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DISCLAIMER 

This document was prepared as an account of work sponsored by the United States 
Government. While this document is believed to contain correct information, neither the 
United States Government nor any agency thereof, nor the Regents of the University of 
California, nor any of their employees, makes any warranty, express or implied, or 
assumes any legal responsibility for the accuracy, completeness, or usefulness of any 
information, apparatus, product, or process disclosed, or represents that its use would not 
infringe privately owned rights. Reference herein to any specific commercial product, 
process, or service by its trade name, trademark, manufacturer, or otherwise, does not 
necessarily constitute or imply its endorsement, recommendation, or favoring by the 
United States Government or any agency thereof, or the Regents of the University of 
California. The views and opinions of authors expressed herein do not necessarily state or 
reflect those of the United States Government or any agency thereof or the Regents of the 
University of California. 
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Letter from the Director 

To Our New Employees: 

Welcome to Berkeley Lab and the University of California. You are 
joining a laboratory with a great tradition of scientific achievement. 
Ernest Lawrence was not only a scientific pioneer but is also generally 
considered the founder of the /Iteam science" concept. More than 
ever before, continuing our tradition of scientific excellence depends 
on your contribution as an important member of the Berkeley Lab 
team. This handbook will help you find many of the resources at the 
laboratory to make your job easier and more satisfying. I hope that 
you have a successful career at Berkeley Lab and that your 
contribution can help us maintain our scientific leadership into the 
21st century. 

Charles V. Shank 
Director 
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What You Should Know 

This handbook will help you work through the process of establishing 
your benefits and carrying out important administrative matters, and 
familiarize you with the work environment at Berkeley Lab. 

In addition to your basic benefits, you will find here many other 
services, benefits, and opportunities which can make your work 
easier and provide value for your career and personal life. 

Finally, you'll find guidance on important Laboratory policies, . 
procedures, and requirements that all employees should know about. 

This handbook contains only general information. Don't rely on it 
when making decisions regarding your employment. Rather, consult 
with your supervisor, your personnel administrator, or Human 
Resources. 

For further information, please ask your supervisor or refer to your 
Personnel Program Policy Manual, collective bargaining agreement, 
or contract. Your department's personnel administrator can also help. 

If you are represented by a collective bargaining agreement, contact 
Employee/Labor Relations regarding wages, hours and working 
conditions. 
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Ernest Orlando Lawrence Berkeley National Laboratory 

Equal Employment 
Opportunity 

Berkeley Lab recruits employees through widely distributed job 
listings, job fairs, professional seminars, and search committees. 
Berkeley Lab encourages employees to refer qualified candidates for 
existing openings. 

The following is Berkeley Lab policy with respect to equal 
employment opportunity: 

It is the policy of the Berkeley Lab to ensure equal employment opportunity to all I 
employees and job applicants. The Laboratory will not engage in discriminatory .... 
practices against any person employed or seeking employment because of race, ,< 

color, religion, marital status, national origin, ancestry, sex, sexual orientation, 
physical or mental disability, medical condition (cancer related) as defined in 
Section 12926 of the California Government Code, status as a Vietnam era veteran 
or special disabled veteran or, within the limits imposed by law, DOE or University 
regulations, because of age or citizenship. This applies to all personnel actions, 
including hiring, transfer, training, promotion, termination, and other terms and 
conditions of employment. The Laboratory's policy is to take affirmative action for 
minorities, women, individuals with disabilities, special disabled veterans, and 
Vietnam era veterans through formally written affirmative action plans. 

Positive efforts to further this Affirmative Action Compliance Program must be 
vigorously pursued, conform to all current legal requirements as well as to the spirit 
of the law, be consistent with Laboratory standards of quality and excellence, be r· 
specific in identifying areas of underutilization and in prescribing corrective 
measures, and be consistent with the University of California Affirmative Action 
Personnel Program - Policy and Guidelines. 

Berkeley Lab's complete Affirmative Action Plan is available for 
review at the Human Resources Department, Work Force Diversity 
Office, and Berkeley Lab Library. 
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Welcome to Berkeley Lab 

America's national laboratory system started here when Ernest 
. Orlando Lawrence founded this laboratory in 1931. Lawrence 
invented the cyclotron, which led to a golden age of particle physics 
and revolutionary discoveries about the nature of the universe. 
Originally a mecca of particle physics, the Lab long ago broadened its 
focus. Of our nine Nobel Prizes, five are in physics and four in 
chemistry. Today, our research programs in advanced materials, 
biosciences, energy efficiency, detectors and accelerators address 
national needs in technology and the environment. 

Located in the Berkeley Hills, Berkeley Lab is next door to the 
University of California at Berkeley, one of the world's great 
universities. The Lab has some 3,400 employees, including about 600 
students. The Lab also hosts more than 2,000 participating guests 
each year. We are managed by the University of California for the 
u.s. Department of Energy (DOE). 

Berkeley Lab's Vision 2000 establishes the overarching goals of the 
Laboratory's strategic planning effort. It focuses on a commitment to 
reaching out and forging new partnerships with industry, academia, 
and other national laboratories to create value for the economy, 
enhance education, and contribute to the community. The four major 
goals of Vision 2000 are as follows: 

• Distinguish ourselves as a premier DOE multiprogram national 
laboratory by performing research of the highest scientific 
quality. Build on our educational and technical resources to gain 
a competitive advantage for addressing problems of national 
significance and advancing the mission of the DOE. 

• Create value for the economy, enhance education, and contribute 
to the community through partnerships with industry, 
universities, and other laboratories. 

• Make Berkeley Lab the location of choice for facilities and 
programs. Our operational, administrative, and technical 
resources will integrate seamlessly with the research and 
engineering programs to make a Berkeley Lab that works. All of 
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The University 
of California 

our activities will be conducted with full regard for the 
environment and for the health and safety of our employees and 
the public. 

• Commit to developing our people to their fullest potential. We 
value and seek diversity in our work force. We will create an 
environment that respects the individual, encourages leadership, 
stimulates innovation, fosters integrity, and demands excellence. 

Chartered in 1868 as the state's only land-grant institution, UC has 
grown from 10 faculty members and 38 students to be one of the 
world's largest university systems, with over 7,000 faculty members 
and 166,000 students on its nine campuses and approximately 130,000 
faculty, staff, and academics statewide. 

The UC system is composed of nine campuses and three national 
laboratories. The campuses include Berkeley, Davis, Irvine, Los 
Angeles, Riverside, San Diego, San Francisco, Santa Barbara, and 
Santa Cruz. In addition to Berkeley Lab, UC also manages Lawrence 
Livermore National Laboratory and Los Alamos National Laboratory. 

For more information regarding UC, please contact the Office of the 
President at (510) 987-0700. 

2 
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Checklist for New Employees 

Please look this list over carefully. You must take care of these items 
within your first few weeks of employment. Go to the page numbers 
indicated for more detailed information. 

o Identification card. All employees and guests must carry a 
Berkeley Lab ill card. (page 28) 

o Paycheck. You may choose either direct deposit or distribution 
through your department. (page 5) 

o Employment papers. Complete all employment papers. 

o Employment status. Know your employment status, payroll title, 
and personnel program or collective bargaining unit. 

o Insurance plans. You should enroll within one month of your 
hire date. (page 15) 

o Benefits. Review your New Employee Benefits Packet. (page 16) 

o Parking. Obtain a parking permit or inquire into commute 
options. (page 27) 

The following topics are presented at the employee orientation. You 
should discuss them with your supervisor to help you understand 
and adjust to your work environment. 

o Performance evaluation. What is your probationary period and 
the performance evaluation process? (page 10) 

o Work schedule and compensation. What are your department's 
practices for hours of work, overtime, call-in procedures, time 
sheets, vacation, and sick leave? (page 5) 

o Your department. Who is your department's personnel 
administrator? What is its purpose at Berkeley Lab? Become 
familiar with the department's organization chart. 

o Facilities and resources. Ask for a tour and description of your 
department, including the location of restrooms, eating facilities, 
photocopiers, the mail drop, supplies, and access to computers 

. and lab equipment. 
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Be Well-Informed 

o Departmental procedures. Ask about staff meetings, breaks, 
lunch times, sign in/ out board, mail and memo distribution, 
building and office keys. 

o Working relationships. Find out how your co-workers prefer to 
work together-their patterns of communication, individual and 
team relations, reporting relationships, etc. 

o Health and safety regulations. Know the procedures covering A -

injuries, hazardous materials, emergency evacuation routes, and 
disaster plans. (page 19) 

You owe it to yourself to be well-informed about your workplace, and 
you also have a formal responsibility for knowing and meeting the 
standards of performance and conduct set by Berkeley Lab and the 
University. 

4 



Weekly Work Hours 

Overtime 

Paydays 

Paycheck 
Distribution 

Work Schedule and 
Compensation 

PUB-80 (1995) 

In general, full-time employees work five days a week, for a total of 
40 hours. The Flextime program allows most employees some 
flexibility in scheduling their hours. Ask your supervisor for 
information. 

Deadline requirements and emergencies occasionally make overtime 
necessary. Compensation for overtime is as follows: 
• Nonexempt employees are paid at time-and-one-half for hours 

worked in excess of 8 hours per day or 40 hours during any 
week. 

• Exempt employees normally do not receive additional pay for 
overtime. Please direct any questions regarding exempt and 
nonexempt status to a division or department supervisor or to 
Human Resources. 

Employees are paid either on a monthly or a biweekly basis. 
• Monthly pay schedule. The monthly payday is the first of the 

month. If the first of the month is a Saturday, Sunday, or holiday 
the payday is rescheduled for the preceding Berkeley Lab 
workday, except in December. 

• Biweekly pay schedule. Biweekly paychecks are issued on 
alternate Fridays. If a Friday payday coincides with a holiday, 
the payday is rescheduled for the preceding Berkeley Lab 
workday. 

Payday schedules are available from Human Resources, the Payroll 
Unit, and many divisional and departmental offices. 

You can choose to be paid either by electronic direct deposit or by a 
paycheck delivered through your department. Electronic direct 
deposit transmits your net earnings directly to your bank account. 
Each payday morning a confidential earnings statement is delivered 
to you through your department, confirming the automatic deposit. 

You can change the way you are paid by completing a Payroll 
Earnings Distribution Authorization form. This form is available 
from the Payroll Unit, Human Resources Department, and many 
divisional and departmental offices. 

5 



Ernest Orlando Lawrence Berkeley National Laboratory 

Holidays 

Sick Leave 

Vacation 

Berkeley Lab observes official University holidays, which are 
announced each year by the President of the University. Normally, 
these holidays consist of the following: 

New Year's Day 
Third Monday in January (Martin Luther King, Jr., birthday) 
Third Monday in February (Presidents' Day) 
Last Monday in May (Memorial Day holiday) 
July 4 (Independence Day) 
Labor Day 
Thanksgiving Day 
Friday after Thanksgiving Day 
December 24 (or equivalent) 
Christmas Day 
December 31 (or equivalent) 
Administrative holiday (selected by the Berkeley Lab Director) 

When a holiday falls on a Sunday, it is observed on the following 
Monday. When it falls on a Saturday, it is observed on the preceding 
Friday unless the President of the University designates a different 
day. The Laboratory is shut down from the beginning of the 
Christmas holiday until the end of the New Year's holiday. 
Employees must either use vacation days or leave without pay for 
days during this period that are not Laboratory holidays. [Employees 
wishing to observe religious holidays (other than December 25) may 
request vacation leave or leave without pay.] 

If you work 50% or more of full time you are eligible to accrue and 
use sick leave. Sick leave continues your salary during illness or 
disability; medical, dental or optical appointments; and, on a limited 
basis, in the event of death or illness of a family member. An 
employee may be asked to furnish satisfactory proof that an absence 
meets the requirements for sick leave. 

Most full-time employees earn eight hours of sick-leave credit per 
month. Part-time employees earn credit in proportion to the time 
worked. There is no limit to the sick leave you can accrue. 

Your supervisor can tell you how much sick leave you will be earning 
per pay period. 

Most full-time employees earn vacation credit as follows: 

I£you have: 

Less than 10 years' service 

10 - 15 years' service 

15 - 20 years' service 

More than 20 years' service 

6 

the rate you earn vacation is: 

1-1/4 days/month (10 hours) 

1-1/2 days/month (12 hours) 

1-3/4 days/month (14 hours) 

2 days/month (16 hours) 
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Leave Without Pay 

Military Leave
Extended 

Employee Handbook 

To be eligible for paid vacation you must work 50% or more of full 
time for at least six months. 

Temporary and summer employees who are appointed for less than 
six months do not accrue vacation. Temporary employees employed 
for six months or more accrue vacation for the full period of 
consecutive employment. 

In general, you can't use vacation credit in the cal,endar month in 
which it is earned. You can accumulate vacation credit up to the 
amount you can earn in two years. If your employment is terminated, 
you are paid for unused vacation credit up to this maximum. 

Check with your supervisor for the rate at which you-will accrue 
vacation time, and any limitations on when you can use it. 

The Division Director or Department Head may grant an employee 
up to five working days of leave without pay. The Human Resources 
Department must approve longer leaves, based on the Division 
Director's or Department Head's written recommendation. 

You do not accrue vacation or sick leave during leave without pay, or 
receive holiday pay for holidays that occur immediately preceding or 
immediately following leave without pay, or during a leave of more 
than 20 calendar days. 

Retirement and insurance coverages may be affected by leave without 
pay. For this reason, employees considering such leave are urged to 
discuss the matter with the Human Resources Department. 

Employees who are called to active duty in the Armed Forces may 
- take extended military leave without pay. Vacation and sick leaye 

credits do not accrue during extended military leave. An employee 
receives his or her regular salary for the first 30 calendar days of -
extended military duty, provided 

• Employee has been employed at a minimum of 50% of full time 
by Berkeley Lab for 12 months immediately prior to the period of 
military service, and 

• Employee submits proof of completion of at least one month's 
active military service, and 

• Such payment, in addition to any payment by the Lab for 
military leave for training and physicals, does not exceed one 
month's pay in a calendar year. 

Call Employee Benefits at ext. 6404 for more information. 
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Military Leav~ 
Temporary 

Research and 
Teaching Leave 

Court Leave and 
Voting Privileges 

Unemployment 
Benefits 

Workers' 
Compensation 

An employee ordered to training duty with a reserve component of 
the Armed Forces receives up to one month of leave with pay in a 
calendar year. 

To be eligible, employees must have been employed by the University 
at least 50% of full time for one year immediately prior to military 
training duty. (Previous full-time military service counts toward this 
requirement. ) 

Call Employee Benefits at ext. 6404 for more information. 

To promote the continuing professional growth of senior 
administrative and scientific staff, the Berkeley Lab Director may, 
with prior written approval from DOE, grant professional research or 
teaching leave to a limited number of employees. 

Most full-time employees are allowed necessary time off without loss 
of payor vacation credit for the following: 

• Jury duty. 

• When subpoenaed to appear as a witness, unless the employee is 
a party to the case or an expert witness. 

• Voting in a statewide primary or general election. You are 
allowed up to two hours if you don't have time to vote during 
nonworking hours. ' 

Berkeley Lab employees are covered by California State 
Unemployment Insurance, which is designed to partially replace 
wages lost because an employee is involuntarily unemployed. 
Eligibility for benefits is determined by the State of California 
Employment Development Department (EDD). The cost of coverage 
is paid by Berkeley Lab. 

Some employees who are displaced because of lack of work or funds 
may qualify for severance payments from Berkeley Lab. 

All Berkeley Lab employees are covered by Workers' Compensation, 
if they are unable to work because of work-related illness or injury. 
You may use sick-leave credits to make up the difference between 
Workers' Compensation payments and regular salary. 

Call Workers' Compensation at ext. 5213 for details. 
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Personnel and 
Administrative 
Policy Information 

Duration of 
Employment 

Employee 
Organizations 

Staff Development 

PUB-80 (1995) 

Personnel Policies 

The Regulations and Procedures Manual (RPM) outlines normal practice 
and answers most policy questions that arise in the day-to-day 
operations of the Laboratory. 

In most cases, an employee's first six months of employment are a 
probationary period during which his or her work performance and 
general suitability for Laboratory employment are carefully 
evaluated. Upon successful completion of this period, the employee 
becomes a continuing employee. 

Continued employment depends on satisfactory job performance and 
the availability of funds and suitable work assignments. If lack of 
work or of funds makes layoffs necessary, they will be conducted in 
accordance with University policy. 

See RPM section 2.01, Hiring Policies and Procedures. 

Membership in employee organizations and participation in 
organization activities is optional. Whether or not you are a member 
of an employee organization, you may represent yourself in 
employment matters or have another individual represent you. 
Information and regulations concerning relations with employee 
organizations and positions represented by unions are available from 
the Human Resources Department. 

Employees in units established under the California Higher 
Education Employer-Employee Relations Act (HEERA) may have 
terms and conditions of employment that are governed by a 
memorandum of understanding between the University and an 
exclusive representative. 

See RPM section 1.25, Organizational Membership. 

Berkeley Lab wants to help staff employees work more effectively 
and acquire new skills that may advance their careers. Staff 
development resources include: 
• Education and career counseling. 
• University of California courses at reduced fees. 

9 
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Performancel 
Progress Review 

Pay Increases 

• Reimbursement of course fees after successful completion of 
approved courses. 

• Time off with pay for class attendance under certain 
circumstances. 

• On-the-job training sessions. 

• Special conferences. 
• Payment by Berkeley Lab of some or all of the costs involved in 

education and training. 

For further information ask your supervisor or contact Staff 
Development and Training at ext. 5999. 

See RPM section 2.04, Education and Employee Development 
Policies. 

Career employees receive two written Performance / Progress 
Reviews (P2Rs) during their probationary period. Thereafter, 
employees receive at least one written p2R each year. 

The p2R is an opportunity to receive specific evaluation from your 
supervisor of your performance-especially in areas that are good or 
that need improvement-and to clarify expectations that you do not 
understand. 

Job retention, merit pay increases, and career advancement are based 
on p2Rs, and they are an important consideration in other personnel 
actions such as transfer and educational aid. The employee may 
attach written comments to the review. p2Rs are retained in the 
employee's department file. 

See RPM section 2.03, Employee Performance / Progress Reviews. 

Non-represented and non-unionized employees are normally 
reviewed for a merit increase once every year on October 1 as part of 
the Laboratory's Annual Salary Review. 

To be eligible for an October 1 merit increase, employees must have 
started work on or before April! and received a satisfactory 
perforinance appraisal (p2R). 

Represented employees are also normally reviewed every year for a 
merit increase, and have the same eligibility requirements as non
represented employees. However, their pay increases are subject to 
their collectively bargained agreements (AFSCME Clerical and 
Service, UPTE Technical Unit, CNA and Skill Crafts). 

See RPM section 2.06, Compensation Program. 

10 



Promotions and 
Transfers 

Resolving Grievances 
and Complaints 

Disciplinary Action 

Inventions 

Employee Handbook 

Whenever possible, job openings are filled by promotion or transfer. 
If you are interested in transferring to another position, discuss it 
with your supervisor and the Human Resources Department. 
Job application procedures are the same for employees and 
non-employees, except that employees laid off from career positions 
with preferential rehire rights are given first consideration for 
positions for which they qualify. 

A current list of vacancies is maintained in the Human Resources 
Department. It is posted on a biweekly basis throughout Berkeley 
Lab and on the Berkeley Lab home page of the World Wide Web. 

See RPM section 2.02, Transfers, Promotions, and Other Changes of 
Status. 

Each employee is urged to try to resolve problems through informal 
consultations with his or her supervisor, the department head, or the 
Human Resources Department. For serious problems for which this 
course of action has not been successful, the employee can request a 
formal review according to established complaint resolution 
procedures. For additional guidance, call Employee/Labor Relations 
at ext. 6700. 

See RPM section 2.05, Employee Relations. 

Disciplinary or corrective action is required when an employee fails to 
meet employment-related standards of conduct or performance. 

Disciplinary offenses include but are not limited to inattention to 
duty, unsatisfactory job performance, insubordination, absenteeism, 
violation of law or University regulations, dishonesty, theft or 
misappropriation of public funds or property, fighting on the job, acts 
endangering others, gambling, possession of firearms or explosives, 
or other misconduct. 

Disciplinary or corrective action may include an oral or written 
warning, temporary or indefinite within-range salary decrease, 
demotion, suspension without pay, dismissal, or other action deemed 
appropriate under the circumstances. 

See RPM section 2.05, Employee Relations. 

Employees at Berkeley Lab frequently develop inventions. Each staff 
member must sign a patent agreement that sets forth mutual rights 
and obligations regarding patent rights to employee inventions. This 
agreement stipulates that employees report all their inventions to the 
Berkeley Lab Patent Department. Inventions unrelated to an 
employee's Berkeley Lab duties must be reported to prevent potential 
future patent conflicts. 

11 
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Policy on Classified 
Research 

Use of Copyrighted 
Material 

Use of Government 
Property and Funds 

To ensure that patentable subject matter is protected, the Patent 
Department must clear technical reports, drawings, and any 
publications originating at Berkeley Lab before they are circulated 
beyond Berkeley Lab. 

Contact the Patent Department at ext. 7096 if you have questions or 
want a copy of PUB-252, Invention and Patent Guidelines for Berkeley Lab 
Researchers. 

See RPM section 5.03, Patent Policy. 

Berkeley Lab serves the nation and its scientific and educational 
communities through research. Berkeley Lab's work can be freely 
communicated, and the resulting open atmosphere contributes 
strongly to Berkeley Lab's scientific excellence. 

As part of the federally supported national laboratory system, 
Berkeley Lab may need to make its facilities available to investigators 
from other institutions for classified or proprietary research. Any 
such use of Berkeley Lab facilities requires advance approval by the 
Berkeley Lab Director on a case-by-case basis. 

Employees who need frequent access to facilities or personnel at DOE 
or at the Lawrence Livermore National Laboratory require DOE 
Security Clearance. Security Clearance for Berkeley Lab employees is 
coordinated through Lawrence Livermore National Laboratory. 

See RPM section 1.22, Policy on Proprietary Information from 
External Sources. 

Berkeley L~b employees must be careful about reproduction of 
copyrighted material. The Technical and Electronic Information 
Department (TEID) can answer any questions. For information call 
TEID at ext. 6504. 

See RPM section 5.02, Policy for Scientific and Technical Publications. 

It is illegal to appropriate any article of government property for 
personal use, including scrap or salvage material. Using Berkeley Lab 
facilities (tools, copying machines, computers, and other equipment) 
for personal or other non-Berkeley Lab purposes is forbidden. 

You may take government supplies and equipment offsite only for 
official work, and only if they are accompanied by an official shipping 
document or a Material Pass (Stock Form 7600-67344). 

See RPM section 6.02, Use of Property and Supplies. 
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in the Workplace 
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A conflict of interest exists when your official duties may be biased by 
your private financial or other interests. University and Laboratory 
policy, various federal and state laws, and our contract with the 
Department of Energy prohibit employees from engaging in activities 
that place them in a conflict of interest between their official activities 
and any other interest or obligation. 

To avoid conflicts of interest, know what activities may involve 
conflicts and what the appropriate rules are. 

Common situations where a conflict of interest may arise are: 

• Outside employment. 

• Outside business ownership. 

• Acceptance of gifts and favors. 

• Hiring or supervising a close relative. 

• Use of privileged or official information. 

• Use of laboratory property and supplies. 

• Participation in procurement actions. 

• Principal investigator involvement with sponsored projects. 

• Involvement with technology transfer activities. 

Smoking is forbidden indoors, regardless of location, and is allowed 
outdoors only in posted "Smoking Permitted" areas. For further ' 
information call Employee and Labor Relations at ext. 6700 or Health 
Services at ext. 6266. 

See RPM section 2.22, Miscellaneous. 

Confidential assistance is available through Berkeley Lab's Employee 
Assistance Program to employees who wish help in resolving drug 
and alcohol problems. 

For information call Employee and Labor Relations at ext. 6700. 

Berkeley Lab subscribes to the University of California Substance 
Abuse in the Workplace policy. Here is the text of the policy: 

The University of California recognizes drug and alcohol dependency as treatable 
conditions and offers Employee Support Programs for University employees with 
substance-dependency problems. Employees are encouraged to seek assistance for 
drug- and alcohol-related problems and may request leaves of absence for this 
purpose, in addition to using approved vacation or sick leave, or attending 
Employee Support Programs outside regular working hours. Information obtained 
regarding an employee during participation in an Employee Support Program will 
be treated as confidential. 
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Work Force Diversity 
Office 

The University strives to maintain a workplace free from the illegal use, possession, 
or distribution of controlled substances (as defined in schedules I through V of the 
Controlled Substances Act, 21 United States Code 812, as amended). Unlawful 
manufacture, distribution, dispensation, possession, or use of controlled substances 
by University employees in the workplace or on University business is prohibited. 
In addition, employees shall not use illegal substances or abuse legal substances in a 
manner that impairs performance of assigned tasks. 

Employees found to be in violation of this Policy may be subject to corrective action, 
up to and including dismissal, under applicable University policies and labor 
contracts, or may be required, at the discretion of the University, to participate 
satisfactorily in an Employee Support Program. 

Special requirements for employees engaged on Federal contracts and grants: 

The Drug-Free Workplace Act of 1988 (Public law 100-690, Title V, Subtitle D) 
requires that University employees directly engaged in the performance of work on 
a Federal contract or grant shall abide by this Policy as a condition of employment 
and shall notify the University within five days if they are convicted of any criminal 
drug statute violation occurring in the workplace or while on University business. 
The University is required to notify the Federal contracting or granting agency 
within ten days of receiving notice of such conviction and to take appropriate 
corrective action or to require the employee to participate satisfactorily in an 
approved drug-abuse assistance or rehabilitation program. 

See RPM section 2.22, Miscellaneous. 

Work Force Diversity Office programs proactively address broad 
issues of work force diversity. The Office focuses and directs senior 
management in developing and implementing a broad-based strategy 
targeted at diversifying the work force, managing diversity issues, 
coordinating recruitment and outreach efforts, and enhancing 
employment development practices. The Work Force Diversity Office 
pursues the following programmatic initiatives: 

• Aggressively seeks women, people of color, and individuals from 
other protected classes who might achieve excellence at Berkeley 
Lab. Initiates recruitment methods that identify candidates early 
in their educations. 

• Mentors employees so that they can achieve excellence. 

• Ensures a working atmosphere that is supportive and gives a 
sense of belonging to employees from all cultures. 

• Provides resources to help managers and supervisors implement 
the Laboratory's affirmative action program. 

• Develops new capabilities for the Laboratory and each division 
to review its performance with regard to affirmative action 
issues. 
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Benefits 

It is important that you make decisions about enrollment in the group 
insurance benefits program during your period of initial eligibility 
(PIE). The PIE begins on your date of hire (or date that a dependent 
becomes eligible) and ends on the last working day of the following 
31 days. If you have not submitted the appropriate forms to the 
Benefits Office by that date, you may lose the opportunity to enroll in 
some programs or end up in a program that doesn't fit your needs. If 
this happens you must wait for the annual open enrollment period 
(OEP) in November to enroll in the plans of your choice. 

Most Berkeley Lab employees are eligible for the various UC group 
health plans, group life insurance, automobile insurance, and legal 
services insurance. 

Dental and optical insurance are also available to any employee who 
is a member of a UC retirement system and to qualified dependents. 
The University pays most of the cost of these insurance plans. 

If you have questions on insurance plans call the Benefits Office at 
ext. 6404. 

Other insurance plans include the following: 

• Accidental death and dismemberment coverage. Enroll at any 
time. 

• Dependent life insurance. Enroll during the PIE or by special 
application, which requires evidence of insurability. 

• Temporary disability insurance. This plan is paid for by the 
University and enrollment is automatic. 

• Supplemental temporary disability insurance. This plan is 
available at group rates during your PIE. Enrollment at a later 
date requires proof of health. 

Employees on official per diem travel are covered by $100,000 
accidental death, dismemberment, and total disability insurance. This 
insurance is paid for by Berkeley Lab. Coverage is automatic. The 
beneficiary is the same as for the retirement system, unless the 
employee provides different instructions to the Travel Office. 
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Death Benefits 

UC Savings Plans 

Dependent Care 
Assistance Program 

Retirement Systems 

Employee Assistance 
Program 

If an employee dies after having been employed by the University for 
at least six months at half time or more, the spouse or eligible 
dependents receive a sum equal to the employee's base salary for one 
month. In addition, Berkeley Lab's retirement systems have 
provisions for a death benefit. For details, read your retirement plan 
pamphlet or contact the Benefits Office at ext. 6404. 

UC offers two internally managed savings plans, the Defined 
Contribution Plan (the DC Plan) and the Tax-Deferred 403(b) Plan 
[the 403(b) Plan]. The DC Plan is divided into two accounts: the 
Pretax Account and the After-Tax Account. All eligible employees 
must contribute a percentage of their base salary to the Pretax 
Account. Contribution to the After-Tax Account is optional. 

The 403 (b) Plan enables you to set aside income before it is taxed and 
also to defer taxes on your investment earnings. Because your 
contributions to the Plan are deducted from your paycheck before 
income taxes are calculated, your current taxable income is reduced. 

The Dependent Care Assistance Program (DepCare) lets you pay for 
some dependent care expenses on a pretax basis, lowering your 
taxable income. You can enroll in DepCare during the PIE or OEP. 
See the DepCare Summary Plan Description. For information, call the 
Benefits Office at ext. 6404. 

Employees newly hired or rehired in regular-status positions must 
join the University of California Retirement System (UCRS). Contact 
the Benefits Office at ext. 6403 for information or to request literature 
describing the retirement plans and options. 

It is Berkeley Lab's policy to make confidential assistance available to 
employees who wish help in resolving personal problems such as 
alcoholism, drug abuse, and emotional disturbances and to 
employees seeking relief from legal, financial, or family difficulties. 
Contact the Employee and Labor Relations Unit at ext. 6700 for more 
information. 

Free confidential counseling, consultation, and referral services for 
problems that may directly or indirectly affect an employee's work 
are available through the UC Berkeley CARE program, with which 
Berkeley Lab has contracted. CARE offers assistance in many areas, 
including: 

• Work and personal stress. 

• Emotional concerns. 
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Vocational 
Rehabilitation 

Employee Handbook 

• Family and relationship difficulties. 

• Alcohol and drug problems. 

• Financial and legal matters. 

CARE also offers education and training on these issues .. 

For information on CARE contact Workplace Stress at UC's Tang 
Center, at 643-7754. 

Counseling, vocational evaluation, job restructuring, and worksite 
modification are available, when appropriate, to employees whose 
documented medical conditions interfere with essential job functions. 
Consulting on reasonable accommodation and program services is 
available to employees and their departments. 

For more information, contact Employee and Labor Relations at 
ext. 6700. 

17 



Overview 

Environment, Health 
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Training 

Environment, Safety, 
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Berkeley Lab policy requires that all reasonable precautions be taken 
to provide a safe and healthy work environment, protect the health 
and safety of the public, and protect the environment and property. 

Berkeley Lab employees must know and observe Berkeley Lab health 
and safety standards. 

The Environment, Health and Safety Division (EH&S) provides 
technical guidance and services in environmental and occupational 
health and safety. Questions concerning potentially hazardous 
materials or situations that cannot be answered by your supervisor 
should be referred to the appropriate technical group in EH&S. 

EH&S specialists monitor operations and provide consultation and 
training in radiation safety, chemical handling and safety, 
environmental surveillance, industrial safety, ergonomics, hazardous 
waste management, construction safety, and emergency 
preparedness. EH&S liaisons work with assigned divisions to 
directly handle for resolution any routine environment, health, and 
safety questions or issues. Refer to your Environment, Health and 
Safety Handbook (PUB-258) for more information. 

Persons who work at or for Berkeley Lab for one month or longer 
must attend the training class "Introduction to EH&S at Berkeley 
Lab." This class provides a general orientation to the potential 
hazards at the Lab and more detailed information on chemical safety 
and radiation safety. 

Additional training is required for work involving special hazards. 
These training requirements are identified through your completion 
of the Job Hazards Questionnaire GHQ). New employees and 
participating visitors who will be at Berkeley Lab for more than three 
months must complete the JHQ within their first month of 
employment. 

Call EH&S Training at ext. 5258 for information. 
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Personal Protective 
Equipment 

Health and Safety 
Information 

Radiation Protection 

Emergencies 

Health Services 
Group 

Personal protective equipment such as respirators, safety shoes, safety 
glasses and goggles, ear plugs and ear muffs, and proper gloves is 
provided to employees when this equipment is necessary. 

The Berkeley Lab Health and Safety Manual (PUB-3000) is an excellent 
general reference on hazardous operations and hazardous materials. 
Activity Hazard Documents (AHDs) are prepared for higher-hazard 
operations. You should be familiar with any AHD pertaining to your 
work or work area. Each division has an environment, safety, and 
health coordinator and committee. Coordinators are listed in the 
Berkeley Lab telephone directory; know your safety representative. 

Any individuals working with radioactive materials or with machines 
that generate radiation fields (such as x-ray machines or accelerators) 
are covered by the Berkeley Lab Radiation Protection Program (RPP). 
Radiation dosimeters and participation in a bioassay program are 
available for those who work with radioactive substances. 
Responsibilities for training, monitoring, dosimetry, shielding, 
personal protective equipment, and other health and safety concerns 
are specified in Chapter 21 of PUB-3000. For more information call 
the RPP staff at ext. 7652. 

From onsite telephones call ext. 7911 to report any emergency, 
whether fire, medical, hazardous material spill, or radiation. From 
some campus locations, you must call ext. 9911. Check with your 
supervisor or co-workers about the emergency number if you are not 
located on the main Berkeley Lab site. 

Each occupied Berkeley Lab building has its own building emergency 
team (BET). The team leader is usually the building manager. The 
BET assists in evacuations and drills, and reports to the professional 
responders in actual emergencies. A list of BET members is posted in 
each building. Building managers are listed in the Berkeley Lab 
Telephone Directory, as are earthquake procedures and other 
emergency information. 

The Health Services Group operates Berkeley Lab's medical clinic in 
Building 26. Building 26 contains a first-aid room, examination 
rooms, x-ray room, and other medical facilities. The clinic's 
professional health care staff treats occupational injuries and minor 
illnesses and advises employees of medical conditions that should be 
discussed with or treated by an outside physician. Berkeley Lab 
health care professionals are on duty from 7 am to 5 pm on workdays. 
Call ext. 6266 for information, advice, or an appointment. 
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Employee Handbook 

Physical Examinations A complete and confidential medical examination is required for new 
career employees and temporary employees hired for three months or 
longer. Appointments for examinations are scheduled by the Human 
Resources staff at the time of hire. 

On-the-Job Injuries 
and Illnesses 

Nonoccupational 
Health Problems 

Safety Glasses 

Other Health Services 

Blood Bank 
Donations 

Employees engaged in occupations that involve potentially 
hazardous materials or operations receive regularly scheduled 
Medical Surveillance examinations. 

In addition, physical examinations are offered at the time of 
termination or retirement. 

Employees are required to report all injuries and illnesses that occur 
at work so that treatment can be given promptly .and effectively. On 
returning to work after time lost to injury, you must report to Health 
Services for evaluation of your condition and ability to resume 
customary duties. 

Employees with nonoccupational health problems must contact 
Health Services whenever five or more consecutive work days have 
been lost or if a work restriction is needed. 

Safety glasses are available for all employees in need of eye 
protection. Eye examinations are available onsite at a nominal cost to 
those who require safety glasses for their work. For information or an 
appointment call ext. 7378. 

The Health Services Group offers services to help safeguard the 
health of employees, such as: 

• Pregnancy consultation. Women who are or may soon be 
pregnant should consult Health Services about their work 
environment. 

• Eye examinations for laser users. 

Working with the Alameda-Contra Costa Medical Association, 
Berkeley Lab maintains a blood bank for employees and their family 
members. Those who are able to donate blood should do so during 
periodic blood drives at Berkeley Lab. 
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Waste Management 

Operating Permits 

Disposal to the Sink 

Berkeley Lab strives to minimize and where possible eliminate the 
generation of all wastes, especially those that are hazardous or 
radioactive. Employees whose activities, research or otherwise, 
generate hazardous or radioactive wastes must be aware of 
mandatory training required of them. In addition to training, the 
EH&S Division publishes "Generator Guidelines," a document that 
provides comprehensive guidance on proper waste management 
including characterization, containerization, labeling, etc. Finally, the 
EH&S Division also assigns to each generator a waste management 
professional to support and help clarify all generator requirements 
and work with you to minimize and eliminate waste. Call ext. 5251 to 
arrange for training, obtain guidelines, and to contact your waste 
generator support person. 

Operating permits are granted by regulatory agencies for certain 
kinds of activities and equipment. At the Berkeley Lab, typical 
examples are underground storage tanks, wastewater and stormwater 
discharges, toxic air emissions, and hazardous waste treatment and 
storage. The regulations associated with the permits are often 
complex and confusing. The EH&S Environmental Protection Group 
provides assistance to Laboratory staff in preparing their permit 
applications and achieving compliance with the associated 
regulations. Call Environmental Protection for more information. 

All sinks should be labeled to prevent disposal of hazardous 
substances down the drain. Disposal of substances to the sink, which 
drains to the sanitary sewer system, is subject to increasingly complex 
and restrictive standards. The Berkeley Lab's use of the sanitary 
sewer system is guided by requirements imposed by the East Bay 
Municipal Utility District (EBMUD). The EBMUD accepts only 
specific wastes at specific concentrations. Because of these 
requirements, no discharge may be made to the sanitary sewer system 
until the composition and concentration of the discharge is known. In 
some cases, sampling and analysis must be performed to determine if 
a discharge can be released to the sewer. Environmental Protection 
will assist employees in making this determination. 

22 



Dining Center 

Onsite Banking 

Credit Unions 
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Services 

The Dining Center in Building 54 serves breakfast and lunch to 
visitors and employees at reasonable prices. Dining Center hours are 
6:30 am to 11:00 am and 11:30 am to 1:30 pm, Monday through 
Friday. The dining center can provide refreshment or meal service for 
Berkeley Lab groups. Call the Dining Center at ext. 5357 for 
information. 

A Wells Fargo ATM is located near the Dining Center. 

Two member-operated credit unions are available in Berkeley to 
employees who wish to build their savings or receive loans. 

• University and State Employees Credit Union 
1995 University Avenue 
Berkeley, CA 94704 
Phone: 841-6002 

• California State Employee's Credit Union No.9 
2033 Shattuck Avenue 
Berkeley, CA 94704 
Phone: 849-2270 

Regular payroll deductions can be arranged with either of these credit 
unions for savings or loan payments. 

Berkeley Lab's technical libraries are available to all employees. 
Library branches are located as follows: 

• Building SOB, Room 4206 (main library), ext. 5621 

• Building 62, Room 339 

• Donner, Room 201 

Full-time employees can also obtain a University of California library 
card at the main library on the UC Berkeley campus. You will need to 
show your Berkeley Lab identification card as proof of eligibility. 
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Mail 

Lost and Found 

Employee Buying 
Service 

Housing 

Tours and Visitors 

The Berkeley Lab mail service is for official Berkeley Lab mail only. 
Employees must not use this service for personal mail. Official 
Berkeley Lab letterhead may be used only for official purposes. A 
mail box for personal mail is located between the Wells Fargo ATM 
and Dining Center. 

Lost and found items are held at the Badge Office. Other locations 
that receive lost articles include the Bus Office and the Dining Center. 
Items of apparent value are advertised in Currents. To turn in or 
inquire about a lost item, call the Badge Office at ext. 4551. 

The Employee Buying Service is located in the Dining Center lobby 
and is open from 10:00 am to 1:30 pm. It provides a convenient photo 
service for film developing and sale at a reasonable price, with twice
yearly two-for-one sales. Also on sale are Laboratory sweat shirts and 
tee shirts, Lab postcards, calendars, Christmas cards, candy, 
entertainment coupon books, and stamps. Free for the asking are 
discount tickets and cards for Disneyland, Marine World, and many 
other amusement parks and attractions. Three times a year, the 
Employee Buying Service sponsors a jewelry sale in the Dining Center 
lobby, and, once a year, stages the Berkeley Lab Runaround. For 
more information on the Employee Buying Service call ext. 6155. 

The Reception Center maintains information on local hotels and 
motels, weekly and monthly room rentals, and apartment and house 
rentals. This information is available at the Reception Center as well 
as online. 

Employees are welcome to show family or friends around Berkeley 
Lab, provided the visitors are accompanied by a Berkeley Lab 
employee at all times. Preferably, the number of guests during any 
tour should be fewer than six and tours should be scheduled during 
lunch hours or on weekends. Employees are advised not to bring 
children to Berkeley Lab. When children must be present, they are to 
be kept under strict control. Pets are prohibited. 

Formal visits by groups having a technical interest in Berkeley Lab's 
work are arranged and scheduled by Community Relations. For 
information call the Tour Info Line at ext. 4387. 

24 



Shower Facilities 

UC Berkeley 
Recreational Facilities 
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Recreational Activities 

The Employee Recreation Association is open to all Berkeley Lab 
employees and their immediate families. It supports special-interest 
clubs that meet Berkeley Lab guidelines. Contact the Recreation 
Coordinator in the Human Resources Department (ext. 6700) for 
information on Berkeley Lab and University recreation resources and 
on forming new groups. 

Shower facilities are available at Berkeley Lab in the following 
buildings: 

Men and Women 

Bldg. 46-Room 143 

Men Only 

Bldg. 2-Main foyer 
Bldg. 58-Room 104 
Bldg. 62-Room 159 
Bldg. 64-Room 132 
Bldg. 77-Room 119 
Bldg. 80-Basement 

Women Only 

Bldg. 2-Main foyer 
Bldg. 64-Room 232 
Bldg. 66-Basement 
Bldg. 77-Room 117 

Berkeley Lab employees who work half-time or more, and their 
spouses, are entitled to use several UC Berkeley"recreational facilities. 
For information about these and other facilities call the numbers 
given for each facility or call the Berkeley Lab Recreation Coordinator 
at ext. 6700 

Recreational Sports Facility 

The Recreational Sports Facility is located at 2301 Bancroft Way. A 
fee covers use of a locker, towels, swim suits, gym suits, athletic 
equipment, and the swimming pools. Campus indoor and outdoor 
athletic facilities are available when not in use for class instruction. 

Phone: 642-8342 
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Strawberry Canyon Recreational Area 

Strawberry Canyon Recreational Area is available to Berkeley Lab 
employees an.d their families. Located just east of Memorial Stadium, 
it has swimming pools, tennis courts, playing fields, and a clubhouse. 

Phone: 643-6720 

Golden Bear Recreational Area 

Located on Dwight Way adjacent to DC Berkeley's Clark Kerr 
Campus, Golden Bear Recreation Area has a gymnasium, swimming 
pool, dance studio, track, soccer field, barbecue area, and softball 
field. All facilities except the track can be reserved. The pool and the 
gym are available on a drop-in basis to visitors of all ages at a 
nominal fee. Structured activities for toddlers to teens are also 
offered. Adult sport and exercise classes are also available for a fee 
on a semester basis. 

Phone: 642-9821 

Cal Sports Events 

Full-time employees can buy a University Athletic Privilege Card, 
available from the Cal Athletic Ticket Office, which entitles them to 
free or reduced admission to sports events held on the UC Berkeley 
campus. 

Phone: 642-5150 
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Transportation and Site Access 

The Berkeley Lab Bus Service provides transportation between 
buildings onsite as well as to the UC Berkeley campus and downtown 
Berkeley. Schedules are available on the buses. During the work day 
buses on most routes are 10 minutes apart. Berkeley Lab buses are 
equipped with bicycle racks, and some are equipped with wheelchair 
lifts. 

Bus route maps are included on pages 29 and 30. Call the Bus Service 
Office at ext. 4165 for information. 

The Richmond Field Station is served by UC Berkeley campus 
shuttles. Call 644-7665 for schedule and fare information. 

Berkeley Lab has a three-tier system of parking permits: 

.• General permits are issued to most employees. 

• Blue Triangle permits are issued on the basis of employee 
classification and salary or medical need, or to employees who 
participate in car or van pooling. 

• Orange Circle permits are issued to upper level scientific and 
administrative managers. Marked parking spaces are reserved 
for official vehicles and disabled employees. 

Persons operating or parking vehicles on University properties are 
subject to the regulations posted by the University. In the absence of 
special regulations the California Motor Vehicle Code applies. 
Permission to operate a vehicle on Berkeley Lab property is subject to 
control by Protective Services Officers. 

Transportation to local sites that do not have shuttle service may be 
available through departmental or divisional motor pools. 

27 



Ernest Orlando Lawrence Berkeley National Laboratory 

Official Vehicles 

Commute Options 

Identification Cards 

Vehicles furnished by Berkeley Lab are for official purposes only. 
They may not be put to any personal use, even during an official trip. 
Operators of such vehicles are personally liable for costs incurred 
through misuse of official vehicles. You must have a valid driver's 
license issued by the State of California or the licensing jurisdiction 
where you reside or are principally employed. For further 
information regarding use of vehicles call the Motor Pool Office at 
ext. 5475. 

Berkeley Lab is committed to reducing vehicle congestion at the Lab. 
Employees interested in joining or forming a car pool or van pool can 
get in touch with each other through the Rides database, which 
matches persons that live in the same area and have similar commute 
schedules. 

For more information on these programs, and help in finding a 
commuting alternative that works for you, call the Employee 
Transportation Coordinator at ext. 6197. 

Berkeley Lab issues identification cards to all employees and guests. 
The Badge/Permit Office in the Reception Center, Bldg. 65, is open 
from 8:00 am to 12:00 noon to issue identification cards, parking 
permits and card keys. Foreign visitors are seen by appointment 
throughout the day. You should carry your identification card 
whenever you are on the Berkeley Lab premises. 

If you lose your card or find someone else's card, immediately contact 
the Badge/Permit Office at ext. 4551. 
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Berkeley Lab Facilities and 
Locations 

The Berkeley Lab main site has over 100 buildings. These are 
identified by number as shown on the maps on pages 29 and 30. The 
Berkeley Lab telephone directory has a list of the major buildings. 

Berkeley Lab's offsite facilities are listed in the table that follows: 

Building 
Location No. Building Name 

UC Berkeley 1 Melvin Calvin Laboratory 
3 Donner Laboratory 
8 Hearst Mining 

11 Hildebrand Hall 
18 Gilman Hall 
19 Le Conte Hall 

19A Birge Hall 
20A Life Sciences Building Addition 
21 Giauque Hall 
22 Latimer Hall 
24 Etcheverry Hall 
38 Lewis Hall 
39 ' Cory Hall 

905 Hesse Hall 
927 Koshland Hall 
983 Wurster Hall 
990 Evans Hall 
995 Barker Hall 

Berkeley, Off Campus 903 Warehouse, Receiving, Excess 
Material 

934 Dymo Building 

936 Berkeley Center 

938 Promenade 

940 Cholesteral Research Center 

Richmond Field Station 177 Radon Research House 
180 Indoor Air Quality Laboratory 

Washington, D.C. 960 The Portals 
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Publications 

The Berkeley Lab Research Review is a quarterly magazine that reports 
on Berkeley Lab's scientific achievements to a wide variety of readers. 
It is published by the Public Information Department (PID) and is 
mailed to each employee's home. 

PID also publishes the Laboratory's weekly newspaper, Currents. 
Currents runs stories on Berkeley Lab research, people, meetings, and 
social and recreational activities. It also reports on changes in 
employee benefits, services, and affirmative action programs. 
Currents' popular "Flea Market" page carries employee classified 
advertisements. 

For information call ext. 5711. 

PUB-3000 details the health, safety, and environmental policies and 
practices of the Laboratory. It is a guide for both employees and 
supervisors. Supervisors must be familiar with pertinent sections and 
ensure that this information is made available to all employees. 
Employees, like their supervisors, must know how to use PUB-3000 to 
guide their actions and resolve their questions. PUB-3000 is available 
online from the Berkeley Lab home page. 

For information call ext. 7170. 

The RPM is a reference to University and Berkeley Lab regulations, 
procedures, and practices. It is intended to outline normal practices 
and answer most questions that arise in the day-to-day operations of 
the various departments within the Laboratory. 

Questions concerning policy interpretation-should be directed to the 
department responsible for the particular policy. If it is not clear 
which department should be called, contact the Office of Institutional 
Programs at ext. 7987 or ext. 6129. The RPM is available online from 
the Laboratory's home page. 
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Ernest Orlando Lawrence Berkeley National Laboratory 

Institutional Plan 

Technical 
Publications 

( 

Patent Clearance 

Online Publications 

The Institutional Plan provides an overview of the Laboratory mission 
and strategic plan. It identifies technical and administrative 
directions in the context of national energy policy and research needs 
and the Department of Energy's program planning initiatives. 
Preparation of the plan is coordinated by the Office of Planning and 
Communications from information contributed by the Laboratory's 
scientific and support divisions. The Institutional Plan is available 
online from the Laboratory's home page. 

The Technical and Electronic Information Department (TEID) reviews 
all technical publications to ensure that DOE and Berkeley Lab 
contractual obligations are met. TEID also provides a full range of 
publication services, including editing, writing, typing, composition, 
illustration, photography and printing. 

Call TEID at ext. 5872 for information. 

Any paper written about Berkeley Lab or its work must be reviewed 
by the Patent Department before it is published. 

Call the Patent Office at ext. 7058 for information or for a copy of 
PUB-252, Invention and Patent Guidelines for LBL Researchers. 

Many Berkeley Lab publications are available on the World Wide 
Web. Most can be accessed from the Berkeley Lab home page, whose 
Uniform Resource Locator (URL) is http://www.lbl.gov. 
Information resources available from the home page include our 
employee directory, general Laboratory information, and such 
publications as 

• Current Job Openings. 

• PUB-3000. 

• The RPM. 

• Currents. 

• The Institutional Plan. 

• Berkeley Lab Research Review. 
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PUB-80 (1995) 

Directory of Information 

Service 

Workers' Compensation 

Athletic Ticket Office 

Badge Office 

Benefits 

Bus Services 

Car Pool/Van Information 

Community Relations 

Compensation 

EH&S 

CARE Services 

Employee Buying Service 

Employee/Labor Relations 

Human Resources 

Library (Bldg. 50) 

Health Services 

Motor Pool 

ON-SITE EMERGENCY 

Parking 

Payroll 

Property Management 

Public Information Department ' 

Reception Center 

Technical and Electronic Information Department 

Technology Transfer 

Tours 

Training 

Work Force Diversity Office 

Vocational Rehabilitation Coordinator / EH&S 
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Phone 

5213 

642-5150 

4551 

6404 

4165 

5196 

5122 

4100 

5514 

643-7754 

7138 

6700 

7950 

5621 

6266 

5475 

7911 

4551 

6543 

5151 

5771 

6155 

5872 

6467 

4387 

5999 

4232 

6700 



Ernest Orlando Lawrence Berkeley National Laboratory 

Employee Handbook 

This Handbook is designed to provide general information concerning 
policies, procedures, and facts of interest concerning Ernest Orlando 
Lawrence Berkeley National Laboratory. 

This information is current only as of 1995. This Handbook is not a 
replacement for the Regulations and Procedures Manual (RPM), Contract 98, or 
the appropriate collective bargaining agreements that describe the relevant 
personnel policies in detail, and is not intended to be an employment contract. 

Specific terms and conditions of employment for employees not covered by a 
collective bargaining agreement and policies and procedures are contained in 
the laboratory's Regulations and Procedures Manual. Specific terms and 
conditions of employment for employees covered by a collective bargaining 
agreement are contained in the applicable agreement. In addition, provisions 
of Contact No. DE-AC03-76SF00098 (Contract 98) between The Regents of the 
University of California and U.S. Department of Energy may be applicable to 
employees. If there is any conflict between the information contained in this 
Handbook and the RPM, applicable collective bargaining agreement, or 
Contact 98, then the RPM, applicable collective bargaining agreement, or 
Contract 98 shall be controlling. 

The Berkeley Lab reserves the right to add to, modify, or delete any of the 
policies and procedures described in this Handbook as conditions warrant. 

Questions or requests for additional information should be addressed to the 
Human Resources Department, ext. 7950. 

DISCLAIMER 

This document was prepared as an account of work sponsored by the United States 
Government. While this document is believed to contain correct information, neither 
the United States Government nor any agency thereof, nor The Regents of the 
University of California, nor any of their employees, makes any warranty, express or 
implied, or assumes any legal responsibility for the accuracy, completeness, or 
usefulness of any information, apparatus, product, or process disclosed, or 
represents that its use would not infringe privately owned rights. Reference herein to 
any specific commercial product, process, or service by its trade name, trademark, 
manufacturer, or otherwise, does not necessarily constitute or imply its 
endorsement, recommendation, or favoring by the United States Government or any 
agency thereof, or The Regents of the University of California. The views and 
opinions of authors expressed herein do not necessarily state or reflect those of the 
United States Government or any agency thereof, or The Regents of the University of 
California. 

Ernest Orlando Lawrence Berkeley National Laboratory 
is an equal opportunity employer. 
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