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II. Key Definitions

Definition
1. AML Anti-Money Laundering
2, BoD Board of Directors
3. CBK The Central Bank of Kuwait
4, CEO Chief Executive Officer
5. HR Huiman Resources
6. IBK or the Bank Industrial Bank of Kuwait
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1.1.3

1.1.4
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Introduction

Purpose and Scope

The Code of Ethics and Professional Conduct sets out the standards in which IBK
expects members of the BoD and employees to perform their business to the best of
their ability and to act in a manner that will demonstrate and enhance the Bank’s image

and reputation. Thus, the purpose of the code is to:

e Promote honest and ethical behavior that reflects positively on the Bank.

Maintain the Bank’'s working environment where the integrity and dignity of each

employee is appreciated.

e Ensure compliance with the rules, laws and regulations governing the Bank's
activities.

e Ensuie the proper use of the Bank’s assets and resouices.

Preserve the Bank’s image as an organization committed to the highest standards

of integrity in all its dealings.

Enhance employee and customer confidence in the Bank’s products and services

and increase respect and appreciation for its role in providing services in the best

possible way.

The code aims to promote adherence to the foundations of good practices and

rationality through the awareness of the Bank’s employees and guiding them to sound

ethics and self-discipline frameworks governing the workflow in the Bank.

The Bank is aware that it may incur legal or regulatory sanctions, financial loss or loss
of business reputation as a result of its failure to comply with the laws, regulations,
standards and codes of conduct applicable to its activities. As such, IBK is committed

to ensure the adherence to the Code.
The Code shall be in line with all applicable laws, and regulations in the State of Kuwait.

Approved By Board of Directors
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2.

2.1
2.1.1

2.1.2

2.1.3

2.2.1
2.2.2
2.2.3

2.2.4

2.2.5
2.2.6

2.2.7

Classification: CONFID

General Guidelines

Applicability of the Code

The provisions set out in this code shall apply to all members of the BoD and all
employees of the Bank.

Each new employee shall, before commencing work, sign a document undertaking to
abide by this Code, and a copy of this document shall be kept in his / her file.

Any violation of the provisions of this code shall be subject to disciplinary action and
penalties in accordance with the Bank’s HR policy.

Compliance with Laws and Regulations

The Bank’s policies, procedures and practices state that it is important to respect the
rights of stakeholders, as well as to assert their rights and to address any violations
of their rights in accordance with relevant laws, rules and regulations.

The Bank is comimitited to combating money laundering operations. To achieve this,
the Bank has impleimented an AML policy, which shall be adhered to by all relevant
stakeholders within IBK.

All BoD miembers and employees shall abide by the Bank’s Articles of Association and
all laws and instructions, operate with the best interest of the Bank, its shareholders,

and other stakeholders.

All BoD members and employees of the Bank shall comply with the local laws and
regulations in force in the conduct of their transactions and activities.

BoD members and employees are prohibited from accepting bribes in any way,
attempting to bribe or obtain business or financial benefits from a government official
or any other person.

BoD members and employees shall not engage in any fraud or any other
infringement of the rights of others, nor shall they engage themselves or the Bank
with contractors or clients wishing to engage in unlawful or illegal activities.

BoD members and employees shall be honest in all their dealings and contacis with
customers, auditors, contractors, and suppliers.

Approved By Board of Directors

Meeting No.: 04/2024
07/08/2024
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2.3 Compliance with Internal Policies

2.3.1 The Bank aims to have sound corporate governance, thus, it has developed policies
in line with regulatory requirements (i.e. CBK).

2.3.2 The Bank's BoD members and employees shall comply with all corporate governance
policies within IBK, specifically (but not limited to) the following policies:
e Conflict of Interest
e Whistleblowing
e Related Party Transactions
e Disclosure and Transparency
e Customer Complaints
e Anti-Money Laundering
e Information Security
e Data Privacy and Protection

2.3.3 All IBK employees shall read and ensure adherence with all internal policies
applicable within the Bank. For any questions regarding the policies, all employees
are expected to seek guidance for implementation from their immediate supervisor/
manager.
Standards of Professional Conduct

2.4.1 1IBK shall foster a culture that protects its best interests as well as public interest,
through the identification and implementation of specific values and behaviors that
employees should abide by and promote. Such values should also be in line with
applicable laws and regulations of the State of Kuwait.

2.4.2 All BoD members and employees are to abide by the Bank’s approved Code of Ethics
and Professional Conduct.

2.4.3 The Bank is committed to build a culture and environment that fosters excellence.

2.4.4 The Bank is committed to uphold the ethical, professional, and legal standards and
use them as the basis for the day-to-day and long-term decisions and actions.

2.4.5 IBK seeks to have an environment that is free from violence, threats, intimidations,
that is respectful of the rights, opportunities as well as the welfare of its employees.

2.4.6 Bank team leaders’, supervisors and managers mustn’t abuse their authorities. Team
leaders’, supervisors and managers are expect to delegate duties to their team
members taking into account their competences and workload. Likewise, it is
expected that team members to follow team leaders’, supervisors and managers
instructions and complete their duties with skill and in a timely manner.

2.4.7 The Bank is dedicated to responsibly use its assets, resources, and properties, and
protect them from theft, damage, misuse, and destruction.
L.eadership Behavior

2.5.1 In order to promote professional and responsible behavior, IBK BoD members and

Lacknll 7

Executive Management members are responsible for good governance by
establishing the “tone at the top”. Leaders are all constantly measured against the
ise, anyone who does not model
jinciples will undermine the Bank's

avior nor lives u
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2.5.2

2.5.3

2.5.4

2.6.1

2.6.2

2.6.3

2.6.4

2.6.5

2.7.1

2.7.2

2.7.3

2.8.1

2.8.2

culture, collective management credibility, individual credibility, and, ultimately, the
effectiveness of the Bank’s governance.
IBK shall promote ethical values through all of its services and operations. Such

values aie based on the personal conduct of all employees at all levels and it is the
responsibility of the BoD to promote those values within the Bank.

The Bank's employees shall observe the highest professional standards and
demonstrate personal abidance to preserve sound, fair, and consistent administrative
relationships among all employees respecting the hierarchy within their levels.

The BoD should implement effective mechanisms to deal with violations of any legal
and regulatory provisions. In order to achieve the principle of justice and equality,
IBK shall abide by its applicable laws and regulations that are compatible with the

nature of work.

BoD members and employees shall exercise the duties and responsibilities of their
office with integrity, collegiality and care.

BoD members and employees shall exercise due diligence and good judgment to
achieve and maintain independence, honesty and objectivity in their professional
activities.

The BoD shall take all reasonable measures to identify, avoid, prevent or manage
conflicts of interest that may be detrimental to the Bank's interests.

The Bank employees shall avoid any personal, financial or other interests that might
hinder theiir capability or willingness to perform their job duties or may cause
detriment to the Bank.

The Bank expects its BoD members and employees to avoid any personal activities
and any financial or non-financial interests that may conflict with their commitment

to the principle of carrying out their actual duties. :

BoD membeis and employees shall express their opinions, unencumbered, yet
always with the goals of flexibility and compromise whenever achievable by

remaining open to differing viewpoints.

BoD members and employees shall work with and respect the opinions of their peers
and leave personal prejudices out of all BoD, committee and work related
discussions.

BoD members and employees shall observe and display courteous conduct in all BoD,
Committee and other meetings towards each other and towards the Bank’s

employees.

Anti-Corruption

BoD members and employees are prohibited from directly or indirectly offering,
giving, soliciting or receiving any form of bribe, kickback or other corrupt payment,
or anything of value, to or from any person or organization, including government
agencies, individual government officials, private companies and employees of those

private companies under any circumstances.
A bribe is 30 BBt aYedivinBobhe ot Rohemgk of valuables, such as money, with the

purpose of flyencing Repyipsd >
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2.8.3 A kickback is a form of negotiated bribery in which a commission is paid to the
bribe-taker in exchange for services rendered.

2.8.4 BoD members and employees are prohibited for using the Bank’s fund or other
assets of the Bank for any unlawful or improper purpose.
2.8.5 BoD members and employees are prohibited from making contribution of funds,

facilities or services of any kind to political parties or official or candidates for office
to their support for executive, legislative, administrative or other action favorable to

the Bank.

2.8.6 The Bank's books and records must correctly reflect accurately and fairly both the
amount with a written description of any transaction.

2.8.7 Executive management are required to perform due diligence on background,
reputation and business capability before engaging or contracting with third party
representatives and shail coordinate with the Legal Department and AML Unit to
include anti-corruption provisions in any such contiact.

2.9.1 BoD members and employees shall support, in an affirmative manner, all actions
taken by the BoD and management.

2.9.2 BoD members and employees shall represent the Bank in a positive and supportive
manner at all times and in all places.

2.10.1 All non-public information about the Bank should be considered confidential
information. All employees, Managers, Executive Management , and BoD members
who have access to confidential information about the Bank or its customers are not
permitted to use or share inforimation for trading purposes for any other purpose

except the conduct of the Bank’s business.

2.10.2 IBK shall protect Confidentiality and Proprietary Information by prohibiting public
disclosure of confidential Bank information.

2.10.3 IBK shall enforce strict confidentiality measures upon third parties dealing with the
Bank, such as contractors and consultants.

2.10.4 IBK's information shall be held in the strictest confidence and in compliance with
relevant legislation and regulation.

2.10.5 Circulation of confidential information shall occur on a need-to-know basis based on
the approval of the person to whoim custody of the required information is delegated.

2.10.6 IBK employees must obtain prior clearance from their immediate supervisors before
removing any sensitive information in any form, whether digital oi physical, from the
Bank’s premises. Any leakage or sharing of Bank confidential information done by an
employee would result in imposing disciplinary action upon him/her.

2.10.7 IBK employees are strictly prohibited from disclosing, unless required by law, that a
suspicious transaction or any other relevant information is or has been reported to
any authority.

2.10.8 Confidential information obtained as a result of employment with IBK may not be
used for the purpose of furthering any private interest or as a means of generating

any personal gain or the personal galn of the employee’s family, friends, or others.
The use or may result in civil or criminal sanctions by

IBK.

Meeting No.: 04/ 2024
07/08/2024
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2.10.9 Employees shall not engage in any activity which may be deemed to constitute the
use of Bank's inside information.

2.11.1 BoD members and employees assign all current and future intellectual property
rights to IBK, including patents, trademarks, copyrights, printing and all documents
they have prepared in the course of the work period, whether actual or photographic,
in whole or in part, in association with others, or obtained directly or indirectly
through their use of the Bank’s resources during their period of employment with the
Bank and all acknowledge that they are the sole property of the Bank.

2.11.2 BoD members and employees must not disclose, directly or indirectly, the use of
intellectual property either during theiir employment or after leaving the Bank, unless

they have the appropriate authorization.

2.12.1 BoD members and employees shall obtain the necessary appiovals before providing
gifts or entertainment to clients, prospects, government officials or their family
members when such expenses are not incuired while conducting business.

2.12.2 The Bank'’s employees are piohibited from receiving gifts or entertainiment from the
aforementioned parties, which may have a direct or indirect impact on their
objectivity in performing their duties or may affect their decisions.

2.12.3 Employees shall refrain from accepting any gifts, whether cash or non-cash from the
Bank’s clients or contractors. However, small gifts of little value (ho more than 100
KD) such as corporate gifts may be accepted, and an exception to these is required.

2.12.4 It is required to obtain the approval of the BoD Chairman in the event a BoD member
receives a gift. CEO approval must be obtained in the event an employee receives a
gift.

2.12.5 The CEO shall always be notified of invitations, gifts, money, services, hospitality or
other benefits that may affect the independence of the employee in question when
making their decisions. As a general rule, meals or refreshments may be accepted or
entertainiment, accommodation or travel if its cost may be considered reasonabie
business expenses if it were the Bank that would bear it.

2.13.1 Employees shall perform the work assigned to them in accordance with the
requirements of the position they occupy.

2.13.2 Employees shall abide by the official working hours and allocate the official working
hours to performing their duties. Employees shall not perform other activities in or
within the Bank in ways that may interfere with the performance of their professional
duties.

2.13.3 Employees shall respect and execute the orders of the superiors at work and the
decisions, instructions and regulations issued by the Bank.

2.13.4 Employees should be friendly and collaborative. They should try not to disrupt the
workplace or present obstacles to their colleagues’ work.

Approved By Board of Directors
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2.14.1 IBK's philosophy is to provide a great workplace for committed employees. IBK’s
commitment towards excellence has set certain standards to ensure and maintain a

professional image.

2.14.2 Employee shall wear their identification badge at all times while on the Bank’s
premises.

2.14.3 Employee appearance, neatness, cleanliness, hygiene are main factors in conveying
the professional image of IBK.

2.14.4 Certain clothing items are considered inappropriate and should not be worn by IBK's
employees. This includes stretch/ jogging/ sweats pants, T-shirts, tank tops, sport
shirts, denim jeans, transparent garments, piercings and low cut tops.

2.14.5 Employees who interact or work directly with the public, are held to a higher-level
professional appearance.

2.15.1 IBK applies a zero tolerance policy on harassment, violence, and discrimination based
on race, religion, color, age, gender, national origin, disability, marital status,
pregnancy or other factors that are protected by law.

2.15.2 In addition, conduct that may create an uncomfortable situation or hostile work
environment such as inappropriate comments, jokes, intimidation, or physical contact
will be considered workplace harassments and will not: be tolerated by the Bank.

2.15.3 BoD members and employeeas should avoid any action or work that might be
interpreted by colleagues as harassment or violence.

2.15.4 All employees aie required to immediately report any violent or potentially violent
incident to the Bank’s Human Resources Department.

2.16.1 BoD members and employees shall adhere and comply with health and safety
practices, policies and procedures.

2.16.2 In line with prevailing laws and regulations, smoking including electric cigarettes shall
be prohibited on the Bank’s premises.

2.16.3 Office areas present their own safety hazards. Employees are expected to:
Always be aware of good health and safety standards, including fire and loss
prevention

Keep floors, stairways, exits, electrical panels, fire extinguishers, and doorways
clear of tripping hazards at all times

e Leave desk, file or cabinet drawers firmly closed when not in use

2.16.4 Different IBK departments depending on the nature of their business might have
their own health and safety practices to which their staff must abide by as well.

2.17.1 The sole individuals authorized to respond on behalf of the Bank, are the designated
spokespers ate Governance manual.

pproved By Board of Directors
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2.17.2 Members of the BoD, senior executives or employees are prohibited from engaging in
social media or responding to the press either by accident or through a previously

scheduled date in the name of the Bank.

2.17.3 Employees are not authorized to speak on behalf of the Bank or disclose any
information related to the activities of the Bank on social media or any other media

outlet.
2.17.4 BoD members and employees shall ensure that any comments made by them to the

media outside of the context of the Bank's business and practices is attributed to
them in their personal capacity and not in their capacity as a Director or employee.

2.17.5 BoD members and employees are prohibited from using their personal social media
accounts to discuss Bank’s affairs.

2.18.1 It is prohibited to establish financial relations between employee accounts and
customer accounts, and employees must not agiee to act as the agent or authorized
representative of or on behalf of any customer to manage their accounts, and
employees shall not provide a guarantee or temporary guarantee for any facilities

from the bank to any of the clients.

2.18.2 The Bank shall provide immediate attention to customer complaints and consider the
matter carefully and professionally, and respond in a timely manner, all complaints
must be submitted to the Bank’s Customer Complaints Unit and treated according to

the approved Customer Complaints policy by the Bank.

2.19.1 The Bank ensures that any employee has the right to raise any grievance with
his/her immediate supervisor, and that he/she has the right to appeal to any higher
level if they feel that the grievance has not been resolved.

2.19.2 This section shall be read in conjunction with the Bank’s HR policy.

2.20.1 Neatness and good housekeeping are signs of efficiency. All employees are expected
to keep their work area neat and orderly at all times.

2.20.2 All employees are required to place litter and any recyclable materials in the
appropriate receptacles. Anything that needs repairing or replacing should be
reported to the relevant authorities within the bank.

2.20.3 It is the responsibility of employees to operate the office equipment needed to
perform their duties. Appropriate care of any equipment used during the course of
carrying out duties as well as the efficient use of supplies will benefit the Bank and its
employees.

2.20.4 If a member of staff finds that a piece of equipment is not working properly or in any
way appears unsafe, they are required to notify the relevant manager immediately so
that repairs or adjustments may be made. Under no circumstances should an
employee operate any office equipment deemed unsafe.

Approved By Board of Directors
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2.21 Security

2.21.1 Maintaining the security of the Bank’s buildings, vehicles and equipment is every
employee's responsibility. Employees are required to develop habits that aid in
maintaining the security of premises:

o Employees are expected to identify the locations of all alarms and fire
extinguishers, and familiarize themselves with the proper procedures for using
them, should the need arise.

Employees are expected to ensure that only authorized parties have access to
and are admitted to the Bank’s premises.

2.22 Making Pledges

2.22.1 Employees are prohibited to making any pledges on behalf of the Bank without
obtaining authorized permission, all pledges shall be documented and preserved

according to the authority matrix, as reguired.

2.23 Contravention of the Code

2.23.1 Contravention of the Code is a serious matter and any suspected or allegation
contravention under investigation shall be treated with the utimost confidentiality.

2.23.2 Employees who breach this Code shall be disciplined in accordance with the Bank’s
disciplinary code and procedures, and the Bank may, in addition, take civil or criminal
action against such employees.

2.24 Responsibilities
2.24.1 The Compliance and Governance Function shall maintain this Policy and ensure that it
is updated periodically (at least every 2 yeais), in line with any changes in regulatlons and
international standards subject to the approval of the BOD

Approved By Board of Directors
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Your Personal Commitment to
The Industrial Bank of Kuwait
Code of Ethics and Professienal Conduct

I hereby acknowledge that I have read and understood IBK Code of Ethics and Professional
Conduct and will be responsible for obtaining all future amendments and modifications
thereto.

I hereby acknowledge that I have read and undeistand all of my obligations, duties, and
responsibilities under each principle and provision of IBK Code of Ethics and Professional
Conduct and will read and understand all of my obligations, duties and responsibilities under
all future amendments and modifications thereto.

I understand that violations of the IBK Code of Ethics and Professional Conduct may result in
disciplinary action including suspension without pay and/or discharge.

I certify that this is a true and correct statement by my signature below:

Employees Signature Date
Employees Name
Approved By Board of Directors
Meeting No.._04/2024 D Z
Dated . 07/08/2024 </”
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