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Introduction

The objective of this code is to clarify the professional
standards and corporate values that promote the
integrity of the Commercial Bank of Kuwait (the Bank or
CBK), BOD, Executive Management and Employees and
combating any forms of corruption.

The Bank cares for their employee’s rights by adhering
to Kuwait’s Labor Law for the Private Sector and other
related regulations.

Standards of business conduct would be fairly enforced
by the Bank. Board members and employees shall
comply with the same.

All CBK employees (permanent or part time, continuous,
temporary or outsourced) or other persons performing
services for the Bank by contracts, agreements or third
party staff are expected to act with professionalism and
must always demonstrate the highest standards of ethics
and professional behavior.

Compliance with the highest professional standards is
a critical element of employee responsibilities at CBK.
Employees should use judgment and common sense
if something seems unethical or improper or if they
become aware of a possible violation of a law, regulation
or CBK policies.

raise concerns

CBK encourages employees to

or questions regarding ethics, communication,
discrimination or harassment along with reporting the
same to their direct managers.

Employees of the Bank shall not engage in any
discriminatory or preferential treatment in dealing with
employees based on gender, age, origin or religion.
The Bank ensures fair recruitment practices, respects
the dignity and privacy of employees and fulfills their
rights. CBK refuses to employee children under the age
of 15, and requires Ministry of Labor and Social Affairs
permission for juvenile employment, ensuring they
are fairly paid based on an approved evaluation and
remuneration system and that they operate in a safe and

secure environment as per Kuwait Labor Law for the

Code of Conduct
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private sector and other applicable laws in this regard.

9. CBK employee, are expected to immediately report any
suspected or attempted fraud/embezzlement/forgery or
other suspected criminal activity or wrongdoing by an
employee or other person.

10.  All employees are required to comply with this code of
conduct. Failure to observe the policies set forth in this
code may result in appropriate disciplinary action, based
on the list of disciplinary actions.

11. All existing and new BOD members, Executive
Management and employees shall sign an
acknowledgment & undertaking stating that they have

perused this code and will comply with the same.
The following sections are covered under this code:

2. Communication Policy

2.1. Employees are entitled to receive information on all
matters affecting their job, and to have an understanding
of the contribution they make to the Bank’s performance.

2.2. Managers have the responsibility of communicating
relevant information to their subordinates through regular
meetings and discussions. This information will include:
a. Organization changes
b. Division/ Department performance
c. System, policies and procedures changes, related to

their work or the one related to Corporate Governance.
d. Change in the Bank’s Headquarter and Branches
related to employees’ role

e. Appraisal and counseling discussions
f. Job Descriptions

2.3. Division/ Department Heads are required to organize a
briefing session with employees to enable a proper flow
of information to all levels of the organization.

2.4.  Allemployees are given access to the Bank’s HR policies
to become aware of the Banks’ rules and regulations and
are also requested to peruse the Corporate Governance

policies available on the Bank’s intranet mycbk.cbk.com.

2.5. Internal and external communication tools such as

Code of Conduct
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Telephones, Fax, E-mail, Intranet, Internet, postal service
and personal delivery of mail, should be used with
business discretion only.
2.6. You may not use these tools for inappropriate or
unauthorized purpose or in a manner that would violate
applicable law, regulations or the Bank’s policies and
procedures.
2.7. TheEmailfacility is considered a business communication
tool hence users should use it in a responsible, effective
and lawful manner as stated in the Information Security
Policy.
2.8. CBK may monitor and record employee’s use of its
equipment, systems and services at any time.
2.9. CBK has the authority to intercept or disclose e-mail
communications.
2.10. Division/ Department Heads should approve external
communications related to business expenses in line

with the Expenses Authorization Policy.

3. Sustainability Standards (ESG)
3.1.  The Commercial Bank of Kuwait recognizes the growing
importance of sustainability at the global and local levels
and is committed to making an impact in supporting
“New Kuwait Vision 2035” by driving responsible growth
and applying the highest standards of governance.

3.2. The Bank endeavors to implement the triple sustainability
standards through constant employee awareness on the
importance of preserving natural resources, encouraging
community service, building highly skilled national
cadres, and achieving equal opportunities between
women and men.

3.3. This includes investing in employee wellbeing, diversity
and equity, assisting communities, addressing societal
and environmental challenges, and delivering value to

both clients and the business while managing risk.

4. Statement to the Media

41. The Corporate Communications Division is the official
spokesperson of the Bank in co-ordination with
concerned division/ departments. They are authorized

Code of Conduct
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to give media statements after obtaining the required
approval taking into consideration any relevant regulatory
instructions or required disclosures.

The Corporate Communications Division is responsible
for coordinating with the concerned division/ department
and answering all queries from the media.

Division / Department Heads should ensure that no
employee communicates directly with the Press, Radio,
Social Media or Television and that if the latter is contacted
by any of these organizations they are requested to refer
them to the Corporate Communications Division as they
are authorized to communicate with these entities.
Banks products/services or other advertisements -
which are to be published in the media by the Corporate
Communications Division - require the signature /
approval of the concerned division / department heads
and any other concerned entities.

Bank employees that provide media statements without
prior approval whether it did or didn’t cause harm to the
Bank’s interest/image in public will be counseled and
appropriate disciplinary actions will be taken as per the
Bank’s procedures in this regard.

Employees participating in non- Banking related issues
with any type of media would be expressly on personal
grounds and not as the Bank’s representative unless duly
approved by Division /Department Heads and GM HR,
noting that the final approval is under the Chairman of

the BOD.

5. Social Media

5.1.

5.2.

Employees may contribute to social media sites,
blogs and other communication methods expressly
on personal grounds and not as representatives of the
Bank. It is advised that all employees avoid any political/
business and social activities that could adversely affect
the Bank’s reputation. This applies to all employees
(permanent or part time, continuously or temporary,
outsourced or Third party employees) associated in any

manner with the Bank.

Employees are legally liable for anything they write, share

Code of Conduct
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or contribute online through social media platforms and

applications and smart phone applications.

No employee shall build an online site or social media
page using the Bank’s logo, name or trademarks for
personal benefit, unless duly approved by Division/
Department Heads and GM HR.

Employees must maintain confidentiality of the Bank’s
information and respect the privacy rights of colleagues.
Employees must not write or display information/images/
photos that are defamatory or offensive or considered to
be a breach of the employee’s or the Bank’s confidentiality.
All employees are expected to show due diligence and
report any unsuitable online coverage regarding the Bank
or its employees to their concerned Division/Department
Heads as soon as possible, in order for the Bank to take
appropriate action.

Employees should not contribute on social media to any
negative broadcast or comment on the Bank’s services or

products which can affect its image/reputation in public.

Any employee found to be in violation of the guidelines
mentioned in this item will be counseled and appropriate
disciplinary actions will be taken as decided by the

Division/Department Head and GM HRD.

6. Anti-Bribery & Corruption

6.1.

6.2.

By ensuring the implementation of instructions and
laws, preparing policies and procedures and adhering
to this Code, the Bank combats bribery and corruption
and limits the use of authority/powers granted to senior
management and members of the Board of Directors by
virtue of their positions/work to achieve any personal
interests.

It is also contrary to the Bank’s policy to offer bribes
directly or indirectly to public or private officials for
the purpose of obtaining or retaining business or
influencing action/outcome. Offering or giving payments,
entertainment items or employment opportunities to a

government official or any of his family members also

Code of Conduct
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violates the anti-bribery law.
All employees & BOD members should increase their
awareness of the risk and the negative impact of bribery
and corruption on the bank and the society. Staff should
not exercise any forms of favoritism at work, in such a
way that will not affect the client’s confidence on the

Bank services.

The accepting /giving Gifts procedure

Appropriate gifts and entertainment items may be offered
to clients by the authorized Bank personnel.

It is contrary to the Bank’s policy to offer gifts or provide
employment opportunities to public or private officials or
their relatives for the purpose of obtaining or retaining
business or influencing action/outcome.

It is prohibited to accept cash gifts from the Bank’s
clients, whether individuals or corporate, as well as
from vendors and outsourcing partners directly or
indirectly. In unforeseen circumstances, if a noncash gift
is received it should not be valued more than KD 100.
000 & the receiver must report it to his direct manager/
higher authority for further negotiation in order to decide
whether to retain it or return it.

It is acceptable to accept/provide appropriate gifts at
the senior management and BOD level that the courtesy
rules and protocol require to be accepted or presented
in a manner that does not conflict with the performance

of their duties and business and the interest of the bank.

8. Whistle Blowing Policy

8.1.

8.2.

This policy considered a critical component of CBK’s
corporate governance framework. It provides a formal
framework that allows employees, and any other persons
to report any unethical, illegal, or suspicious transactions
or behaviors that are suspected of violating or already
violate the laws, regulatory instructions or internal policies
without fear of exposure directly to the bank’s Chairman
and giving them the right for not disclosing their identity.
For any details and information, please refer to the latest

Whistle Blowing Policy available on the bank’s intranet

Code of Conduct
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and bank website.

9. Reporting of Suspicious activities and cases of

Embezzlement,

9.1.

9.2.

9.3.

9.4.

Fraud & Forgery.

CBK is identifying and monitoring the suspicious activity
with regard to accounts and transactions that may
be related to possible violations of relevant laws and
regulations. This includes, money laundering and terrorist
financing and report such activities to the appropriate
authorities if required.

CBK is reporting to Central Bank of Kuwait and Public
Prosecutor’'s any embezzlement, fraud and forgery
cases that have already conducted, suspicious or it was
attempted or any other criminal or illegal acts that may be
committed by employees or other persons.

CBK lists on CI-NET the names of the employees who
have been terminated due to doing embezzlement, fraud
or forgery transaction. Moreover, names removed only
if the Public Prosecutor’s office decides to dismiss the
investigation with no charges filed or in case a verdict is
issued discharging the employee.

CBK requires all their employees to report immediately
any suspicious activities and embezzlement, fraud &

forgery cases.

10. Confidentiality

10.1.

10.2.

10.3.

All business matters related to the Bank or its customers
are strictly confidential.

Any board member or employee of the Bank, regardless
of his/her job level or contractual nature may not disclose
any information related to the Bank, its customers,
or other Banks’ affairs as obtained by the concerned
employee due to his/ her work or job nature during his/
her work and after leaving the Bank except in the cases
permissible by law.

The BOD and Executive Management shall recognize
their responsibility for developing information security
awareness in the Bank in a way that enhances and keeps
banking confidentiality, and provide/increase awareness

in information security and cyber security as well as

Code of Conduct

Mz

7N

welisll igyislull g agallg

yojilly Juiallg guliadl cillag dmgudiall cililaall ge glitll .9

cibluall oliy dnguiiall cililasll d4alyog sysai clidll pg éy
oiloall dloine cilallioy Gleii ad il Ciloleally
et s calaydll Jageiy Jlgolll Juue o caloyeilly
ol 13] dsinall cilgall dnguiall cililaell LI e galyyl

Ly odll

a0 pigji of udlial of Jsinl cutlls dyl e galydlly <lill pg sy
oo Lmpe of Lgy pluall dlglao @i of Lgsd cloS o of Jeally
abgall LgiSiy 38 degpiie pu¢ JLoal (ol of dpolpatll JLacll

olall a1lillg (sjSpall cigsll eliy ] sl yalaidi of

cilogleall @Sy e aabigall clowl alpsly il og &)
e-golid daii pgiloss clgil @i il (CI-NET) dilaiill
b ] elawlll g 4y iy tlg yugji of JLial of pullisl culylas,
aungi ugs Ganill b any dolell éaabill oo jlid jgsma alln

i Bgall belyy pSa jgaua of plgil

Sloe 4 e g6 ¢l agaligo g 103 oo welisll calingg

gji of Jlial of juilial cullls gf dmgiite

9.1

9.2

9.3

9.4

aapanll dpull .10

olill gl afllocg il daleiall Josll jgof &als guani

dalsy Jole o calago Sl ol 8)ls] pulas guac (s e ey
cilogles dl iy M weligll 6 @ gilsalei of pgiligiue
UeSi sy ll g il gdiy ol ellasll of clisll woluy G leii
so1g alac <Lifl (aiaghog aisile Jlacl capuy ayll ciling a8
ug-ilall Lgsa apay Gl Jlgadll Ixe Loga wllsg «Joell asyi

iy

cililg§uuall cllys] dysgaiill olslll &ylslll gudas e ey
Lapaall &l jiey Loy eligll b Giolll egll pglai ol
o0 pil ol (Graeig juagi ey Las Lgule dhhdlaallg
dgalgol sggall juSyig ilpll golllg Cilogleoll (ol Jlao

Lgs daloioll phlaall 8lslg

.10.1

.10.2

.10.3

Page 8



10.4.

10.5.

10.6.

10.7.

wihaill
Al-Tijari
focus efforts to address and manage its related risks as
stated in the Information Security Policy.
Any information or data related to the Bank or its
customers should not be disclosed except by the Bank’s
authorized person and according to the laws, regulations
and the Bank’s policies.
It is important not to use any information about the
Bank or its clients which may be available with a Board
Member or any of the Bank’s employees to serve personal
interests or the interests of other related parties.
The BOD and the Executive Management shall ensure
that confidentiality is maintained by the Bank’s third
parties, if the latter are exposed to issues or statements
that are deemed confidential.
All board members and Banks’ employees shall fully
understand all terms and conditions related to the
approved Information Security Policy and fully comply

with it.

11. Conflict of Interests

11.1.

Conflict of Interests is any case which the effected
member (member of the BOD or member of the Executive
Body in the Bank who has power and authority to take
decisions or provide recommendations accordingly) or
any other related person, has a financial or moral interest/
dealings with the Bank and contradicts the requirement
of the effected member position/job as part of integrity
and objectivity.

Each affected member is responsible to avoid the cases
that might lead or result to conflict of interests with the

bank.

Each affected member should not attend/ discuss any
items of the agenda which are directly or indirectly
related to him/her or any other related person during the
meeting in which such items and the related transactions/
deals or contracts are discussed or on which voting or
recommendation are made on the same.

Each affected member should make an immediate and

full disclosure of all cases that might lead or already led

Code of Conduct
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to a conflict of interests towards the Bank.
Each affected member shall fully understand all terms
and conditions related to the approved Conflict of
Interests’ Policy and fully comply with it.
Employees are not allowed to accept additional outside

employment without the written approval of the CEO/GM
HR.

12. Related Parties Transaction

12.1.

12.2.

12.3.

12.4.

12.5.

The Bank provides a framework for the related parties’
transactions with the Bank as they may have authorities
and influence towards the Bank hence, they may have the
chance to get exceptional benefits in their transactions
with the Bank.

Related party is defined in line with the IAS 24 and the
connected parties with inter-related interests as per
CB instructions. In General, related parties include:
the Major Shareholders in the Bank, External Auditors,
Subsidiaries Companies, Affiliated Companies and the
affected members (BOD members & some members of
the Executive Body).

Related Parties Transactions are defined as any
transactions whether directly or indirectly entered into by
the Bank with any related party. These include all credit
facilities, deposits, other banking services and products
as well as supply or service contracts and trading
between the Bank and the related parties.

Dealing with related parties should be done at arm-length
basis and subject to the same terms and conditions
applied to similar transactions with others without any
preferential terms plus these transactions should be
subjected to the same level of due diligence as is done
for similar transactions with others.

Each affected member shall fully understand all terms
and conditions related to the approved related party

transactions policy and fully comply with it.

13. Insider Trading

13.1. Aninsider is defined as any person, in view of his position,
has access to information or data of material effect on
Code of Conduct
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the Bank that is not available to the public.

Insider information is defined as information and data

not announced to the public which if announced would

influence the price or trading of a security.

A person is considered an Insider in the Bank in the

following cases:

¢ Members of the Board of Directors and the members
of the executive body in the Bank and its subsidiaries
who have the ability to access the Bank & its customer
inside information directly or indirectly.

e Any other person or entity that has a direct (specific)
agreement or relationship with the Bank enabling them
to access the insider information. This includes for
example:

° External Auditors

° Rating agencies

¢ Consultants

° Information Technology Companies.

° Entities to which the Bank assigns one of its activities.

An Insider shall act with honesty and integrity and in

particular he shall comply with the following:

a. Maintain the confidentiality of the insider information
of the Bank and its clients of which he becomes
aware by virtue of his position, profession or any
personal relationship and not use or exploit the data
or information.

b. Refrain from dealing in listed securities related to
which he becomes aware of insider information by
virtue of his position, profession or any personal
relationship. He shall not disclose such, give advice
to a third party on the basis of insider information, or
transfer or cause of transferring the insider information
directly or indirectly to other people. He also shall not
encourage others to trade on securities based on that
insides information he is in possession.

c. Prohibited from dealing in securities issued by the

Bank during the restriction’s periods.

Code of Conduct
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d. Submit the required disclosures from the Insider.
13.5. Each Insider shall fully understand all terms and

conditions related to the approved Insider Trading Policy

and fully comply with it.

14. Physical and Verbal Assault
14.1. Any dispute that may arise among employees or
customers has to be brought to the notice of the Direct
Manager immediately.
14.2. Employees should avoid fights/ arguments or use of
threatening or abusive language/gesture that may cause
physical harm to others during their work.

14.3. In the event of any such incident, the Direct Manager
should be informed in addition to HRD if and when

required.

15. Anti-Money Laundry Compliance & Counter Financing
Terrorism

15.1. Employees must act diligently to prevent Bank’s products

and services from being used for money laundering

or financing of terrorism activities and to detect any

suspicious transactions.

15.2. Employees should understand the importance of knowing

the customer (KYC).

15.3. Employees are required to identify and report suspicious

accounts or transactions which may be related to

possible violation of law, including money laundering,

terrorist financing or fraud.

15.4. All employees’ accounts in CBK are subject to the legal

and regulatory monitoring requirements.

15.5. Employees should be up-to date and comply with all

AML related circulars that are circulated via internal

communications and uploaded on bank’s Intranet

website.

16. Drugs and Alcohol Consumption

16.1. It is prohibited to use/sell, distribute/possess drugs,
alcohol or other substances within CBK premises/
workplace or while performing work related duties.

Code of Conduct
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Using controlled substances or selling, distributing,
possessing or using or being under the influence of illegal
drugs is prohibited.
Employees coming to work under the influence of drugs/
alcohol will be requested to leave the Bank’s premises.
An investigation will be conducted on the first instance or
recurrence and appropriate actions will be taken based
on the list of disciplinary actions.
HRD will fully cooperate with the concerned authorities
as alcohol and drug consumption are considered criminal

offenses.

17. Smoking in Bank Premises

17.1.

17.2.

17.3.

17.4.

CBK is a smoke free environment; smoking in the Bank’s
premises is prohibited.

Employees should strictly abide by this code and refrain
from smoking in Bank’s premises.

Managers should ensure that their subordinates adhere
to this rule.

Disciplinary action will be taken against employees

violating this rule.

18. Appearance and Dress Code

18.1. Employees must at all times present an image to the
public, befitting the employees working in a major
financial institution as per internal regulations regarding
the dress code on Thaber.

18.2.

18.3. An ID card is a critical part of the CBK dress code and
must be worn at all times while at work. For security
reasons, the ID card should not be worn outside CBK
unless the employee is attending training courses,
business meetings or events where a name badge is
required.

18.4. Hair should be neat and tidy at all times.

18.5. Beards should be short and neatly trimmed.

18.6. Tattoos should be covered.

18.7. For female employees’ members, jewelry, makeup and
perfume should be in good taste.

Code of Conduct
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19. Protection of the Bank/ Customer’s Documents and

Assets

19.1.

19.2.

19.3.

19.4.

19.5.

19.6.

19.7.

19.8.

All employees are responsible for safeguarding and
protecting the Bank’s documents, tangible and intangible
assets as well as clients.

All documents and assets may be used as per their
approved/permitted purposes only.

All Bank/s information assets must be classified and
handled as per the bank’s information classification
policy.

Assets include cash, securities, physical property,

services, business plans, customer and employee
information, supplier/distributor information, intellectual
property (computer programs, models and other items)
and all other personal and confidential information.
Confidentiality is to be maintained in all cases and
precautionary measures to be adopted in order to protect
the interests of the Bank.

Documentation/ data requiring confidentiality/ protection
should not be left in public view but kept under safe
custody.

Under no circumstances should any documents/
equipment of the Bank be taken from the Bank premises
unless the employee is authorized.

Under no circumstances, an employee may utilize
documents or information about the Bank’s condition,
which may be available or known to them by virtue
of their work nature, for their personal interests or the

interests of other related parties.

20. Personal Distribution

20.1.

20.2.

Employees are not permitted to solicit funds or distribute
goods or publications for financial gain or any other
personal purpose, on the Bank’s premises.

The only exception will be associated with internal Bank
functions with the approval of the related Department/

Division Head.

21. Customers Protection

21.1.

Employees should, in their transactions with customers,

Code of Conduct
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take into consideration that these transactions shall be
processed with fairness, equality and honesty, as this
approach is part of the corporate governance rules
within the Bank. Employees should also pay further
attention and special care to limited-income and illiterate
customers, old people and customers with special
needs, without discrimination on the basis of gender.
The employees should, in their transactions with
customers, carry out their tasks according to the
professional behaviors, considering the best interests
of the Bank and its customers at the same time. In the
forefront of these professional behaviors, the integrity
and credibility in addition to verification of convenience
of the products and services offered to customers with

their potentials, capabilities and requirements.

22. Security and safety

22.1.

22.2.

22.3.

22.4.

22.5.

Access to Premises - Employees of the Bank have
access to the premises during official working hours
through designated and guarded entrances.

CBK - ID Card is compulsory for all employees to display
their Bank ID cards prominently on their shirts, coats or
dresses, so as to be easily visible.

Theft - Employees must guard the Bank’s & their personal
belongings. It is their moral obligation to inform their
manager should they see or suspect an employee of any
illegal act or theft, whether it is the property of the Bank,

another employee or a customer.

Safety- Managers are responsible for ensuring that work
areas are safe. Should an equipment, furniture or building
feature appear to be malfunctioning or in a condition
likely to cause an accident; the General Services division
must be informed immediately in writing with prompt
follow-up for corrective action. Furthermore, it should be
ensured that fire extinguishers are available and can be
used throughout the Bank’s floors in order to maintain a
safe work environment.

First Aid - First Aid kits are available in each bank’s

Division/Department in line with Kuwait Labor Law

Code of Conduct
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for The Private Sector. TD in collaboration with GSD  ilesall clas g0 ugleills jghill pleill )lsl pdaiig .k._?J.mJJI
is organizing First Aid Training sessions annually as to  coll jjeil Ligiw algdll culale sl e ayyad culjgs dolell

enhance the awareness on the said subject. 29530l guagall Jga
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