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Welcome to Martin Company. It's a pleasure to have you
here and we hope you will enjoy working with us. We've
prepared this booklet for you as a guide to your new job.

It will answer some of the questions you might have about
the way we do things at the Orlando Division. Of course, it
does not present all company policies and procedures, so
do not hesitate to ask your supervisor for additional infor-
mation and assistance.

G. T. Willey
Vice President & General Manager
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Basic Objectives
at Martin

* Todirect ourabilities toward designing and producing weapon
systems and other products for the defense and welfare of our
nation.

* To provide equal opportunity for employment and advance-
ment to all qualified persons without regard for race, color,
creed, or national origin.

» To deal fairly with each employee and to pay each employee
properly for service rendered.

* To maintain safe, orderly, and efficient working conditions.

* To manufacture a quality product, on schedule, at a reason-
able profit.

« To do our best to promote cordial relations between the com-
pany, its employees, and the community, and to win the re-
spect of all who are associated with us.







Your First Week

To assist you with personal problems, our Industrial Relations Division has a
group of trained staff men. On the day you begin your new job one of the first
persons you meet will be an Industrial Relations Representative. He will be
glad to help you with your personal problems or answer any questions.
Personnel representatives are thoroughly familiar with company policies
and procedures. You will find them prompt, efficient, and courteous. Even
after you have been with us for some time and are familiar with your job,
don’t hesitate to ask them for help. If representatives are not available when
needed, see your supervisor who will arrange a meeting with one for you.

If you have just arrived from out of town, or if you have been here a while
and want to move to a new place, contact Housing Administration, at exten-
sion listed in company telephone book. Here we keep up-to-date listings of
available apartments and houses.

Our main plant which is immediately accessible to the state and nation’s super-
highway network is located about 9 miles southwest of Orlando. Most em-
plovees drive their car to work or ride with others who live in their neighbor-
hood. You are urged to join a car pool. Sharing your car is a good way to ease
congestion and cut down on everybody’s driving time. There are a number of
“share the ride” boards located at convenient points around the plant to assist
you in obtaining a rider, finding a ride for yourself, or establishing a ride pool.

Personnel

Housing
and Living
Accommodations

Transportation
to Work




Cafeteria
Service

Tools for
Your Work

Occasionally during working hours your job may require you to travel from
the main plant to some other place on company property. There is no need to
use your car during working hours. Bus service operates between plants. Your
supervisor will tell you where and when to use company transportation.

The modern cafeterias in our plant serve wholesome meals on a nonprofit basis.
During the half-hour lunch period specified for your group, you may buy your
lunch in the cafeteria or, if you like, you may bring your own lunch and eat it
in the cafeteria or in your work area.

The schedule of lunch hours is arranged to cut delay as much as possible.
If you observe your scheduled lunch time, move briskly, make prompt selec-
tion of food, and have change ready when you near the cash register, you will
receive the fastest possible service,

A good craftsman owns enough tools of the right kind to do his work well.
Additional personal tools may be required as _\_'01-1 progress with the Company.
When you were hired you were informed about any hand tools that you would
need. As a condition of employment, you must have the tools necessary for
your work. i

Special-purpose tools that make it easy for you to do particular work accl
rately and well are available for many j(‘)])s. These tools are company-owh
and are supplied through the tool c;‘ihs. Employees withdrawing company
tools are responsible for them until they are returned to the tool crib.
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Classified
Information

Security and Protection

Our products are weapons systems and associated equipment for the United
States Army, Navy, and Air Force. Therefore, your job might often require
you to use materials and information that will need special protection in the
interest of National Defense. Recognizing this need, the Government has
established Federal Security Regulations. Our company has signed a contract
with the Department of Defense agreeing to comply with these regulations.
You, as an employee, have certain pcrsmml obligations under this contract,
In order to fulfill your obligation, the following facts are provided to serve
as a guide.

Information that needs protection in the interest of National Defense is called
“classified information.” Before employees are allowed access to classified
information, they must fill out government clearance forms, meet certain
requirements and be investigated, after which they are given what is known
as a clearance. In addition, to have access to classified information, any person
must also have a “NEED To kxvow” the information in connection with his of
her job duties. This need to know must always exist in addition to security
clearance. Classified information is divided into three levels, these are: TOF
SECRET, SECRET, and CONFIDENTIAL.

Often it will be difficult to know the importance of all the things you will
see and hear on the job. Therefore, limit business discussions to persons
directly connected with your job. Never discuss classified information o the

telePh'(me or within hearing of unauthorized persons. You will be IESPeCted
for being careful!
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Wear your identification badge in plain view on the upper left front of your Identification
outer garment while you are on company property. Our company badges are Badges
coded with both color and number code to indicate the level of classified

material which a person is cleared to handle.

1. Blue (No. 1) badge indicates Top Secret clearance.
2. Yellow (No. 2) badge indicates Secret clearance.
3. Red (No. 3) badge indicates Confidential clearance.
4. Green (No. 4) badge indicates No Clearance.
If you forget your hadge, you may obtain a temporary badge by proving
your identification at certain gates.
Utmost care must be taken to prevent loss of your badge; however, if you

do lose it inform the Security Department immediately and a duplicate will
be issued. A $2 charge will be made to partially cover replacement cost.

The speed limit on all streets and roads on company property is 30 M.P.H. Traffic
except on parking lots and the fenced-in area where the limit is 15 M.P.H.
The guards supervise parking on the company parking lots and will assign
you a parking location according to the time of your arrival. Passengers should
be discharged or picked up at your parking location and not on roadways.

We will make every reasonable effort to safeguard your personal property Personal Property
while it is on the premises; however, we obviously cannot assume financial
responsibility for it. Therefore, you should bring to the plant only the things

needed for your work.
Lost and Found Service is maintained for your convenience at Guard

Headquarters—Extension 2500. Anything found should be turned in to that
office so the owner may claim it.




Cameras

Document
Control

Federal Law

Because of the nature of our work, phntngr;lphs by other than official company
ph()togl'aphers may be made only with specific permission of the company.
ixcept for these preapproved instances, cameras are forbidden on company

k.

propert.\,-’_

Another important security requirement concerns controlling the handling of
classified documents. These regulations do much to prevent leaks of vital
information. However, one careless act in handling classified material could
do as much damage as an act of espionage. For this reason, violators are subject
to federal penalties. The basic rules for handling classified documents are:
1. Classified information may be utilized only in a restricted area. i
2. When in use it must be under the surveillance of an authorized person.
3. When not in use it must be stored in locked files or desks equipped with
combination lock and bar.
4. Classified documents coming into or going outside the plant must be
logged with the classified mail center.
To obtain specific information about these and other security regulations,
the Martin Security Manual is available at the Engineering Library.

Federal laws (Sabotage Act, Espionage Act) impose heavy penalties on a0y
one who, ]"‘“’"“g reason to believe that his act may interfere with national
security, shall wilfully make any material in a defective manner.

10
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Work and Pay

Normally we work eight hours per day, Monday through Friday. Deviations
from this schedule are sometimes required for special service personnel or
changes demanded by production schedules.

Your shift will not necessarily begin on the hour or half-hour. Shifts of
different departments are sometimes staggered to speed traffic movements
in and out of the plant.

Lunch periods of one-half hour normally are on employees’ time. Depart-
ment lunch periods are staggered to prevent overcrowding of the cafeterias.
Your supervisor will notify you of the time for your group.

You are given a time card on which you must record the time you start and
end each workday. It is important that you ring your time card at your
assigned time clock. These time clocks are placed at various locations through-
out the plant, as near as possible to the employees assigned to them. After
ringing your clock, be sure you replace your card in the rack. It is not neces-
sary to ring in or out for your lunch period.

Your time card is used to determine your pay. If you fail to ring in or out
at any time, notify your supervisor promptly so that you may be credited
for your total hours worked.
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Your company is proud of its employees and recognizes their long and loyal
service through the presentation of gold service pins.

These pins are awarded to employees upon the completion of five years
of service. At the completion of 10, 15, 20 and 25 years of service, jewels are
added to the pins; for 10 years, sapphire; 15 years, ruby; 20 years, emerald;
and 25 years diamond.

When you were interviewed by the Employment Department, you discussed
and agreed upon a starting rate of pay. This rate falls within the range for
your job classification.

Periodically the capabilities of all employees are appraised. Opportunities
for advancement are excellent. It is our policy to promote qualified men
already employed rather than bring in new men to fill positions as they become
available. Your supervisor will gladly answer questions and discuss your
progress in your work and your eligibility for advancement.

Hourly classified employees working on the second and third shifts will receive
a cash bonus for hours worked. These cash bonuses are added to your base
pay fol' purp()ses ()f C()lllplltillg overtime.

Salaried employees also are entitled to additional compensation for work

on the second or third shift.

Sometimes an important job just can’t wait until tomorrow or next month to
be finished. Then we work overtime and are paid in accordance with federal
statutes and company policy. Your supervisor will try to let you know in
plenty of time if you are needed.

Hourly employees will be paid one and one-half times their basic hourly
rate for time worked in excess of eight hours in one day, or 40 hours in any
payroll week. Under certain circumstances, one and one-half times the basic

15
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Your Rate
of Pay

Night Shift
Premium

Overtime
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hourly rate will be paid for time worked on the sixth day of the work week
regardless of whether or not such hours are over 40 per week. Payment of
double time will be made in accordance with existing payroll procedures.

If you are needed to work on a paid holiday, you will receive the UPPHMM{'

hourly rate for all hours worked plus eight hours holiday pay.

Salaried employees will he paid overtime when it is authorized.

Pay Procedure Hourly employees are paid by check each Friday for the week ending the

l)lt((([lll” H'”'d‘l‘ except that e |I|l)lll\( es assigne 'd to the evening shift ar¢

)
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paid on Thursday. Salaried employees should check their supervisor con-
cerning their pay schedule.

When payday falls on a holiday, you will be paid on the last working day
before the holiday. You will receive vour paycheck in your work area. All of
us get our checks during regular working hours.

A stub is attached to your check showing your total wages, your deductions,
and your take-home pay. Other deductions, when authorized by you, are also
shown on the stub. A part of your pay is withheld as required by law to pay:

1. Your contribution to your Federal OId- -Age and Survivors Insurance
(Social Security).

2. Your Federal Income Tax.

Your supervisor will answer your questions about your pay; if there is a
mistake, he will have it corrected.

Since the company must plan for a definite payroll distribution each pay-
day, no advance upon wages is made to any employee.

If you leave the company, give us at least three days notice. Otherwise, we
won't have time to adjust the records and have vour pay ready for mailing
shortly following vour termination. Before an employee receives his final pay,
he must turn in all company property that has been assigned to him. Also
emplovees who have security clearance will be required to sign a security

termination statement.
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Absenteeism

Reporting
Late for Work

We cannot build missiles and other products with employees who are not
present and on the job. We have assured our customers that their products
will be ready by specific delivery dates and we need you on the job every
day to help keep that promise.

There may be times when you cannot avoid being absent because of a
serious emergency. When you know in advance that you must be absent,
obtain permission from your supervisor who will try to arrange for someone
else to do your work. When emergencies arise unexpectedly, requiring you
to be absent, explain your absence to your department by telephone or tele-
gram. If three days go by without any report or acceptable explanation from
you, we will assume that you have resigned as of your last day worked.

Above all, try to be on your job every day. Your reputation for depend-
ability is important to you and is directly affected by your attendance. Exces-
sive absenteeism regardless of cause cannot be tolerated.

Time records for hourly employees are figured on tenths of an hour. For
lateness up to and including six minutes, one-tenth of an hour is deducted
from your pay. If you are more than six minutes late, an additional one-tenth
of an hour for each six minutes or part of six minutes will be deducted. These
are not penalty periods—merely deductions for time not worked.

If you report for work after your regular starting time, give your name
and badge number to the guard at the gate. If you are an hourly employee,
he will give you a LATE pass. Ring in on this i)ass at your time clock and
present it to your supervisor.

If you will be delayed in reporting for work, notify your department 9

telephone immediately—in no event later than two hours after your regularly
scheduled starting time,

18
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If you report for work later than two hours after your assigned starting
time, the guard at the main gate will call your supervisor to see if you can
be used for the remainder of the shift.

We all have a “service date.” This date shows the length of our continuous
service; usually, it is our hiring date. No break in our records is made for
military service provided that Selective Service and company regulations
about returning to work are followed.

The service date is used to determine your eligibility for pensions, vaca-
tions, service pins, sick-leave pay, and other purposes.

More than 98 percent of our employees have accepted the responsibility of
contributing to those less fortunate. Contributions are withheld each week,
in the amount designated by the employee. There will be no solicitations in
the plant other than once each year on behalf of United Appeal.

19
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Special Benefits

Martin provides numerous benefits and services for employees. Most of these
provide cash payment; for example, sick-leave pay and paid holidays. Others,
such as our Pension Plan and Group Insurance, are primarily for the security
of employees and their families and, of course, they also have a money value.

The purpose of all benefits is to make the company a better place to work.,

Thousands of Martin families receive help each year through the Group
Insurance Plan.

Low cost group insurance is available to you through the company’s con-
tract with a largc insurance company.
The plan provides:
1. Life and Accident insurance.
2. Weekly disability payments.
3. Surgical and lwsp;tulimltiun, and maternity benefits for employees.
4. Surgical, hospitalization, and maternity benefits for employees’ dependents.
5. Medical catastrophe.

The company pays a substantial part of the premium of this insurance and
assumes all administrative costs, giving you an opportunity to obtain insurance
protection at a much lower cost than would otherwise be possible. This plan
is offered to all new employees, and nearly all of our employees carry this
insurance.

To protect your health a first aid station is located in the plant. There you can
be treated for all injuries incurred while at work. Trained nurses and first aid
attendants work under the direction of physicians experienced in industrial
hospital practice and staff the First Aid rooms which are located throughout
the plant. When First Aid rooms are closed you must report all work connected

21
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injuries to the Security Guard Force, Extension 2200, or GA 4-0087. We have
ambulance service available in the event of severe injury or illness while at

work.

The prevention of industrial accidents receives a lot of attention from your
supervisor, the Safety Section, and all divisions of the Company. Our accident
and fire prevention program is operated on the basis that it is better to spend
thousands to prevent accidents than it is to have even a few injured employees.
As a result, there are relatively few hazardous conditions in our plant.

The big problem in accident prevention in any company is not one of




hazardous condition, but of injuries that result from careless work habits.

Any plant must have stairways, hand tools, and aisles; all employees must
handle objects. A fall in a stairway or an object dropped on one’s foot can be
just as serious as a machine accident. The only solution to injuries of that type
is careful workers, and unless each employee makes a sincere effort to protect
himself, the efforts of the company to provide safe working conditions will
not mean much.

As a guide to safe work habits, we have some general safety rules outlined
in this booklet, in addition to the special departmental safety rules that will
be called to your attention. Please read these rules if you haven't already.
They are for your protection and you should willingly obey them.

Standard protective devices are provided by the company without cost to
the employee. Respirators, gloves, safety glasses and protective creams can
be obtained from the Tool Crib. If you are told that you must wear goggles,
certain types of shoes, or ear protection, it is because they may protect you
from an injury. To encourage the wearing of safety shoes, your company has
a safety shoe store. You can purchase safety shoes through payroll deduction.
Also, safety glasses, made to your individual prescription, are available at
low prices through payroll deduction.

When returning to work after an illness of six or more days, or any injury or
hospitalization, you must be cleared to resume work. Report to the Medical
Department with a statement from a Doctor of Medicine showing the diag-
nosis, period of disability, and date permitted to resume work. The Group

23

Returning
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