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. INTRODUCTION: Each organization has its own code of conduct. This document tries to
explain GPL & MWPL code of conduct. Therefore, please read this carefully and keep it
for future reference.
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. Respect: Respect the organization and your co-workers, and expect the same in return.
P8 | dad, AO0A, 3N, ABPLBRLNAFI), MPTIA NI, T3ON ITI,L
QDY 2.

. SAFETY: Everyone is entitled to work in a safe and healthy environment. Each of us
should be alert and lend help in protecting against danger, and in promoting efficiency.
Never ignore safety issues at work. If you need help, get it and do not be shy.
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. PUNCTUALITY: Punctuality means: (a) We come to work on time. (b) We complete our
assignments on time and (c) We keep appointments on time.
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. RESPONSIBILITY: Our first responsibility is the job we are assigned. Each of us should
shoulder our responsibilities efficiently. We are also responsible for furniture, machinery
and consumables we use during the course of our work and it is our duty to take care of
these things.
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. INITIATIVE: Small improvements lead to big achievements. Always be ready to
a) To learn, b) to be efficient c) to teach others so they may also rise.
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. CONFIDENTIALITY & SECRECY: We should not misuse our knowledge and will make
every effort to maintain the secrecy of Technical know-how, and other confidential
information of the company, in the interest of its development.
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COMPETENCE AND PERFORMANCE: Success of the organization and of each individual
depends on our willingness to work ably, loyally. By avoiding idleness, unnecessary gossip
and frequent breaks, we attain a sense of self-respect and pride in our competence and
good performance.
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. COMMUNICATION: Communicate clearly and often, in a language understood by all. Do

not use bad or abusive language, but speak clearly and respectfully.
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MUTUAL UNDERSTANDING: India's beauty is Unity in Diversity. People with varied socio-
cultural backgrounds assemble at work areas. Treat all your fellow workers as one, with
respect and dignity, irrespective of their education and designation in the organization.
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DRESS: Work clothes should be comfortable, neat and clean. Shoes should be
comfortable and quiet when walking. Good personal grooming includes bathing your body
and brushing your teeth daily. It is always handy to keep soap, towel, tooth brush and
paste at work for emergency situations. A bad smell coming from your body or mouth can
be offensive to your co-workers.
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WORK ENVIRONMENT: To maintain a healthy and clean environment, we must follow

certain general habits:

a) Use dust bins and waste paper baskets for Paper and trash.

b) Do not spit.

c) Keep toilets clean by flushing before & after use, and rinse well with water when there is
extra soiling.

d) Do not eat in the work areas and do not chew paan/chewing gum in production areas.

e) Smoke only in designated areas and dispose cigarette / beedi butts in the correct place.

f) Do not use your personal mobile during work hours in production areas unless you are
authorized to do so.

g) Apply and plan for leave in advance.
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PERSONAL INFORMATION: It is important for us to have up-to-date personal information
in our files related to your correct address, your marital status, number of dependents and
their relationship. Inform well in advance while taking leave. In an emergency, of course, all
we expect is a telephone message.
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CONCLUSION: Following instructions, sincerity towards your work and its regulations will
make you a happy member of this organization for a long time. Even if you leave us, you will
carry with you fond memories your time spent with us and organization will remember you
with fondness.
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Some parting thoughts:

Be united, respect others.

Help your co-workers, especially new entrants at all levels

Don't hurtfully tease, or imitate others

Help all your colleagues and feel part of the family

Let your growth encourage and help others to grow

Never listen to, nor exchange gossip

Don't indulge in actions that are politically motivated within the factory

Be efficient and help others to be efficient

Only disturb others in relation to work problems.

Be proud of your job
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