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EMPLOYEE ETIQUETTE (Code of conduct) 
ඥಕರರ ನಡವัಃ, ඛೕൟ, ඛಯಮಗำ 

1. 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. 
ಪคಚಯ : ಪ౳ ൟೕ ಸಂ๲౩ ෷ ತನ౬ ංೕ ಆದ ඛೕൟ, ඛಯಮಗಳඝ౬  ຄಂൽฆತ౨ ං, ಈ 
ർಖว෷, ತ౵ ೕഓ౳ ඛಋ౺  ಮൡ౨  เඹฯ ഓ౳ ඛಋ౺ ನ ඛೕൟ ඛಯಮಗಳඝ౬  เವคಸฤ 
ಪ౳ ಯൟ౬ ๯ತ౨ ං. ಆದ౪ คಂದ ಇದඝ౬  ಗಮನเഖౣ  ಓൽ, ෨ಂൽನ ಪฃಮ๔ბಛಜ ಇഖౣ ಆ ౶ั  
 

2. Respect: Respect the organization and your co-workers, and expect the same in return.  
ದರವ : ඛಮ౱  ಸಂ๲౩  ಮൡ౨  ಸຄೕඅ౲ ೕಜಗಳඝ౬  ದರเ๭ ಮൡ౨  ಪ౳ ൟ෴ಜ ಅದච౬ ೕ 
ඛคೕ౾౹ ๭. 
 

3. 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. 
๯ರౘ൤ : ಪ౳ ൟ෽ಬ౯ ฆ ๯ರ౾౹ ತ ಮൡ౨  ಆฌೕಗ౲ ಕರ ಪคಸರದย౵  ಃಲಸ ෥ಡฤ 
ಅಹბฃಜฆ൞౨ ฉ. කๅಲ౵ ฆ ಃಲಸದย౵  ಅඩಯದ เฆඊಧ ಮൡ౨  ౽ಯბౘಮ൤ಯඝ౬  
ไൽ౫ ๯โದರย౵  ൧ಡಜ๭ಆಳ౶ ෍ೕಀ. ಃಲಸದ ๯ರౘൕಯ เಷಯಗಳඝ౬  ಎಂൽಟ 
ඛಲბౘ౲  ෥ಡ෍ೕല. ඛಮಡ ಸ๻ಯ ෍ೕ౽ದฉ ಸಂಆೕಚเಲ౵ ං ಃೕั ಪഷ෵ค. 
 

4. PUNCTUALITY: Punctuality means: (a) We come to work on time. (b) We complete our 
assignments on time and (c) We keep appointments on time. 
ಸಮಯ ಪ౳ ೬ౢ  : ಸಮಯ ಪ౳ ೬ౢ  ಎಂದฉ  
(a) කโ ಸಮಯಃౙ  ಸค෴ಜ ಃಲಸಃౙ  ಬฆโൿ, (b) ನಮಡ ඛ෽ೕ೧๭ದ ಃಲಸವඝ౬  
ಸಮಯಃౙ  ಸค෴ಜ තಣბ ತั๯โൿ, (C) කโ ෮ದวೕ ඛಧბค๭ದ ಸಂದಶბನದ 
ಸಮಯವඝ౬  ඩยಸ෍ೕಀ. 
 

5. 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. 
ಜ฿෇౪ ค : ನಮಡ ವ๼๭ದ ಃಲಸๅೕ ನಮ౱  ෮ದಲ ಜ฿෇౪ ค, කโ ಪ౳ ൟ෽ಬ౯ ง 
ನಮ౱  ಜ฿෇౪ คಯඝ౬  ಪค൏ಮ౽ค෴ಜ ඛವბ๼ಸ෍ೕಀ ಮൡ౨  ನಮ౱  ಃಲಸವඝ౬  
ඛವბ๼๯฿ಗ ಉಪ෽ೕಜ๯ವ ಯಂತ౳ ಗำ, ඪೕഫೕಪಕರಣಗำ ಮൡ౨  ಉಪ෷ಕ౨  
ವ๯౨ ಗಳ ಜ฿෇౪ คಯඝ౬  ඣೕലಆಳ౶ ෍ೕಀ. 
 

6. 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.  
൧ಡಜ๭ಆำ౶ เಃ : ೉ಕౙ  ๯උರൕಗำ, අಡ౥  ๬ಧචಡ ർค෴ಜං, a) ඛೕโ 
෴฿ಗฤ ಕยಯฤ, b) ಸಮಥბฃಗฤ ಮൡ౨  C) ಇತರคಡ ಕยಸฤ ๭ದ౫ ฃಜರ෍ೕಀ 
ಇದคಂದ ಅವง ಸಹ ಏัಡ ຄಂൿ൞౨ ฉ. 
 

7. 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. 
ದಪ౲ ൤ ಮൡ౨  ರಹಸ౲  : ನಮ౱  ಸಂ๲౩ ಡ ಸಂಬಂඌ๭ದ ෴โංೕ ಉಪ෷ಕ౨  ෥๼ൟಯඝ౬  
ൿฆಪ෽ೕಗ ෥ಡ෇ರൿ, ನಮ౱  ಸಂ๲౩ ಯ ಪ౳ ಗൟಛಜ ಸಂ๲౩ ಯ ൞ಂൟ౳ ಕ ೦ౢ ನ ಮൡ౨  
ರಹಸ౲  ෥๼ൟಯඝ౬  ౽ඩಡ෍ೕಀ. 
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8. 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. 
๬ಮಥ౲ ბ ಮൡ౨  ౽ಯბౘಮ൤ : ෴โංೕ ಸಂ๲౩ ಯ ಮൡ౨  ವ౲ ౾౨ ಯ ಯಶ๯౺  ಅವರ 
ಇೈ౞ ಶ౾౨ , ౽ಯბౘಮ൤ ಮൡ౨  ඛ๣౤ ಯ ෫ೕว ಅವಲಂ෈๭ฆತ౨ ං. ๵ೕ෥คತನ, ಅನಗತ౲  
ಚ೎ბ ಮൡ౨  ಆಛಗ ಃಲಸ ඛย౵ ๯โದඝ౬  ತ౲ ೧๯ವ ෩ಲಕ කโ ನಮ౱  ๬ಮಥ౲ ბ, 
ಮൡ౨  ౽ಯბඛವბಹൕ෵ಂದ ๬౷ ෗෥ನ ಮൡ౨  ๼ค෫ಯඝ౬  ຄಂದಬ๾ൿ. 
 

9. COMMUNICATION: Communicate clearly and often, in a language understood by all. Do 
not use bad or abusive language, but speak clearly and respectfully. 
ಪರಸ౭ ರ ಸಂ฿ದ : ಎಲ౵ คಟ ಅಥბ฿ಞವ ූ๣ಯย౵  ಪರಸ౭ ರ ಸಂ฿ൽ๭, ෴โංೕ 
ಃಟౣ  ಅಥ฿ ඛಂದක ූ๣ಯඝ౬  ಬಳಸං, ಸ౭ ಷౣ ฿ಜ ಮൡ౨  ದರ฿ඛ౷ ತ฿ಜ 
෥ತකಡ෍ೕಀ, 
 

10. 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.  
ಪರಸ౭ ರ ಅคൡಆำ౶ โൿ : เเಧ൤ಯย౵  ಏಕ൤ ನಮ౱  ංೕಶದ ๅೖ๏ಷౣ ౲  ನಮ౱  ಃಲಸದ 
ಸ౩ ಳದย౵  เเಧ ๬෥೧ಕ ಮൡ౨  ๬ಂಸౙ ೃൟಕ ๼ච౬ ว෵ಂದ ಬಂದ ಎม౵  
ಸຄೕඅ౲ ೕಜಗಳඝ౬  ಅವರ เർ౲ ಹბ൤ ಮൡ౨  ๾ං౪ ಯඝ౬  ಗಣචಡ ൤ಡൿಆಳ౶ ං ದರವ 
ಮൡ౨  ಮ෴ბං෵ಂದ ವൟბ๭. 
 

11. 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. 
ಉഴඬ : ౽ಯბಸ౩ ಳದย౵  ඛಮ౱  ಉഴಡ෷ ಆฃಮർಯಕ, ๑ಭ ๻ಞ ๑೉෴ಜರย 
ඛಮ౱  ඩದರಃ౹ ಗำ ಓറഴ฿ಗ ಆฃಮർಯಕ ಮൡ౨  ඛಶ౲ ಬ౫ ฿ಜರย, ඛೕโ ඛತ౲  
ಹฤ౵ ೧ౠ  ๬౬ ನ ෥ഴโದคಂದ ಒ ౶ึ ಯ ವ౲ ౾౨ ತ౷ ವඝ౬  ຄಂದಬ๾ൿ. ൡൡბ 
ಸಂದಭბಗಳย౵  ಉಪ෽ೕಗಃౙ  ಬฆವಂ൤, ๬෋ඝ, ಟವฤ౵ , දೕ๯ౣ  ಮൡ౨  ಉഴಡ 
ಇค๭ಆำ౶ โൿ, ඛಮ౱  ංೕಹ ಅಥ฿ ෇෵ಂದ ಬರಬ๾ർದ ൿ฿ბಸච ඛಮ౱  
ಸຄೕඅ౲ ೕಜಗัಡ ಅಸಹඛೕಯๅඛಸಬ๾ൿ, 
 

12. 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. 
౽ಯბಃ౹ ೕತ౳  : ඛಮ౱  ౽ಯბಃ౹ ೕತ౳ ದย౵  ಆฌೕಗ౲  ಮൡ౨  ๑ದ౫  ಪคಸರವඝ౬  ಈ ಃಳಜನ 
ಃಲโ ๬෥ನ౲  ಹ฿౲ ಸಗಳඝ౬  ಆಳವല๭ಆำ౶ โದคಂದ ౽ඩലಆಳ౶ ಬ๾ൿ, 
a) ಕಸ ಮൡ౨  ๻ึಯ ೌฆಗಳඝ౬  ಕಸದ ්ഔౣ ಯย౵  ๻౾, 
b) ಕಂಡย౵  ಉಞಳ෍ೕല. 
c)  ๙ೈಲಯವඝ౬  ಬಳ๯ವ ෮ದฤ ಮൡ౨  ನಂತರ ಸค෴ಜ ඛೕರඝ౬  ๻ಕ෍ೕಀ. 

ಗยೕ೧ದ౪ ย౵  ඛೕರඝ౬  ಬಳ๭ ೎ක౬ ಜ ๑ದ౫ ෥ಡ෍ೕಀ. 
d) ൟಂല ൟඛ๯ಗಳඝ౬  ಃಲಸದ ೦ಗದย౵  ൟನ౬ ෇ರൿ ಮൡ౨  ತಂ෇ಀ ಅಥโ ೌ෵ಂಞ 

ಅඝ౬  ಉಪ෽ೕಜಸ෇ರൿ, 
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e) ඏಮඩನವඝ౬  ඛಗൽತ ಸ౩ ಳದย౵  ෥ಡ෍ೕಀ ಮൡ౨  ෈ೕല ๭ಗฉೕഖ ൡಂഴಗಳඝ౬  
ඛൽბಷౣ  ಸ౩ ಳದย౵  ๻ಕ෍ೕಀ, 

f) ಅඝಮൟ ಇಲ౵ ං ඛಮ౱  ඀ರ฿൐ ෮෍ೖฯ ශೕನඝ౬  ಃಲಸದ ಸಮಯದย౵  ಮൡ౨  
ಃಲಸದ ೦ಗದย౵  ಉಪ෽ೕಜ๯ವಂൟಲ౵  

g) ෨ಂ೉ತ฿ಜ ರ೬ಯඝ౬  ൤ಡൿಆำ౶ โದರ ಬಡ౛  ෽ೕಜච ෥ല. 

13. 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. 
ๅೖಯ౾౨ ಕ ෥๼ൟ : ನಮಡ ඛಮ౱  ಸค෴ದ เะಸ, ๅೖಯ౾౨ ಕ ๭౩ ൟಗൟ, ಅವಲಂ෈ತರ 
เವರ ಮൡ౨  ಅವฌಂൽಡ ඛಮ౱  ๅೖಯ౾౨ ಕ ಸಂಬಂಧದ ෥๼ൟ ඛಮ౱  ๅೖಯ౾౨ ಕ 
ಕಡತದย౵ ฆโൿ ෨ಖ౲ ฿ಜං. ರ೬ಯඝ౬  ෨ಂ೉ತ฿ಜ ಃೕั ಪഷ෵ค. ൡൡბ 
ಸಂದಭბದย౵  ಕඛಷౣ  ඀ರ฿൐ಯ ෩ಲಕ เಷಯ ൟั๭, 

 
14. 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. 
ಅಂൟಮ฿ಜ - ๰ಚචಗಳඝ౬  ඩย๯โದคಂದ, ඛಮ౱  ಃಲಸದ ಬಡ౛  ౽ಳ೧ ๻ಞ 
ඛಯಮಗಳ ඩಲච෵ಂದ, ඛೕโ ಸಂ๲౩ ಯඝ౬  ෈ಟౣ  ನಂತರใ ನ෮౱ ಂൽಡ ಕึದ 
ಸเචನඬಗಳඝ౬  ඛೕโ චನඪ๭ಆำ౶ โದರ ೯൤ಡ ಸಂ๲౩ ෸ ಸಹ ඛಮ౱ ඝ౬  ඪ౳ ೕൟ෵ಂದ 
චನඪ๭ಆำ౶ โൿ. 
 

15. Some parting thoughts: 
o Be united, respect others. 
o Help your co-workers, especially new entrants at all levels 
o Don't hurtfully tease, or imitate others 
o Help all your colleagues and feel part of the family 
o Let your growth encourage and help others to grow 
o Never listen to, nor exchange gossip 
o Don't indulge in actions that are politically motivated within the factory 
o Be efficient and help others to be efficient 
o Only disturb others in relation to work problems. 
o Be proud of your job 
ಆචಯ ಃಲโ ෈ೕ ౙู ഴವ ಆสೕಚචಗำ :  
 ಸಂಘഔತฃಜค ಮൡ౨  ಇತರರඝ౬  ದರเ๭. 
 ಸຄೕඅ౲ ೕಜಗัಡ ಅದರล౵  ෨ಖ౲ ฿ಜ ຄಸಬคಡ ಸ๻ಯ ෥ല. 
 ಇತರคಡ ඣೕ฿ಗದಂ൤ ౾ೕಟว ෥ഴโർಗย, ಅඝಕರൕ෴ಗย ෥ಡ෍ೕല. 
 ඛಮ౱  ಎม౵  ಸຄೕඅ౲ ೕಜಗัಡ ಸ๻ಯ ෥ല ಮൡ౨  ಀഖಂಬದ ಸದಸ౲ ರಂ൤ ౽൐ค. 
 ඛಮ౱  ಅ෗ไൽ౫  ෍ೕฉಯವರ ಅ෗ไൽ౫ ಡ තರಕ฿ಜರย. 
 ಛั๯ൽ౪ ಯඝ౬  ಎಂಟ ಃೕಳ෍ೕല ಮൡ౨  ಹರಗ෍ೕല. 
 ౽ಌბචಯย౵  ฃಜ౾ೕಯ ද౳ ೕคತ ಚഖವഔಃಗಳย౵  ඩส౛ ಳ౶ ෍ೕല. 
 ಸಮಥბฃಜค ಮൡ౨  ಇತರರඞ౬  ಸಮಥბฃಜ๭. 
 ಃಲಸಃౙ  ಸಂಬಂඌ๭ದ เಷಯ ಸಮ๲౲ ಗಳඝ౬  ෥ತ౳  ಇತರฌಂൽಡ ಚ೉ბ๭. 
 ඛಮ౱  ಃಲಸದ ಬಡ౛  ກ෫౱  ಇರย. 
 

 


