r ::e·N
r:let.~oCs. If-Ie:.:.. =e pr:!::cteC
er =c:::".sie:.~. ·f0'.:. 7-1"2 ::e
tr='~eC :or ~e ::ew 7Vcrk.

ceve!c;,:::e::: :s ===:"..5~C:::!- '.;:rocess :.--: ':~~"':;:=I:.

· , ..
:...-.:.~r:::.c:.=::=.::ct.:: ":--:s

. . ,

~: :.~e :.:srscr: s
:el:;:cr:, etc.
"'{ct:. ==e o:!:c~t:.:C:;'~ ::: :-ec::· '. "

t..~s ::'~c:=e:t:~:: 7e~! ::c·S6-l.Y
sc ycu ~~ce!"SL:=:= :.l:SSE-

'. ... .
E.0l.lCleS =::c ::.cw !::ey we:.::..
i !lese ::::;:. ve~f ::J'lpcr:cn:.... .. .
:ee!::ref: to =:51: ~~es=.c::s.

1. Federcl mC:::lme Tex. A

=~ 1Y2 tiI:les your ~&;"'.lic=

~ocr!y :~e. ~ou ;v;jl ~e pci::
ciot:.ble :.:::e io:' Su::dc:"! 7-lork.

scteC.::2eC =..~cu::.t :csaC
on yel.:.: ~..i::~s cr.c.

, ,. ...
:o~::·n:::.; :.ec\.:.==.cr.s:

PayDay

'four :'::eci: ~ ;1 :cver !"eur
~J...--:'~s :c: :he ;:rece-...:-:..--:~

~eptwl:ere :1:e l~R
:-~=:s w'*:ciy ~c="r.=er.!s.
7-lc::;es =e ::cr:::c:lly ;:oc::.. ..
eve,"! ":"NO 7-l*.lCS =y =::::eclC..
usudy ~resemeC:0 you "::Jy
your Si.:?er-",.scr. Ii yeu:
:"~~= ";;CY =''=! :~11 $ :::: =
, '.' .
nOllC:Y or =1.4:--=:;' ·'C==nCr:.
specic:i pcy :=r:·r~~c:",.srr.1

" "";;C! ::e~cc ~c. =c::::r=.::; ::
:c:"7\T ::!:...:S! =e s~,~ec: :c ~~e

:xe==~cr"'.s :::.~ :::e
:iee:.:C:eC. You ':'fIll :e
c.skee :0 si~ 0: witi-_~cl=':'::'~

exer::;no:: io:-=.
2. Stc:te Income Tl:X. :: :.":.s

steLe 7l::'ere you 7lc,rx ~cs =
l&;c:i ~eC.~c=cn, L~ ~Jl =e
Witr_~eld.. A·;=:, you ~Jl

be :S~eC Ie Sl~=W'lt..":-. .. , ~

hOlc:.ng sxer::;:uo:;, :or:::.
3. Social Sec~rity.A ;:ercer.:­

c:~e 0: -!oUZ" ec=:"'.i.~~s =~

be c.eci~c:eci:cc~ ";I:!
per:oc. ~:St:rii."":~cr:=oc..~es

yo~ :=::=-~t:.tic!:.)Yot::
~ersc!".::el :-ep:eser.!=:ive
c::nc::lswer ~es!icns
ceu: SoCci Sec..;.:ity
ber.eiits.

. . .
$ver-fc::e w::o :.s ==u:; :''''le
s=.e :e',el ::i ~crk is =el~~

Your Pay and
YourWol'k

Rate of Pc:y

. . .
;:>0::' ===Z:::;·C=::=le :-=:6.
31.::::'~~C:: :elieves :z:. "= tor
=C::! S P'=f ier ===r c.c:y's
7lcrx.· j

;'..-.y ::ours workeci in
excess oi 40 hct:...-s :'j. =-y one
week (cv:r-"..z::e) #J..l =e ?Cid

..... . , . .
l.":e roe c'! ~=y =:c :::9 r~~c;

oi :"ccr s~eciic ,;0: '~.ll be
:~ic"_""leC:oyeu. =:===- jcc is
c::::~~;.:~ys~t±eC~c.

evci~c:'teC:0 :::cie s~e :her
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The 10 Key Points in Performance Evaluation
We all like to know how well 'Ne cre perlot'::U1:g our jobs, Burlington believes in c:ommunic:::rtmg
this information with employees. There c:n 10 key points concer:ting your per:ormc:nce
evc:luation:

2.

:. :isc..:sseC. .~t.~ :~e er::.plcyee ;~'...~ei·{,
Wlt.~ ~~e er::;ic:tee s :-ecc:.cr: ~::=!:.- . .... .
~:ole $r::?lC)'ee- vr;-..:..;. =·e ';:"len :.-:e

. . .. .
c~?Cr7'..l.-.;.l~! :0 =cr:o"N~ec;e:.-:.e
6sC"~Slcn =i =:S?::==:c -:v:::: :.~e. , . . ,.
s~?e~r.scr =y £;-:-.:.::~ t.."':.e zer:::._. .... .

c. :\e~ewec. .N'l'!::. :""'le ~::r=pn~e
, .'=.e;>:=:=:en: ::ecc.

. ~ . ". - .
~e to :':Ctl.'Y ~r:l;:lcyees .=: :r.15 z·=c:: 0 :::e
:::ne .= t.~:: :epr::nc::= is c~is=,..:..sseC.., . .".,..•__"'1y e!:':.;:!cyee 71~C :eeiS :.-:~ ::c:s.:: :;:

.- ,....
~.!== =er_.......er:: nc:s .::een ;:'v'e~ ::cs :;:s. . " . .
:::;::.: to eX";:ess :.-:e ;:-:.evc::ce :~ :-..1~::.er

. . ..
su!=er\t-:50r ~c. ce?C='"::::er:! nee=. =:-s ::
:::cie cer.=r. :..~c: the employee :s ·::w=:e
of the Coo;>a:lY's en:plcyee Gr:ev=:ce
Policy.

,. ::~e ~~pe!'V"'.scris !c c=r:sicer:he
seric~::ess=...~c =~..le!:r:l .~: c ~r~Cl=='CI:

, . ..' - - . .
wne~ ~eter:::.l.--:.l."lt; ::le !.:r= 0: ~::?1.:.~=-l
c=:icr: tc :e =C:-:~tereC..•~..-.y ciisc?li::c:.-!

. . ..,
c~cr. sncu.iC :e:
_. Wr:tter:..

.. '" . .,.
cnc. ~iC:Cec:.=:::e S!:"l?loyee S :lle.

8. !.--:vol~!c::-y !9r:-'...l..--:C':.Cr:. =~e to Csc:;.ii::~/

:ecsor:s W:2 ~sucily be c.cr:e cr~y' =s ==-~=

::lecs~e ci!e! ::;.prcpnc:te c~t..:..-.sel ~r

Wc:-:"'_l:"~:;I exes;t :n l::.s'tc:..~ces ~i ser:ot:.S
"ncic:~on. Shot.:.lc. =ser:.c~ ·.ricldc::
::.~per:.. :=....-:le6oe :er=.:.-:c:cr: =~:.'
fcllow,

s..3.:. er::.?lcyee !"ecelv"i:l~ :c'''':': repr-_--::c=.~ :cr
c:::.y =.6:ll :ecscr.s iY"'ithi~:: l2.. =.cr:ti:
?er:oc c=: ex;ec: ~er=j:lc::~cr:.SU?sr-J-:Sc:s

10•

7

1. E:c:: sU?EerJiscr ::cs :..::e res?cr-~l-.i:.;~· to
.:vciuc:e e:picy,* JC= per:::-::c::::e =:.c
c:ncu=t.
~. .
~::.e ;er:or:::c::ce eVCl1.:.~OI:::!"~~

L:'lc:~...cies =Job Performance Apprc:isal.
Comme:cdc:1ion for Meritorious Conduct.
end Discipliner"{ Action for U'ndesi:d:le
Conduct.

. ..... ..'
~?ropnc:!scsc:;:u..~C::-f=~c:: "Nr:e= en
eoplcyees cor-cue: or be!':C"J'ior v-:olctes
Iced :-:~es .=:c. sLcncic::ci r.:.les c! c=r:ci~=
cove!"eC i!:. t.:':'is sI:!picyee nc:ucibcck c..~c.

?CSteC L"'l the pic::lt. T:is adon c::r. be ~
the fo~ of c: ~:te..'1 repr..--::c:nc.. or c=
~"lclu::rc:r!ter::"'.i!:.~cr:.

3••1. "Nn::en jet ;etior=.=::ce c::;:r=s=. :cr
ec=:: ':?m;icyee ~Jl ~e ;repc=ee. :y ±e
s~'Per~-.scr:

......l.t :ecs~ =..::t.:.:::.llYI cr prsie!==~y, e~·ar-f

six ~cr:!i-.s..
~eCic::eiy =aT =: e=;:lo~lee=cies =:
JCC oppcr!"~~!'l :~.;est. -,;.-Jess :.~e :CS4

~prc::sd "RCS c:ncu~eC Wi:.;....:.~ :.~-ee

::lcntl-'.s oi :.he :~~est de:te.
4•.~ :::r:-..:::.encocn is :;lvar: ~her:=:

9!n-;:lcyee's jcb ~er:cr::::=ceor sez-,,~cs to
:=e l:C!:"'''Pc...~y=: c~===u:-~rl ::c:s been
ours!~cii:l~.

s. T::ere =e sc:::e :::::i'Vlc.uc:ls ?W"~c T.ciC1e ±e. . . ~ . ..
S\=-~c.c=c::.:~es O! ~=nc.uc: 0: =e!:.=-,,~cr.
,.." ~...
.::::~pe!'V".scrs =:oe expec:sc :0 PC:f =-=ecl=:e
=rtsnton tc s~ch cisC:-;:ii.""lC::-Y ~robiec.s.-. . .
~l.:.perr.sors, :::.=nc:;ers =:c er=;lcyees
~:l$ cil de !tei: secs i!: ::lc:iI:.tc:i.-:.i."'l~t.~e

'. . ,..., . ..
==r.s1.5i:en! a::?l:c:n.cn 01 =·0:"'-:' .j.OC:::l. c:;.c..
Cor::pcny ~~.es.

6. 7he su;:er-r.sc!' :s eX';)eC:eC :0 rae
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Length oi semce, Qr seniority, is an im.PQrtcmt factor in c:eter:ni:ililg job :ssigtu:1ents. You should.
become familia with these 10 key PQints e::ncer:ing the CQmpc:ny's sel:iority policy:

The 10 Key Points Regarding Seniority

.-
; -I
•-~,
••

I.
I
I

1

II
t•I

I
1

f i.
y

;1
{
i

•1.

j
i,

1. 5u:~~=:1 believes in tl:e c~nce;:t of plc:t
se:-..io::rf wit±l job ciassific:=cn =s =::ir
7lC"!:0 ::'c:r..Cle e:::ployee :::love:::er:.!S
7Vi:"~i:: :::e wc:k:::rce.

2. .3.. :lew:y ~eci e~picyee hcs ~c sti-:-.ic:::y
;:::·.rJ~es ev'er ct.~er e:::;:lcyees ~:il ~
c:.iencl:= cays h=ve elc=seC =er :.;!,;~C c
J.0;" A t ~;.. ..... ~'!'""Ie se~jorj!v is "''''·,..;..;;c;.,..; os:_': .... _._: _ t • .'.. __ ~-:-----....__

~I:::e ec?!cy-::::er:r c.C1e '=! ~~= ~oc=o::..

3. ?:c=: se~..lcr:.ty is ~~e deter=.i:"~; :c:::cr =.
s.~ :':'c=;e, ~cr:cc!':e ~eCu==,c~,

~~::.c:e" -~ .,. - lowe" level' ;0·;'" ·c"--'or-=:.-v: ..,.",. -:.-~,-" ~ ... :-. . ... - ..... , ._-.... '-'.
.c:yc·r.. :ec::ll =0::1 ~~Y::I:=:c :er=.:::c-..:::r: :cr
. " . - ., .-
:=c~ ~! ~C:L :::er.lcnry :c::y ;:e -= :c::=:cr :.::
c::r.sic.er=:cn :cr =Job OppcI'7~':!:r.. . . .
prc~-:c.ec. :.-:e ez::.ployee 'J...~c.er ==:-..s:c.er~c::

is ~~c:;~eC :cr =c:irJ.~g ~C ::c:s ce=cn-
s~ __ ..sci sc:si::c:orf job peric:=c::.ce.

4. ::..,.6 en:-;:icye-e h~J'i!:; :~e ;'!eoes~-se!'"~c:-::y

(.:...~ :"":e ;o.c :0 ~e filled on ei:.~er :::'e sec:::c.
:r ~..i:c s..;"..:.=t ~:be me shi.l...s c-g coz=J::iI:eC ==:
::.:.s pu...?cse) is ;iven tbe o;'Pcrr~-":ty~o

:::lCVe to t..-:s! sl-.J..~. Should. ±Os eJ:':;:loyee
ciecl.:.::e U:e cppc~rf t..~e ~ex: :r:;:icyee
::.c:meC ex: ~lo:e ser.icr:!y list :s :c ce c::ersC.
:: ='::=:ce :c :::ove to t.~e £±rst sZ:.L"t

5. 7::e -ar::;:icyee ~C""..::.g t."ls ;-rec:es! se!'.lor:-:y
en :.~e ::-.J::' s.:".i..~ in ~~e jol: in wr.ic.~ ~~e

-"r:::.C'=lcy cc=-~~ is ~o :·e offereC :.~e

oppcrr..:.r":'Y :C :::love to the sec:::=- sH;:. Ii. . ... . .
t:le Sr=;:'lcyee cec.:.L.~es, cmers :,.;.~ :"U..'"7:. =a
to :Os c=:!=e. :.~e c~c:::ce to :::ove up.

s..~", e!:'l~lcyee7:'~C ~ offeree! ~e OPPC~=:l7Y

to cove tc cr.ot.':er sl':J..~ -:=c::y rsi-.lse ~o :,::=xs
t.~e ~ove...{=u ~~le :.~e c::clca :0 ::eclc::e
w~et.~er :.:"1s :s =temporcryor permanent
:er.lscl. ~:: is temperer"[. yew.: su;er-v"".scr
::ley ==eryct:. ~e c::pc~=~ty=~c=.j, w~:!:=
w::.c=-.cy OC=-":""'S. :£:t :s permc:::lent. you:
su;er-r.scr ~Jl ::.ct d£er you :he CP?01.'''::':':Y
:..u~til you tcie s;:ee:~c=t:on to ::1:51 :he
per=~e!:.! :et-:.scl.

7. ~~ c: :e!::;::cr=-! -,yeT!:::r::e :":C::.~cr:

er=.;:icyees T.:..:': :::s;~ se!"..ior:!y -mll ::e
. . ..,.. . .

cor.slcerec :::s: ;.=: :-~sssc::. ==:s:er
~~"C;': ~.,. .~"-"~"''''''''''' 1~ .:...~ ........,.;~,..:'-'1 ..... ~..._ ••__._--~... : -- -"-- :._~•.

8. ~:: per=c=.e!":! ~c~:ccr=e :5'C.~C:.:::.

er::.;:lcy*s -m::: :..~e :::lOS! ser-ioI':.r'! W"'. i~ ::e
;iv9n ;:icn't! ::r.s:::src::l::r: ter ==::sier =~

,.,.. . ..
=&;:,esSlC:: :c =:=s:"e-n! ;cc !cr =c:::-.:.-:;.
E.:::picyees ~± ~e ~ecst s,&!",jority 7-,"':":: ::e
~er:nmceC::'-s:.

9. ~e ioilcW"~;- t.:"":ee sit~c:ticr.s ==...:se ~

~!eCX :.~ se!"..lor:!"y~

c:: Vo;·, ... ·_·.:· ;~·'o·j,,-!~-'1'e"-·;-----"·. .~.l'-: .... _. ._. w..- ~ ._~~..._w•••

b. T~.ree s-:=~::: ~~exC"~eC. :sences:
c. Fdu:e tc rer-.l.-:: to WOT:': -m::-.i:: :i-.:ee

wc:i:.n~ :':-:,""5 d:s!' =~eel!':~~~cr:. ==
repcr-~~ ::'=:e:c ret"~-:'! ~::= '=: ~c:~ve
stC'.lS.

10. ~.ll ser.icr:~{ ::l=Y ~e :-es!cree ·"vhe:: =~
e~:;:lcyee :s :er.l:eC. :sr ter::"..:..~ctcn:':.:.e
~c :cc~ ci wcrk. w~e:: :.\.:e s-=:lovee ::.==
"0":-15---''-- --~..;-~~ ~t: ._,..:. - .-.';~ _'-. .... .e __..........ct.:.S Se. 'I.e;" ~.c:...s

rehiree ~'ti-'~~ Z:-C =:::le::~= C~{S ==r:: :.~s

!er:-..J..~c:nc:: cicte.
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The 10 Key Points of the Job Opportunity Peliey
Burlington's Iob Opporr.:nity Pollcy explai:s how employees CC1 be re-<:ssi~ed~ caricin
situations to dillerent jobs. These 10 key points c:ra very importcut:

is ciepieteC..

. ." ., . .
t.-:e ]CC c:=::. ::lee! s:c:::cc=c.s :cr :~..:JC=

susrC'.::ee e:::::ioy:::ent. Ii ::ct seiec:ee.
~~e ::.eX! ==cs~ se~jcr smpicyee :oS :c :e
c::::sicereC.. T:-~s ;rccess :.s ~c =5 :-:-~ec::sC

:l.~til ': sei~o:: :.s :=.c:c.e, or :"1.e :"cS!er

J....

. . . . ..., ..
se!"..ler.ry:os to :e ~·"er:.:l:'S!cer..s:c:er::-;en.
7ne perscr: is ~c ce e:v·cluc:':eC =c=r:':"'-:; t·=
:ne cbjee=ve £c:~crs (:er:!, ei::c:e~C"y,. . '. . '..-
:"ec~~~ec?rocu~cr::-ec=rc. ~..:.c:.:::rt ':I

';Vori. ::ic:::: ser.ior:7,! m::.ir. :01: ccsSl!ic:·
:ier... st:::bi!iry, =:rer.c.c:r.ce c:.-:c ~t.~er :eic,.,e
cbJecjve =:c:crs). ::::'Y\'ever, :;:icce:::er:.!
c:nsicer=:ion wtll ::e Gi-.;er:. ~c c:c=or.:-.::::c=ie
rec:c;:-..izeC. ::c::.dc:?pee :.::ci::J"iC:'..lcis ;r:­
Vice-:: !he ~ere is :ecsc::.c:=~ee~ec:=:C'y'

:bet ::~e =c::~Ticud "'Nl if =e 6ie :c pe::c,r:::

s. The :noVici:.:c:l sCcu..lc :lcr==lly WCI'i::: :..~e

new jc.b fer : ~er:oC :: lees ~..l:·'cier:.~:c
the- ~ec:~'~ed ==-"'li."i.~ penoe fer :.~e ~c=

beiore pc:r:opd"'l;' :.:: =:or.':er joJ::
o'C:crr-=itv =cve~e~t.

6 !.: ,:"",,,c"';'" tOo;"e ""OS'''''''; ';V:"="'evc.~ - -c.w........ _ _.... ..,:", \.J:::::O_ ••_.. _ ........ _

job us =a<:!eC. ::-~ :lottce is ~c :e pc~eci
,. .. . .
:cr ~-..:ee wcr~"-l';cC::-:/'S =:c. :::::=:: ~e
ioilcW"'_.,.~:r.for::c=.c~:jeb tt1e. ;r-=-~!
f:.:...~dcr:ci:::e :c:, jCl: res-pc:-'si':::i;:-l sr.:.t.
C'..lt!":er-.:eci :~e oi ?e:-:', == :e.c eiiec=·..e.. .. . .
c.oe. =:eras~ece=?i~fees==-! 5~=..l!'=
jcb :eques<.

7. °Vl'r.er:.ever '= jO: e~::cI":"~.ity:ec:t::es
~lc:loie. :.:':e ez::~lcy* c= ±e ;ee
o;:pcr:-~-..ity:os!er 'N-:tIl :..~e :ncs~ ;:1=:'1

9

Spcg....tA.D &4250 £ 4

1. Job oPPCI7..;.-uties inciuce ;:r::ccticns.
, ..

==sers, =c: ·"Oii.:.nIC:::-r ::-~essl:::r'.s.

2. ~-:;.ployees as enc:lu:c;ee to cc.'w'"lSe :""leir
super-viscrs of :''-l~ )o:s :.r. !..'-lel: c.epe: ....ent
or otl:er c.epc:: -....en:s :.r. !..'-le plc=r to which
they :ieso.re to :,e promote-::. ==.sie~eci. or
o"ol~tcr..ly:9';:'essee. ~ployees c::'e :0 do
:.~ =y c=ntc~~; ±el: i!:::::e6.c:e
superv';.scr or :..':eir perso!"_-:el :epresen­
~==ve..A.. ~cb cppcr-:'...:..--::.ry r:s!&r :cr ecc:: ;cb
~c:s ~een es<c:.i:lis..,:ee ::y :..":.e perscI"_-:el
:iepc==ent. It 'Will s:.ow"lol...:::.rc=y :ecr..les!S
for ~ove!:len!.

3. Jeb r~..l::eIr.enr10r=s -m.ll::e ::repc::'s<i lor
ciliO:S. Thesec=c~ee:~..ure!T.en:s.
if='1, will be :eviewee '11'i:!:. !.."le eoplo'1ee
c:r the t:=e ci p1c:::..-:; t..."le nc::::.e en !..':e job
cpport'..::.:ity :oos!er, :::c~ cepc::-:::len! w'Jl
cevelop ocmo.."1tc::i.-: ;:r::x:eo.on C::c::'"s by
jcb titles. ::mplc'1eec::o;es d S!~
:-escit..--:t; =orn Jeb cppcrr-.::.ihes '?:t:.:.:.L~ c:
ciep~ent ::or.ndly ~c::'= :::=~r6..,,;:0

L"".ic~:::tenen ~roI:lotion=~c::'".s. Chc::'"s
for dl c.e::x=-..:=.ents =e =c::.::tc:.~eC~ the
?ic=t ;:erscn::el Cepc=tcer:t.

4. jeb O~?or.'..:.!'lity'='ecr..lests ::::-e ;enercil'1
S":!ite-:: :0 Ieu: jobs c:r =:'1 or:e t.:::e. 7'.ne
:..,Cividud I s :::=e s.~culc=:e rame,,·eC =00

t::e !'Cs<er ~r.enever :.."le e!::.::icyee is
suc=essr~l!l ::levtr.; ir.te ±e r~..lesteCjo.c.
J..lsc. ::::: employee's nc=e sz:cci:: be
:emcveC £:ocm t.~e rOSLer oci :..':e ~e:sor:
:::ci·".see of suc..'l coen 1i tr.ere is little er no
cbc::nce of ::lovement i::.!O the r~..lestedjcb.
Of cot;..~e, c::n em~loyee :=.c:! :equest
hislher nc::..":le be :e::love-:: =0:1: ::: joJ:: roster
c:: c:::,y time.
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The 10 Key Points in the Aftendance Pol,icy

. . " . . . ~

c:=sence ;:r:c: ~c sc.-:SC::.lec sr..l:! s~=-=.:':;

ti..--ne =nd/c: per=.:.ss:c:: :os net ;:-=:.:ee ="Y. .t.-'le S1.:.;err.scr.
6. Dis=;:l.i::~! ;roceCu!'95 :cr :.l.i.-:ex~.:seC.

c.::sences c=s cs :o.ilcws: One oc::~-:-sr:::s~

c::r.siC:e:ee ~~c:i :.: c~e ci={:i ==ss~:e. -.. . . -
C:::~ T ~ :~..:.::e .: ~t;en !"ep=-===.. : :~

5••!J..r. unexC".J.sed <:Dseac:a oc=-,,::s w::sr: =
ao;lcye-e £.-lc to ::.cr:..~J' ~e S1;::er\~scr =.£

. ..,.. ..
sc~ec.".:.lec7:'C~X -:.-::.e 7V::!':cu.t =: ==::e1=~==.e- ~ " .
:-ecsc~. ':'=:;.i.cyees ~e~crr.::.;- .~e :::..C! .:e. '., '. '-. .
5~Jec: ~o ::.lSC::;1l:l~! :c:'c:-.. "".:-.::rJC =-:=.
:epec:teci ~==:"'-:ess ?t:'d1cu: ::c=e~:61e
:ecscr.s ?r2 be s~:ec: :c -;v::tter: :e;~_-=='lc..

. ... . . ,
:ep:-.=~c.s ==r ',;::=xe-~sec ==ser:=e -N..::,:,,-:

c 12-!:lcnti: ;er:cc -,.n;1':e c=~se i=:
~er:-....:.:::tor_

1..:":'y e:::;:lcys-e =ser:: =:'r :.,t...:ee c:::sec"..:::-,te
• .' I ...

~or~;,~~ "m:.~ct.:.! ;er=.lSSlOZ: =cr.:: :.::e
. .". . . . .

Si..l?err.sc: '7V:~::e c=r.s:ce!"SC, =~lC!~:=-/
. .,. ~ . , ,

:s~...:.n~cr:. =.-:c :~_-:.er ez::.;~=Y'=e~: 7V~

-:,..-,'''-= -c;..·_~-:..--...~"'- "'_._-~.... . - ,

8• .:..:c::: su?e~,r.scr 7V.l1 :::'=:'-:'::l:: :,:,:er:c,=:.ce. .
:ec::r=s =::. ar::.~J.c,,:·ees.

9. ~epr_~=:.cs :er ~e~cc:::ce -;r;-":: :'ec::::e c:. . . , .
pc::-: OI :,;,~e em?!cyee s rae::=..

10. TCl'c.mess:.s ie£'~-:=c :=s :ei:1; :c~e :o~ ::.e

1. :':-:e Cc:=.;x::::.yex;eC"'-s =ll e:::.;:lcyees tc
wcrk ·.he r:cr:=.=lly sc::eC~eC ;"ou..-s. :~:m
yOl:.I i.-s: c..e:! mt.i.: 3\.:.rii."'l;,,:or:, yo\.:. 7Jl
nonce U:O ec=~ sI:'l~lcvee ~=s c=:.
;..- ...........,....., '0'" it sc..: ...,..~ ... i~ ...:..se •.... ~I..",. L ... ; ..... _ ..... ._,;,.w -...... ,
~=:~eI::en:S::lust:=e =c:=e ro cbtci:: =
:e~ic:ce~e4! en :he:: :0;. T:""lereicre. :t ~
i:::pc::~: ~~c: :'01.:. ::·e or: :tour ~cc C~ ±e
:esi;::c:ee ±=e.

2•.:..:;. c:=sence ~ :.\.:e fOlcrr: :i =:. ez=.::lcvee :0- ..... ~. .
:epc:: :cr '71C:~ ~u:"'_-:.~ :...~e S;-':= 7V::.en :!:e
en:;:loys-e :s sc::eC~ec. :0: work.

3•.:....-.. eXC".lSed c:i::senc:a Cc::'''::S w::er: =:
e:c:.;:lcyee ::caes ±e s..,;~-erw~..scr~i

ci:sence fer ~erso~d ~scsc:"•. :l.lnass ~r

e=..er;e!:cy ;r:or:o sc::eeclsci sl'-..i!
~t=".....-:~ :=e c:.-:ci ;ets ;er=.issior:. to ::e
ci:ser.t. Ir:. r:e c=.ses, N~ere =-~ :r:::;ic~·ee

is ~:=~e tc ::cr:! :.~e sl.;?e~"'.scr:eiore ±e
sc::eeuleci s,..:,..:.=r 5':C::-~~ Zle, the su;:er4-:scr
'::lC'! ~:<:I:'..lse :::'e c:.::ser:cs ::ter it oc=-~.

4. ~.::ere =e ::c s;:ec±c 6.sC:~iin=-f

~r~ce-::u.::s£c: ex~~seC =l:se!:ces ~~::t1. ±.e:'
=ec::r=:s c::::rjc. Tt'.lS :.s ::c:::Clee. cr:. =:
:'-::::i-licuc:l :::csis.

E.:c:h emplQ!ee has~ imponcnt job to de. You: presenc:eis essential to the overedl operation of
the plc::lt. It is nee:2ssary to bc::'7e c: unifcr.:l. dtenc:=c:e poliC"'f. This will help prevent r.:::tJ.y
misunderstc::::1cili:qs c:cnc:acing c:rtenc:cmc:e:
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cnt •

PlanlRules
The Company recogni%es the importc::::1ce of ?lc:nt r.:les c:s a protec::on to ex::ployees =d for the
proper operdion of facilities. The plc:nt r~8s c:re as follows:

. ." . ,.
the ::;.n:s :1 ==·wcr:(ers :"~..l::es :''''lO

er::.::lcvees c:nc:lC: :.~er::.sei·\I·es :.:: =
.=c':"~.-~;~ .-"':' ,....r~.et,.;·" -,,---,c,.. ~ '-CS:""':'• __ ~'l;"'"_.. --....w _.~ __...- _._ _ v _

or ~:ec=!e!'...i..~~ :=::~~c;'e, £i;-::t.~~, :.~:sc·

ar2l;' or ~1U:-"::'~ ct:.er :.::c.:~ncucls=.:~ '~:.::;.. . . . '" ~ .
or c.:s;:l=':-~;='·l =.cJec: SUC:l =s c.u:. :CC1.

0:- =r.y c:::er soLie :r pctentiCly ==.;er:us
o:J&=: :.s ::ct :c =e ~cie!'=teC. T:-.i.s:s =lsc
· . - ~ ,. ."..
=C~~Sl·~"e:t ::crse- ";lc:r ~c =t~er

oi:~J~c::c:.:ieor -.;.::sde c:r.c~C"'_ .J.:.

per=it:ee. :c ::=-:-:4o :r :x.~=i: :: :O!lC~eC
w&::?cn cr: ~::-=='Pc:.-::'" prs=,...:.ses. T:....~

-t. General Conduct - Cc::-..s:.c.er:::o::. of

· . . . .
er::-p1c,,:t* ::=-r~; :0::': :-e?::::lC::cs :::.
:ec::~: 7l:~.i.--: =y :-Nei·~·s :::c:::..~ :;:er:cc
15 s\lbie-=: ~.: :e!":':"..i::.C=cn.

s. Fuec::r::llS - WeC?ons -:.Ie :z=.~i=yee :os

• • • ~ ". I'

::':.C1:.lCeS =-y :-:~e CI ~ec•....s ,sue:: .=s- :
~ or ::is~ci). ::ewc:i:s. :=--:;ero~C.'::J9S,· ..
cr ·=t.'1er $o:.;c.:: .=.oJec-..s.

6. Smoking - S==lC..-:g ~ c: c=cur:c. :::e ?i=:::
is ::e~~sC. ::: spec::ic:=lly ccsi;::=taC.
;icces =1,;: ~~ ::ot ::e ,=DC-NsC :.r.. ::t.~e:
cr:cs. 7:'-..lS is ::ecess=:-l :cr :'~e ;ror=c=c::
oid.

7. Worx Hc:.bits - C-ccci ;vo,k ::6i:s =e
· ~.. ..

9I::.PlCY* ;:·er:::r=. :r:.e ;0::' c:c=:.r=.~;!C

estc:.:,lisnee C:c::::pc:::y sLcn==:Sa
8. No Sollciidion~ Dist~utionRule­

Solic:tc:ncr: :y sr.::.;icyees cr: Cc:=.?c:::"
~rcperrf :::.:::::.;; '?J"c::.cn;: ::=:.e :5 pr=~,Jj:neC ..
Wcrr::.g :l:=.e :os :.::e :.-::e =: :r::~lcy*~
eX?eC':ee := :e or. :.~e 1CCa Jis~-=\:.~c::. '=:
~. . . ~

.lterc:7'.l:e :;y er::~ic;:eesen ,-<.:r::?=y
prc;e!7! :..-: :lc::"wc::c...~; :r.ecs :t;:-.:l;
"'Ro:-ki.~~ :'=:5 :s ~rCr.l=I:eC.. :is~'=i,;:ic:: ==
liter=~e =y sr::.;:icyees =r: Comp~y

., ..
:=cv'=:::= =y s;..:.~er-r.slcr:~c. sr:c: .:.c~.-os

=e ?OC.. :'.::::se C'..:±cr..zee :c wc::! :cr ::ces

. ."., .
===.ent. =c~er:-.l~{t :::..J.ll::::-! :~ry, s-;ec=.:
.=: ;erscnc:l :ecsc~..;:: :~les=e :0 :e
i.:::-;c:-:cil:" ;r=.-:.!eC l.."'l cc=:rcic=ce iVi!.~

. . .", ., '.'

=:ec =:er S::.:I: er:.c ·":"?'"\..less ~t.':or--=ec. :::

1. Working Time - E:=.~ioyees c=e ::Ot :c ::e
~er:::l~eC:0 ;erior=.. ·NC:~ :eicre sr.o.ln

~ . . ~ . . ,
S~~!:.G' :.=e or -=ter sr.;.;:.: en=. z~ess t."'le

. , ~. . ..
=s :::::e ;vcr:!=c.. .:.:::;:!oyees s..-:.c~c ::OI

SI:ter :.."':.e ~i=:.! :!lore:he::: l: ~-::.:!es before
s~~eCt:ieCst=-'~~;7l::le. axce1=r if '"Nec:-'.her. ..... ..
~ :..~c~e!::.ent. ~ C.:.J. ea!~Y '_ ••vo :::::sas.
:r::::icyees == :0 wc:1t i:: :: nc~-prociuc:ve
=ec :.:.:::ti s:-.l£': stc::--....~~ =:e. E=pic,!~sc:e
::c! :: :e ~er=J.rte-ci ~o :e=~-= ::: :.~el: ;0:

.. -" ,
~ ':..~e ;!c:.-:! :::us: =:e :..~ C :,:o::: ...pr=·c-:..:.:=ve
.=ec: =:c ¥V"Jl ::c! =& ?Oci.

2•.~sence- .~';senoe ::0:::' ;vc,i ==7 ::e
~xc.;s6ie lr. ·::se d :ll::.ess =: er::er;enc!,
proviceC er::;>icyee ==i1s or otl:e~~e
::c=:es :be su;;s!""r.scr cerore sc.i:eci:.:leci
~epc:-i::~ t=e =:ci ;etS per::lissi:r: to =e
=ser::..1.;r:y er::.;lcye-e =ss!':! :cr :.~=e

. ~ . , . .
c:nsec.l=·¥·e -;vcr:c::; c.C:y'S m:..':cu.:
::er::-~icn ==::1 sU'Pe.rr~o: ~Jl :e
:cnSlcsree .:: -;c1u::,c:=y :er:-....::..:::c:: =ci
:-.:...-~~er er::-;:ic"f=e!':~~Jl:~~s rerjr...-..:.;.
.~.::. sr:'lpicyee ~cv::'l; feu: ::~) :.lnex=-..:.seC
=':sencss i!: C :-Ne!vs (:2) =0=::':: :;er:.ce.
w.ll:::e su::jec: :0 :er=i.~c:t.cr:.

3. Leave oi Al:lsence - 7he C.:=:.;:x=y
rec~~.i=e5 ~i:C'! ~":ers =5- CC==slor.s ~hen, . -
~! :os ::e-csssc:-! :0 ~=:.r lecves :: =.:ser:ce
:c eli:;"'=le er::picyees cec=use of 2~ess.
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Vacation Pey
~.... " • ~e:~~i
~gl.oJ.e e:::;;J.cy......_ ._
:ecslye ·.;c:::t:or:~! :-mc:
·"ec:lv. ::ec:- C:-.:..sr==s =c.. --
c~::g ±e S1..:.=__~e!'. ':'=~

le~;--_i.: c: ser-;:ce =e!:?r:::..:::.es
~, " 1,;~~ :'e~ -7 _your ell~":U:.. ! ... " __:-__.......

.....~I A ....er-c ,..,..--= -." .".,..-...:..;
~:. ~ ,"-_...-'::'- _.., ....
9':r'.i:1gs :eter=.:.::.es :;:e_. . -
::ncu...~t. ':"-::;:J.cye-es 'N'"::"-: :

::o::.:.i-.s to : 'fees se!"'V1::
:acelVe Z::er:s~t. :::seC. ::r:
=~..;c:l ec..-:-.:::.;s :':r :.~e

=reV'icus 25 ·Nee~. ~;icyses

~ti: :=ore :.~c::: : ySC"~ $e:-::':5
:-sceive vc===,:!: -;c:! =z
4 :er:er::: ~t:: _.: ..re-=s. _
=~r=er:t. l.: :.."::: sc::eC~i: :os
;';~';;~"e""· .-.,. .,,...,.- :_-;~:-~,.:: "N:~:--_. ... -.......... ---~ .

:::r st:.pe!""'r.scr.

:e ex;:ic:..-:ee. ::: yc:;,

Derc:ils .:z: vc==c:: ;=y ==
does :i p=-:.l':,,::.er..: 'W"; :~ :e
t:..-"'::01,;..~~eC,== ='"/ s;:ee::::
cuesticr:s ==CU! yc~ =ii~·

;ilirl ==- ;e =:-.swerse. '=,/
,.:. - -- -""! I -::..,-.-e;c.:='!'""-.--''''l=-yeu:: :-er........r:••e•. _,... .••__ _

Service Awacs
M=y ci yo~: :eil-:w
ern:icve-es ·~'Vec: ser"'..'"1::e

.•,.;. - -c: -- - -,-~ --.....::wc. _ :--l:_. : ...=5<; :-:••__••_

c:cco.r::?c:::.-1'"'"'::;; =er-=-==:es
• .~. - ;.~., - ~ •.=.--oc:ere preser:~ec._.:. _ {": : :- _

ei =::n::n:...:.cus ser,,~c= =::c.
e:er ecci: =cic.:.:i=::~ ,=-v·':
vec:-s, c:s ==ec:'..s =i
.. - .... - -_. ;•• ~Q"--~''':'''''"-'''c:-:-,rwp...__ .e·t • -=,, ':: .
ti':.e eoolov9'e === s&:-r.== -;v::.-.
tn, <:> ,.....or::·-..:.-v.-...... ..:-~.•..

e.· res_r.

Insurance

Vacations
Pl=:ts ::If:j =lcse c::e wee~
c:ur.=g ±e s~m.r::.er ==-:
vc:c=tcr:., cepenciin~ :n
business c:~ci ~perct..~;

conciinons. Vc==tic~

rne Eu=l1""lgTon :!edtt C:=e
.- ...ve ,..e "'-'ve"~ ,.... "';etol""-''o"J -= f"owI • ~ _. - ----e ..00:,.: • -"";"=sm =. ~e~..... __• _ __o-..n.._

:v-c:'.lc::.i:ie !..~e :oiloW".::.g
,-,...·"er-,..e·
N~ C~t t~ Employee: :CSl::
:rie ir.Si;."'=lCS. 3CSlC :c::lcer:t
cnc Slcr.ess ciis61li!'y, :c:sic
:c:cer:tcl ciec-w.~ ·:=lei
6s~ecier=er:.t. Hospl!ci
::"lei sur;-1c:l :=e.
C'Otionc:1 for Extrc: Cost:
-' ~ 1 • -: ";";"""'r:"'~: 01' :..onp oyee..-. "" •__

',f •

~e~ er :er:::c:::er:: ~:.:e, =:c.
. ~7. . 1 _ ,.;~ r-. ,_";
=c~::on:=._c_...e.. ;. _._
sick:':ess Cis='::ilito!.
For Elisible Oepe::dents: ~e
c:lci ~ec:;t.~ :=$ c=ver=,;e.

w.

'Your Benefits

,....

I

i I!'
r

• II
I

I I
i;

I
11
"!
i

. t

I
',! J~;;=========;"';====:;:"===""'==_iIIl!''''''''''"''''''_''''''''!''''~ __~~.-o!~Il'''!I''~.1~4~~ ,"~~!'I!!'II!::''""''!."'AllPOe!'l,',".~_~;U!!Q_.Q!_~.:!,.. ,!"1!'!l:;:~.•!IlW;;Z:..I;l_'.I.~#!"l'~."""-""""-"!)"!_~, !-.;:;".~e""Q2.,".~-... k '_ ...1 .• ;SP 4_.• ,+ AA~:;:....4Q ~ _ __



1
',cf ., ~ •

Pre--Retirement P!'OgT=

"-6 '-.i:t~reC ~i- .. ,...;._;,., -",-., • .".a# '-.I _., _ " =_oa .~_
;erscr,::,sl :,,:;:rssa!".!=='l:.

- . " . . .
c=: .:e CCtc..."lec === t,ne
::e!"SCr_~e~ =e;:c==:e~!.

- -~. --.:. ne :'l.:::=;-:C~':-~==-!""~et:=er::er::

?:O~:-= :s =.,cil=:::~e :0 l:et!er
prepc=e u.s ~c =c.ks :.~e- c:cij~~oa

---_.-. . .,
_,.:e!C"~or :.-J,s ;ir=;-===

.. ....
~wc ;tc=.s :=:. :e :::~c ::: ~e
:::oc~e!5 er::i~ee: '?r:n!
Sb.C:-'::~4'F.e=ecer:t?l=:;."
c:1C ff?eu:e=ent I w~~=:-:.

. . -,,,, .
::l9!:! =or::. :.-,.e "Ncr~:: OI wert

. -..-, ..=-r,.c.,....,e,-" "-e ....r-.-..--\1..,; ... _ ..... ~.oa.. •.... _.._ ~ _":#__ ~____

~:r:::.~., St-.. .s ~ ==e ::
,....,c --.r:"-' ,~c ,._.. 1:"0"-_. ....- --_.-- --~. -.... ~-:=:e c! :ec.:er=er:: or =;e ~:;.- . ,
:,,::-::.c:.~==cr:"-: :.-~ p:c~=--:::

:s ·JC1:.l.i.-:.t=:-?

Nl=::' ::::eresr.=; =::: ·;=l~=:ie
::;:i~ =e ;re:er:recl =.c dis­
=,~seC.:::;:~U? :::ee:..~~s ·=:6
:~OU~:: :..~c.:Vl~:.;.=.i :=:.:.::sei:..~~.

..l_c:.::incr:c12y I ~=:~:s

:-ecel·.-e ';v::::er: ==:e::c:~s
;recc=~ =v :";~lce ::c:er:s: ... .
~r: :::9 S~ler:: :! ~:=pc=:.=n
:cr :e~e!:ler:!.

=DO*..l! foU! t:::es ~~e C:=OU.it

yeu put i!'ltc yeur ::c:::::u::.t
you---seif.

Payments Under Both
Plans
yaU ~.ll :-ecei-"e c st:=er::er.t
of yeu: :;erso~=:c::u::! ;..~
, .. - ., _.. -
:c't.;.'"l :.~e :-':--:::: ==c~_--:~; ~=!ire-
::leI:: ?lc= =:c :he ?e~erne~!
Syste=:-::6 yee:. The entre
~ou:::~~ t·O~ :C::u:lt ll'l. " ..
ec=~ plC.~ :s ~!c:.oie 1.:.pcn
yo\:: :-SnI:I::.er:t dter =:;e 55 I

:..-;. cese yeu =e ter::"...lI:oed tor
ic:c~ =i work. or :..-: :::se of
discility or ciec:--h., .
.-. ;er':sr:.!c;e :r ~·Ot.:I ·=c==u.nt
is pcyc::ie ',;;:cn sever::::ce ar
~o;lc;r=er:!. T.:-..:s ~ercer:.!=;s

;:'OWS :c::;er ~c.:': 'fee: yeu
=e ~r::~loyeC...;,: the end of
:1'!e<::"s ::f serr.ce. ~OO

per::e!':! of "let:.! '::C::1.ln! !.S

;.cr=ie ".;?cn sever=:ce £'=r
'=:i- rec:scI:..
!.~ ±e ~eu=e!':ler::S,!"'S\eo.
y01.:.r oW!: :::e!"sond c=r:~~­
ticr.s =e C ':7C":'S g'"...c=~tge'::i

:0 :e :-eru::':eC. Wlth i::.terest.
ever: i yet:. :-eCel\'e ociy c
per=entc:~e of :"'''le Co:=pc:ny
ccnn--='l..:.oo:-eS to yet.:.:' ==:~UJ:t ..
:.cc~s =:c. wit.~e:-=w=ls 1,..=.
be :::c:ce !rom the ?7"::£it
Shc:-_-;.g/~eti:=r::er:: ?!=:1
~NheI: csr:O:'l t.""lc:::cici h=­
ships e:c.s't See~ :..~e c:"T:ce of
yOt:!' perscr_~el:e~:ssen!~"le

when c=~.sicier..::c c :ccn ~r

withcircwd. -
Ce::lplete dete:j1", of :r..ese

I
i

I

I
,

I

I
I
I
I

j

I

I

I
I
I

!
I

I
I
I

I

Retireme~t System c:nd
Profit Sharing/
Retirement Plan
3t:.::L-:~c::::cs :we ?,lc::"'-s
::ie~~eci :e ::e.i:: c:ss~e yo~
"'r':~r~ ~~'''';'''{;':'v -r....•... ,.;· .... ,.... _ .. ~_.l' - - _Y~~.':f

:,e......,:.;us ·" e,.. ve',; -e"'l"~ 0 .. ;....... __ w... ~ _ _

c=se =i .iisci:ili:-{. =~.h :r
severc:!oe c£ ar.::::iov=er:t.
You wvill ;e eii~.fle to joL."l
eit.~er ~r ~ctb pic::'ls wnen "lot.:.
==cplete one yec ci =:::n!i.~­

~ous serlioe :r. wh.lC~ VOl:.
;vcr:ceC ::: :ecs: ;. :00 !:·01.:..--s.

Highlights of the Profit
Shc:ring/Retirement
Pl=.,.. ~ 1_
::.=c:: yec- :::.e ,-,~~;:c..~y

cont:': ....I:.:es :C yo-.:.: ?ersond
=c=o~'"':t..!our s::c=e oi
Co.-':' v""'r-;··." .• ·i.e ---;.::s.-. "- :- ---... -- :-.'..,..
c::e =Deve c: cer:c::n :evei. Yel:.
de net c:::r:::-..bu!e you: O~
:::'O:1ey. Mor-ey :r. you:
c:c:::ccr:.! :.s :::ves<eC. ::=.--:-.incs
=cr=. t.~ese ~vest=er:ts =9­
dsc ·=e6teC ~c :fOU: ====unt.

Highlights of the
Retirement System
Ii yol:. ;vent :e ioin L"'le
~e!ireI:lent Sysi:er=., yC1.:. ~..ll

c:-r:r:-.J:ure ~c:-: of -"cur '"PCY
ec"';" ....,..., • .i,..." ......:...".. •

..... .:-'~: ---. -. 1 ~ '-'

=c==un!. Ycur:=n=--=utc~s
w ..ll~ L...,:terest, :lC
:ur::n;;ron ~~, =lso ::lcke
c::::n:::'=c:ions :0 you: :=c:::t.:.::'t.
3v ...~ tt=e ye" -sac;'" --e c~:..• ~.- . - • - .... """'''=' ...,.
",":.e tOte:.:. ::er:ei:i:s prCV'lcee: :,y
±oe Com;x::::y c..-:c !.."le system,
:ncll.:.ciin~ i::terest, .,.,..Jl be
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t
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J
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. . .
~= =: eX;:lC=:'C':C:-y =oc~=!

=s ~l~.JC=le i:"=.= :.~e

Tuition Aid

E.:c.olovee
Merchcdisb; Service
~"rc:::y 3L...rl:"-:'~c::";TOC-,,:,C-.s or. . .
ne!:lS :-nees :=~r=. :'...:.! pr:=cuc:s

Educational Loan Fu.."1d

. . . .
:=.c:-! :e ;u:=::.=sec. =: ~r:::es

~ejcw :.:st:=..i :osr:::': :evels

't . -,.... ~c ~_·~~,~~eC "'_.~• Cl.: •••__ ! __ : ':.__';"'".~ __:- ._

eo ~er::sr:: OI :::e s~e-r:s= :=~

cer:="~ ::~:sic.e==,u:ses :.::=:

;erscr..::ei :-e;!eser.'t=:"v~=::::
;,:-;"e you hill :e!=ils.

.. .
=;p:::vec :~ ==-"-=::ce '=~=.

you =~SL s~c=essi:.:~y

:::::;;ie!s y,,:::..: sr...:.6es :::. ..~.. '.:·rcsr:c =-",=,~-I/. :cr::~

:n:.-:dc.i ·-coslStc=ce. Y:::.::

~~rcv'e yo~ ;rese!"'.: lC:
sX:.ils cr ;:-epc::e yc~ :-::: ::e~·. -. .
7/cr~ ~ ce ~~u.:se=~Sl ;:e

. .. - .
::",::u;-~ :..t.:.e :'=::;:J.cyee
~!er,=::=:!C:si::; Serv~=e

(~\lS). ;-.:-is =enet: is :cr
-:-~;:icyees=-~C ~el.- ==='::::5.
Scr::e :cc=~~c=--..s h=-·,-e =

~-:"'.;lc~~"ees =.c. ....~e~ :=-.:.l::':::ar:.
=.c:y =;;iy i:r lcw-l::!:resL. . .
.;,oc::s:n cr:.er :c c~nt:::ue

±ei: eC'U~~cr:.. :~l ~e!:- :~

::r...s:;-::=e::: s~es :oc=:
~c:ers '::C:-J$ :==ess :~ ::
!:.ec=':::; :e!:::~ s~=r= -:;:er=::e..' -=y :.-:e \-.CI:'lpc=:.y.

;:clic.=1 ;'='[1 ·=s ~ei1 cs
::'ciiccy c=se~~·=r:ce pi=.---s,
Wlll ::e =..-..::ot:...--:..:ec. =s ecr:~,

Leave oi Absence

16

wc:::ts ,c =:::ice s~e yell:
rsc:rci of :cntz:~ou.s sez-...-:ce
7rJl :ler :e br::ker: =.:i esc :c
er-sure the ~r~;;e!' ~c=cii::~ :£
your :er:ei:.:s.

3i...i.:li.~~cr:. :eco~~es :.~c::

sir..lC:-':c:-..s =~f =".se recr~i.-.::~

±~ yc~ :ecr.les.= :ec:ve ci- .=::sence. ~ ,-e ~ec:se:: :nC:f ::e
;ersc=:c:i. :::.eC.ic=i :.i.ll.~essl

z..~J\::l. c==ce~!. or ;'reg­
::c:::'lC"/) ~r :cr :::.llitC7! serl'lCs.
:£ yCl:.. "Nc:::r :c ,ecr....es. :::. :ec":e
:i =ser:cs .. c~n~:c: your
su::ernscr :r =ersor_~el
~-;"r"'c:e".~"Cl~ v ....,,~"- _,....._,--."'t!.=:- -- ••."-- _.• ....,.., .....,......_-.e-"~ ....

, "

:'le<=s. you s~cwc:.==::.!cc:
yccr perscr..r:ei re~reser::=·,,·-=

, .
rc ::lae c=:=-~;e!':'len':S::r
'fcur :et"~-::. :c work.

Holidays

:'{~~:lV~. ''''' ·a-. - ...----.::::.....-:- --" "
.~ .~~....... ".-' .'" .~.-- . ,,' . '!

Ii =\;'Sl..~ess r~~eoer::s ::lac
t - c-:--- : t..~ _0..- 4_i .,;,&C__.:r--: ~ ~h_ =~

operc::e on :''''5 ::'CllC:-f, ~
~ . .., ~ . ,,

e;;;:''::1e e::::;:!cyees m,;,;, :eceIVe
., I ""

el~n: ::cu..-s st:"=;::! ::=.e
~clici=,! ";t::'f :'l'~ :::.ciciiticn :c ";C:Y-. .:::.c:-..:.c.:.:.yec:::ec..

- .. ~, .
~ ~e :CCCW1::; =e ~Oc.

!:cll==!~ icr =ll a:u;-..ble- ". .-
=1.::.:.:::~on -:!':'~PJ.cY*S:=.::ster
.Yfcnccy .Yfe!::cr:d Jt::'f, july
4±, :'='::c: Jt::'i, ':::c::-..ks;-:.......::;­
~C"!, C:-:s:ncs.
•.l..ll eLi;-i:,ie er::::lcyees ~.2l

. . .
:ecerv·e s='=:;:::·tt~e pr::! rer
::'CI.:..'"S r~~c:::y sC~eCcieC

when :..~e ::cliccy:s cbser-v-eC.... .., . ~ .
os 7J'91.2. =s oS-l;::: .:1ot:..-s =ec.:.-:
:cwc: ,~ c~.~er:::leci~-...--:; :he

..... , "0' •• '0'

;; :'''le ,-cw::t::'!s =:.c: !7.cu:::.t::'!
~r::! =s C:=arsnt =t yet.:.:
pic:::, -{eu -,rJ]. be c:"l'isaC..
~etc::.ls cr: =ii~..bilit-f for

.1

,I

i I
I:(.
I II, ,

l:
Ii, '



<.k l

pcrenr. ste;;-~=e:::. =r=L-:.s-r,
step-brotber. 3lSter. step,
sis:er. fc:.~er·1I:-~~·

=oL~er·i::·~,~, =::t::er·

E=:;:icyees c=l1ee. ==: ,::.:.:-,.'
=1,;!V -R"'2 ':e sx~s&C ==.: :.~e
..;- e' se""~ ....... ~~e '''-, '.?....._... - -- ...".. -. .-- : ..-"-

w-:ll be ;>de :cr sCleCuiee.. ' , .
S:-.o.lZ: ~c~-s :r.1Sser::. ~ess :=~::

Jury Duty

'9C'1·
Berec:ven:ent Pcy

. ~. . ~ ..
sc::ect.llec. not.:..-s 7V:-.l=::' ·Ner~

:r.-lcw. s;ster,~-ic.w =:
• I"

;:::lc;c:!er:~~es. :''':6

sr::;lcyee :..s ;-:~J':I:. ~-::e .:Z:.
=:ci ~i!l be ;C~: :cr :.-:e

.-.... -.

.. . . . ,

not -NcrKec or: :::e c.::y =e!crs
o.r:f :-£. ::lci dey :c,ilc'?tt~::; :.hs
n;nerd. '!cu: s-.;pe!'""'.scr .1t""..!l
:'l~ f~ ::e!c:i~ ~c ~-;rove

:.':e pC",r=em.

Mc:tched Giving
Program

-. ... .
:- ='...:..~c.=~cr: ~ =~C':: yeu:
~c:::=c:; ;i.;"s:c ~.J'-;i~ed

sc::ccls, :oil~es, -..:r.i,\"SZ"Slties.
du=_~ :t:...~cis cr sc::'olC"Sr.:.~

:-~c.s :.~ ±e c:::.::t:..-:.:s ci SlC:c
S3 I 500 c yec:: . •A..."1er you :e'rS,
the Founcic:non -w-Jl =o~!i::ue
:0 :noc::' your ~...~ '..:? to
Sl.COO cyec:.

Sodal Security

Militc:r"l Service
.!.. :ec:ve :cr ::lllitc::y 5er-,,,:ce
Wlil be ~c::lteci=s ~:OV"lceC
"-'v i"'-N ~""d"Ci..,.,:; ......,. -~ , -. ""'"'. ~ - ,
ez::.;lcy=ent :-:g::.!S ::lC :::
'..:..-J::clcan ser-nce :-ec:rci.

, .. ..
=::r:.t:":..:utes =n :c.er:tlc~

. .. . . .
::'C"le cec.uc:ec ler soc:~
sSC"'..:.rity. the Cco-;:c:::y

17

Lee-/es ~.ll :::e :;rc:::se =s
::ecessc:""1 to :nerr..bers c£
?eSS!"'Ile =:ei Nc':icr:c:l Guc::·t
'..lI'..its tor weeker:c :::.ilitc::::-r
cir.1ls, =rwud tcu..-s ex =~Ve
:=ct.~~g c::'lc. emer·;ency
cc:.ve ciuty. You :ecel'le
5uo;pieme!'ltd ~c:y fer =_-::.;c=. . .
:ours:!! =.'.:.:ry =:.c: e!::er;er.cy
cC'ive c.~r,. Su'Ocie!::er::::::i
...._,7 .,...;l1 ...:"V """ ;':;"~',i""'; ~;...;....~"--1 'NW _'-' 1;"__"-....... ......_.

ho~--s :::isseci. iess ::c.se
::uli!c:!y ?=y.

T:-.lS 15 C tor::l of L-.st:.:='~C9

pee er:.!:.:ely =y :...~e C.:=:~c::y

=-~C ==:::i.-isrered '=y :he
sr:!e. :t prcvic:es benefit

., . . .
_-..si..:...-=:cs, W::.lc...~ :s r~..:.::ec

::y SLoe :c.w =roc ~c:ic :cr
" . ,..

e!~::=eiY =y Ule '-'C:='~i",

:;:rotec.s yO\; :""'l :""le ever.. ::i
. . .

=C=-..l;C!lC:l~ :::'j~';'ry :r
s:c.ic:.sss :eic.teci to yot:;.;; )c'::.

Unemployment
Compensation

Worker's Compensc:'tion
'lIic:ker s c.:::r.:;:eroSc::cn

. ..
pc:-r=:er::s, :::s =ete~ec ="':". . .
:::e stC!e c:;er.cy ;""'lVOiVec. 1e
=.set =;x=:ic:lless ::i :r.c::n:e ii
c. ~e!'Scr. ~ cut of werk :,,"'.r::u:;'::
::c :~~t c£ :..~e i::cVlciuc.L

Sc:vi:o.gs Bonds
Mc:::y er:::;:ieyees :e;-'~:=iy

;:u=C''::c.se U.S. SC"rL."'::;s 5enes
j-o..rcuG':: :.he ;~f7011 s~r.!:~s

;lc:::....s_~uc:l bene. ~:.."es =9
::eic.:r: ;::cst pla::ts, =d ycu. .
::l'='f cor:tcc: t.::e persoIl!:s!
cep<:::,:=er:t c:t c::ny ll.'T.e to
si;-:: up.
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Employee
Information

i
I• !

3~:.li.~gtcn ~c::'l:S :::. ;:eep :O~
.' .. .
~::':Or::lec :::..=cut ==:ers :""lC:.. , .. M .
=~ yeu c:r:.c rCc:: :0:. J. UC-1.
ef£c~ ;ces i~!c c=~,-:si...~;you
oi nc:::?eI"il'~;S L~ you:
depc. ;..,.....e!:!, ;;iO'::. ciiv~or:

c::"lci Cccpc=:y.

Supervisor Contact
b c.c::'.ly =ontc:C':. you:
st::;erJisor -m n =e-;""..;lc=;./ !eep
you 1.:.p to c~e or. i=;:ortc:::!
m=ners.
Keep in ::u..~c ~~:=: yot.:! s't;.;:er­
'r7cr is ±e,persc:: :0 c:sk .,
wnen you nC:le c ~~esncn. .1

yct.:.r st:.perri.sor :oesn ~ ~ow

±e c.-.swsr, ycu: s~;:er-,,-:.scr

"N".ll :"'''lC it or ?u~ you::: tcuc.:':
\\~th SCI:lec~e w~c c::: =:ei;,.

Burlington look
r:CI:: ':ir::e to :=e you W-.J
recei·"'e c c:;:y :i ''7:-:e
':U;i·...,-.C"" T -ok .. ~!--e::. __,;:" ... _w • __ _

'.....::r::;x=:.y::ewspc::::er. •::e
If- , ., ••

~oc:= c=::.tc::::s c:-:.c.:es CI

i::.!sres~ :0 ell of ~.

Bulletin Boards
3ulle!i..~ ~o~....s ::::cugncu!
t..~e plc:l: c=r:y ::::pc:-:=:t
::oticesc=ou!COI:?c:l:Y

,. ." .' .
POlle'!, :..-.:or:::=~cn ::::CUI

Bu:ling1CI:. =:'lei :te~s :i
inte~es~C=cut your ;ic:::: =c.
. '1' ..tel cw er::;:ic;{ees, =s i'1e~ :s
~. -':sg~ :':cnces. :-~~":"1C=

:'sc=:...!~ c£ :.~e =t.tilet.~ ~cc:-=..,.. . ." ,
w:.l~ nelp "'y::t.:. -,eep l:-':Cr=ec..

-

MeetiIlgs

, .. .' .=e ~eH~ =s ::eec.ec :c· ;=~.'V1-::=

~?C~=~t~jc~c~c~:cyc~

=.;.6 ot.:....er ~r::?icyee~a

Publications
::oc~'!.:.:=s=i':Ct;: ~:~:::::=:y
~rcc;:,,=.--=s =:lC =er:et:s =s
per:ocic=lly ~:"=UteC :c =.::
er.::pioyees.

letters- .: :~.r:: -:=e to -:.::le. y=u ==:..
:-ecelve =letter :: :=t:.: ::=~e
::c::: you: :oc=:icr: =~=;s .... .
=:er:t en !C~'lCS :r ::::.:.:-..;.~

:::r:cer:: =..~c ::::S!':S:.

Audiovisual

" . .
Sl:ce ;:-:::;:-=.--::s :c -,s-e; 'Ie::.
:I"icr.::ec.

ib::::=====~~18~~~~wea.;;P.. ..L4; 59. _4' j' .4 s, 5 s; aC $ SO'.".
.1. ; ..... : ..
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~Occupafional

Health
~cLSafe~

Sdety P-:ogrcm

. .
0: ~J~!, ::c =~;: .::=~.

s.iig::t. it shcci=i =$ ;rc:::;t~·~ ..
:rec:!aC ~= :e;:c::se :c yo:.:..:

-•

'?ot;: Cc:::pc=:" :·=k:s ;7:cr
;;r:c= iI: :-:';e -=x::ei:sr:.~ 5~=ry

:ec:,!C c:::::::uee =:.. ::3. .
e~;:.i.cyees .:ver :::.e :/'~s.
~ .. '."
l~S :ec::r= :..s :::e :-SS~t ~I

:=er~ll~... plc=.::sC p=-=q:-=:::s
to prc!ec: $r::;icyees. =::C:1

- ~._ . f'

:e~ec:s~ ===;:·er,=cr: ==r::
• "t. •

~rnp.Lcy~s_. ~=.~ =:~ .~:;ec.::

leo--=:: SC=-=r'! :"'"~es, :OJ.1C~'"

sc:e!'Y' :'"~~es. ~ec:: ;:rc!ec-~cr:

7Vr:ere :-e-=~=_'"::.sr:ceC ::r
!'~...:.::sC =::::. :::.~{= Sl.:.;;es­
:10n5 to el~-:.i.--:c::e ~:::1S1C=i

=:crz==s :.:: Y01..:-: -N'::X ::-?C..

super-:tsor.

e.

19

Health Program.
7:-"le Ccr::pc:::.y ::le6c::i

7:"'le CC·r::~C:::·f =eco~;~es ~~e
. ... , "
~:=;:crr=--:ce ex. =..--:c :.s ·v-'!!~y

::·ncer::ec. ~:...~. ±e .;e~e!'=i

heel:!;. -=c sciery ~: .:ll i:s
e~ployees.

1. ••

Z::SC1C=.l c.epc::-=:e!::s =e
s,t::eci mtn ;rciaS510rldly.. .
tIcmec ;::ersc:"_~e~ :0 :=--:!
cut :he :=rc;":'==. 7Vcr:..c .N:t.~

COI:ll'nw.r"..it-{ hec:!...~ ser-nCS5.

c.r:c to c:·nst.Ut ycur ;;erson,=l. .. . , .
?nYS1CC:~ wnen =~:..~c:""~ec

byycu.

" . .."c.lrec:cr =:.c. r:."':"""Sl.';.; S!c::
cocrdi.-:=:e c ::ec:1.t..~ ;·ro~==

cesiq!lee ~c ::r::=c~e='lC
enc:ur::;e gooc ::ec::::.
E.r::c::ice~ c=.cr:; e=:::icy~s.
J.:ole eo;CCSlS :s cr: ;;reve::nor:
throug:: er::;,,_~~r_~g steJ:s.
c:d..~~=~ve ::r=ceC~:es.

hedth =~t.:..~eii.-:;-=ci
ned:.'-l eC.~c=cr_ ?lc:::!

i
.{
•1
\
1

~::. ...
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The 10 Basic Safety Rules
Here is a list of 3urllngton'slO ?ri:nc::-! sdet'l rules:

6. :icr5e::i~!:.--: =.y :cr::: :s ==:.;er~'~ =:::::.. .
;:rcr"':'=l!ec.

7. CUi::.; I ';:"ecsl:l~ I or vv·c=k:...-;.:; c::
:.:..--:;:r:;recec. =c::"~nez-:, ::: :nc~::r: :.s
:;:rcr':=iteC..

8•.!.Jl :='==~...i::ery :::.c- ~~;r::e!:: o=cs!' :-e;=­
=d ==i~s~=er:~sheil ~e ~r:~e!'~·! ":=ckee

:':":e ;r:~er :::st!:oc. :or repc:-.:.~;- :':=5.
Sc=sr-l =.::es ::cr step A,1"r:.s:: "~"'Cl.: :SC'lE O;·C::":

-"-'''''­.. __ ... _10__._-.::e
Cl..:.t" ·=:c :=;-;ee.

9. K-~cw :.~e :cc=~icI: ·:i :.:: 9>::3,

10.

~.l:::=er:: ;r::\-:cec ::r :~c::.= ::se.
~;(C:::tc::'~ ;ooc: :::'=~akae;,:::~=y keepi::~

, . ..
ycu:, wcrx =ec ~~ec: =::c ~:=.e!":y.

·'
lise: :;:rc~er :lct.~;. :':cse siee~':s, =-<t~S,

:1:e ::r;h! wr::v :s ti:e sde ."r:,," ~c co your
;C;" :1,.... V"":" W'cr:" ~o;~cW' :-s·... ·...:.,c,-s
I _ •••--.... --~ -.. - --~. -"-- ....

~ you CC ~otr:cW'. ;=sk. ..
~epor: all ~~r~es, ~owevers:::::J2. Ja.:.sc.
:-e?cr': all :..:r.sc;e :o~6tcr.s :=ci ~.lr.s~e. " ..., ~

=c-..s W:l1C:: ::"'.l~:lt .oe :::e C=-ioolse =:!~

:c=:ce!:t.
~':sa <:ll sc:ie~16evices ~C: :::-:tect"le

. . '" . .
:='C\r'::; =.c:=:'~er-f. =.c. S::'Ct:lC :'lot ::·6- . . . ~ '. . ,

";Vcr::. :",:,,::;er s::=es =s .::e!.pr-~ ::: ?V'cr:c..""l;. ., , - .=:=. '"R'c:.:.:::...--:g sc:ei'y.

ICC.

}J.. weJ-~=.-:eci =..;.ci sC:s!y-!:"':'-::iee :.::=':~..-:C:.:.=i :s
:.":e ~ey :c -: suc=ess::.:.l sc:ery ;:":::~=o

,I,

I .
I, 20
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t:
a i..

~~-- ~.•,
>.f: . "'"'"::'-'. -

"--' '. .,
:t:.:l:::;t=r::e=7l yCU!

;veii==-9 ~ =i ".r::c2 ~-=::Cr7=~Cg.

'0 :ne C--~C:::'l ~"v'"'1.l '''-'r':'~ .. '-'...... :: .. -.- ........-
"'N':~ :.;,S, :"C'~ T~ ::'='J'e :'''1S

='P;:C!7~::=~" ~c :-,~=~c::e :::
~~ sc:et'"? -=!:=r.s~ ~ll::.'-. yeu:
'--~~e!"~c'" ~.,,"-~ ~- -ic.-· "_:Q.~"-....- .....~ ._~ ..:,"'''-''-'',:'' .... ~--~ ..
:=ro~== "'N"~ "'Ncrx.

141.s

-

_. -".
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~.~~~~.

....~<C

·Nr.ic:: =:c:y =::$1 :.~e Cc:::pc:::y
:::lcr.etC:--j £i."'les.

Employees c:re required to
comply wHh stc:nd:rds.
rules. =d oreers c:pplic::::ble
to their own c:ctic~=d
conduct. T:-.:s :s ;;c.-:l:::-,;ic:iy
::-~e wr:.ere p;"otec=ve c:.eVlces
or =lothes ere :~..llr&C.•~ =::
er::::lcyee of ~e C~=?<=y,. "you :lC'V'S cer:C:l ::C:::S ~c:er

t.~e ==-_ .:'..ssi;:=:ce ~i ::: scie
~C ::eclL1.:.~ ;lc::e tc "Ncr~:s

t.~e :::cst :=l'~c~=:'! ::~::t.

U at any time. you ce e:~c:e

of a ?laI:.t hc::c:~ that you
feel is likely to c::use serious
?hysicd he::: or dec:1h.
plee:se noti.."! your
supemsor.

Safety c:nd You

.... .. .
~OC=Y c:ll e:::?lcysrs =:e
!"~"':l:eC :: proVlce =: s....:e

, _. "

;1c:e ~! er::.;:lcy:=e!7.: =.'!- :.-:e,..... .- . .
::c~..:per:.cr:.~. ::c:ery =:LCl
."":ec.lt.P"l .~c: .:: ~ 97': ,,::ener
:C:cwn =s OS!:.~.:. ~ct.~

er=.;lcyers c.~c. ~r:::::lo!,"e-es

:~~;e cc~:g~cr"-s ,.::.c.er ±"J.s
c::r:~ress~cnc:l =C:. w:-~=::

::ec=''"'!le efee=ve .~..=r.l2S,
~9il. .

I: ~c:s ci'f:l:t:::':: :,eer: 3~::':"~~on's
~clicy :c :;:rcV1:s- =scie c::.c.
::ec:;±~~ piece :cr :ro~:o
7Vcr:e:. ~t ;~.;s. :::lc:..ices;occ
=usl...~ess ser:se :cr :::e
Co:::pc:...-..y :0 ~su.~e :...~

respcnsil:·iliry.

~-::?lcyers =~s~ ==:::.~·i!· 7V!t.l:
~C=-wlpc~on=l SC::ery =:c:
:,ec:l:..~ s~:=c==.s ~uJ:iis.~eC

=:.C dsl:il:t:!eC ~""lc.er :.~e .:=
. I,... .

=:~. :..~ 7Cc.l~~r:., c:": :-e~~ec.
to ~':!":"'.JSr: ace:: a=-::'lCVee a
?le:::e oi ecploy=~nt 'f:ee
from reccg::lizeci hc::c:ds thcrt
are c::using or likely to c:use
death or serious physic::l
harm._. .. . ~ ..
r ecer=:.:. SC:;!'Y' :'lC :lSC,:"'-:'

lr.s~ec:ors er:icrce :.l.:.e
'. ....

:e-;;:.llcr:cns set !C:--"'l ~~cer
CS::~.. :'t;.T::'lC =·r...5l: ~c C
r"- ,.._v .....'"'~;,. · ,........;c- -......,'-" :""'-""'.... >/11' _ _ ..... _.... .., _ ••

. ... . .
:r..spec:cr -m~ ::eter=...:::e
w::eti:er ~'"le :;c=l'~c=y

is :cllcw'.::;- :~e OS::..!..
reg',;lcticr;.s. Zi :""le ::ls'OSC!cr
ceter:ni:'les ~he:t t..~e Corr;,?cny
is ::'Ot :::::::::ply_"'l;-, the
ir.spec:c: :=n issue c: ::tc:ticn

,
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$";Ieer ;VE:C i.s-..:c..-:. -::s sc::et"l

Investigc:tion of
Accidents

, ,_.
s.;ceSJ. .::: :;:':'5 eve!"'.:. '!"CU r:".C=Y
;,·~rc=='=se :..~e ~..;.:~~==r:! ~.... -C:Z::?C::'i· ==S!. ~.::e (.."c:::pq-i
:-eplcces dl50-~er! ~~;,r::e~_~

7Vr-.1C.:':' =ec=:=.es "NCr::. Ct1! =cr::

ycu:c'm:.

Personc:l Protective
Equipment
To t.~e sx:e!':! ~cssi=:ie. :eve,:,!
job :=: :t:.:ii:"'.~=::. :s ar:;:::ee!'~
'!IO -r·,.,..,~or-,:. ...... -,i.'-·..r~Qs ---"""":Sr: ~ _t.:_ .. :._.~ w. 7- ~':'---

r.cz==s.. ~c:::e ;c.cs, ::.cwever,
=~S! ::ecessc:.-..i:·t ~ei·! .:.z:
;erscr:=.:. ;r::tee:.-JS ~~:;­

::len~ ::5 c: :=s~ ~e ci =eie:-..se

!! i:: yo~ ;c: yet: :ael :.~c=r

yoc ~eeC= =er:=.."'l 7'{';e ~i
'Oe,.s~'-'\-; -"-'ec:..- ~.~--• • \",0"'"""":,,,"", :-,__ ~ __ 'V:= '_""': ....~
~enL 7V:"'..lC':' :.s ~O! .=el..""!·;

Coc;erc:e 'N",:':' yo~
s~~e~.scr :c ::ei; .;s~==~i:
tr.e "w',;'q" :r "::cw" :J: =:..... . .
c:c::.c.er:.t. ~ 0 ;C=:-;r"..r=se :.-:e.. ' ,. .-
t.J.~:-.:N~l s=e'r'[ S~CC;:::. .::.e
~::i~:-:; yet:. :.:r~"len: :::c:-! :e

T:.e ~~=::~=:"t srr:·,;es tC o.Eer
y'ot:. ::le :eSl ~~~~r::e::!.. l ~e

wea.-_"1G' :i ::..:.s ee:..::?rne~t :oS

R~e 2 ci ±& :: ~C:5lC sc:ie~.)'

:.--.:les. .:"Jl ;:::tec=ve ~..l:~'.

:::.en! :-ec-~::eC for :.:.se or:
·h'" iC;" ';",i :"'e s··-...·;;".,..; :..."~_~ ...,<IV....:._ '-~:-•• •

';"e C~""-c=''f '~--"'Ii~c~ -~,,....;.~. ""' .... :""' ~'_. .:;~\w~.

ec.:'';l-;=er:.! :.s ===e~,!C'::le :or

. . , .
!::.c!:a :.::e =os ~se!'...:J.

. . '-c::I::--:llnes s wc:~ ;Sl::';
"OU!:n t1':,= ;ic:::" ,;:~]es you

• . o,r'" •
pern.cps c .::er:er ;ee~ :n=::.
=y-:ne eise :cr ',ve---r:.esses
.' ,

1.'1 ~'"le :sc:e~f prot;. _:....

. ,
;css yeur l."'llcr=.=n.cn ::1cn;
to ±e c:::z::.::-.ittee or ~ersc::c:.ily

see :~ rr !::c:: ==:rec:rV'e croon
is :cie!:.

3ut S'tl&n if yeu ~cn't ser-le en
~~e ~=:r.=':'jee, yo~ ~c ::'=-J'-: c
:::irec: li."'le tC ±.e C~I:::=:rtee

::.~ot;gn Y~1,Z Si..:perv~cr.

!(*:p ilie 5u;:er-'1"':Sor :.:-,icr=eC.
=out :.:~scie c::r:.=':~cr.sor
·N~rk hc:.:l':s ::: ycur =epc:=!·
=.en:..:"~u: su=,er-r~cr W"i.ll

Sdety Org~c:ti.on

. , ,

c.e~""-:~o-;l::; ;ro~==.s :lC
:.::ec:n~=C:V1nes :cr
~~rove~er::~i sc:ery :.~

yOU! wcrk lcc=tlcn..
Since :epreser:.:=-:;.c:: ex

~ , ..

e~;lcyeesen :.r:e c:::::::::::ee
:s :.:.sucily :otc::eC ~er:cc.:.c::~y,

you ':n'='! :::e ·=skee :c se~;e ~r:

±e c:==jt!eee }·.c==~,t :.~
• "0. .", •:-espor.s:..olllry ~J..U..;';~Y'.

?sc?le ;i.,;.St l.iks- :'C~ onen

~v'e!'y' 3u.rin~cr:~crx

lcc=tlcr: hc:s~ ~sc:.:l:.s::aci

Sc:iet"! CrG"C':".:.z==.c~. MCSl

oi tL\:.e c:gc::-.lZ~=:"'-S C=S

set u; :s =::==.::1ee5 or
=r.c=:.c:r;e!:'le!:.:"/s~~er-r.sc:-!

pe:scnnei =.c. "Nc:~e

employees. T::s c~='='::1ee

:::::s t.i:e ~=s'Pcr.s:=lbry :':r

J

\

\

22
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Sderv Tc:lks with
Supervisor

:-k:~;, :e-c ;eng, =s~ yeu:
su~er-..-..scr ==C~: ~:.

Sdety Promctionc:l
Literature

. . .~ . .
C:C1,;: sc:e!""l '=:: :r == :.~e ;c.::.

. ,
e~;:lC"!ee!s~.::;er"""'..sc: =~c::

:::essc:;-e ~= :::c:::c:; e:::e:::.
:£ yot:. =5 ~scr-.si:eC "1r..:::

- -, .-:v::.-: 'le'..:.., .. ::S :'"":' (S ='="! .:e
;:-::u-;: =.:sc..:.ss:::r:s :::vcl"'v-:=:;

you :C:ow =Ci.::..=,sk your
s::.;:er-,,~scr:0 :e! Y~1,.;. see :.-:.s
:=:S!~ :..-.spec=.c:: ::;C~ =::=
:escits. Ii yeu £:s1 ==r7;C:C::
of~ ~~s=ie :=n=';~cr: :05

e~ec: "'feu.: si.:;e~;:scr ~c

::c:ve :;:er:cc:c sc::e"y :=~

.. . ,..
~-:C't :;:e =s;:ec:.=:1 =.:c ::cr

.~.s yot,;. ==::=::.:e yc::.: r;c:~. - '.
VV"".:'-: ~1.:.:~:..~;:cr: y~.;.:. ==::

. . ..
:::s 7J'::=le 5:-'::: =:: =:.

-... ~ ." ,
~:..:.s ~:=:,=-=c·c~ =::::~=:.::! ~-:e

:::s~ seier! ~rcr::c!:cr:c:i

i!er=t2: yc~ :ecelVe =s =
E~il::;-:cr:. er::;::l~yes. Y!cr:
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First Shift:

'Supervisor - Robin Dunn

Wage Members
Tom Wilson
Edward Rickman

Second Shift:

Supervisor - Ira Smith

..Waae Members
Robin Hines
Charles Burton

Third Shift:

Supervisor - James Pritchett

~aC'e Members
Marie English
Wayne Wood
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INSTALLATION OF PROGRAM MASTER

1. Withdraw thep"09rO"""., enos sis end make
certain the .Iectricol power switch is off.
(Photo No. 2)

2. Cod the idler drum lev.er in the forward
position. (Photo No. 1)

3. Pull the boil spring lever out and up to release
the bai I spring.

4. Lift the boil spring oyer until it rests ovainst
the front guide post.

S. Lift tne top gUlde-b!ockspecer out ond Clver
unti I it rests in 0 downward 1'05 ition.

6. Insert tne program mester (with the sprocket
holes clown) over the three drums ond into the
spece previol,lsly occupied by tj,~ 9\·ide.bbck
spocr..

7. Line up the hOles with the sprocleet pins on
the left drum.

8. Uncocle tne idler drum lever putting tension on
the program master.

9. Put tfte top c;uicle-bloclc spocer boclc in its
original position.

10. P lace the bail sprine; bock in pOS Ihon; then
lock the spring by I)ushing down on the bo; I
spring lever.

AiTAC;.;::ENT I 1

lD~ER CRUM LEVER

BAll. SPRING

8AII. SPRING
LEVER

DETECTOR
NOZZLE

Photo ,",,0. 1

_.

_.
--

(

PROGRAM

GUIDE BLOCK
SPACER

r"I~ ••• u _ .,

SPAN
AOJUSiMENr

ZERO
.... OJUSTMENT

/

-
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Soeei;' Instructions U/7/78
P~ge I 0 f 2

I I. ine fol lowing m~intenance checks should oe maoe at the beginning of eech shift:
a. Check truck fo~ cleenl iness end operatinQ condition.
O. Check gas tank end el I gas I ines fo~ leakage.
c. Check wate~ in batte~y ~nd radiator.
d. Check I ift and hyd~aul ic system for any leeks.
e. Check engine oil - add if needed.
f. Check brak'S, clutch, gas feed and gear shift. Meke su~e they are in proper

working condition.
g. Check al I gauges, clock end horn.
h. Report any mal function to Supervisor.
When refueling make sure valves ere off before disconnecting gas lines.
Make sure main valves on large tank are turned off to prevent leakage.
If leak occurs in tank, remove from trVck and take out of doors es Quickly as possible.

Make sure OOCk boa~d is in place before entering trailer.
Alweys enter trailer at slow speed.
Watch for trailer moving. check to make sure choeks are in plaee.
Position fo~ks correctly so wil I not puncture cases.
Keeo forks low when travel ing empty.
Report any damages to SUperYI50~.

Always use cl~ when unloading oatch rolls.
For~s snould be spread evenly to properly balance loed.
When load is picked up always ti It forks baek.
Drive forward on up grades, backwerds for dOwn grades.
Always drive backwardS with bulky loeds - faee direction of travel.
Avoid sudden stops.
Know rated capacity of the truck.
Watch overhead clearance and top of trailers.
Use care when high stacking.
Bp. cautious at corners and sound horn.
Watch rear end of truck while operating around corners or turning.
Use low geer or slowest speed when descending ramps.
When parking trUck always place forks flat on floor.
iurn engine off and apply brakes when leeving machine.
Kee? erms and legs inside truck while operating.
Operate at ufe.speed and be alert et ell times.
Go Slowly around corners.
BraKe to ful I stop before changing directions.
Watch for loose loadS and stecks.
Always keep loed back against carriage.
Lower loaes slowly - stop them gradUally.
Always avoid severe ramming.
Watch out for pedestrians and other trucks.
When eal I ing case numbers to Receiving Clerk, call clearly and distinctly.
Watch for hOles in ceses and broken bends.
If any cese is d~eged repair before loading.
Always stack ceses flat one on top of the other.
Load lerge cases on bottom - small cases on top.
Keep truck clean at all times.
Help to keep working area clean.
Always obey al I safety rules.
iake truck to Shop periodically for maintenance check.
Keep trash and steel strapping in separate barrels.
Make sure I ip of hand· truck is under case or rol I properly before attempting to
break case.
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Soeciaf Instruct ions ll/7/78
Paqe 2 of ;>
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45. Make cert~in foot is on brakes so truck wil I not rol I when breaking cases.
46. Be extremeiy careful in handl ing oatch rOI Is.
t.7. Always use proper I ifting method.
AS. Keep hand truck and gOOdS properly oalanced at al I times for easy moving.
49. Check witn Shipping Clerk on trailer to be loeded or unloeded end where to put gOOdS

oeing unloaoed.
50. Check cereful Iy eech case or rot I thet is unloeded.
51. Load cases on fork trUck properly.
52. C~ses coming off conveyor should be kept seperate by carrier.
53. Use gloves when hendl ing rough items.
54. Wetch for material hendl ing equipment operating in the eree.

Don'ts

I.

2.
3.
t..
=.
-'.

6.
7.
8.
9.

to.
I I •
12.
13.
I •....
15.
16.
17.
18.
19.
20.
21.
22.
23.
2t..
25.
26.
27.

28.
29.
30.
31.
32.
33.
3t..
35.
36.

/ 37.

i.

00 not attempt minor repairs to fork trUCk.
Never perform maintenence with motor running.
Never smoke near trUCk.
Do not let L. P. ges get on skin as it wi I I cause severe burns.
Do not attempt to enter trailer if the dOck board is not in place.
Never smoke neer lerge propene tenk when refueling.
Do not step off moving truck.
Do not leeve truck with motor running.
Never drive close to open ooors or loading ramps.
Don't hit sides of trailer with fork tru~k.

Do not unloed betch rol Is with forks.
Do not squeeze rol is too tightly with clerr.~

Never descend ramp with load in front.
Never overloed the fork truck.
Don't butt lOads with forks or rear end of truck. _
Do not travel with forks reise.
Do nor cerry unauthorized rid.rs.
Do not I ift or lower loeds while trevel ing.
Don' t tr~vel with loed I if ted high.
Never fol low too closely behind enother truck.
Don't I ift unstable loadS.
Do not dernege sides or top Of trailer.
Never stack large c~ses on top of smell ones.
Do nOT load eny cases that are damaged in any wey.
00 not damage any cases.
Do not park truck in mein aisle or in operating area.
Never leave truck unless lal motor turned off, lbl truck is in gear, lc) brakes
heve been applied, ldl forks ere flat on floor.
Do not operete truck with faUlty conditions.
De not el low dirt or trash to gether on truck.
Do not break safety rules.
Do not pul I or break cases onto the hend truck by the canes.
Do not attempt to I ift large cases or rolls by yoursel f - get help.
Do not load gOOds in wet or dirty trailers.
Do not load any cases until they have been checK by Shipping Clerk.
Do not damage cases when unloeding from the overhead conveyor.
Do not puncture cases with I ip of hand trUck.
Do not put trash and strapping in same containers.
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am

s

H
as

h
o

r
ey

e
I

I.
da

m
ag

e
fr

om
ch

em
ic

al
b

a
th

I
2

.

B
e

al
er

't
w

he
n

se
w

in
g

se
am

s
of

th
e

n
ee

d
le

an
d

c
u

t
t

In
g

hi
ad

e.

D
o

n
o

t
w

ea
r

lo
o

se
fi

tt
in

g
c
lo

th
e
s

w
hi

ch
co

u
ld

be
sn

ag
g

ed
by

a
m

ov
in

g
p

a
rt

.

3
.

P
e
n

/s
c
is

so
rs

sh
o

u
ld

be
st

o
re

d
w

he
n

n
o

t
In

u
se

.

4
.

W
as

h
h

an
d

s
If

th
ey

co
m

e
In

c
o

n
ta

c
t

w
it

h
fi

n
is

h
in

g
ch

em
ic

al
b

a
th

.
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0
5

9
1

1

"'·4
1

c
o

n
i.

pa
ge

(3
)

PL
A

N
T

:
A

It
~
J
a

D
EP

T:

JO
U

:
E
~
c
l
o
s
e
d

F
ra

m
e

(E
x

it
an

d
E

n
le

rl
n

g
en

d
)

-
EM

PL
O

Y
EE

:

SP
EC

IA
L

EQ
U

IP
M

EN
T:

"
iA

I
I

SP
E

C
.

IN
ST

:
I

ZA
RD

S
.

.
.

JO
O

S
fE

r
I

llA
N

O
S

I
F.

EE
l

I
I
I
E
~
O

I
;

tlP
.D

Y
I

Pl
ilE

R
I

R
EC

eM
EN

D
ED

A
CT

IO
N

c
o

n
i.

IV
.

S
ta

rl
in

g
an

d
O

p
er

at
e

M
ac

hi
ne

V
.

T
al

l
o

u
t

fo
r

w
id

th
ch

an
g

e.

P
in

c
h

/I
n

ro
ll

e
r·

s

P
u

n
ct

u
re

/
by

sc
is

so
rs

o
r

pe
n

~
I
n
c
h
/
w
h
e
n

c
le

a
n

in
g

m
ov

ea
bl

e
p

a
ri

s
~r

u
l
s
e
/
W
h
e
n

le
an

in
g

n
le

ra
n

ce
en

d
o

r
ex

l
t

5
.

L
oo

k
fo

r
sl

Ip
p

e
ry

c
o

n
d

it
io

n
s

an
d

c
o

rr
e
c

I
.

6
.

N
ev

er
p

la
ce

h
an

d
s

b
et

w
ee

n
m

ov
in

g
p

a
rt

s
w

h
il

e
m

ac
hi

ne
Is

ru
n

n
in

g
.

I.
W

he
n

c
le

a
n

In
g

F
ra

m
e

en
lr

an
ce

o
r

ex
l
t,

m
ov

e
ab

o
u

t
c
a
re

fu
t

Iy
.

2
.

S
ec

u
re

po
w

er
b

ef
o

re
c
le

a
n

in
g

m
ov

ea
bl

e
p

a
rt

s.

V
I.

C
u

rt
ai

I
F

ra
m

e
C

ru
sh

/I
f

ca
u

g
h

l
In

pa
d

ro
ll

e
r

w
h

il
e

cl
ea

n
-­

In
g

'm
ov

e­
ab

le
p

a
rt

s

~
k
u

Is
e/

w
h

en
le

an
in

g
B

ru
Is

e
/s

li
p

o
r

tr
Ip

on
w

et
fl

o
o

r

E
le

e
tr

le
al

h
az

ar
d

/w
h

en
sp

ra
y

in
g

do
w

n
1

0
c
le

a
n

up

S
tr

a
in

/
I

I
f

I
In

9
In

c
o

rr
e
c
t

Iy

I. 2
.

3
.

4
.

R
ef

er
to

I
an

d
2

It
em

V
.

0
0

n
o

t
sp

ra
y

w
at

er
on

e
le

c
tr

ic
a
l

c
o

n
lr

o
ll

e
rs

.

l
(
~
k

fo
r

an
d

c
o

rr
e
c
l

sl
ip

p
e
ry

co
n

d
l

t
Io

n
s.

A
lw

ay
s

1
1

ft
w

it
h

yo
ur

le
g

s,
n

o
t

yo
ur

b
ac

k
.

5
.

G
et

h
el

p
w

he
n

n
ec

es
sa

ry
.

6
,

R
ep

o
rt

a
ll

ac
ci

d
en

ce
to

yo
ur

su
p

e
rv

is
o

r
Im

m
ed

ia
te

ly
.
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~
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D
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:
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h
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P
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¥
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:
-
-
-
'
-
-
~
-
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'
-
-
-
-
-
-
-
-
-
-
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"
"
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"
~
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~
-
-
-
-
-
-
-
,
-
-
-
-
-
-
-
-
-
'
'
-
=
=
-
-
:
'
'
;
'
'
;
'
=

S
P

E
C

IA
l:.

fQ
U

I
P

M
E

N
T

:
G

lo
v
e

s
,
~
E
!
2
t
e
c

I
io

n
.
.
~

t-
-

S
P

E
C

.
IN

S
T

:
1

I
ft

il
l

e
,

..
~

..
~
"

t
~
L
A
l
m
S

",
n

e
e

d
e

•
J

00
S

TE
P

IIA
N

D
S

H
E

T
I
I
E
~
U

.Q
U

O
Y

()
l!

IE
R

R
E

C
O

W
t\E

N
U

E
O

A
C

T
IO

N
-
~
~
~
-
'
-
'
-
'
-
-
-
-
t
l
-
-
-
'

I
"

...
.

I
I
'

I.
M

il
in

le
n

<
tl

lc
e

c
h

e
c
k

fo
rk

fr
'u

c
k
.

B
u

rn
s

h
'O

f"
h

o
i

e
n

g
in

e
,

t.
P

.g
a

s
le

a
k
s
,

a
c
l{

fr
o

m
b

a
I

le
n

y

A
c

id
fr

a
n

tJ
a

l
h

H
y

in
e

y
e

s

D
u

rn
fr

a
n

h
o

i
e

ll
g

ln
e

I.
N

e
v
e

r
sm

o
ke

rw
a

r
o

r
w

h
ll
C

!
o

p
e

r'
a

l·
·

il
l!

}
Ir

u
c
k
.

2
.

U
se

g
lo

v
E

ls
iJ

nd
e

y
e

p
ro

le
c
tl

o
n

w
h

e
n

c
h

e
c
k
in

g
o

r
c
h

a
n

g
in

g
b

a
l­

te
r'

y
,

g
a

s
la

n
k

d
n

d
ra

d
ia

to
r.

3
.

P
a

rk
tr

u
c
k
,

lo
w

e
r

fo
rk

s
,

s
e

l
b

ra
k
e

s
,

a
n

d
re

m
o

v
e

k
e

y
s

w
h

e
n

c
h

e
c
k
in

g
fl

u
id

le
v
e

ls
.

4
.

If
le

a
k

o
c
c
u

rs
In

p
.'

o
p

a
n

e
la

n
k

re
m

o
v
e

ta
n

k
fr

o
m

b
u

il
d

in
g

In
m

e
d

­
la

le
ly

.

5
.

H
e

p
o

rl
a

ll
m

in
u
•
•

'e
p

a
lr

s
to

s
h

o
p

p
e

rs
o

n
n

a
I.

R
e

fu
e

li
n

g
p

ro
p

a
n

e
a

n
d

g
a

s
o

li
n

e
v
e

c
h

ic
le

s
F

ro
s
t

b
il
e

fr
a

n
l.

P
.

g
a

s

B
ru

is
e

d
fr

a
n

ro
p

p
ln

g
gi

')S
::

y
ll
n

d
e

r

B
u

rn
s
,

I
f
INau

s
e

a
fr

o
m

ll
.

g
a

s
c
i'
)t

c
h

e
s

In
h

a
li
n

g
fi

re
g

a
s

fu
m

e
s

C
h

e
c
k

1
0

m
a

ke
s
u

re
m

a
in

v
a

lv
e

s
0

•.

L
.P

.
g

a
s

c
y
li
n

d
e

r
In

s
h

u
t

o
ff

an
<:

Ih
a

t
li
n

e
v
a

L
le

Is
o

ff
.

2
.

N
o

sm
o

k
In

g
w

h
I

Ie
r
e

fu
e

I
In

g
l
.

P
•

g
a

s
o

r
re

g
u

Ia
r

g
a

s
a

n
d

w
h
II

e
c
a

n
'y

ln
g

,
c
h

a
n

g
in

g
.

re
fu

e
li
n

g
ta

n
k
.

3
.

W
e

a
r

g
lo

v
e

s
s
o

th
a

t
l.

P
.

g
a

s
w

il
l

n
o

t
g

e
t

o
n

h
a

n
d

s
a

n
d

c
a

u
s
e

b
u

rn
s
.

4
.

O
n

L
.P

.
g

a
s

v
e

c
h

lc
le

s
,

ru
n

.
e

n
g

in
e

u
n

ll
l

a
ll

g
a

s
Is

o
u

l
o

f
li
n

e
s
.
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L
Y

S
IS

)
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m
4
~

I
to

21
-
-
-
-
-
-

P
L

A
N

T
:

A
l
t
(
)
v
l
s
~
a

IJ
O

O
:

S
tt

w
a

g
t:

:
H
~
l
p
e
r

_

_
c
o

n
t.

p
a

g
e

'2
1

I
D

E
P

T
:

W
a

r-
e

h
o

u
se

I
I

E
M

P
LO

Y
E

E
:

_

S
P
[
~
I
A
l

E
Q

U
IP

M
E

N
T

:

JO
O

S
T

E
P

c
o

n
t.

_
.

R
e

fu
e

li
n

g
p

ro
p

a
n

e
a

n
d

g
u

5
0

1
in

e
v
e

c
h

ic
le

5
.

H
A

N
D

S

,
.

...
I"

,tA
m

>!
;

,
I

~
P
~
C
.

IN
S
l~

V
EE

T
._

I
I
E
~
~

;
.

tlp
D

Y
1

()
H

1E
ft

,R
E

C
G

W
t\

E
N

O
E

O
A

C
T

IO
N

5
.

C
a

rr
y

g
'lS

fr
o

m
g

a
s

p
u

m
p

1
0

W
a

re
h

L
u

sE
b

y
g

o
in

g
o

u
ts

id
e

p
la

n
t

N
e

v
e

r
w

a
lk

th
ro

u
']

h
p

la
n

t
w

il
h

g
a

s
C

a
n

s
-

fU
ll

or
-

e
n

;p
ty

.

6
.

()
o

n
o

t
L

p
e

,-
a

te
_

p
o

w
e

re
d

"'
u

c
k
s

u
n
l
e
s
~

y
o

u
a

re
li
c
e

n
s
e

d
a

n
d

w
e

a
r-

In
g

o
p

e
ra

t
o

r
ta

g
.

B
ru

is
e

s
'r

(
w

o
r-

k
in

g
In

c
lo

s
e

q
u

a
r

ft
e

rs
3

.
0

0
n

o
t

.:1
1

i"
e

c
lo

s
e

1
0

o
p

e
ll

d
o

o
r

5

o
r

lo
a

d
in

g
ra

m
p

s
.

O
.

U
n

lo
a

d
in

g
T

ra
il
e

rs
S

p
li
n

te
rs

'r
o

m
h

a
n

d
tr

u
c
k
.

B
ru

is
e

d
fn

ll
t

B
um

p
'r

a
n

d
'-

o
p

p
e

d
c
a

s
.

s
lo

w
c

Ie
a

ra
n

c
a

S
tr

a
in

b
a

c
"

fr
o

n
ilO

p
'0
l
~
r

u
s
e

0
f

he
ll

l(
tr

u
c
k

I. 2
.

S
e

c
u

re
w

h
e

e
ls

o
f

tr
a

il
e

r
s

w
it

h
c
h

o
c
k
s
.

U
e

o
n

th
e

a
le

r!
fo

r
lo

w
c
le

a
ra

n
c
l'
:

4
.

N
e

v
e

r
s
te

p
o

ff
o

f
m

o
v
in

g
tr

-u
c
k
.

5
.

K
e

e
p

fo
rk

s
lo

w
w

h
e

n
tr

-a
v
e

ll
n

g
an

r­
fa

c
e

in
d

ir
e

c
t

io
n

o
f

tr
a

v
e

l.

6
.

W
e

a
r

91
e

v
e

s
w

h
e

n
h

a
n

d
I

In
g

h
a

n
d

Ir
li
c
k
.

7
.

W
he

n
u

s
in

g
h

a
n

d
tr

u
c
k
,

p
u

s
h

lo
p

o
f

c
a

s
e

a
w

a
y

fr
o

ll
l

b
o

d
y
,

s
li
d

e
h

a
n

d
tr

u
c
k

u
n

d
e

r
b

o
t

to
m

C
tl

s
e

a
n

d
re

le
a

s
e

c
a

s
e

s
lo

w
ly

.
T

il
t

C
a

s
e

a
n

d
tr

u
c
k

b
a

c
k

to
w

a
rd

y
o

u
3

n
d

p
u

s
h

to
c
O

ll
v
e

y
O

l-
.
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i
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)

A
~
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1
0

0

•
•

_
~
_
4
Y
I
6
2
1

-
-
-
-
-
-

•
[.Q

1L
W

..-
U

1.
.J

ill
M

JS
IS

PL
A

N
T

:
A

I
t
a

v
I5

1
a

JO
O

:
S

to
r

n
g

e
Il

l'
Ip

e
r

c
o

n
i

I
p

o
q

e
,
}

I
D

E
P

T
:

W
a

re
h

o
u

5
e

_
E
M
P
l
O
Y
E
~
:
-
=
.
.
:

_

SPE
~.!

]\l
E~

IP
M

E
N

T
:

!
!

'
.

t
'

=C
;f

'-
~C

~.
_';..:.N

~:::S,-,
T,-=:_

_
--

-.
,-

-
_

'
t
A
Z
~
n
O
S

t
-
.

"
t
'

I

JO
O

S
T

E
P

I
llA

N
O

S
FJ

:E
'{

I
I
U

I
)
.

;t\
Jl

D
Y

P
H

IE
R

c
o

n
tI E
.

lo
a

d
in

g
T

ra
il
e

rs
­

F
o

r'
k

tr
u

c
k

B
ru

Is
e

d
/b

r'
fk

e
n

fr
a

n
h

lt
tl

lg
s
id

e
s

o
f

tr
u

c
k

B
ru

is
e

s
fr

o
n

fa
ll
s

Ir
o

m
:a

b
o

f
tr

u
c
k

I.
K

e
e

p
tl

a
n

d
s
,

fe
e

t,
le

g
s

V
ii

th
in

ru
n

n
in

g
li
n

e
s

o
f

tr
u

c
k
.

2
.

N
e

v
e

r
c
a

rr
y

p
a

s
s
e

n
g

e
rs

.

3
.

C
h

e
c
k

to
b

e
su

rp
.

c
h

u
c
k
s

a
re

In
p

la
c
u

u
h

d
e

r
Ir

a
ll
e

r
w

h
e

e
ls

.

4
.

S
o

u
n

d
h

o
rn

a
t

In
te

rs
e

c
ti

o
n

s
a

n
d

a
re

a
s

w
h

e
l'e

v
is

ib
il
it

y
is

Il
m

lt
e

c

I
I
.

W
o

rk
a

p
p

li
c
a

b
le

to
th

e
h

a
n

d
tr

u
c
k
'

o
r

p
h

y
s
lc

a
ll

h
a

n
d

li
n

g
I

te
rn

s
.

B
ru

is
e

d
­

s
p

li
n

te
rs

fr
o

m
h

a
n

d
tr

u
c
k

o
r

fa
il
in

g
c
a

s
e

s

B
ru

is
e

d
fr

a
n

fa
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BURLINGTON INDUSTRIES, INC.

PHYSICAL EXAMINATION RECORD

HISTORY: PLEASE REAO CAREFULlY. ANSWER AU QUESTIONS YES OR NO.

YES NO

I'\MT NO. I~LAHT NAME
(l~)

!

,.
\ Heart trouble or high blood pressure?

NO

sz

U4-II)DATE

__ .. _._ . l .-0

DO YOU NOW HAVE OR HAVE YOU EVER HAD:

Hernia, or worn a truss?

~WOIIAL ~"'l'SICIA.II

SOCIAl. SECURIT'\' "UMIEI
(5-131

3S

I'OSITION ~U£D FOil
(21.)4)I SEX I' MAIlITALI (25) ST~TUS

BlIlTH DA.n:
l2GoZSl

Fits, convulsions, eplipsy, faintin~ spells or dizziness?

Frequent or severe headaches?

31
cancer or tumor?

Stomach or duodenal ulcer, or any trouble with
the stomach, intestines, or bowels?

53

Head injury or loss of consciousness? - ---31 55

Any type of back or ned trDubl!, or ruptured dIsc?
._-- _.. - .. " - --

Any b~oken bones, dislocated joints?
l'

Have you had any other illnesses (uC!pt colds) not mentioned?:- __
_ . .• . 51

HAVE YOU EVER:

Arthritis or recurring pain in the joints?
41

Worked in a dusty trade?

Skin trouble or eczema? Had an occupational disease or injury?
51

Varicose Veins or leg sores?

Asthma, shortness of breath, chest ti~htness

recurring or chronic cou~h?

Tuberculosis, bronchitis or other lung trouble?

Operations or injuries?

45

Been a patient in a hospital, sanitarium or institution?

Received Workmen's Compensation or disability penslon?

Been in service?

Been medically discharged or rejected from service?

---&1

,I
Nervous or mental disorder?

Diabetes?

Kidney or bladder trouble?

41

Changed employment because of health reasons?
&!

. Are you currently receiving medical trutment for any condition?~ . __
&4

FOR FEMALES: .

Have you had any female or menstrual troubles?
&5

Eye trouble?
so - Do you have tD miss work during your periods?

'I

!
Hay fever allergies, or drug reaction?

51
Date of last menstrual period?

Give details of all answers marked yes ------------------------------------

List all physicians that have treated you in the past five yurs and the conditions for which you were truttd:

YEAR NAME OF PHYSICIAN CITY CONDITION

The above statements are true 10 the best of my knowledge. I understand that any mis·statement of fact is grounds for release. I hereby give permission fl
• - 0- reports of this examination to be made available to Burlington Industries, Inc.

SIGNED: _
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,-
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APPENDIX G

ACCIDENT REPORT FORMS





r

r

CO-"'....OHWE"UH Of VIICrNI"

OlPOAITMlHT O' wOUMEN'S C0"""["IS'" nON

INDUSTRIAL COMMISSION OF VIRGINIA
PO. O. lOX 17'4 - IICHMOHO. VIIC,NI .. 232\4

j()Q 37

Ca8e ~( ~.~L~ ~~ !:..!J}.! _ .
File No .

(
\

EMPLOYER'S FIRST REPORT OF ACCIDENT

(Every queslion must be answered)

, '

I. Name of Employer ..Bur..l.l.ngt.Q"...lnd.• ., .J.nc;..I.KI.cpm~n.rA I..t a.•...?.Jt... -000.9 Ph~e :-io. 3.~4~.2~1 ......
l" .'r.ciciress: ~o. and St ~~~..••~~k : City :~.rr.~~.L~t~ Stat(~ V.~.~ zip•.2A5.
J. !..ocation, it ditfertnt from mail address _ _ : 4 .

•. Insur~ by: Name of Company ..~.r..!.~ ..~!:! ~!.C?r.:.L~.t.I.~~.~r..~.~.c.~. ~~P~.r:.y. ,
5. Sature of business (or article manufactur~) .....I~.~t.U.es ..~...O.Ye~ ng~ ..f .i..n i.~.h i ng

r _ ......,.=-=

Tilll~

end

Plac:e

6. (a) !..oc.tion o{ plant or place where accident oceurTed !':l.~r.t , ..YJ.!.; i~.i.~. .,
(Ci.y or COU'UY I

.................................... ' State if employer'! premises .

(b) If injur~ in & mine, did accident OC'cur on suriace. underground, shaft. drift or mill
7., (a) Date of Injury .. .7.0...6 ......... 19...g;l..... Day of week w..~~.~. .... Hour ot day .

(b) Was inju~ed 'paid in full tor day he w.s injured! :r~s. .
8. Date incapacity bec.n 1:'!9.t...~.~.'t 19 A. M. P. M.

9. W.. injured p.id in full Cor d.y incapacity ber.n! ..

10. When did you or foreman first Ienow of accident! J~.~<;1.i..~t~ I y .
11. Name of toreman _ _ ~..~r..r.y ..pe~sQ.!'! ..

Yes

A. :'>1. .13; 30 ...... P. M

(e') ~o. days worker! per wt'tk 5 ..
Mon and end .. on Fr i (Cl Time shift started

lldvantal!:u rurni~hed in llljdition to wages, give t!l.

InjlArf'd

Puson

Caua"
of

Injury

. LewiS. T,..ent 227-76-686912. Name o{ Injured ,.... .. .. ..
. (Fina ""a_I (Mill41c Na_l (Lu, Nam.' ( $<lclal SeC..'IIY ~o.l

13 cidress: ~':l. and S·t. B.!..~..J ~.9.~ lJ..~ City ..Ji.l,.!r.t.. Slille v.a Z;p.245.6

14. Check (\/) }tarried . Sinrl~.. , Widow~ Widower Divorced, .. , :'>1aI~ ... , Female ,:--lu of Dependent Children ,

15. Are .~~ Did you have on file employment cutincate or permit: ...'1"5 ..
16. (a) Oceupation. when injured ..Ut.J..I: .i..!.Y. .9.P.'r.:~.t..9r...... (b) Was this his or her regular It('eupation ! yes. ..

In wh.t dep.rt.ment regularly employed: O'y~.~QUs.~. . .
17. Ca) How lon~ t-mployed by you! 5(~~(7~in present. job! . (b) Pieore'CH" time work~r Time (C) Waites per

hour $.......

IS. (a) :-iu. hours ':"orked per a.y ...... ~...... (b) Wares p~r day S'

(d) Average ...·~ekly earninlrs $. . .. '(e) Work week starts on

...A.:'t. 3:00 P.M. (g) If board, lo<ilt'ing, fuel or othf'r

timated value pe-r day, we-ek or month ..
=== =.

19. Machine. Lool or thint causing injury :.... 20. Kind or power, (hand, root. eieetrieal,

ste.m. etc.) 21. Part·ot machine on whieh aceid~nt occurre-d _ .

22. (a) Wu safety appiianee or regulation provided: (b) Wall it in use at time' .

I 23. Was aeeident caused by injured's failure to use or observe- safety appli.nr-e or rel!:ulatiol'l ~ .
l::•. Dueril>~ flAil,. how accid~nt occurred. and .tate what employee was doing when injure-d Emp I oyee ~ 11 ege.s he

I ~.~~ !.~~.~.L0.9 !?~~~ O~L~.~.Q 9.C?L.t.Q.9 bQt.~ -.. . 1..... .

• . _ -:- _ ••••••••••_ _ •••••••••• _ ••••••••••••• u _ _... •••••••• ••••••••••••••••••••••••••••••• .••••••••••••.• • •••••••••••••••••.••.•.•••••••••••••••••••

.......- - - __ _._.._....... . - .........................•.......
25. Name and .dd~ess oC witness ~ ..

.................................................._ _ _ .
==e

26. Nature ot injury (describe ex.ct. location of amp\ltation or rractures. right or left)
I t!~.~.t ;~~.!-!.~!..i.!?!:' _.. . .

N llture 27. Probable length of dis.bility ~.C?t. .~r.n· _ 28. Has inj\lred returnt'd to worle ~

o( l! ao, aate and hour .:....................... At wh:l t wage S
Injury 29. At wh.t oceupation! _ _ ..

~
' 30. {a)N.me And address ot physician _.................. ..

(hI Name.and addres" of hospital ~y.~.c:;~.~.':!!:'.g ~~.ne:..~.!. H.()~.p..i.t0l Emer:-.gency Room
- .
f .. tal
C....u . :11. Has injured died' It :!o. I!:ive dale of death .

U'lte ot thi. r~!)Ort. ?!..~?:!fJ:? Fi;iI\ Name .8..I:1!:,.1 L~g.t..C?!') .!.f1.q.!.l....1 nc; •./K I op.trl.~.n/A I t ov' i s taP I ant -0069
. .. '. Pe,..sonne I Manager

S'rned by Otrlel.1 Title . .



r- / THE USE OF THIS FORM IS REQUIRED UNDER THE PROVISIONS OF THE WORKMEN'S COMPENSATION ACT

COMMO,",wEAUH Of VIIGINIA

OE'AIf~T Of WOCUlEH'S CO""(N'A110N

"i
INOUSTRIAL COMMISSION OF VIRGINIA

1', o. lOX 1794 - ttCKMONO. VlaGINIA n214
10017

.....................................................................-.- .;ase u(

File No. ..............................................................................._..- ...
(
\

EMPLOYER'S FIRST REPORT Of ACCIDENT

(Every qu~lion must be answered)

... A. M P. M.

< '

r
!

Time

lind

Plac~

Injured

Penon

Caul"
o(

Injury

~' Same ot EmPIO,.erB.u~~~.l:I.~~~O_..l.n.d...,....I.0.C.•.l.~.LQp.m~.~ .. O..i.v..~./t:.I--l-fhi·~H·t-;?9?9 Phone N~.~~.~.~~~114Si
•• Address: No. and St _.__.•_..__ _ ••••_ City Stale .•.._ Zip _.

3. Location, it different 1'rom mail addresa _ _..__••__.._ :.............. .. . ..

~. Insured by: Name of Com1Wl1 .Am~r.:.l.~~l:'._~.t9.r..L~t J.D.~.~,!!:'.~.~~~ f.9~P.~D.Y............... .. ..
S. Nature ot b~inus (or artic:le maautactured) •••..r.!~LLL~~ :: p.y.~..i..':!9.••~ ..f..!.!:l..i..l~h..i..n.9.... ..

6. (al Loc..tion ot plant or place where accident occurred ~.~!.:~.I yJ..':9i..':l.!.~ _ .
. ICie, or Cov "

.................... . _ _.•_ _ State it ~mployer·s premises . __ ..

(bl It injured in a mine. did accident ~ur on .uriac:e. unders:-round. shaft, drift or mill ..

7. (a) Date 01' Injury ~.~p.~.2/.?~. I9 ~ Day ot weelc.T.~~ Hour of day .

(b) Was inj\lTed Il_id in full (or day he wa. injured! .. ..

8. Oate incapacity beran 19 _ A. M. . P. M.
g. Was injured paid in full 1'or day inCApacity began! '" ..

10. When did you or 1'oreman lint know ot Accident! .. .

11. Name of foreman .. _ Fr.eck Ferrne.r: .

112. )lame o( Iajuud ~.~y.!.l.~.!..1..~ "'.~.. . . ~.~n.i.~r. 2?~:-?~~?~.~ ..I \Finl Namel I ~""'Ie 1'1.",.) t L~Sl Na_l ( Soc••1 Se'III", No.) •

I 13 ddrc:ss: :-':0. and St 8.t.!.~.? ~.c:?~...?..?. _ City ..~~.~.!.L..; Slate '!..~.~ Z1~~.2.~~
I 14. Cheek (V') ~brriet.lX . Single Widow~ Widower Divo~ed..... Male remale."l(. No o{ Dependent Children .

115. Are .. 54_ Did you have on lile employment certificate or permit! Yl!.~...... ..
I 16. (a, Oc:cupation when inj\lred .c:U~.r..I.<: l.l (bl Was this his or her rete'ular occupation? .
I In what department !'~g larly employed! ~.U..9C.!!t..L9n De?t~.::-So~r.~.~.!:'n .. s.~.! e!S ..SE!rv..~.~.~ _ ..
\ Ii. (a) Ho..... lunlt employed by you: 2/2!J/Eq in pre!'o~nt job~.. . (bl PiffO: or time worker (cl Wares per

! h"... r $..

\18. (a) N". h""'I's worke.! jM'r "hoy.... .. (b) Wal:C:s pel' day $ (c) No. dAYS · orked per week ..

i (el) Average ....eekly ellrninlts ~... .. ... (e) Work week starts on and end.s on (f) Time shift startedI ~;~a~e~ ..~·;~; 'per day.::~~ (:r) ~o:~:rd:..I.~.~~.~lC ...~~~I..~r ..other ad~a.~~I.~.~s furnished in addition..~~ ..~~~~~: ..~.i.~.~...~.s.

M .. · I h' ... Swet:cnes of cloth-Carbon p~er:?d ( h d l' '19. .Cnlne. too or t Inlt causing Injury \.. .. .. 2lT. xan 0 power, ( an, oct. eleCtrlcal.
"

steam. etc.) _ 21. Part 01' machine on which accident oc:curred .. .. .

1

22. (a) Was safety appii:lnce or r~l:,"latio:\ providt'd! (bl. Was it in use at time! ..
23. Was accident caused by injured's 1'ailure to use or observe safety appliant'e or rer:ulation! _ ..

24. Destribe llilly how accident occurred. atld .tate hat employee was doinr when injurt'd ..;.rnp 1..9..Yee ..~..'..!.~.g~.~ ~.t:t'

..CO.n.t.c.c.t.e.d...r.:l.st:\ .. Qn...h~.O.dS ...~b.out ...~...w.uls. ~f.t. er.'. ~~p f.Q.ym.e.!:l.t.~ M~y ~~ (r.q!T!.!!~c:.t.~!:'.~.? !?.f... __..
.. .<:LQ.t.h. and...c.er:b.on c.aD.e.r. b.e.i.".g h~."dJ..e.d & ; ..

I~~::;~.~.~.: ..~:~ ..:.~.~.~: ..~~ ..~.~:.=~ ..:::~:~~::=:::::::::::::::::::::=:=:::::::: ....::~~: ... ::::::::::::::::::=:::::::::: :::::::.:::::::. ':':::':::::::::::.::::':::=::::::::::~~:
26. Nature o( injury (describe exac:t Ioc:ation ot amputation or fractur~. right or I~(t) R~st:l.. Qn bot .1:\ .

Naulre I;~:~.;:~::~;;.;~;.~...:.;...~.;~~~;~~.~~: ..::::::::::.:::~9·t:::;~y.==::~~·~:::: ..;~:·~·~~ ..·i·~·i:;~~ ..~:~~;~~ ..to..::~;~..; ... :::::..:.. ::::.:::::•.. :::::::~::::::::::
o( I I! .so. date and hour - __ _ ••._._ __ At what wage S. .. ..

Injury , 29, At.what oc:cupation! _..- ••.•-.................................... .. ..

.. 130. (al Name and addn!!s 01' physician Q.r..~ l~.n.~.t....!:!..L~~~~n .. :~. ~ yf.l.~.~.b.tJr9, Y..~.':':9 in i a ..-L (b.) Name and address of hospiLaI _... . .. ..

31. Has injurt'd died:' ....: I( so. /rive riaLe of death .. ..

O:'lle o( Llli. report .. ?/.?!.?!? Firm Na.cSlJ.r..U rlgt.oO l.M" .I.I1.C /\SJ90ma r, O'J.Y/A .I"t a P..1 t •-00 CS9 __

Sifr1\ed by Ol'licial Title p..~:..~.~.':!:'.~.~ ~.~~ l'.ger. _

FORM NO. 3-&OOM-IO·23·7&



~~ You an rea".recl to record infof'1'ftlt'lO" 'GOU1 tverv occuga­
r,onfllaJ OCC:UOlilION' illness; ana thoa. nonf"I' OCeuDl;tlOfta' in..

r f one or more of th. fOIlOWlnO' IOU of COftIICtO'oIIr.ftS. rettttction
t~lnlt~ 'IQ anotft.... lOti. 01 ",,~icat trealnwnt (Ot"", t*,-n fim aldl.

,,,_ Iia, of form.1

ComoanvNameBUl"llnQton Industries. Ine.
Establishment Name K loomen 0 Iv I 5 I on-A It l!lV i stl5 P lont

Establisnment ADdress Box 391 AIt ev i st l!l Vi 1"0 In i 0 2
>t anCl Ov__ 01 INJUAY

t Nontatal Inlurles

I
I

':'V!le 01 Illnea

o

j
.In,v"n W.I" I.OS1 Workoav, lEE IlIIn.., IlIn_ Wit!l !.on WOrKCIIIY' 'ill_ ~

; In,v"a CM CK Only OM Co,u",n lOr acI'I i'l eel wlo !.OSI 'r!

Iwlo !.OIt IlIn_ ISM OrMf lid' of form for .I.t Worltdevs ~
WorllGlVs. ,.,.".;n."o,.. 0' -"..".", ".n.f.,..1 • ~f

. "'ATE!e".'.... iEn.'.. ~'En,... r;:;-1.En,eri =n..... I IEn.... DATE lEn'.... En'.... Enter ~n,., En..... 1
'llll'l. :CHECK ~CHECK """"1>1<1""_' I. CHECX oi du,n. 'CHECK CHECK ""mbI .....- CHECK "r-- I~' tn!ury ~t 'n,u ,of ot if :"0 i -:i 1 if inNIS if iltnn of f if nO ~.•

"nvo'_ 'nYOh,lSI OAYS IDAYS eil en'tV _ _: _i. I_=.:;. ;/ i ~ e in_ invotve DA YS AYS en"", --ICIIY,... OIVI lawlY f'fttrlettd mace ,n - e; ; i . daYs ewe~ daYs ..-y ~f r'ftI4e tf"l •

ltrom _Y Ilr_ !_,. I :olvm", ~ i Q ,; t ~:: ;: II .Q:: ~_I I,om _v I,om /rftrr,e,~ COIu,"", ~
,raV/vr. work. or from work. '1JC1Ivttv. 11 or~. 1::I; :'w ~.!t :: :: il Col 5 I work, or trom woric. }work : aor 9. rn

!ClYIOI work. I§C i-I H -.~._g ~~, a i ~ ~ I MI:l./~v;vr. "VI of _rk. I'wny. I ~~I

~
r_"t~v'k',etVleel. • 1 ~ -, D • - .! ~ '.!;-'.I:: I Ir"WtCtl'd '.aSI ;.a! .~: a: i'~ i.; 1=1 WOt'K I"·

10' oOln. ,'I, !~••••• H of 10, ojI:'::: ~
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