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1. INTRODUCTION 

Kuwait Telecom Company stc ( “the company” / “stc”) is committed to apply standards of professional and 

ethical behavior in all its activities, and all company employees must adhere to the highest ethical and 

professional standards at work, regardless of location and circumstances. 

2. PURPOSE  

The purpose of this document is to define the standards of professional and ethical behaviour that all 

members of the Board of Directors, executive management and employees must adhere to in all their work 

tasks, regardless of workplace and circumstances. 

3. SCOPE OF IMPLEMENTATION  

This policy applies to all members of the Board of Directors, the executive management and all employees 

of the company in general. Any exceptions mentioned therein should be approved by the Chairman of the 

Board of Directors. Every employee who violates this charter shall be subject to disciplinary measures 

stipulated in the approved penalty list of the company, which may include dismissal from work with the 

possibility of this employee being subjected to civil, criminal or other prosecution. 

The company demands all employees to be aware and familiar with the contents of this document and to 

deal with it as an essential part of their daily work. This document also applies to all members of the 

company's board of directors, delegates from the companies it represents, or employees of an external 

company. The Human Resources Department, in coordination with the Compliance Department, monitors 

the implementation and application of the policy, and the HR Department shall reviews the policy 

periodically. 

4. DEFINITIONS  

 

Term  Definition 

Policy Code of Conduct Policy 

Company  Kuwait Telecommunications Company “stc” 

Professional 

Behaviour 

Any behaviour that aligns with the company's policies and the 

applicable laws  

Standards Basic principles regulating work 

Business Partners All parties that the company deals with in its business activities 
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5. CODE OF CONDUCT  

 

Our commitment to the highest degrees of professional and ethical behaviour in all our actions and words 

helps us make the right decision. Our values and principles represent the basis for the standards of 

professional and ethical behaviour. Our values are based on the following principles: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It means our respect for society and environment in which we 

operate. Our commitment to laws and regulations in the countries 

in which we operate, and our commitment to the highest ethical 

and professional standards in our dealings with others, whether the 

company's customers, suppliers, business partners or others. 

 

 

 

 

 

 

 

 

Respect 

 It means that the records should reflect the company's 

assets, liabilities, revenues and expenses accurately and 

clearly, taking into account all decisions and financial 

obligations under the authorization policy and written 

authorization agencies. 

Financial 

Integrity and 

Honesty 

Diversity and 

Equal 

Opportunity 

It means that we care to encourage a culture of mutual 

respect for different opinions and that we encourage a work 

environment which attract  individuals with competence and 

diversity in different skills, with our commitment to observing 

equality and justice among all persons without discrimination 

or prejudice. 
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6. GENERAL POLICIES  

 

6.1 Each employee of the company shall bear the responsibility of adhering to the rules of professional and 
ethical conduct. 

 

6.2 Members of the Board of Directors and Executive Management are obligated to abide by all laws and 
instructions and to represent all shareholders in all decisions that are taken in the interest of the company, 
the interest of the shareholders, and the interest of other stakeholders, not just the interest of a specific 
group. 

 
 

6.3 Not to exploit the assets of the company's resources to achieve personal interests, and to endeavour to 

use those assets in an optimal manner to achieve the company's goals. 

 

6.4 Whistleblowing: Employees and all stakeholders, without exception, shall bear the responsibility of 

reporting violations in the event that something wrong, unsafe, unethical, or likely to cause harm is 

observed. The employees and stakeholders shall inquire immediately about the possibility of violating the 

professional and ethical standards and the related violations or penalties. 

6.5 Respecting Others: The Company believes that respect is a natural right for all individuals, and the 

employees of the company are the source of value. Therefore, dealing in a manner that expresses 

encouragement and appreciation towards different individuals, opinions, abilities and talents in the 

company is one of the basic principles of interaction within the company, including respecting the opinions 

of others. 

 

6.6 Uniform and Appearance at Work: All employees should appear in a decent professional appearance 

during working time by maintaining acceptable standards to take care of personal appearance and appear 

in the appropriate professional style at all times. All managers are responsible for monitoring and 

maintaining a decent and appropriate appearance to work in their departments. All violations related to 

appropriate appearance at work must be reported to the Labour Relations Department of the Human 

Resources Sector. 

We guarantee to provide a safe work 

environment for our employees and our 

society free from the causes of accidents, 

injuries, diseases, or factors that may 

harm people in terms of health or public 

safety. 

Health and 

Safety 
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6.7 Conflict of Interests: Conflict of interests is something that violates the integrity of the company. 

Therefore, all members of the Board of Directors, the executive management and employees must adhere 

to the conflict of interest policy and the relevant laws and regulations. Members of the Board of Directors 

and the Executive Management shall abide by the following procedures to deal with cases of conflict of 

interest: 

 

 Members of the Board of Directors should inform the Board with their personal interest in the business 

and contracts made for the account of the company. Such notification should be proven in the minutes of 

the meeting. Any member of the Board with an interest shall not participate in voting on the decision 

issued in this regard. 

 There must be a clear separation between the interests of the company and the interests of the members 

of the Board of Directors and the executive management. In all cases, the priority shall be given to the 

interest of the company. 

 Members of the Board of Directors and the Executive Management shall disclose to the Board of Directors 

any common interests they have with the company, whether directly or indirectly. 

 Members of the Board of Directors and Executive Management should not exploit the powers of their 

positions for the sake of achieving a personal interest for himself or for others.  

(For more information, please refer to the conflict of interests policy)  
Performing works in an ethical manner shall include all customers, shareholders, vendors, competitors 
and organizers.  
 

6.8 Gifts and Entertainment: the company is committed to perform its works in an ethical manner with all 

customers, shareholders, competitors and vendors. The company shall choose products and services 

based upon price, quality and benefit. In return, the company expects from all customers to stick to the 

same commitment when buying its products and services, giving due care for the fairness and objectivity 

away from external influences in all business transactions. Symbolic gifts, services and entertainment may 

be used to strengthen business relations or advertising, but it is prohibited to accept or give gifts in the 

following cases: 

 It is not permissible to offer or accept a gift, service, or an entertainment if it is made to compel or 

seems to force the recipient to accept a matter or is conceivable as an attempt to influence sound 

judgment. 

 Company employees are prohibited to offer or accept any cash or equivalent amounts when it comes 

to a business transaction. Employees are also prohibited to make promises, loans, or investments of 

any kind without fully adhering to the mandate policy and the associated recordkeeping 

requirements. 

 When dealing with representatives, employees, or government officials, company employees should 

first understand the applicable laws as well as local customs and traditions and not to offer or accept 

gifts that violate applicable laws or customs and traditions. 

 No employee, any of his relatives, any agent, or any of his relatives is entitled to offer, accept, or 

receive a gift or an entertainment from customers or suppliers if it is: 

 
- Cash or gift coupons that can be exchanged for cash  
- Inconsistent with commercial norms. 
- Precious in value (amounting to or more than 100 Kuwaiti Dinars or its equivalent). 
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- Can be interpreted as a reward for a commercial transaction, a bribe, or a payment in violation of the 
laws in force, including bribery of government employees. 

- Could cause embarrassment to the company or weaken confidence in the company if disclosed. 
 
6.9 Commitments towards Customers and Competitors: The Company takes into account free, fair and 

open competition in commercial work, which means commitment to compete ethically and in line with laws 

that support commercial competition and combat monopoly and illegal trade. The company advertises, 

promotes and markets its products and services in a realistic, honest and transparent manner. 

 

6.10 Books and Records: Every employee of the company shall ensure that there is no deliberately forged 

or misleading data in the company’s records, whatever their form (paper or electronic records). The 

deliberate wrong classification of transactions pertaining to accounts, departments or accounting periods 

are considered as violations to the law and this document. Therefore, all transactions must be supported 

by accurate documents with appropriate details and record the same in the correct accounts during the 

appropriate accounting period. 

 All employees should adhere to all controls related to demands for disbursement of business 
expenses, payment claims, use of the company's credit cards, and other financial dealings. 

It is prohibited to record cash amounts or other assets in unapproved records or outside the records for 
any purpose whatsoever. 
 

 

6.11 INFORMATION SECURITY: Members of the Board of Directors, the executive management and the 

company’s employees are prohibited to exploit the information they came to know by virtue of their 

positions for their personal benefit. It is also prohibited to disclose any information or data pertaining to the 

company except in cases in which disclosure is permitted or in accordance with legal requirements. All 

employees and officials of the company must be familiar with and follow the information security controls 

approved in the company (please refer to the approved information security policy for more details). The 

following are some of the policies related to information security: 

 

 The company is the owner for all computers and all information stored in the company's devices, 

as well as any information or materials related to the company on the employee's personal 

computer or any other device. 

 
 All employees must use the licensed software and documents in accordance with the licensing 

agreements, taking into account not to copy any program without an express consent of the 

manufacturer. Every employee should maintain the confidentiality of all passwords associated 

with company networks. 

 
 Every employee is responsible for the content of his sent emails. Unless there is a special and 

explicit permission, no employee is entitled to use his job title or business contact information 

when using mail, e-mail, or others for personal purposes not related to work. 

 
 All employees and officials in the company must ensure that the company’s information 

systems, networks and tools are used in a manner consistent with local laws, company policies 

and regulations, including information systems regulations, requirements for data protection and 

security, receiving and sending, and other related matters. 
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 Records and information in different forms (documents, contracts, e-mail, CDs) are important 

property of the company as vital elements for decision-making and operations, and they must be 

managed in a proper manner to keep their full value. Every day, the employee creates new 

records and is credited with these assets necessary to do business in the company. 

 
 Misuse, mismanagement, or even disclosure of those properties intentionally or due to 

negligence can provide other parties with a competitive advantage that negatively affects the 

company or its public standing or leads to unnecessary administrative costs. 

 
 Confidential information includes: trade secrets, Know-How knowledge, employee records, 

business plans and proposals, production capacity and actual production information, marketing 

and sales strategies and plans, customer data, price lists, or strategies and construction plans, 

supplier data, business activity means, research and development information, financial data 

and the company’s performance data. 

 
 Every employee in the company is responsible for protecting all confidential information, noting 

that the company’s information is only intended for the performance of business and cannot be 

disclosed unless it is required to achieve the interest of work of the company. Do not discuss this 

information with people outside the company, including your family members. Do not leave 

confidential records or documents in places that others can view and do not discuss or deal with 

company data in public places so that the conversation can be heard or you could be exposed 

to the risk of disclosure. 

 
 The company respects all trade secrets, copyrights, trademarks, and patents owned by third 

parties, and unless the permission of the owner is obtained or if the use is permitted within the 

law, copying these materials may be a violation to law and this document. 

 
 Data confidentiality deals with the protection of personal information, which is any information 

that identifies a person directly or indirectly, such as personal, functional, medical, financial, 

educational or training information. It is the responsibility of all employees to ensure compliance 

with data confidentiality requirements according to the laws and regulations of the relevant 

countries and in accordance with the company's regulations and controls. Employees should 

also be aware of the relevant policies and controls.  
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6.12 ENVIRONMENT PROTECTION: The protection of people and environment is an integral part of the 

principles and objectives of the company. The environment has a consideration in all steps and decisions 

taken by the company. Therefore, every employee and company executive must ensure that all products 

and processes adhere to the highest environmental standards set by government laws and company 

regulations, whichever is stricter. 

6.13 ABUSE OF PROHIBITED SUBSTANCES IN WORKPLACE: The Company is committed to provide a work 

environment free of prohibited substances to ensure the protection of health, safety and security of its 

employees, as well as performing its job duties and protecting all those who deal with the company's 

locations and properties. The misuse of prohibited substances negatively affects productivity, adherence 

to working hours and occupational safety. 
 

It is prohibited to use, possess, sell, distribute, conceal, transport or manufacture narcotic drugs, 

alcoholic beverages, narcotic medications that require a prescription, or means of drug abuse in 

facilities belonging to the company or in company vehicles, whether in the workplace or when 

performing work for the company outside its locations. 
 

An employee who is proven to be working under the influence of alcohol or drugs or unfit for work due 

to consuming prohibited substances will be subjected to disciplinary measures that amount to and 

include dismissal from work in line with the requirements of local laws. 
 

The company reserves the right, in accordance with the law, to check all personal belongings at any 

time inside the workplace, so that it includes, but is not limited to, offices, tables, computers, cars, 

drawers, and others. 
 

6.14 VIOLENCE AT WORKPLACE: To maintain the safety and security of employees, it is prohibited to carry 

weapons, including firearms, ammunition, explosives and fire-igniting tools to the company's facilities or 

in its vehicles. The company will not be tolerant towards hostile behaviour or threats of violence, 

including extremist or inappropriate threats, whether verbal or physical threats, terrorization or coercion.  

6.15  REPORTING: The Company urges all employees to report acts that violate the rules of professional and 

ethical conduct referred to in this document. 

All employees, customers, suppliers and shareholders can kindly give their comments or report 

misbehaviours without fear of revenge, harassment or retaliation. They can -at the same time- seek advice 

from the audit committee in the event of any current or potential problems. 

The following means have been provided to report and inquire about any violations related to this charter, as 

well as to make proposals to develop the same. 
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Complaints and Suggestion Boxes: These boxes are available at the company’s locations and its 

headquarters. Various reporting, suggestions and inquiries forms can be obtained through the company's 

internal web page. 

EMAIL SPEAK.UP@STC.COM.KW to receive various suggestions and inquiries and notifications. 
 

Taking into account the privacy and interests of all individuals, the audit committee will investigate any 
behaviour that may affect the company's reputation or violate the ethical work behaviour. All 
employees should cooperate with members of the aforementioned committee when conducting any 
investigation. 

6.16 NON-REVENGE POLICY: 

Company employees should not be worry about revenge when reporting ethical or legal violations 
made by others. It should also be noted that making false accusations and shameful expressions - 
whether verbally or in writing - about these offenses are definitely prohibited. 
The company will not be tolerated in dealing with any behaviour that indicates a desire for revenge or 
causing harm to anyone who - in good faith - reported proven or suspected violations of this charter. 
The company will take disciplinary measures that may amount to dismissal from work against any 
employee who has a role in any revengeful act. 

 

7. POLICY REVIEW:  
 

The aim of developing formal procedures for reviewing the policy is to ensure that all modifications, 
additions or deletions to the policy are documented and approved appropriately prior to implementation. 
 
The Human Resources Department shall review the policy on annual basis or as necessary. The Board 
of Directors shall approve the amendments, which reflect updates to relevant rules, legislations and laws.  
 
The following table shows information which should be kept when making any amendments to the policy, 
such as issue number, date, modified section (s) (as mentioned in the table of contents), and the page 
number on which the amendment, removal or addition : 
 

No. Issue No. Issue Date Section  Page No. Adoption* 

1      

2      

3      

4      

5      

 Number and date of the board meeting minutes in which amendments have been adopted 
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