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OUR VALUES IN ACTION

MESSAGE FROM THE CHAIRMAN AND
MANAGING DIRECTOR

OUR VALUES IN ACTION

At Egyptian Drilling Company (EDC), we share a distinctive set of core
Values that drive the way we do business. We are committed to delivering
world-class services to our clients and to applying the highest health
and safety standards. This is how we earn our clients’ trust, maintain the
organization’s reputation and grow our business and market share. But
with growth comes risks, and in order to mitigate risks and sustain our
performance, we need to follow a proper business conduct.
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The Code of Conduct acts as a comprehensive guideline on how to conduct
proper business in our day to day work. It articulates the company’s Values
and defines what behaviors we want to promote and what we understand
proper business conduct to be. It presents and promotes the expected
and acceptable business conduct that our shareholders adopt. This guide
will not necessarily cover all the possible work situations, however it will
be able to create a new EDC generation of risk assessors and enhance the
ethical climate within the organization.

Chairman
and Managing Director
Salah Abdelkareem

We encourage you to discuss compliance and risk management related
issues with EDC professionals and SMT members, for further guidance at
any time and utilize this guide as much as possible. We have competent
resources in place who can answer all your questions.

EDC has built a strong name throughout the past 40 years. This was
achieved through the dedication of our employees who worked hard to
gain our customers’ trust and protect the reputation of EDC. It is important
that we continue to protect our reputation and make every effort to
sustain our premium performance by following a proper business conduct
as stated in the Code of Conduct.

If you witness any misconduct or violation to the Code of Conduct, please
use your STOP card authority and inform your manager or inform the Internal
Audit Department or send an email to whistleblower@egyptian-drilling.com
								

Kind Regards
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OUR VALUES IN ACTION

OUR VALUES IN ACTION

THE MEANING OF OUR VALUES
This Code contains guiding principles for our conduct based on our Values, our commitment to EDC, and our
commitments to our people, customers and communities.
Our five core Values were ingrained into our operations and have remained guiding principles, governing the
development of EDC.
In today’s world of rapidly evolving economic and market conditions, the Values remain key to ensuring we
grow for the future in a sustainable way.
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CONSTANT CARE

Take care of today, actively prepare for tomorrow

HUMBLENESS

Listen, learn, share, give space to others

UPRIGHTNESS

Our word is our bond

OUR EMPLOYEES

The right environment for the right people

OUR NAME

The sum of our Values, passionately striving higher
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YOUR RESPONSIBILITY

YOUR RESPONSIBILITY

Ask for help when you aren’t sure if a decision or action you are considering is lawful or appropriate . Also, if you
are in any doubt about whether to speak up, ask yourself some simple questions:•

Is the action you are concerned about legal?

•

Does it comply with EDC’s Code of Conduct?

•

Does it expose EDC to any unacceptable risks?

•

Does it match our commitments and promises that we have made to others?

•

What would others think about this action – your manager, colleagues or family?

•

How would this look if reported in the newspapers?

•

Does it feel right?

It may seem easier to keep silent or look the other way. But our commitment to ethical behavior means we
must never ignore a legal or ethical issue that needs to be addressed.

OBEYING THE LAW

YOUR RESPONSIBILITY

As an EDC employee, you are required to comply with all applicable laws and governmental regulations
wherever we do business. Perceived pressures from your supervisor or demands due to business conditions
will not excuse you from complying with the law.

6
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EDC is subject to the laws of countries where we do business. The local laws of one country may affect how
we do business in another country. As you conduct EDC business, it is important that you understand not only
the local laws that apply to you in your home country but also how you might be affected by the laws of other
countries. If you encounter a conflict among these laws, or if you find that local customs and business or social
practices conflict with these laws, get help.
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YOUR RESPONSIBILITY

OUR EXPECTATIONS
This Code of Conduct is intended to be guiding principles for our conduct, though it cannot cover every
situation that may arise within EDC.

YOUR RESPONSIBILITY

In addition, if you are an EDC manager, you are expected to:
•

Lead by example, in both words and actions.

•

Promote open and honest two-way communications with your employees, encouraging them to raise
their questions and concerns and letting them know when an issue has been resolved.

•

Acknowledge and support any employee who comes forward to discuss an issue or report a potential
violation and commit that there is no retaliation for doing so.

•

Ensure that action plans to address compliance risks are promptly implemented.

•

Promote EDC policies and procedures designed to prevent and detect non-compliant or illegal conduct.

•

Discuss this Code and the company Values with your team and ensure that employees are trained and
informed about the policies, procedures and compliance risks that apply to their positions.

•

Monitor the ethical behavior of the employees under your supervision.

•

Enforce the code consistently.

•

Respect individual rights and treat those you supervise with professional respect.

As an EDC employee, you are expected to:
•
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Read, know and comply with the EDC Code of Conduct, policies, procedures and the delegation of
authority matrix. Non-compliance with the Code of Conduct, policies, procedures or the delegation of
authority matrix may subject the individual offender to appropriate discipline according to the Labor
Law.

•

Ask for help when you aren’t sure if a decision or action you are considering is compliant or lawful.

•

Understand that you may have an obligation to promptly report any activity that in your judgment
would violate the Code of Conduct.

•

Respect laws by following them and applying related rules.

•

Behave based on your professional and objective judgement and avoid any political, religion, gender or
race/color discrimination.

•

Demonstrate a commitment to integrity and ethics by conducting business in accordance with the
highest standards of professional behavior and ethics.

•

Work with dedication and devotion to achieve the highest standards of work quality.

•

Perform assignments with efficiency and effectiveness in order to safeguard the company’s resources.

•

Cooperate fully when responding to an investigation or audit from any related parties (State auditors,
External auditors and Internal auditors). This includes giving high priority for responding truthfully and
disclosing all relevant information that you have.
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SUBSIDIARIES AND BRANCHES
Entities controlled by EDC are expected to adopt and comply with our Code and compliance policies.

THIRD PARTIES REPRESENTING EDC
We expect all third parties representing EDC or providing people to work at any of our sites to comply with our
Code. And sign appendix “A” of the contract including the Third Party Code of Conduct.

CODE OF CONDUCT January 2018
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OUR EMPLOYEES

OUR EMPLOYEES

At EDC, we want to attract and retain the best and brightest people from the broadest pool possible, and
ensure that we select the right candidates, based on merit, skills and personality.
Equal opportunities in employment, pay and development, and a workplace free from discrimination and
harassment, are basic rights. We are committed to providing a positive workplace for our people where
opportunities are equal and differences are valued.

DIVERSITY AND INCLUSION
We provide equal treatment and opportunities for everyone.
We provide an inclusive environment and equal opportunities for employment and development. We value
individuals that bring diverse talents, skills, and perspectives to the organization. Diversity of thought makes us
stronger.
At EDC, we treat all employees and job applicants equally, fairly, and respectfully and will not discriminate
against anyone based on race, gender, age, disability, religion, political or other opinion, or cultural background.
This is applicable to all people processes, including recruitment, selection and promotion decisions. We always
aim to choose the most qualified person for any position from the widest possible pool and ensure an inclusive
environment to drive exceptional business results.

LABOR RELATIONS
We promote constructive and fair relations with our labor force.

OUR EMPLOYEES

Our employees are an essential component in the success of EDC. We are committed to establishing constructive
and productive labor relations with our employees and their representatives, as well as with the employees of
our contractors, resulting in good and fair labor conditions. We respect the basic labor rights of our employees
and will provide a healthy, safe and secure working environment. We treat employees with respect and dignity
and will not tolerate discrimination, child labor or forced labor.

10

CODE OF CONDUCT January 2018

Never be directly involved or has any influence in the selection or recruitment of close family members.
However, employees have to:•

Fully cooperate with their managers and inform them with any challenges that they may face.

•

Maintain a good relation with their colleagues and work together to achieve the company’s objectives.

•

Lead by example, develop, help and motivate their subordinates to improve their performance.

CONFLICT OF INTEREST
We promote transparent and sound business dealings by avoiding conflicts of interest.
Employees are expected to devote their full time and attention during working hours to promote EDC business.
They may not be otherwise employed for any purpose during these hours. In addition, they may not at any
time engage in, be employed by or otherwise associated with, any outside enterprise, venture, or activity that
may be in conflict with their employment by, or the interests of, EDC, without obtaining prior written consent
from EDC. Where a close friend or family member is employed by a competing business, a customer, or a key
supplier, this may create a potential conflict and should be disclosed with his/her full data to the concerned
department.
Employees and their close relatives need to be careful that their investments do not create conflicts of interest,

CODE OF CONDUCT January 2018
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OUR EMPLOYEES

OUR EMPLOYEES

affecting the employees’ ability to make objective decisions on behalf of EDC. Conflicts can occur if investments
are made in competitors or suppliers. Any substantial interest in a competitor, supplier or customer requires
the prior written approval of your line manager. A substantial interest means any economic interest that might
influence or appear to influence your judgment.
Never invest in a supplier if you have any involvement in the selection or assessment of, or negotiation with,
the supplier, or if you supervise anyone who has such responsibility.
Further information is available in the “Conflict of Interest Procedure” and “Relatives Disclosure” which can be
found in the QMS Manual.

TO THINK ABOUT
•

Do I hide from my manager any potential situation that may involve a conflict of interest or appearance
of a conflict?

•

Am I biased or subjective in favor of people and/or any business related matters that are close to me?

•
•

•

Your honesty—or dishonesty—will be quickly noticed in the social media environment. Please represent
EDC ethically and with integrity.

•

Authorized spokespeople: Only authorized spokespeople are allowed to talk on behalf of EDC in social media.

•

Be responsible: If you publish to a website/page/group outside EDC using a corporate handle, please use
a disclaimer such as: “The postings on this site are my own and don’t represent EDC positions, strategies,
or opinions.”

•

Be up-to-date: If you are leaving EDC, please remember to update your employment information on all
social media sites.

PROTECT
•

Make sure all that transparency doesn’t violate EDC’s confidentiality or legal guidelines for commercial
speech—or your own privacy. Any information you share online, is on the record—everything on the
Internet is public and searchable. And what you write is ultimately your responsibility.

Am I selecting suppliers that have not been approved by EDC in accordance with our supplier assessment
procedure?

•

Check first: If you are posting your job description on LinkedIn, be sure not to reveal confidential
information. If you’re unsure, check with your manager. Off-limit topics include litigation, non-published
financials, and unreleased company information. Also, please respect branding and trade secrets.

Did I ignore informing my company that a close friend or a family member is working at a customer or a
competing company?

•

You’re responsible for your own: Employees are allowed to associate themselves with the company when
posting but they must clearly brand their online posts as personal and purely their own. The company
should not be held liable for any repercussions the employees’ content may generate.

•

Don’t share sensitive information: Contents pertaining to sensitive company information (particularly
those found within EDC internal networks) should not be shared to the outside online community.
Disclosing information like the company’s plans, internal operations and legal matters are prohibited.

•

Don’t slam the competition (or EDC): Refrain from publishing anything positive or negative about our
competitors unless you have their written consent to publish.

DATA PROTECTION
We respect the privacy of our employees.
When we collect personal data, we will say why the information is needed. We will only use it for that particular
and legitimate business purpose and store it securely and for no longer than is necessary.
Access to personal data is strictly limited to company personnel who have appropriate authorization and a
clear business need for that information. If you do not have authorization or a valid business reason, do not
seek access to this information.
Those with access to personal employee data must only use it for the purpose for which it was collected and
must adhere to the highest standards of confidentiality using it.
Never provide personal employee data to anyone inside or outside EDC without proper authorization.

SOCIAL MEDIA COMMUNICATION
We protect our brand while fostering transparency.
We act according to our Values and demonstrate respect and inclusiveness in our social media interactions.
We recognize the importance of interaction through social media and promote its responsible use. All posts on
personal social media or on platforms such as LinkedIn, Facebook and Twitter should be considered public and
not disclose confidential information. Posts and comments on social media should be clear that they reflect
personal views and not those of the company, unless posted by an authorized representative of EDC. We
expect everyone who works for or with EDC to consider the impact on our brand and to avoid any damaging
or derogatory communications. Comments on existing posts should be constructive and demonstrate our
Values. Also, any comment should not touch on personal life and freedom of any employee, and should be
within the generally accepted manners. Any insults, swear words or outrages should be avoided.

12

DISCLOSE
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POLITICAL ACTIVITY
EDC’s approach on political participation is very simple and applicable:
•

The company will not participate directly in political activity.

•

The company will not make any political contributions, whether in cash or in kind.

EDC organizes employees’ rights to participate as individuals in the political process in ways that are appropriate
to the country. However, you must be careful to make clear that you do not represent the company as you
participate in the political process
•

Differentiate between your personal opinion and the company’s opinion when you participate in political
parties’ discussions, or any other discussions with political nature.

EMPLOYEE DRESS CODE
EDC is a business environment and committed to maintaining the highest possible professional image.
A professional appearance is important during working hours. Employees shall be well groomed, dressed
smartly and set a high standard of appearance.
Should there be any uncertainty, please ask your line manager or Human Resources Department.
Further information is available in the EDC Head Office Dress Code Policy which can be found in the QMS
Manual.

CODE OF CONDUCT January 2018
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OBEYING THE LAW AND
ACTING WITH INTEGRITY

OBEYING THE LAW AND
ACTING WITH INTEGRITY
EDC is operating locally and internationally. We do so by complying with the laws in these different market
places and acting with integrity, in accordance with our values.

ANTI-BRIBERY AND CORRUPTION
We never tolerate bribery and corruption.

OBEYING THE LAW
AND ACTING WITH INTEGRITY

Bribery means the offering or receiving of money or other incentives to persuade or influence somebody to
do something, especially something dishonest, illegal or to obtain unfair commercial advantage. Corruption
means the dishonest use of power or position for personal gain.

14
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We do not tolerate corruption and bribery, no matter how small the amount. We will not offer, authorize or
accept bribes, kickbacks or anything of value for the purpose of obtaining or retaining business or any other
improper advantage for EDC.
This also means our employees and representatives must never accept, give or promise anything that could be
interpreted as intending to improperly influence a governmental or commercial decision. Corruption can take
many forms; it does not necessarily involve money. Certain gifts or entertainment may be considered a bribe.

EXAMPLE
•

Do not make a secret agreement with a government official that we will use a certain sub-contractor
requested by the official.

•

Do not give a “kickback” to anyone in exchange for any business.

•

Providing a voucher is the same as providing money.

TO THINK ABOUT
•

Do I offer or accept anything which may improperly influence decision-making?

•

Do we do indirectly what we cannot do directly?

•

Do our accounting records incorrectly describe the nature of the transaction?

INTERACTING WITH GOVERNMENT OFFICIALS
We promote transparent and lawful interaction with government officials.
Interacting with government officials is often an integral part of doing business at EDC because governments
regulate our activities and EDC is one of EGPC companies. Some jurisdictions impose strict procedures and
rules on how private parties may interact with government officials. It is your responsibility to ensure that you
and your team are familiar with any procedures or requirements of the recipient, as well as EDC, before you
interact with any government officials or enter into any understandings or agreements with them.
If you have contact with government officials during your work, or are asked to provide information in
connection with a government or regulatory agency enquiry or investigation, you must make sure that any
information you provide is truthful and accurate, and that EDC’s legitimate interests are protected. Always seek
advice from EDC legal and your line manager before responding to a non-routine request for information from
a government or regulatory agency.

CODE OF CONDUCT January 2018
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OBEYING THE LAW AND
ACTING WITH INTEGRITY
EXAMPLE
•

Do not agree to provide a benefit such as a gift or cash to a public official personally in connection with
any license or consent required by EDC.

•

Do not provide gifts or entertainment beyond a reasonable business meal to government officials.

TO THINK ABOUT
•

Ensure you recognize when you are dealing with a state-owned enterprise whose employees may be
regarded as government officials.

•

Understand any particular rules that may apply to interaction with government officials in your market.

WORKING WITH THIRD PARTIES
We are responsible for what others do on our behalf.
We must not use third parties, such as consultants or advisors, to do what we are not permitted to do ourselves.
EDC should only engage third parties where there is a legitimate business need and where background checks
do not result in any reasons for concern about their records or activities.
It is our policy to conduct business with third parties based on sound, objective and lawful business criteria.

OBEYING THE LAW AND
ACTING WITH INTEGRITY
EXAMPLE
•

Do not engage a third party to represent EDC with government officials unless that third party has had
a thorough background check, has no conflicts of interest, has a proven track record and has agreed to
comply with our “Code of Conduct” and other policies.

•

Ensure that the services provided by any third party have been properly documented so that EDC can
prove it received value for money.

TO THINK ABOUT
•

Have I ignored receiving functional approval before engaging any providers of professional services?

•

Have I overlooked background checks where required?

•

Do I have improper and insufficient documentation on the service the third party provided for us?

GIFTS AND ENTERTAINMENT
EDC Employees and assigned personnel are not to receive or accept any kind of gifts or considerations that can
be regarded as an inducement or reward, by any person from whom the company is buying goods or services.
The employee shall notify his/her direct supervisor immediately if (s)he becomes aware of any behavior by
contractors or suppliers that may be inconsistent with the forth mentioned principles.

We require honesty, fairness and accuracy in our relationships with customers, suppliers, contractors and
government procurement entities and prohibit unlawful or unethical business practices, whether by EDC
employees or anyone acting on our behalf.

The employee may accept gifts of professional nature such as diaries, calendars etc. (S)he may also accept gifts
with limited monetary value not exceeding EGP 1000 or its equivalent. (S)he may attend business dinners, paid
for by contractors or suppliers, after having informed his/her supervisor. In case the gift exceeded the said
amount, the employee should not accept the gift.

We expect everyone to avoid and report any conflict of interest or the appearance of improper bias or
misconduct.

Additionally, it is important that no gift or entertainment create the appearance of impropriety and we prohibit
any promise or offer to give anything of value to any government official or customer representative.

Any third party representing EDC in any context is required to comply with the principles of this Code, as well
as any specific rules applicable.

However, we recognize that limited and reasonable gifts and entertainment are often used to maintain
business relationships and permit the offer and receipt of such gifts and entertainment where the recipient is
not a governmental official, is appropriate and lawful and only in accordance with our company policies.

EDC uses third parties to provide people to work at many of our sites. All labor and manpower suppliers must
be advised of our Code of Conduct and agree to make it (or their own comparable code) available to, and to
apply it to, anyone that works at an EDC site.
Egyptian Drilling Company policy is to conduct all purchasing of parts and services in accordance with the
applicable:
•

Laws, rules and regulations;

•

Laws of relevant foreign countries;

•

Egyptian Drilling Company Quality Management System;

•

Egyptian Drilling Company Code of conduct.

All employees will endeavor to deal fairly with Egyptian Drilling Company suppliers/ service providers and
their employees.
All Egyptian Drilling Company employees should disclose any blood relationship with any supplier or service
provider.
Further information is available in the “Third Party Code of Conduct” which can be found in the QMS Manual.
16
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Before agreeing to give any gift or entertainment, ensure you understand our policy, as well as any local rules
that may apply to us and the intended recipient. Some recipients will have more restrictive policies than ours.
Any gift or entertainment for a government official or employee of a state-owned enterprise requires the prior
approval of Chairman and Managing Director.
Further information is available in the Gift Policy which can be found in the QMS Manual .

EXAMPLE
•

Inviting a customer to a reasonable business meal at a local restaurant is fine and not considered
entertainment.

•

Entertainment could be an event, performance or activity designed to entertain others beyond a
reasonable dinner e.g. where you have to buy tickets or pay an admission fee.

•

Do not permit any advisor or supplier to entertain customers or government officials, including hosting
them at bars or restaurants.

•

Do not give tickets to an event where an EDC employee will not be present to host and do not give
tickets to the client’s responsible persons and their families during a tender or contract renewal.

CODE OF CONDUCT January 2018
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OBEYING THE LAW AND
ACTING WITH INTEGRITY
TO THINK ABOUT
•

Have I ignored obtaining prior approval from my manager before giving or benefitting from gifts and
entertainment?

•

Have I ignored that the value of the gift proposed isn’t within the limit allowable in EDC code of conduct?

•

Have I ignored obtaining prior approval from our Chairman and Managing Director to provide gifts or
entertainment for government officials, including employees of state-owned enterprises?

•

When providing a gift or entertainment, use the “red face” test: would you be comfortable having the
event reported in the newspaper? Remember, regulators have a low threshold for what is reasonable,
which is why anything over EGP 1000 must be approved.

•

When determining whether a business meal is reasonable, apply the same “red face” test as described
above.

COMPETITION LAW

OBEYING THE LAW AND
ACTING WITH INTEGRITY
TO THINK ABOUT
•

Did I ignore getting legal advice prior to interacting with competitors?

•

Have I neglected that no commercially sensitive information is shared with a competitor or other third
party who might share it with a competitor?

•

Have I avoided getting guidance from the Legal Department when considering new business ventures?

TRADE CONTROL
We respect international trade sanctions and embargoes.
Foreign trade controls restrict business transactions with certain countries, organizations and persons. They
may take the form of controls on the export or import of certain products or technology; or they may prohibit
all dealings with certain countries or individuals. It is our policy to comply with these restrictions wherever we
seek to do business.

We compete fairly and promote competition.
We support free and fair competition in our industry while striving to deliver superior commercial solutions to
our customers.
Our interactions with competitors are limited. When we do interact with competitors - for example in the
context of industry groups or joint ventures - we do not exchange sensitive commercial information or discuss
specific opportunities or markets with them, without prior approval from the Legal department. New business
opportunities are explored independently from competitors, unless a joint bid or acquisition is contemplated.

COMMUNICATING IN THE MEDIA
We work proactively with the media to promote EDC profile and reputation.
All media communications on behalf of EDC must be accurate and reliable. Our goal is to build and maintain
constructive relationships with local media.

In these cases, the Legal Department must be consulted before any discussions take place.

EXAMPLE
•

Do not discuss or agree, even informally, with competitors on pricing, capacity, customers, markets,
decisions to bid or not to bid on a project, or other business plans or commercial strategy. If you believe
there is a legitimate reason, always contact the Legal Department first.

•

Do not exchange, receive or share commercially sensitive information on, for example, rates or
commercial strategies with potentially competing companies.

•

Consider consulting the Legal Department before initiating any contact with potential or actual
competitors in the context of a tender, or with companies that we may be interested in acquiring.

18
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OUR FINANCIAL INTEGRITY

OUR FINANCIAL INTEGRITY

Financial integrity is key to our business and our reputation. To ensure financial integrity, we implement and
maintain strong and robust internal controls.

FINANCIAL REPORTING AND CONTROL
We maintain a strong financial reporting and control framework.
Financial integrity is key to our reputation among our stakeholders. We therefore practice a strong culture of
honesty, accuracy and compliance. We have a strong control framework in order to ensure reliable internal and
external financial reporting, as well as compliance with laws and accounting standards. We also develop and
foster good and transparent working relationships with tax authorities and other governmental bodies.
Each of us is accountable for all records in our area. This means they must be accurate, complete, processed,
retained and destroyed in accordance with laws and our internal policies.

OUR FINANCIAL INTEGRITY

EXAMPLE

20
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•

Do not submit or approve any business record that does not accurately and completely reflect the nature
of the underlying transaction.

•

Do not agree to charge an expense to an unrelated account for any reason.

•

Do not authorize or process transactions if you do not have a valid reason to believe that they have been
incurred for the exclusive benefit of EDC.

TO THINK ABOUT
•

Have I ignored that the value of the gift proposed isn’t within the limit allowable in EDC code of conduct?
Are my accounting entry documents inaccurate?

•

Do I hide business transactions from our finance and accounting professionals?

CODE OF CONDUCT January 2018
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OUR FINANCIAL INTEGRITY

ANTI-MONEY LAUNDERING
We do not accept proceeds of illegal activity. Consequently, if we don’t know our prospective customers, we
perform background checks and seek guidance if there are any concerns about the source of their funds.

FRAUD

OUR FINANCIAL INTEGRITY

TO THINK ABOUT
•

Isn’t the amount charged for goods or services in line with the market rates?

•

Have I classified the expenses in expense reports improperly?

•

Do I discourage an environment of transparency and ignore our commitment to prevent and detect
fraud?

We do not tolerate fraud.
Egyptian Drilling Company defines fraud as deliberate deception or cheating by an employee with the intent to
gain a direct or indirect personal advantage and resulting in loss, damage or negative impact on the Company.
Fraud cases are generally categorized as, but not limited to:
•

Asset Misappropriation (e.g. theft, embezzlement, overriding controls).

•

Corruption (e.g. kickbacks, bribery, conflict of interest).

•

Fraudulent statements (financial and non-financial).

We seek to prevent, detect and investigate any dishonest behavior that may affect us. We do so by requiring all
employees to report suspicions of fraud and by maintaining a fraud detection and prevention program.
Reporting should be done immediately to Company Chief Internal Auditor through one of the below channels:
•

Email to whistleblower@egyptian-drilling.com.

•

By telephone to the Company Chief Internal Auditor office (02-24062011).

Further information is available in the “conflict of Interest” procedure which can be found in the QMS Manual.

EXAMPLE
•

Do not accept photocopies of documents where our procedures require originals.

•

Do not process payment requests without the required internal authorizations and do not break a debt
into multiple, smaller payments in order to avoid authorizations.

•

Do not approve any transaction for goods or services that are not in line with documentation and
contracts and that you are not reasonably convinced have been or will be provided.

•

Only make cash payments if your manager has agreed to make an exception in accordance with company
policy.

22
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HEALTH, SAFETY AND
SECURITY

HEALTH, SAFETY AND
SECURITY
Egyptian Drilling Company will conduct its business in a manner designed to protect the health and safety of
its employees, customers, contractors and suppliers.
Egyptian Drilling Company policy is to operate in accordance with all applicable environmental laws and
regulations in order to ensure the protection of the environment.
All employees must assist in maintaining a safe and healthy workplace by following safety and health rules
and practices and report accidents, injuries and unsafe equipment. In addition, management must lead by
example by establishing and monitoring effective controls within the areas they manage.

HEALTH, SAFETY AND SECURITY

Egyptian Drilling Company believes that all accidents and occupational illnesses and injuries are preventable.

24
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Equally important, health, safety and security performance are key factors in evaluating and selecting
contractors and business partners. We also take responsibility for promoting awareness and responsible
behavior amongst our suppliers and customers.
We must all be, and remain, aware of potential health and safety issues, and raise our concerns when we see
anything that poses a threat to health, safety or well-being.
A safe and healthy workplace is important to the well being of every employee. So smoking is forbidden in
enclosed places of work.
We recognize that use of alcohol or illegal drugs can create serious health and safety risks, so we implement
alcohol- and drug-free workplace policies.
It’s our policy to maintain a work environment that fosters the health and safety of our employees and protects
the integrity of our business practices. Selling, manufacturing, distributing, possessing, using or being under
the influence of illegal drugs or alcohol, is prohibited in the workplace or while performing work-related duties.
Further information is available in the Safety Manual (first aid procedures, safe job analysis, stop cards
procedures ……..etc.) which can be found in the QMS Manual.

EXAMPLE
•

Do not engage a supplier that does not practice safety standards that are consistent with our standards.

•

Do not carry out tasks such as operating equipment for which you are not trained, competent, medically
fit and sufficiently rested.

•

Do not attend work under the influence of drugs or alcohol and inform your manager of any prescribed
medications that may impact your ability to perform your work in a safe manner.

TO THINK ABOUT
•

Do I ignore activity that maybe unsafe and seek advice?

•

Do I overlook the potential safety hazards we are likely to face at work and oppose the relevant standards
that apply to my role?

•

Do I delay reporting all accidents, near misses, unsafe practices and unsafe situations to HSE Section?
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We aim to achieve long-term business success through enabling positive economic and social development
that contributes to a healthy environment and a stable society.
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CORPORATE SOCIAL RESPONSIBILITY
We strive to improve the ways in which we contribute directly or indirectly to the sustainable development of
the communities in which we operate and society at large.
We actively invest in our communities and respect that we cannot operate independently of community issues.
Our aim is to ensure that our investments have a sustainable benefit and address the key social, environmental,
health and safety, education and economic development issues of local communities.
We transparently report about our sustainability performance to our stakeholders.

EXAMPLE
•

Do not support controversial organizations and causes, which are likely to alienate sections of the
community, employees and other stakeholders or exclude or offend minority groups.

•

Do not contribute to causes or political parties that are connected with government officials with whom
we interact.

•

Proactively engage with local communities to understand their genuine needs, and consider meaningful
actions which will have a positive impact for both the community and for EDC.

TO THINK ABOUT
•

Do my actions conflict with our policies on corporate sustainability, donations and community
investment?

•

Could the community investment or donation damage the brand?

•

Do I ignore obtaining necessary approvals before making a donation?

CHARITABLE DONATION
We encourage direct engagement with the communities where we operate through lawful and transparent
means. In certain circumstances, it may be appropriate for us to support local initiatives through charitable
donations. However, any donation to an organization with which a government official or family member is
associated – whether the donation is cash or anything else of value – requires the prior approval of the EDC
Chairman and Managing Director.
Donations and gifts have to be approved according to the approved Delegation of Authority.
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THE ENVIRONMENT
We are committed to protecting the environment; this is reflected on the emphasis we place on the
environmental aspects of managing our business operations.
A strong economy depends on a healthy environment. We strive to reduce our environmental impact,
exercising constant care and optimizing our equipment and operations. Our approach is to be efficient and
responsible with the natural resources that our business process depends on, and to ensure that the outcome
of our process maximizes value, while avoiding negative impacts on the environment and the communities
surrounding our facilities.

EXAMPLE
•

Always dispose of waste generated by our operations in a way which is lawful and not harmful for the
environment.

•

Factor energy efficiency and environmental protection into operational procedures.

•

For services, facilities and equipment, do not engage a supplier that does not uphold environmental
standards.
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COMMITMENT
TO THINK ABOUT
•

Do we locally ignore the latest environmental legislation and do not renew our local permits?

•

Do I delay reporting all incidents and unsafe procedures to HSE Section?

RESPECT OF HUMAN RIGHTS
Egyptian Drilling Company supports and respects existing human rights treaties and condemns the violation
of human rights in any form.
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PROTECTING OUR
CORPORATE ASSETS
Our physical assets, such as equipment, and intangible assets, such as information, are critical to our success. It
is important that we protect and use them responsibly. Each of us is accountable for financial assets within our
control. We are expected to use company resources responsibly within budgets and approval limits set by the
company’s Delegation of Authority matrix.

INTELLECTUAL PROPERTY
We protect our intellectual property, including our trade secrets, copyrights and other proprietary information,
as well as software licensed from third parties. We only use such information to accomplish legitimate business
objectives and we do not share it with anyone without proper advance authorization.

CONFIDENTIAL INFORMATION
We regularly deal with information subject to obligations of confidentiality. We only disclose that information
to those who have a legitimate need to know, maintaining controls designed to keep it confidential. We
protect EDC’s proprietary information, keep it confidential and only use it for permitted purposes. NDA “NonDisclosure Agreement” is always signed by people who have access to critical / confidential data.
Further information is available in the Data Classification Policy which can be found in the QMS Manual.

PHYSICAL ASSETS
We protect our physical assets and use them responsibly for business purposes.
Our business success is highly dependent on the availability and quality of our physical assets. Company assets,
including computers and e-mail and internet access, should be protected and maintained and only used for
legitimate business purposes. We expect everyone to be responsible for safeguarding these assets, using them
efficiently and safely and ensuring that they are replaced or upgraded as required by our business needs.

INFORMATION SECURITY
Our operations and business activities rely on availability and integrity of information. Information has
value to us, our customers, employees and society. Breach of confidentiality can lead to loss of business,
customer satisfaction and legal issues. Protect information to sustain its value and to ensure the interests of all
stakeholders.
Make sure your use of the Company intranet and internet access complies with our policies. In particular:

INTERNET POLICY
•

Downloading of software from the internet is generally prohibited. Only permitted users are excluded
due to justified functional needs.

•

Users are not allowed to install any kind of software applications or other external programs on PC’s or
Laptops. Software should only be installed by IT.

•

Employees shall follow good business ethics when visiting Internet sites. Controls might be established
that trigger alarms if employees try to access any kind of erotic, gambling, hacking or similar sites and
notification of the superior might be done for the purpose of starting the individual monitoring process
referred to above.
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•

Employees are not allowed to visit sites containing illegally compiled, produced or published information.

WHISTLEBLOWER

•

Using any public web proxies to bypass our local proxy is totally prohibited and an immediate action will
be taken.

As an employee of EDC, it is your responsibility to report any substantiated suspicions, allegations or proofs of
fraudulent behavior or any other misconduct which you may be aware of.

•

All suspected or detected incidents shall be reported immediately to IT department.

Reporting should be done immediately to Company Chief Internal Auditor through one of the below channels:

E-MAIL POLICY

•

Email to whistleblower@egyptian-drilling.com

•

By telephone to the Company Chief Internal Auditor office (02 - 2406 2011)

•

The E-mail system is restricted to business purposes only.

•

You are not allowed to use your personal E-mail (Hotmail, Yahoo...) in any correspondences related to EDC.

•

All correspondences will be scanned for viruses. If a virus is detected, IT beholds the full right to view
content and other characteristics of the E-mail.

NO RETALIATION POLICY

•

it is prohibited to resend emails including jokes, photos or movies.

•

Make sure your user IDs and passwords are secured.

To foster an environment of compliance and integrity, we do not tolerate retaliation against anyone reporting
compliance concerns in good faith. We take prompt action against anyone found retaliating against any person
or business partner that has reported a compliance concern to us.

•

Company email address is a Company asset and should only be used for business purposes, including
business-related websites. For instance, you should not use your Company email address as a username
for any new personal website accounts and should use diligent efforts to remove it as a username from
any existing personal accounts.

Further information is available in the IT Security Policy which can be found in the QMS Manual.
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WHERE CAN I GET HELP
OR GUIDANCE?
The Internal Audit Department is the responsible party for creating and maintaining the new Code of Conduct.
This Code is not meant to cover all possible situations that may occur. It is designed to provide a frame of
reference against which to measure any activities. Employees should seek guidance when they are in doubt
about the proper course of action in a given situation, as it is the ultimate responsibility of each employee to
“do the right thing”, a responsibility that cannot be delegated.
We urge all of you to read the Code of Conduct. If you ever have any questions or concerns, please raise them
with your manager or seek help from any of the other resources listed in the Code itself. Ethical behavior is
everyone’s responsibility—but it is senior management’s responsibility to ensure that you have the tools to
make the right decisions or to find due help when you need it.

WHOM TO ASK?
Further information is available in company policies and procedures which can be found in the QMS Manual.
In case you have questions, ask your manager. Often he or she is your best resource and is most familiar with
your day-to-day responsibilities. If you aren’t comfortable raising the matter with your manager, or if you raised
a concern and the issue is not resolved, here are some other resources available to you:
•

Internal Audit Department.

•

Human Resources Department (especially with workplace issues like compensation, benefits, discipline
or promotions).

•

The Legal Department.

Chief Internal Auditor
Abdallah Mohamed
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Special thanks to our Colleague Mina Aziz for contributing this photo to EDC

