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Introduction 

1. Purpose and Objectives of the Manual 

1.1 This Corporate Governance Policies Manual (hereinafter ‘Manual’) details the 

Corporate Governance Policies regulating Qatar National Cement Company 

(hereinafter ‘QNCC’ or ‘the Company’). It should form the basis of QNCC’s governance 

policies once approved by QNCC’s Board of Directors (hereinafter ‘Board’). This Manual 

is developed taking into consideration QNCC’s Articles of Association, relevant laws, 

regulations and corporate governance leading practices such as the Corporate Governance 

Code for Listed Companies issued by the Qatar Financial Markets Authority (hereinafter 

‘QFMA’). 

1.2 This Manual aims to address all the aspects involved in the corporate governance process. 

Specifically, the purpose of this Manual is to: 

1.2.1 Summarize the principles and practices of corporate governance and assist QNCC 

to orient Board Members/ management and establish a formal corporate governance 

structure; 

1.2.2 Denote the structure and process established to oversee, direct and manage the 

business and affairs of QNCC with the objective of achieving its financial stability and 

enhancing value; 

1.2.3 Detail the policies adopted by the Board that are to be followed by all QNCC 

employees without distinction and exception; and 

1.2.4 Highlight the direct responsibility of the Chairman & Managing Director, General 

Manager and Executive Management in directing QNCC to function in accordance 

with this Manual and the responsibility of the Board and the Board Committees in 

overseeing that QNCC functions are carried out in accordance with this Manual. 

1.3 The Board and Executive Management involved in the corporate governance function will be 

responsible for having comprehensive familiarity with the contents of this Manual as it 

currently exists and for any subsequent approved updates. Each QNCC employee is 

personally accountable in fulfilling his/ her responsibilities as set in this Manual. 

1.4 This Manual should serve as the document to ensure a common understanding among 

employees of QNCC regarding the corporate governance structure.  

2. Copyright Statement  

2.1 QNCC has proprietary rights over this Corporate Governance Policies Manual and its 

contents. No part of the Manual should be copied nor any of its contents be removed or 

relocated from the Company’s premises for any reason without the express written 

permission of the Board or authorized executive management. 
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2.2 The contents of the Manual are to be treated as confidential and are not to be disclosed or 

distributed to any unauthorized persons or clients, inside or outside QNCC.  

3. Compliance 

3.1 The regulations set in the State of Qatar are taken into consideration in the development of 

this Manual. In the event that a conflict exists between this Manual and regulatory 

pronouncements or the Articles of Association, the latter, will take precedence. Any 

amendments to the Manual are required to be in compliance with the regulations. 

4. Format 

This Manual is divided into nineteen policy sections and six appendices. Each policy section 

includes the following headings in the following format: 

4.1 Policy Code: The Corporate Governance Policy code for the Manual, presented as ‘CG-# 

(where # is the policy number). A code is allocated to each policy standardizing reference to 

the Corporate Governance policies across QNCC; 

4.2 Effective Date: The date that the policy should be effectively practiced in QNCC. In  case of 

revised policies, the effective date should coincide with the date that the revised policy 

comes into effect; 

4.3 Revision Date: The date the policy has last been revised; 

4.4 Resource Person: The personnel in charge of maintaining the policy and ensuring it is up-

to-date; 

4.5 Policy Name: The name of the Corporate Governance policy, presented as ‘CG-#, name of 

the policy; 

4.6 Purpose: The goal achieved from implementing the policy is discussed under this section; 

4.7 Scope: The scope of the policy outlines the personnel responsible for implementing the 

policy across the Company; and 

4.8 Contents: This section includes policy statements arranged under different sub-sections: 

4.8.1 Sub-sections: The policy statements are grouped under the different sub-sections 

according to the content of the statement. 
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Manual Administration 
 

1. Update Responsibilities 

1.1 All amendments and new items must be adequately documented and recorded. 

Furthermore, a physical “hard” copy should be securely kept by the Board and the Board 

Secretary. 

1.2 As new policies are introduced or existing policies are amended, the Manual will be 

updated.  Amendments will be evidenced by: 

1.2.1 An additional section(s); 

1.2.2 Additional parts to an existing section(s); and 

1.2.3 An amendment to an existing section(s) (or part(s) thereof).  

1.3 In the case of new sections (or new parts of existing sections), these will simply be added to 

the Manual. However, in the case of amendments, the existing chapters will be replaced. 

The replaced pages should be kept in a separate file, in original content order sequence, for 

audit trail purposes. In all cases, the Table of Contents of the Manual will be updated as 

appropriate, to facilitate correct cross referencing. 

1.4 All amendments to this Manual will require the approval of the Board.  

2. Register of Amendments 

2.1 Where amendments are required, the respective employee recommends amendments to 

the General Manager who will then recommend changes to the Nomination and Governance 

Committee. The Nomination and Governance Committee will then review and submit their 

recommendations to the Board for approval. 

2.2 The Board Secretary will hold the Master Register of Amendments, in the following format:  

Amendment # Date Section Description Approved by 

 Approval Effective    

      

2.3 The Board Secretary will ensure that the Manual is updated with all approved amendments. 
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3. Update Log 

3.1 Changes to the Manual are consecutively numbered so that any missing update may be 

easily detected.   

3.1.1 If a change to the Manual is made, the date of the update should be recorded next to 

the update number. 

3.1.2 If an update is missing, the Board should be notified. 

3.1.3 The update log of this Manual will be held by the Board Secretary. 

3.2 The format of the log will be as per the following table: 

Section Updated Update Number Update Date Name 

    

3.3 All approved updates will be distributed to the individuals as detailed in the Register of 

Access Holders. 

4. Register of Access Holders 

4.1 The official copy of the Manual will be kept by the Board. 

4.2 The following individuals will have access to this Manual: 

4.2.1 The Chairman and members of the Board; 

4.2.2 The Board Secretary; 

4.2.3 General Manager;  

4.2.4 Departmental Heads; 

4.2.5 Any other employee of QNCC as applicable.  

4.3 All access holders will be registered as noted below. The Register of Access Holders will 

be held and updated by the Board Secretary. 

Date Access Holder Department 

Approval Access Name Designation 
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5. Maintenance and Review Frequency 

5.1 The Manual should be reviewed and approved at regular intervals to reflect changes in the 

business activities of QNCC. 

5.2 The review structure is outlined below: 

Policies Review Frequency Exceptional Reviews Responsibility for 

Review 

Corporate 

Governance 

Policies 

Annual Change of fundamentals 

or other major internal or 

external changes 

Department Heads in 

coordination with the 

General Manager 

6. Approvals 

6.1 The approval structure is outlined below: 

Policies Recommendation 

of Changes 
Review Approval 

Corporate 

Governance 

Policies 

Department Heads General Manager, 

Nomination and 

Governance Committee 

Board 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                            QNCC Corporate Governance Policies Manual 

                                 

December 2018  
 

10 

Policy Code:  CG-1 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name:  

CG-1 Board Roles and Responsibilities  

 

 

Purpose: 

The following policy has been developed to assist in developing general roles and responsibilities of 

the Board of Directors and individual Board Members overseeing QNCC. 

 

Scope: 

The scope of implementing this policy is within the jurisdiction of the Board. The Board acting through 

the Executive Management must ensure that the corporate governance process is implemented in its 

spirit and the various risks are monitored and controlled at prudent levels. All roles and 

responsibilities mentioned within this policy should be performed by the related functions taking into 

consideration the delegation of authority’s structure. 

 

Contents: 

1. Board Responsibilities  

The general roles and responsibilities of the Board of Directors are documented in the Board’s 

Terms of Reference. 

2. Information and Professional Development 

2.1 The Chairman and Managing Director will ensure that new Board members receive a full, 

formal and tailored induction upon joining the Board.  

2.2 QNCC’s Board Secretary will maintain and manage the safekeeping of Board 

documentation and is responsible for the distribution of Board meeting agendas, invitations, 

other required documentation, and the distribution of Board meeting minutes and 

resolutions.  The Board Secretary also provides orientation material and scheduling 

orientation sessions for the new Board Members.  

2.3 The orientation program will include a background on QNCC, its strategic goals, vision and 

mission, key personnel and operations in addition to documents relating to the overall 

operation of the Board. 
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2.4 Board Members may also communicate training/ development needs in support of personal 

development that serves to improve the skills set of the Board in steering QNCC 

operations. The Board Secretary shall annually compile the development plan for review by 

the Remuneration Committee and approval of the Chairman and Managing Director.   

2.5 The Board will ensure that all Board Members have access to independent professional 

advice at QNCC’s expense with the approval of the Chairman and Managing Director or full 

Board (if related to Chairman and Managing Director). 

2.5.1 However, a majority of non-executive Board Members may obtain consultative 

advice without the required Chairman and Managing Director approval. 

2.6 Board Committees will be provided with sufficient resources to undertake their duties. 

2.7 QNCC’s Board may receive periodic reviews from third parties, such as auditors, 

consultants, or legal counsel, to assess how well the Board, its Committees and 

management are addressing QNCC’s needs. 

3. Board Member Responsibilities  

3.1 Board Members’ key responsibilities in accordance with leading practices, are as follows: 

Chairman and Managing Director 

3.1.1 Lead the Board, overseeing its effectiveness on all aspects of its role and setting 

its agenda; 

3.1.2 Supervise the accurate, timely and clear receipt of information by the Board 

Members; 

3.1.3 Ensure effective communication between QNCC and its shareholders; 

3.1.4 Facilitate the effective contribution of Directors in particular, and ensure 

constructive relations between Board Members; 

3.1.5 Act as a full time Director responsible for monitoring shareholders’ interest in day 

to day operations; 

3.1.6 Participate in developing and meeting strategic initiatives approved by the Board; 

3.1.7 Approve certain transactions within the delegated authority;  

3.1.8 Update the Board with periodic reports on QNCC activities and performance in 

coordination with the General Manager; and 

3.1.9 Ensure that the conduct of the Board’s annual performance evaluation is being 

observed. 
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Non-Executive Board Members 

Non-Executive Board Members’ responsibilities include: 

3.1.10 Constructively challenge and develop proposals on strategy; 

3.1.11 Scrutinize the performance of management in achieving agreed goals and 

objectives and monitor the reporting of performance;  

3.1.12 Review the integrity of financial information and ensure that financial controls and 

systems of risk management are robust and defensible; 

3.1.13 Determine appropriate levels of remuneration and appointment of Executive 

Management;  

3.1.14 Appraise the performance of the Chairman and Managing Director and Executive 

Management; 

3.1.15 Ensuring that the Company’s and stakeholders’ interest is uphold and prioritize, 

especially in conflicts of interest situations; and 

3.1.16 Contribute in the development and implementation of corporate governance rules 

and procedures. 

3.2 All QNCC’s Board Members are expected to: 

3.2.1 Exercise their powers and duties with reasonable care and diligence; 

3.2.2 Exercise their powers and duties in good faith in the best interests of QNCC; 

3.2.3 Apply independent judgment in the exercise of their powers; 

3.2.4 Avoid conflicts between their duties to QNCC and their personal interests or their 

duties to others;  

3.2.5 Observe standards of good corporate governance; 

3.2.6 Ensure that their own activities are conducted in accordance with the Board’s 

Code of Conduct, as defined in the Board’s ‘Terms of Reference’; 

3.2.7 Strive to fully understand QNCC’s operations and the legal environment in which 

QNCC operates, and provide suggestions and feedback to the General Manager, 

Board and Management Level Committees, and the management concerning 

content and formulation of Board reports;  

3.2.8 Uphold and implement decisions and resolutions concluded by the Board to its 

fullest extent; and 

3.2.9 Participate in various activities on behalf of QNCC to generate business, serve 

the community and uphold QNCC’s image, based on the pre-approval of the 

Board. 
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3.3 Where Board members have concerns about the operations of QNCC or a proposed action 

which cannot be resolved, they will ensure that their concerns are recorded in the Board 

minutes. Upon resignation, a Board Member should provide a written statement to the 

Chairman, for circulation to the Board, if they have any such concerns. 

3.4 The Chairman of the Board shall represent the Company in its dealings with third parties 

and the courts. The Chairman of the Board shall implement resolutions of the Board and 

comply with its recommendations.  The Chairman of the Board may delegate some of his 

powers to another Board Member. The Vice Chairman shall replace the Chairman in his 

absence (Article 103 QCCL). 

4. Appointments to the Board 

4.1 Board Members shall be nominated through the Nomination and Governance Committee, 

which shall subsequently provide its recommendation to the Board for presentation to the 

General Assembly. 

4.2 All Board Members should meet the following minimum requirements: 

4.2.1 Should comply with QCCL Article (97) provisions (e.g. age of the candidate 

should be twenty one (21) years or above, number of shares as per Articles of 

Association, etc.) 

4.2.2 The candidate/member should possess the knowledge and skills required to 

provide leadership by setting the vision, principles, values and strategic plan, and 

to supervise management to ensure maximization of shareholder wealth. 

4.2.3 Expertise in international markets and managing complex businesses are 

considered complementary qualifications. 

4.2.4 The members should be able to commit time and exert effort necessary to fulfill 

all Board responsibilities, including review of required reports, assessment of 

relevant performance, and attendance of meetings. 

4.2.5 Personal characteristics such as integrity, enthusiasm, strong leadership traits, 

ability to work as a team member, and also eagerness and commitment to work 

for the benefit of the Company, in line with QNCC’s overall vision, and the 

Company’s Code of Ethics. 

4.3 All Board Members’ other significant commitments, including an indication of the expected 

time commitments, will be disclosed to the Board before their appointment, and will be 

included in the Corporate Governance Report. Any changes to such commitments will be 

reported to the Board as they arise, and will be included in the next Corporate Governance 

Report. 

4.3.1 The letter of appointment (Appendix 1, Sample Directors’ Letter of 

Appointment) should set out the expected time commitments of each Board 

Member.  
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4.3.2 Each Board Member should undertake that they have sufficient time to meet 

requirements needed to be on QNCC’s Board. 

4.4 The candidate shall provide written acknowledgement stating not undertaking any legally 

prohibited position to combine it with the Board membership. It is the duty of the Board 

Secretary to safekeeping such acknowledgement of the board members.  

4.5 QNCC shall send a list of names and data of candidates attached with CV and original 

copies of candidacy requirements to QFMA at least two weeks before the Board election 

date (Article 5 QFMA Governance Code). 

4.6 To be a  member of the board, the member shall be owning, when elected, or within thirty 

(30)  days from its election date, a number of shares determined by the Article of 

Association of the company. 

4.7 QNCC shall annually present to the Ministry of Business and Trade a Board-detailed 

approved list of names of the Chairman and members, including their nationalities. The 

Company shall immediately notify the Ministry of any change that occurs to such list (Article 

102 QCCL). 

5. Election and Re-election 

5.1 Board Members will be subject to election through the General Assembly Meeting, and to 

re-election thereafter at intervals of no more than three years. This excludes members 

appointed by the State of Qatar. 

5.2 Candidates applying for re-election shall be reviewed by the Nomination and Governance 

Committee, to determine whether current member performance and Board composition 

support the re-election of the member.  

5.3 Recommendations of the Nomination and Governance Committee shall be raised to the 

Board who will provide the names of the candidates submitted for election or re-election 

accompanied with sufficient biographical details and any other relevant information to 

enable an informed decision on the member’s election. 

5.4 When proposing for re-election, following a formal performance evaluation, the Chairman 

will confirm that the individual’s performance continues to be effective and demonstrates 

commitment to the role. 

6. Board Meetings 

6.1 The Board will meet regularly to discharge its duties effectively. 

6.1.1 At a minimum, the Board will meet six times a year with at least one meeting in 

every two months.  

6.1.2 Official Board meetings shall be held at the QNCC Head Office or other location 

within Qatar, as determined by the Chairman, provided all members are present 

or represented or excused without impacting quorum. 
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6.2 The Chairman will preside over all Board meetings. 

6.3 The Board Secretary appointed by the Board will record Board minutes of meeting in a 

special register which should be signed at least by the Chairman & Managing Director and 

Board Secretary. 

6.4 Board meeting (Appendix 2, Sample Board’s Meeting Agenda) can be convened by the 

Board Chairman or by at least two members.  The meeting agenda will be circulated by the 

Board Secretary at least one week prior to the meeting.  

6.5 A member of the Board may appoint, by a letter addressed to the Chairman of the Board, 

another Board member to vote on his behalf. An individual member can represent a 

maximum of one vote in addition to the member’s own vote. 

6.6 A decision is made based on the majority consent. The Chairman's vote (or his 

representative who is acting in his capacity) will be the deciding voice if a tie occurs. 

6.7 In case of a tie whereby the Chairman’s vote results in a decision, disagreeing Board 

Members may note their objections in the minutes of meetings. 

6.8 Board of members may, wherever necessary or in cases of urgency, issue some 

resolutions via circulation provided all members’ agree in writing on such resolutions. Such 

resolutions shall be included in the minutes to be discussed in the next meeting of the 

board to be included in its minutes. 

6.9 If a member of the board of directors fails to attend for three successive meetings, or for 

four non-successive meetings without an excuse acceptable to the board, the member shall 

be deemed to have resigned unless acceptable reasons are provided to the Board. 

6.10 Board member shall ensure that a seat or more of seats may be allocated to represent 

minority and another to represent the company employees. Further, the board shall ensure 

that one member or more do not dominate issuing the board decisions. 

7. Performance Evaluation 

7.1 A self-assessment process will be conducted by the Board of Director’s (through the 

Nomination and Governance Committee) whereby the Board will annually assess itself, 

Board Committees and individual member’s performance.  

7.2 A self-assessment form will be distributed to each Board Member for their input, and 

discussion during the Board Meeting (Appendix 3, Board Self Assessment Worksheet). 

7.3 The Board will disclose the process for performance evaluation in the Corporate 

Governance Report. 
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Policy Code:  CG-2 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG-2 Board Supervision 

 

 

Purpose: 

This policy further elaborates the Board’s responsibility with regard to supervision. Supervisory 

responsibilities are intended to provide reasonable assurance that operations are directed towards 

achieving QNCC’s strategy, goals, and objectives. 

 

Scope: 

The Board Supervision policy and related guidelines have been established to formalize the Board’s 

duties in having the ultimate supervision authority over QNCC’s direction and operations. Reference 

should be made to the Board’s ‘Terms of Reference’ and ‘Terms of Reference’ of Board Committees 

for further details. 

 

Contents: 

1. General Policy Statements 

The following statements represent the guiding policy in implementing the Board Supervision 

policy: 

1.1 The Board may delegate the responsibility of day-to-day operations to the Executive 

Management, but the Board remains accountable for making sure that operations are carried 

out in an effective, safe and sound manner, and in compliance with applicable laws and 

regulations. 

1.2 Although the Board cannot guarantee success, it must supervise QNCC’s operations to 

reflect sound planning, enable effective governance of the business through comprehensive 

policies and procedures, and ensure effective administration of operations through 

competent management. 

1.3 As QNCC continues to grow and expand, the Board must determine if management is 

capable of meeting the new challenges of growth and increased complexity. Board Members 

also must determine the effectiveness of current methods and take steps to change and 

improve systems when necessary.   
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1.4 The Board will monitor the development of QNCC’s Vision, Mission, Strategy Plan, Policies & 

Procedures, Code of Ethics, Internal Control Structure, Delegation of Authorities Manual, 

and Organizational Structure, and will review and approve these.  

1.5 The Board, in conducting its activities, will delegate some of its authority to Board 

Committees. 

1.6 The Board must demand continual and accurate information from various QNCC personnel 

and company sources to properly monitor operations. 

2. Board Committee Structures 

2.1 The Board Committee structures of QNCC will be based on market regulators (QFMA 

requirements), QNCC’s size, business focus, and board composition and expertise levels. 

2.2 The Board will appoint various Board and Management level Committees. 

2.3 Each appointed Committee will have a formal ‘Terms of Reference’ documenting the 

Committee’s roles and responsibilities and delegated authority. 

2.4 All Board Committees will: 

2.4.1 Be established through a ‘Terms of Reference’ approved by the Board; 

2.4.2 Elect a Chairman for the Committee; 

2.4.3 Be assigned specific responsibilities; and 

2.4.4 Report regularly to the Board, as deemed necessary. 

2.5 Board Committees include: 

2.5.1 Audit Committee;  

2.5.2 Nomination and Governance Committee; and 

2.5.3 Remuneration Committee. 

2.6 Ad-hoc Committees will be established for specific durations to coincide with particular 

project assignments. Such Committees should not be assigned for periods exceeding three 

months. 

2.7 All Committees will meet as per the schedule defined in the Committee’s ‘Terms of 

Reference’. 

2.8 Each Committee will appoint a Secretary to maintain all meeting minutes and other 

Committee documentation.  

2.9 Approvals of Committee decisions are constituted by a majority vote with the Chairman’s 

vote deciding upon ties. 

2.10 Each Committee will provide written reports to the Board in line with its minimum reporting 

period as indicated in its Terms of Reference. 
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2.10.1 All Committees will support the Board in maintaining updated information to perform 

Board’s duties.  

3. Organizational Structure Development 

3.1 The Board will oversee the development of an organizational structure that details how 

QNCC is organized. Once developed, the Board will approve the organizational structure. 

3.1.1 Lines of authority will run from the shareholders through the Board, headed by the 

Chairman and Managing Director to the General Manager. Authority is then 

channeled from the General Manager to the department heads and then to each 

QNCC employee. 

3.1.2 Management Committees will also be established to support in management 

decision-making. 

3.1.3 Assignments not related to normal duties will be arranged in a manner such that the 

employee is aware of the immediate supervisor that he/she should report to. 

3.2 Each position will be designed to give the employee enough authority to fulfill the assigned 

responsibilities. 

3.2.1 Each employee’s span of control will be based on the position held, level of training 

and experience, and the risk exposure related to the responsibilities.  

3.2.2 QNCC will emphasize delegation of authority in conjunction with proper training and 

effective communication.  

4. Evaluation of the General Manager and Executive Management 

4.1 The Board, through the Remuneration Committee, will judge and assess the capabilities of 

the General Manager and other key executives to determine if they are able to achieve 

QNCC’s strategy, goals, and objectives. 

4.2 The Board will be responsible for recruiting, extending the contract duration and terminating 

the services of the General Manager and other key executives. 

4.3 The General Manager and key executives will be particularly evaluated on performance in 

three major areas: 

4.3.1 Execution of strategic plan and achievement of strategic goals; 

4.3.2 Compliance and maintenance of sound operations; and 

4.3.3 Ability to inspire, motivate and cooperate with QNCC employees. 

4.4 A sample General Manager Evaluation form is included in Appendix 4, this can be applied 

to other key Executive Management positions, as deemed appropriate by the Board.  
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Policy Code:  CG-3 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG-3 Management Supervision 

 

 

Purpose: 

The following guidelines provide the framework for a solid and supportive working relationship 

between the Board and Executive Management. The guidelines also address communication 

between the Board and Executive Management and outline a specific management supervision 

program. 

 

Scope: 

Management is responsible for the daily operations of QNCC. It is the Board’s responsibility to 

establish policies and procedures that provide Management with direction in carrying out its 

managerial responsibilities. Reference should be made to ‘Terms of Reference’ of Management Level 

Committees and relevant Job Descriptions of key executives for further details. 

 

Contents: 

1. General Policy Statements 

The following statements represent the guiding policy, as set by the Board, in implementing the 

Management Supervision: 

1.1 The Board will develop a policy statement that identifies its role and purpose and the role 

of QNCC’s Management team. 

1.2 This policy statement should identify the Board’s role as one of providing advice and 

direction to QNCC’s Executive Management and of evaluating Management’s 

performance in achieving established goals and objectives. 

1.3 The Board will not interfere with or obstruct the daily management process. Management 

is responsible for the daily management of QNCC’s operations.  

1.4 The Board will evaluate the performance of QNCC’s Management team. 
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1.5 The Board will establish criteria for Management supervision through policy statements 

addressing both the major business activities of QNCC and the performance of 

Management officials and personnel. 

2. Committees and Board Reporting 

2.1 Various Management level Committees will be developed by QNCC.  

2.2 The Board will designate a Committee/ Department to review and pre-approve 

established goals, objectives, budgets, and strategic plans. 

2.3 The Management will receive monthly reports comparing QNCC’s actual performance to 

the established goals, objectives, budgets, and strategic plans. 

2.3.1 Any variances between established goals and actual performance will be 

explained to the Board in detail in writing. 

2.4 The designated Committee and General Manager will report on performance on a 

quarterly basis to the Board. 

2.4.1 The Board will evaluate Management’s performance on the basis of its ability to 

meet the established goals, as assessed by the designated Committee. 

3. Service Level Agreements  

3.1 Service Level Agreements (hereinafter ‘SLAs’) are formal written agreements signed 

between two parties within QNCC Group (e.g. between departments) or between QNCC 

and an external service provider.  

3.2 SLAs provide the mechanism/ process for the provision of the services covered under the 

agreement. It details the specific roles/ responsibilities and rights/ obligations of the two 

parties with respect to the services covered by the SLA along with specific performance 

measurement criteria.  

3.3 Both the service provider and service receiver will have in place a monitoring mechanism 

to ensure proper control/ conduct of the functions/activities covered by the SLAs. 

3.4 Upon reviewing and agreeing on the contents, the SLA will be finalized and signed by the 

respective authorized signatories of the service provider and the service receiver. For 

SLAs entered into with an external service provider, the referenced SLA will be reviewed 

by QNCC's Legal function to safeguard QNCC's interest. 

3.5 The SLA could include, but not be limited to the following: 

3.5.1 Service/ activity description with a clear definition of the objective, scope, 

expected results, and the turn-around-time (TAT); 

3.5.2 Nature of the services to be performed and the time during which the services 

are to be provided (e.g. hours of service); 

3.5.3 Roles/ responsibilities and rights/ obligations of each party to the SLA; 
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3.5.4 The issue escalation and resolution process along with the related decision 

making procedures; 

3.5.5 Risk assessment and mitigation strategy for intellectual property, business 

continuity/ disaster recovery, confidentiality, security, reliance, external customer 

impact, ownership of material/reports/brand; 

3.5.6 Performance level indicators, the monitoring/reporting process and the specific 

measurement criteria; 

3.5.7 If applicable, a statement of incentive/penalty provisions for exceeding or falling 

below the pre-agreed service levels; and 

3.5.8 The implementation strategy and related accountabilities. 

4. Delegation of Authorities 

4.1 QNCC’s BOD is given the authority to issue delegated financial authorities and set their 

implementation guidelines. The BOD may restrict or expand the scope of the financial 

authorities delegated, in accordance with the regulations, to levels below the General 

Manager. 

4.2 It is the policy of QNCC to allow only those personnel who have either direct department 

budget responsibility, project budget responsibility or have been identified as a designated 

financial signatory to hold signature approval authority to commit resources on behalf of 

QNCC. 

4.3 By their signature, the signatory is certifying that QNCC has granted them the authority to 

do so. 

4.4 The signatory is also certifying that they have reviewed the transaction and all related 

documentation and that it conforms to QNCC’s policy and goals as well as all applicable 

laws.  

4.5 By their signature, the signatory is also certifying that the transaction is within budget and 

both financially prudent and justified. 

4.6 In no circumstance should a signatory initiate and approve the same transaction nor 

approve payments of any kind to him. 

4.7 The delegated financial authorities should be practiced subject to the current laws, rules 

and regulations, in addition to QNCC’s general policies which are approved by the BOD. 
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Policy Code: CG-4 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG-4 Management Succession  

 

 
Purpose: 
The Management Succession policies have been established to formalize QNCC’s efforts to meet 
Management/ Board needs in emergency situations. 
 
Scope: 
This policy is mainly applicable to QNCC’s Management and the Board in directing the chain of 
command of Management and Board in cases of emergency succession situations. 
 
Contents: 

1. General Policy Statements 

1.1 The Board (including the Chairman and Managing Director) and Executive Management 
will coordinate to ensure that there is adequate staffing at all levels of QNCC. 

1.2 The Board should ensure that a Management succession plan is developed so that in case 
an Executive Management position gets vacant, QNCC’s operations are not adversely 
affected. 

1.2.1 The Board should ensure that a replacement is found on a timely basis for 
Executive Managers and Board Members who plan to retire.  

2. Chain of Command 

2.1 Should the Chairman be unable to carry out his duties due to an emergency situation, the 
duties of the Chairman will be assumed by individuals in other positions of power within 
QNCC Board on a temporary basis. 

2.2 Duties of the Chairman will be assumed in emergency situations only in the following 
descending order: 

2.2.1 The deputy Chairman; or 

2.2.2 A Board Member by majority vote. 

2.3 When the duties of the Chairman are assumed by one of the above listed individuals, that 
individual will continue to serve in the capacity of Acting Chairman until: 

2.3.1 The Chairman is back; 

2.3.2 A new Chairman is elected; or 
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2.3.3 A majority vote by the Board determines that the individual cannot adequately 
perform the necessary duties and a replacement member is appointed from within 
the Board or externally in accordance with QNCC’s Articles of Association. 

2.4 With respect to disaster recovery procedures, the individual acting as Chairman will also 
assume the responsibilities of Disaster Recovery Planning Committee leader. 

2.5 Should the General Manager be unable to carry out his or her duties due to an emergency 
situation, the duties of the General Manager will be assumed by a designated Director on a 
temporary basis. 

2.6 Individuals will continue to serve in the capacity of Acting General Manager until: 

2.6.1 The General Manager is back, or; 

2.6.2 A new General Manager is appointed by the Board; or 

2.6.3 A majority vote by the Board determines that the individual/acting General 
Manager cannot adequately perform the necessary duties. 

3. Certification of Authority 

3.1 Any changes to the Board will be reported immediately to the Ministry (Article 102 of 
QCCL). 

3.2 Written notification of the change will be forwarded to the appropriate individuals, groups, or 
companies as determined by the Board. 
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Policy Code: CG-5 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG-5 Remuneration for Board Members and Executive Management  

 

 

Purpose: 

The following policy has been developed to assist in developing remuneration policies and 

procedures for QNCC Board Members and the Executive Management. 

 

Scope: 

The scope of implementing this policy is within the jurisdiction of the Board. The Board acting through 

the Remuneration Committee will ensure that the remuneration process is implemented. Reference 

should be made to the Board’s ‘Terms of Reference’ and the ‘Terms of Reference’ of the 

Remuneration Committee. 

 

Contents: 

1. General Policy Statements  

1.1 The Board will make available its ‘Terms of Reference’, explaining its role and the authority 

it has to decide on remuneration plans. 

1.2 The Board has delegated the responsibility of assessing remuneration to the Remuneration 

Committee. The Board will approve the Committee’s recommendations in this regard, and 

recommend for approval at the Annual General Assembly Meeting. 

1.3 The Remuneration Committee will develop and disclose a remuneration policy statement 

covering Board Members and key executives. Such policy statement will specify the 

relationship between remuneration and performance, and include measurable standards 

that emphasize long-term interests.  

1.4 Compensation may include fixed and performance-related components, noting that such          

performance related components should be based on the long-term performance of the 

Company. 

1.5 The Remuneration Committee will be responsible for developing a policy for payments to 

Board Members for extra-Board activities, such as consulting. 
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1.6 The performance-related elements of remuneration will form a significant proportion of the 

total remuneration package of the Executive Management. 

1.7 The Remuneration Committee will develop the remuneration framework of Board Directors 

and executive managers to attract, retain and motivate qualified individuals required to run 

QNCC successfully. 

1.8 The Remuneration Committee will determine the terms of employment, service contract, 

and scope of pension arrangements, basis of bonus and bonus awards and terms for 

cessation of employment for Directors, General Manager and other Executive Managers. 

1.9 The Remuneration Committee may obtain professional advice including the advice of 

independent remuneration consultants, as deemed necessary in the setting of Board and 

Executive Management remuneration.  

1.10 Shareholders should be invited specifically to approve all new long-term incentive schemes 

and significant changes to existing remuneration schemes of Board Members. 

2. Guidelines for Board Remuneration 

2.1 Board Member levels of remuneration will reflect the time commitment and responsibilities 

of the role, mainly based on actual attendance to the Board and Committee meetings. Any 

bonuses paid (to exclude independent members) shall be based on company performance.  

2.2 Reference should be made to CG-1 Board Roles and Responsibilities with regard to the 

self assessment of the Board and its Directors. The Board Job Descriptions further 

elaborate responsibilities of each Board role. 

2.3 The Remuneration Committee will assist the full Board in carefully considering what 

compensation commitments (including pension contributions and all other elements) their 

Directors’ terms of appointment would entail in the event of early termination. 

2.4 No member shall participate in the setting of his/ her own remuneration. In such cases, 

concerned Board member will be excused from the Remuneration Committee/ Board 

meeting.  

2.5 In accordance with Article 110 of QCCL, the company may not grant a cash loan of any 

kind to any of the members of its board of directors or guarantee any loan entered into by 

one of them and a third party. 

2.6 In accordance with Article 122 of QCCL the following remuneration disclosures should be 

reported to shareholders one week prior to the General Assembly meeting: 

2.6.1 All the amounts obtained by the Chairman and every member of the Board in the 

fiscal year including the salaries, wages, allowances, bonuses for attending the 

meetings and compensation for expenses, employment and consulting services; 

2.6.2 Benefits in kind enjoyed by the Chairman and each Board Member during the fiscal 

year; 

2.6.3 Proposed bonuses for distribution to the Board Members; and 
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2.6.4 Amounts allotted for current and prior Board Members as pensions or compensation 

for termination/expiry of member’s service. 

3 Guidelines for Executive Management Remuneration 

3.1 The Remuneration Committee will develop QNCC’s Executive compensation structures, 

assuring that these programs reward performance that contributes to QNCC’s growth and 

profitability, are consistent with QNCC’s strategy, and are competitive in the market. 

3.2 The Board will approve incentive plans recommended by the Remuneration Committee for 

the General Manager and Executive Management including incentive and equity based 

compensation plans.  

3.2.1 The Board will determine incentive goals to be achieved under incentive and 

equity compensation plans, review the results and approve the payments required 

upon attainment of the goals. 

3.3 The Remuneration Committee will monitor the achievement of targets and goals by the 

General Manager and other Executive Management and report the results to the Board on 

a quarterly basis. 

3.4 Reference should be made to CG-2 Board Supervision with regard to Executive 

Management evaluation. 

3.5 Based on performance in light of the corporate goals and objectives, the Remuneration 

Committee will recommend to the Board the General Manager and Executive 

Management’s compensation level.  

3.6 The Remuneration Committee will determine the terms of any compensation package in 

the event of early agreed termination of contracts among the General Manager and 

Executive Management.   
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Policy Code: CG-6  

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Mrs.____________________________ 

Policy Name: 

CG – 6 Risk Management 

 

 

Purpose: 

The purpose of this policy is to set guidelines and standards for QNCC to comply with international 

standards and leading practices on corporate governance structures for risk management activities 

and manage inter-related risks within an effective Enterprise Risk Management framework. 

 

Scope: 

Risk management is part of the corporate governance role that the stakeholders are expecting from 

the Board. The Board will manage and maintain a sound enterprise wide risk management framework 

and aggregate key risks. The scope of implementing this policy is within the jurisdiction of all 

departments and units under the direct supervision of the Compliance and Risk, General Manager, 

Audit Committee and Board of Directors. 

 

Content 

1. General Objectives 

1.1 QNCC is exposed to a variety of risks including: 

1.1.1 The routine risks applicable to any commercial concern; 

1.1.2 The risk of failure in any of the financial markets in which it participates; 

1.1.3 The business risks of QNCC's activities; 

1.1.4 Operational risks of industrial manufacturing; 

1.1.5 Health and safety risks of operations; 

1.1.6 Economic and political risks; and 

1.1.7 The financial and reputational risks associated with the failure to comply with 

legislation and regulation. 

1.2 The most common risks that are applicable to QNCC are credit risk, market risk, 

operational risk, legal risk, financial risk, reputational risk …etc.  
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1.3 Board and Executive Management will develop and maintain a sound enterprise risk 

management framework and aggregate these risks. Operational Risks will be managed by 

individual departments within QNCC. 

2. Enterprise Risk Management Framework 

2.1 Executive Management and the Board are responsible for developing the Risk 

Management Framework, since they are the ones who decide the level and types of risk 

QNCC is comfortable accepting and what controls and risk mitigation activities will be 

employed to ensure that risk exposures stay within the agreed-upon levels. 

2.2 QNCC's Risk Management Framework will have a full understanding of QNCC’s 

stakeholder requirements at its core, and be focused on sustaining the creation of 

shareholder value. 

2.3 Risk management capability will be embedded in the operations and culture of QNCC's 

operations/ activities, with appropriate capability and performance monitoring. 

2.4 Business processes will be appropriately supported by risk management function and by 

relevant tools and techniques and be regularly and independently assured to make sure 

that the framework is achieving its objectives in the most effective and efficient manner. 

2.5 The Board will annually review the operation of the framework in the light of current 

business performance and future expectations. 

2.6 The Board’s overall assessment will rigorously consider the overall contribution of the 

Enterprise Risk Management Framework to the effective and efficient operation of the 

business and ultimately to enhancing shareholder value. 

2.7 Corporate Governance is one of the elements required for an effective Enterprise Risk 

Management framework. Although the Board has ultimate responsibility for risk 

management in QNCC, it will delegate day-to-day governance through an Enterprise Risk 

Management oversight structure. 

2.8 QNCC will also consider undertaking Risk Assessment exercises to identify the relevant 

risks faced by QNCC and identify mitigating controls for the risks identified.  
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Policy Code:  CG-7 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG- 7 Compliance 

 

 

Purpose: 

Regulatory compliance is represented in the work steps developed and followed by QNCC 

Management to comply with internal and external rules and regulations in which QNCC is operating 

within or by.  

 

Scope: 

This policy applies to all QNCC functions whose actions are subject to regulatory compliance and 

review.  

 

Contents: 

1. General Policy Statements 

1.1 The following statements represent the guiding policy, as set by the BOD, in implementing 

the Compliance policy: 

1.1.1 The BOD of QNCC supports a strong commitment to maintaining compliance 

with all applicable regulations and must stay informed of staff and community 

responses to laws and regulations to properly implement required procedures; 

1.1.2 A compliance program should enable the review of issues as they emerge on 

both existing and proposed operations, products, and services; and 

1.1.3 An emphasis on compliance with all applicable regulations demonstrates prudent 

and sound judgment and enhances QNCC’s reputation with clients and 

regulatory agencies including Labor Department, Qatar Commercial Companies 

Law, QE, QFMA and other applicable regulations. 

1.2 The adoption of a proactive compliance environment is a requirement to protect QNCC on 

many levels. Such levels include: 

1.2.1 Safeguard the financial security of its assets and capital; 

1.2.2 Protect interests of its customers, shareholders, and employees; and 
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1.2.3 Uphold the integrity and reputation of QNCC. 

1.3 QNCC Executive Management should monitor compliance with relevant regulatory 

requirements in respective areas of QNCC operations.   

1.4 Legal Counsel should review laws and regulations and update Executive Management on 

new regulations that may affect QNCC’s operations. 

1.5 The Audit Committee should support the BOD in maintaining its responsibilities with 

regard to compliance with all applicable laws and regulations. 

2. Authority and Responsibility 

The following general rules are the basis for the delegation of authority structure to be 

implemented by QNCC: 

2.1 The BOD is responsible for formulating policies indicating QNCC’s intentions on 

compliance matters. 

2.2 The Board should adopt statements on specific compliance terms. 

2.3 The day-to-day responsibilities of regulatory compliance should be delegated to Executive 

Management. 

3. Reports Submitted 

3.1 All reports submitted to the Audit Committee related to compliance issues should include 

and summarize the following: 

3.1.1 Scope of the internal compliance with QNCC’s policies and regulatory 

requirement; 

3.1.2 Intent of regulation(s); 

3.1.3 Violations detected; 

3.1.4 Correcting action; and 

3.1.5 Date of correction. 

4. Compliance Risk Considerations 

4.1 To minimize the amount of risk inherent in the day-to-day operations of QNCC, 

Management should periodically analyze each service, and/or event and evaluate its 

regulatory risk ranking. 

4.2 Each functional area should maintain updated knowledge of regulatory and legal 

requirements by liaising with external legal counsel, where necessary.  

4.3 Factors to consider when ranking the significance of compliance risk management should 

include, but are not limited to, the following: 

4.3.1 Probability of noncompliance with policy or procedures related to regulatory 

compliance management; 
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4.3.2 Result that noncompliance would impact QNCC’s operations; 

4.3.3 Degree of penalty associated with noncompliance; 

4.3.4 Impact of noncompliance on QNCC’s market place image or reputation; and 

4.3.5 QNCC’s tolerance for such risks. 

5. Policy on Non-Compliance 

5.1 It should be the responsibility of all QNCC employees to report instances of contravention 

on the items stated in this policy document. 

5.2 Such non-compliance should be reported to the concerned employee’s immediate 

supervisor who in turn should report the matter to his/ her department head to be finally 

raised to the supervising head. The head should then report the matter to the Audit 

Committee. 

5.3 Non-compliance should be subject to disciplinary action as decided by the Audit 

Committee. The precise action to be taken should however depend upon the gravity of 

the non-compliance and the penal provisions of the applicable laws should also apply. 
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Policy Code:  CG-8 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG- 8 Governance Compliance 

 

 

Purpose: 

Governance compliance is represented in the work steps developed and followed by QNCC 

Management to comply with rules and regulations and governance best practices.  

 

Scope: 

This policy applies to QNCC Board and employees.  

 

Contents: 

1. General Policy Statements 

1.1 The Board of QNCC supports a strong commitment to maintaining governance compliance 

with all applicable regulations including QFMA requirements for listed companies. The 

Board will strive to ensure that a governance structure is implemented which is in 

accordance to leading practices. 

1.2 Governance Compliance reviews will be performed to enable the review of governance 

issues as they emerge. 

1.3 The adoption of a proactive governance compliance environment is a requirement to 

ensure that: 

1.3.1 Employees act in an ethical manner; 

1.3.2 Shareholders are informed of relevant corporate matters; 

1.3.3 A strong control environment is in place; 

1.3.4 Transparency is maintained by the company;  

1.3.5 Interests of stakeholders are maintained; and 

1.3.6 The integrity and reputation of QNCC is upheld. 
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1.4 The Compliance and Risk function (TBD by QNCC) will be the focal point related to 

governance compliance for QNCC. 

1.5 The Audit Committee will support the Board in maintaining its responsibilities with regard to 

governance compliance. 

2. Governance at QNCC 

2.1 QNCC will adopt a governance structure that complies with both international and local 

governance compliance. 

2.2 The Governance structure will be approved by the Board. Governance will be monitored 

and managed by the Nomination and Governance Committee and Compliance and Risk 

function (to be agreed with QNCC) which shall promulgate governance requirements within 

the group. 

2.3 The Internal Audit function will review governance non-compliance matters as part of their 

assigned roles and duties. Any instance of governance non-compliance shall be raised to 

the Nomination and Governance Committee. Where deemed material, the non-compliance 

will be brought to the attention of the full Board for resolution. 

2.4 Governance non-compliance will be reported as follows: 

2.4.1 Scope of the compliance with governance structure, policies and regulatory 

requirement; 

2.4.2 Violations detected; 

2.4.3 Responsible party; 

2.4.4 Correcting action; and 

2.4.5 Date of correction. 

2.5 The Compliance and Risk function (to be agreed with QNCC) will take a leading role in the 

preparation of the annual Corporate Governance Report.   

2.6 The Compliance and Risk function (to be agreed with QNCC) will continuously monitor 

changes in governance legislation and leading practices and periodically update the 

Nomination and Governance Committee and full Board on changes related to governance 

practices/regulations.  

2.6.1 Where changes in regulations and leading practices in corporate governance 

require QNCC to update its governance structure, Compliance and Risk function 

(to be agreed with QNCC) will prepare and propose the governance changes to 

the Nomination and Governance Committee, and subsequently Board for 

approval. 
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3. Guidelines for Associates/ Affiliates/ Investments 

This policy applies to associates/ affiliates/ investments where QNCC has an appointed Board 

Member. 

3.1 Each appointed Board Member will have a job description developed by the Compliance 

and Risk function and approved by the General Manager which explains his roles and 

duties based on QNCC Board Job Descriptions. 

3.2 The appointed board member should update the Compliance and Risk function on the 

governance structure of the entity and any governance concerns as and where applicable. 

3.3 Board Members are encouraged to promulgate QNCC governance standards to 

associates/ affiliates/ investments, though compliance with QNCC standards is not 

required. 
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Policy Code: CG-9 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG-9 Governance Reporting 

 

Purpose: 

Governance reporting is represented in the work steps developed and followed by QNCC 

Management in providing shareholders with governance updates regarding its policies and 

procedures. 

 

Scope: 

This policy applies to QNCC Board and Executive Management. 

 

 Contents: 

1. Corporate Governance Report 

1.1 On an annual basis in accordance with QFMA Governance Legislation, the Compliance 

and Risk function shall prepare a Corporate Governance Report to be included as part of 

the annual reporting to shareholders. 

1.2 The Annual Corporate Governance Report including the following: 

1.2.1 Procedure followed by the company regarding QFMA governance; 

1.2.2 Governance violations committed, remedial and precautionary actions taken; 

1.2.3 BOD members details including their education, experience, membership in other 

boards and designation on the Board (e.g. independent); 

1.2.4 Full list of executive management, their education, experience and affiliation to 

the Company; 

1.2.5 The remuneration structure and promotion policy of BOD and key executives of 

the Company; 

1.2.6 The remuneration of each member of the Board and Executive Management; 

1.2.7 Internal Control procedures including Investments, Financial Affairs and Risk 

Management; 
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1.2.8 Compliance with applicable market listing and disclosure rules and requirements; 

1.2.9 Compliance with Internal Control systems to manage risks;  

1.2.10 Performance assessment of BOD and the management with regard to Internal 

Controls implementation and resolution of control issues; 

1.2.11 Internal Control failures or weaknesses that affected the financial performance 

and the procedures followed by the company in addressing the same; 

1.2.12 Procedures in place for management of significant risks and systems in place to 

face major changes in the macro-economic conditions; 

1.2.13 All relevant information on Company risk management and internal control 

procedures. 

1.3 In preparing the report, the Compliance and Risk function will liaise with various functions 

for support in obtaining details on violations and non-compliance. The report shall be 

reviewed by the Nomination and Governance Committee prior to its release. 

1.4 The annual Corporate Governance Report shall be made available to anyone interested in 

the governance affairs of QNCC. 
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Policy Code: CG-10 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG-10 Related Party/ Affiliate Transactions 

 

Purpose: 

The general purpose of this policy is to provide Executive Management with a systematic approach to 

discern related parties/ affiliates, for approved types of related party/ affiliate transactions, and for 

proper documentation of such transactions. 

Scope: 

It is within the duties of the Board to formulate and monitor this policy in providing a statement 

regarding the identification of related parties/ affiliates, recognition of common related party/ affiliate 

transactions, and proper handling and documentation of acceptable related party/ affiliate activities. 

 

 Contents: 

1. Definition and Nature 

1.1 As per QNCC, a person/ entity is considered to be a related party to QNCC if he/she: 

1.1.1 Is a member of the Board of Directors of QNCC or an Affiliate Company; 

1.1.2 Is a member of the Executive Management of QNCC; 

1.1.3 Owns 5% or more of the voting shares in QNCC of its affiliated companies; 

1.1.4 Is a relative to the fourth degree of any person of 1.1.1 to 1.1.3; 

1.1.5 Is a Company in which individuals described in 1.1.1 to 1.1.4 own jointly or 

individually 20% or more of its voting share, or a Director or a key Officer of such a 

Company; or 

1.1.6 Is an affiliated company or Parent Company of QNCC. 

1.2 QNCC considers any relation to the fourth degree to constitute a relative relationship. 

1.3 For accounting purposes, International Accounting Standard (IAS) 24 Related Party 

Disclosures, defines related party as: 
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1.3.1 Directly, or indirectly through one or more intermediaries, the party: 

1.3.1.1. Controls, is controlled by, or is under common control with, the entity 

(this includes parents, subsidiaries and fellow subsidiaries, if any); 

1.3.1.2. Has an interest in the entity that gives it significant influence over the 

entity; or 

1.3.1.3. Has joint control over the entity. 

1.3.2 The party is an associate (as defined in IAS 28 Investments in Associates) of the 

entity; 

1.3.3 The party is a joint venture in which the entity is a venture (see IAS 31 Interests in 

Joint Ventures); 

1.3.4 The party is a member of the key Management personnel of the entity or its 

parent; 

1.3.5 The party is a close member of the family of any individual referred to in 1.3.1 or 

1.3.4. 

1.3.6 The party is an entity that is controlled, jointly controlled or significantly influenced 

by, or for which significant voting power in such entity resides with, directly or 

indirectly, any individual referred to in 1.3.4 or 1.3.5; or 

1.3.7 The party is a post-employment benefit plan for the benefit of employees of the 

entity, or of any entity that is a related party of the entity. 

1.4 IAS 24 Related Party Disclosures further defines "close members of the family of an 

individual" as those family members who may be expected to influence, or be influenced 

by, that individual in their dealings with the entity. They may include: 

1.4.1 The individual's spouse/s and children; 

1.4.2 Children of the individual's spouse/s; and 

1.4.3 Dependants of the individual or the individual's spouse/s. 

1.5 Related party/ affiliate transactions may be recurring or infrequent in nature. 

1.6 Examples of recurring related party/ affiliate transactions might be the sale or purchase of 

assets/ products from a related party/ affiliate, leasing of property from or to a related party/ 

affiliate and charges for consulting or administrative services. 

1.7 Infrequent transactions may include sales or purchases of non-current assets or 

transactions resulting in abnormal profits or losses. 
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2. General and Specific Goals 

The following summarizes the general and specific goals that pertain to related party transactions: 

2.1 General Goals: 

2.1.1 To ensure that all transactions with, or for the benefit of, any related party are on 

terms and conditions that are acceptable and within safe and sound practices as 

set by the Board. 

2.1.2 To ensure a transparent process is in place with adequate disclosure of related 

party transactions to shareholders. 

2.1.2.1 To approve guidelines used in defining types of related party 

transactions, adequacy of documentation, and to decide on appropriate 

levels of approval authority. 

2.2 Specific Goals: 

2.2.1 Require specific documentation or detailed agreements covering recurring and 

nonrecurring related party/ affiliate transactions. 

2.2.2 Require that all transactions be handled at fair market value, properly 

collateralized if required, and represent a bookable asset. 

2.2.3 Management fees charged to related party/ affiliates will be paid on a timely basis 

and will be calculated in a consistent and uniform manner, and will be based on: 

2.2.3.1 Reimbursement of cost; 

2.2.3.2 Cost plus a reasonable profit (limited to certain types of transactions);  

2.2.3.3 Fair market value; 

2.2.3.4 Overall expense of inter-affiliate services, transactions, etc; and 

2.2.3.5 Compliance with regulatory requirements, including laws and 

regulations. 

3. Authority 

3.1 All transactions with related parties require the prior review of the Board. Furthermore, as 

per QFMA requirements, the related party transactions that fall within QFMA’s definition 

shall be approved through a General Assembly Meeting, whereby a majority vote is 

required in the absence of the related party. 

3.2 The Board delegates the duties of analyzing related party transactions to the Audit 

Committee.  

3.2.1 This Committee will meet prior to the Board meeting and will discuss the status of 

related party/ affiliate transactions and any related problems. 

3.2.2 A summary report will be provided to the full Board for review and approval. 
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3.3 In considering the approval of a related party transaction, a legitimate business case must 

be developed including the arm's length nature of the proposed transaction and the 

disclosure implications of such a transaction in QNCC's financial statements. 

4. Risk Management and Compliance  

4.1 Executive Management, in working with the Board in addressing related party transactions 

activities, must have an awareness of various or different types of risks. 

4.2 Failure to adequately plan and manage related transactions may result in problematic 

situations with regulatory bodies including tax authorities, and therefore, will impact the 

organization’s ability to grow or compete both in the short-term and long-term.  

4.3 Identified risks related to related party/ affiliate transactions are associated, but not limited 

to, compliance risk and reputation risk. 

5. Materiality & Types of Transactions 

5.1 Related party transactions will be material if book or fair market value, whichever is less, 

exceeds QAR XXX (TBD by QNCC).  

5.2 Consolidation of related party transactions also should be considered when the total of 

transactions of a similar nature exceeds QAR XXX (TBD by QNCC). 

5.3 Examples of nonrecurring transactions include: 

5.3.1 Sales of equipment between related parties/ affiliates; 

5.3.2 Loan participations; 

5.3.3 Purchase/ Leases of equipment or real estate between related parties/ affiliates; 

5.3.4 Execution of contracted services over a period of time to a related parties/ affiliate; 

and 

5.3.5 Provision of services by one related party/ affiliate to another, without contract. 

5.4 Recurring transaction examples include contracts or leases between related party/ affiliates 

for goods and services such as: 

5.4.1 Selling/ purchasing products/ services between related parties/ affiliates; 

5.4.2 Provision of fund transfers;  

5.4.3 Data processing services; 

5.4.4 Accounting services; 

5.4.5 Supplies, e.g. office or maintenance supplies; 

5.4.6 Audit services; and 

5.4.7 Management services. 
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6. Reporting of Related Party Transactions 

6.1 In the event that a related party transaction is contemplated, the transaction should 

immediately be documented according to standards set in Section 11 of this policy. The 

Related Party Transaction will be raised later on to the Audit Committee and ultimately to 

the Board. Details of the proposed transaction to be discussed include: 

6.1.1 The identification of the related party and the affiliation to QNCC; 

6.1.2 The nature of the proposed transaction and the amount of the transaction; 

6.1.3 Supporting evidence to support the arm's length nature of the proposed 

transaction including the terms and manner of settlement had the parties not been 

related; and 

6.1.4 The anticipated impact on QNCC's financial statements and disclosure. 

6.2 In no event should a related party transaction be entered into without prior written consent 

of the Board. 

6.3 The General Manager, through the Audit Committee, has the sole responsibility to discuss 

and attain final approval from the Board on all related party transactions. 

7. Board Member Related Party Transactions 

7.1 In accordance with QCCL Article 109, the Chairman or Board Member should not have a 

direct or indirect interest in the contracts, projects, undertakings made on account of 

QNCC. 

7.2 Public contracting works and tenders in which all the competitors are allowed to participate 

equally are exempted from the above given that the relationship is approved in an ordinary 

general assembly. 

7.2.1 The approval will be renewed if the relationships are of recurring nature. 

7.2.2 In all cases, the individual who has interest thereof will not participate in the 

meetings of the general assembly or Board where the referred matter is 

discussed. 

7.3 Any related party, which has a relation with a business dealing, or has a relation with or a 

transaction entered into by the company, shall not attend the board meeting while 

discussing that dealing, relationship or transaction. Such related party shall not be entitled 

to vote on what issued by the board regarding these relationships or transactions (Article 

27 of QFMA Governance Code). 

8. Accounting Implications 

8.1 The existence of related party transactions may have a significant effect on QNCC’s 

financial statements. Transactions between or among related parties differ from 

transactions between unrelated parties in that they are, by definition, not at arm's length. 
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8.2 Not dealing at arm's length may significantly influence the price and terms of transactions, 

and make it difficult to distinguish between the form and the substance of the transaction. 

8.3 Except for recurring transactions, the assumption is that it is difficult to substantiate that a 

related party transaction is at arm's length as it is generally not possible to determine 

whether such a transaction would have taken place or what the terms and manner of 

settlement would have been had the parties not been related. 

8.4 It is required that QNCC discloses significant related party relationships and transactions in 

the Company's financial statements. This disclosure is considered significant because it 

provides the user of the financial statements with relevant information to interpret QNCC's 

operating results. 

9. Management Fees 

9.1 Management fees paid between affiliates for services performed generally include 

management advice, personnel services, data processing, marketing, supply 

administration, strategic assistance, manufacturing consulting, accounting and financial 

services, and audit services. If fees are to be assessed, an affiliate must provide a specific, 

identifiable service. 

9.2 A management fee is intended to offset the actual or proportionate expense incurred by the 

affiliate performing, or paying for, the service. Fees charged should be reasonable and 

justifiable and should be based on the fair market value of services provided. Where there 

is no market established for a particular service, management fees are based on the actual 

cost plus a reasonable profit. 

9.3 Fees for services should be billed and paid as they are received, just as they would be with 

an unaffiliated service provider. Prepayments should not be made significantly in advance 

of services rendered. In general, payments are made when the service is rendered by the 

affiliate. However, for those services provided on a continually recurring basis, monthly 

installments of management fees payable by affiliates are based on each entity’s estimated 

annual management fee. Each monthly installment represents one-twelfth of the estimated 

annual management fee for the year. After actual expenses for the year are determined, 

the management fee is reallocated and settled in the appropriate fiscal year. 

9.4 Where an affiliate (such as the parent company) is providing specific services to another 

affiliate on an ongoing basis, an agreement between the entities should be entered 

detailing the services provided, fees charged and how they were calculated, and the timing 

of payments. Management of each entity is responsible for ensuring that basic business 

principles common to an arm’s length transaction are applied and that the actual practice 

between affiliates and the management fee agreement are consistent. 

9.5 A management fee agreement should be signed by an authorized representative of each 

participating affiliate and, at a minimum, should include: 

9.5.1 A description of the specific services to be performed; 

9.5.2 The method of calculating the management fee for each service; 
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9.5.3 The method and timing of payment for the services performed; and 

9.5.4 Provisions for any instances of reimbursement between affiliates. 

10. Special Cost Allocation Considerations 

10.1 In certain instances, costs or expenses for a series of transactions are not readily 

identifiable for each participating affiliate. 

10.2 Accordingly, methods for allocating costs should be developed to provide reasonable 

compensation for respective transactions. 

10.3 Allocation methods are based on a best estimate of cost per transaction, or on volume or 

asset size …etc., which represents a reasonable allocation of expense.  Costs cannot be 

assessed on an unreasonable assignment such as the ability to pay. 

11. Documentation 

11.1 All related party/ affiliate-covered transactions should be documented to provide at least the 

following: 

11.1.1 Date of transaction; 

11.1.2 Description of transaction; 

11.1.3 Detail of method(s) used to calculate value of transaction; 

11.1.4 Frequency of charges, if recurring; 

11.1.5 Date of approvals; and 

11.1.6 Information regarding cost justifications, appraisals …etc., used in arriving at the 

value of the transaction. 

11.2 All documentation will be maintained by both participants in the transaction. 

12. Compliance 

12.1 All employees should disclose any possible related party transactions as soon as they are 

made aware of the same. (Refer to CG-14 Conflict of Interest Policy) 

12.2 Non-compliance to related party requirements of the QFMA will be disclosed in the 

Company’s Corporate Governance Report. Decision for non-compliance vests with the full 

Board of QNCC. 
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Policy Code: CG-11 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG-11 Internal Audit 

 

 

Purpose: 

This policy defines the process whereby effective internal audit is provided to QNCC’s Board that the 
internal controls and risk management processes are operating effectively, in accordance with 
governance requirements.  

 

Scope: 

This policy applies to all activities undertaken within Internal Audits overview. This policy also applies 
to QNCC’s Board and Audit Committee involved in appointing and coordinating with Internal Auditors. 
This policy should be read in conjunction with the Audit Committee’s ‘Terms of Reference’.  

 

Contents: 

1. General Policy Statements 

1.1 Internal Audit is considered one of the four pillars of corporate governance, the other 

pillars being the Board of Directors, Executive Management and External Auditors.  

1.2 Regulatory requirements such as those imposed locally by the QFMA and internationally 

by the Sarbanes Oxley Act in the United States have made an Internal Audit Department 

necessary. 

1.3 Internal Audit’s role within QNCC is to assist the Board and Executive Management meet 

goals and objectives by providing reliable and independent opinions on the adequacy and 

effectiveness of the risk management and internal control processes across QNCC 

operations.  

1.4 The Board should examine company practices relating to the internal audit. Among key 

issues, the Board should ensure that: 

1.4.1 QNCC will ensure it has an effective Internal Audit Department. The internal audit 

function may be performed by company internal auditors and/or an outside audit 

firm (co-sourcing);  

http://thepulse/_group/_communication/_policies/word_versions/Board%20Terms%20of%20Reference.doc
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1.4.2 The Audit Committee understands and has approved the Annual Internal Audit 

Plan;  

1.4.3 The Audit Committee is receiving the requisite information from internal auditors 

such as key risks facing the Company;  

1.4.4 The Internal Audit Department is structured to promote operational 

independence; 

1.4.5 The Head of Internal Audit has a direct line of communication with the Audit 

Committee; and 

1.4.6 Appropriate lines of communication exist between the internal auditors and 

Management. 

2. Roles in Governance 

2.1 “International Standards for the Professional Practice of Internal Auditing” as issued by 

the Institute of Internal Auditors (hereinafter ‘IIA’) address internal audit responsibilities in 

the corporate governance arena. Internal Audit should make appropriate 

recommendations for improving the governance process in its pursuit of the following 

objectives: 

2.1.1 Promoting appropriate ethics and values within QNCC; 

2.1.2 Ensuring effective organizational performance management and accountability; 

2.1.3 Effectively communicating risk and control information to appropriate areas of the 

organization; and 

2.1.4 Effectively communicating the activities of and communicating information among 

the Board, external and internal auditors, and Management. 

2.2 The QFMA Corporate Governance Code further requires the internal audit function to: 

2.2.1 Audit the internal control system and ensure its effective implementation; 

2.2.2 Perform both operational and financial audits; 

2.2.3 Oversee the accuracy and validity of the financial statements with a focus on: 

2.2.3.1 Changes to accounting policies and practices; 

2.2.3.2 Management estimates; 

2.2.3.3 Major amendments resulting from the internal audit; 

2.2.3.4 Continuation of the Company as a going concern; 

2.2.3.5 Compliance with IFRS; 

2.2.3.6 Compliance with listing rules; and 

2.2.3.7 Financial disclosures.  
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3. Communication with the Audit Committee 

3.1 The Audit Committee requires information from the Internal Audit Department to gain an 

overview of the strategic, operational, and financial risks facing QNCC and the 

assessment of the system of internal controls in place to manage these risks. 

3.1.1 The Head of Internal Audit should report to the Audit Committee on internal 

control matters on a quarterly basis. 

3.2 The Head of Internal Audit will raise issues of concern, including any issues involving the 

internal control environment and the performance of External Auditors at the Audit 

Committee.  

4. Independence and Objectivity 

4.1 Internal Audit is a function, independent of line management, established within QNCC. 

Independence is established by organizational status, through reporting lines and by 

members of Internal Audit carrying out their duties freely and objectively. 

4.2 Members of Internal Audit are required to be objective and constructive in discharging 

their responsibilities. They will at all times: 

4.2.1 Ensure compliance with the Standards for the Professional Practice of Internal 

Auditing and The Code of Ethics of The Institute of Internal Auditors (IIA). 

4.2.2 Observe the following IIA Attribute Standards:  

4.2.2.1 Integrity; 

4.2.2.2 Honesty; 

4.2.2.3 Objectivity; and 

4.2.2.4 Professional care. 

4.2.3 Demonstrate QNCC values. 

4.3 The Audit Committee should review and approve the Internal Audit Department’s Charter 

and ensure unrestricted access by internal auditors to records, personnel, and physical 

properties relevant to the performance of the engagements. 

4.4 In ensuring the independent and effective functioning of the Internal Audit Department, 

the Audit Committee should: 

4.4.1 Ensure that the Internal Audit Department is structured in a manner that achieves 

organizational independence and permits full and unrestricted access to top 

management; 

4.4.2 Review and approve the annual internal audit budget and assess the 

appropriateness of the resources allocated to internal auditing; 

4.4.3 Endorse, through the Audit Committee Chairman, hiring or termination of the 

Head of Internal Audit and other employees in the department; 
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4.4.4 Involved in the performance evaluation and compensation decisions related to 

the Internal Audit Department, through the Audit Committee Chairman; and 

4.4.5 Consider developing a rotation policy for internal audit staff to promote 

independence. 

5. Rights of Access 

5.1 The Internal Audit Department, for the purpose of performing its duties, has the right of 

access to: 

5.1.1 Any and all information, accounting and transaction records in whatever media 

and wherever maintained or stored; 

5.1.2 All assets, including property held in custody and supporting records; 

5.1.3 All contracts and agreements in effect or expired; 

5.1.4 All premises and property owned, loaned or rented; 

5.1.5 All systems, procedures and practices; 

5.1.6 All Executive Management, staff and contracted third parties; 

5.1.7 Minutes of all Board and Board /Management Committee meetings throughout 

QNCC;  

5.1.8 All third party reports relating to the affairs of QNCC including regulatory reports; 

5.1.9 The right to be informed, on a timely basis, of any significant control failures 

identified by Management or the External Auditors; and 

5.1.10 The right of access to all correspondence with regulators of QNCC. 

6. Reporting 

6.1 The Head of Internal Audit is responsible for reporting any material assurance issues to 

Executive Management, the Audit Committee and the Board, and for providing an update 

on previously reported issues. 

6.2 Regular internal audit reports will be prepared quarterly. 
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Policy Code: CG-12 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG-12 External Audit 

 

 

Purpose: 

The purpose of this policy is to set out the approach to be adopted when using the services of 

External Auditors, so as to effectively manage the relationship in accordance with regulatory 

requirements and governance best practices.  

 

Scope: 

This policy applies to QNCC. This policy should be read in conjunction with the Audit Committee’s 

‘Terms of Reference’. 

 

Contents: 

1. General Policy Statement 

1.1 An External Auditor who is independent and qualified will undertake an annual and semi-

annual independent audit of the Company, the purpose of which is to provide objective 

assurance to the Board and shareholders that the financial statements are prepared in 

accordance with regulatory requirements and international financial reporting standards, 

and that the statements accurately represent the financial position of the Company.  

1.2 QNCC is committed to establishing and operating clear ‘rules of engagement’ to be 

followed which will manage the relationship with External Auditor in accordance with 

regulatory and governance requirement. 

1.3 QNCC also recognizes that the relationship with the External Auditor must be managed in 

a consistent and transparent manner and is committed to clear roles, responsibilities and 

processes to achieve this. 

1.4 This policy sets the following QNCC objectives: 

1.4.1 To avoid situations of potential conflict of interest, real or perceived, arising from 

the employment of the External Auditor; 

1.4.2 To safeguard and support the independence of view of External Auditor;  

http://thepulse/_group/_communication/_policies/word_versions/Board%20Terms%20of%20Reference.doc
http://thepulse/_group/_communication/_policies/word_versions/Board%20Terms%20of%20Reference.doc
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1.4.3 To ensure competent External Auditors are appointed; and  

1.4.4 To be able to demonstrate a robust and transparent policy and process for the 

management of the External Auditor and its activities, that supports the above 

objectives and complies with relevant regulation and legislation. 

2. Roles and Services to be Provided by External Auditors 

2.1 The role of the External Auditor as per Article 145 of QCCL is as follows: 

2.1.1 Review activities on the business of QNCC; 

2.1.2 Verify accounts in accordance with approved auditing principles, professional 

requirement, and scientific and technical principles; 

2.1.3 Inspect the balance sheet and profit and loss accounts; 

2.1.4 Oversee the compliance of QNCC with the provisions of the Law and QNCC’s 

Memorandum and Articles of Association.  

2.1.5 Verify the application of the law and statutes of QNCC; 

2.1.6 Inspect the financial and administrative systems of QNCC and the internal 

financial control systems, confirming the suitability of systems for the smooth 

running of QNCC and the maintenance of its properties; 

2.1.7 Verify the assets of QNCC and its ownership and confirm the legality and 

authenticity of the liabilities on QNCC; 

2.1.8 Review the decisions of the Board and the instructions issued by the QNCC; and 

2.1.9 Any other duties to be performed by the External Auditor under the Commercial 

Law, Auditing Laws, other related regulations and the principles followed in 

auditing. 

2.2 The External Auditor shall attend the General Assembly to deliver annual financials and 

answer any shareholder queries. 

2.3 External Auditors are not allowed to: 

2.3.1 Participate in the establishment of the Company; 

2.3.2 Participate on the Board; or 

2.3.3 Undertake any technical or administrative or consultative duty in the Company. 

(Article 143 of QCCL).  

2.4 QFMA further states that the External Auditor may not be contracted to provide advice or 

other services other than carrying out the audit of the Company (Article 23 of QFMA). 

However, QNCC also recognizes that in a small number of situations the theoretical risk 

of conflict of interest may be outweighed by the value to QNCC of the External Auditor 

undertaking certain activities. Where such situations arise, QNCC is committed to a clear 

approval process and to documenting such decisions in a defined and auditable manner. 



                                            QNCC Corporate Governance Policies Manual 

                                 

December 2018  
 

50 

2.4.1 It is QNCC’s policy that consultancy and non-audit services are not awarded to 

External Auditor except under strict controls and approval of the Audit 

Committee.  

2.5 An External Auditor is not allowed to be a partner or agent or employee with any of 

QNCC’s founders or any Board Member or their relatives up to fourth degree (Article 143 

of QCCL). 

2.6 The External Auditor cannot render audit services to the Company if a member of 

Executive Management (e.g. CFO) was previously employed by the auditor or 

participated in the audit of the Company in any capacity during the year prior to the date 

of the initiation of the audit. 

2.7 The External Auditor is responsible for notifying QFMA and other regulatory authority 

should the Board fail to take propose action concerning suspicious raised or identified by 

the External Auditor. 

3. Appointment and Rotation Policy 

3.1 Appointment of the External Auditor will be reviewed by the Audit Committee. The Audit 

Committee will then recommend to the Board its view on the External Auditor taking into 

consideration aspects discussed in Section 4 of this policy. 

3.2 The Board will then propose the External Auditor appointment for the shareholders’ 

approval. 

3.3 The primary emphasis in choosing an audit firm should be the demonstrated experience, 

quality, and depth of knowledge of all audit personnel to be assigned to the audit, specific 

industry expertise, the scope of work to be performed, and any inspection reports 

available about the audit firm. 

3.4 Any conflicts between the Audit Committee and Board on the appointment/ reappointment 

of the External Auditor will be noted in the Annual Corporate Governance Report. 

3.5 QNCC will rotate its External Auditor every three years. In case a decision is made to 

maintain the same External Auditor, non-compliance should be explained in the Corporate 

Governance Report with the adequate reasons why the decision to keep the Auditor was 

maintained. 

3.6 The re-appointment of the external auditor shall not be before passing two consecutive 

years. 

4. Audit Committee’s External Audit Responsibilities 

4.1 The External Auditor will report directly to the Audit Committee. 

4.2 The Audit Committee will examine its policies and practices with regard to the external 

audit process, to ensure compliance with relevant legislation and governance best 

practices. 
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4.2.1 The Audit Committee will annually review the independence and objectivity of the 

External Auditor. 

4.2.2 The Audit Committees will establish clear hiring policies for current and former 

employees of the External Auditor to safeguard independence and to consider all 

relationships between the External Auditor and QNCC when deciding whether 

the audit firm should be reappointed. 

4.3 The Audit Committee is responsible for making recommendations on the appointment, 

compensation, retention, and oversight of QNCC’s External Auditors to the Board. Any 

recommendations on the above will be approved by the General Assembly (Article 141 of 

QCCL). 

4.4 Additionally, the Audit Committee is responsible for the resolution of any disagreement 

between Management and the Auditor regarding financial reporting that might arise in the 

conduct of issuing an audit report or related work. 

4.5 The Audit Committee should discuss the audited annual financial statements and 

quarterly financial statements with Management and the External Auditor. 

4.6 The Audit Committee should regularly review potential “red flags” with the External 

Auditors, including: 

4.6.1 Accounting adjustments noted by the Auditor; 

4.6.2 Communications between the audit team and the audit firm’s national office 

related to audit and accounting issues presented by the engagement; and 

4.6.3 Reportable deficiencies in the design or operation of internal controls over 

financial reporting. 

4.7 The Audit Committee will ensure that the External Auditor participates in session of the 

Committee to build trust and provide a forum for issues of concern to be raised.  

4.7.1 Meetings with External Auditor should be held as a matter of course and should 

include, at a minimum, the engagement partner and other key members of the 

audit engagement team. 

4.7.2 Discussions with the External Auditor may include concerns about Management 

and the internal auditors and other matters that the External Auditors may wish to 

discuss.  
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Policy Code: CG-13 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG-13 Confidentiality 

 

 

 

Purpose: 

The purpose of this policy is to define the principles and guidelines required in order to maintain 

confidentiality of QNCC’s information and that of its relationships. 

 

Scope: 

This policy applies to all employees of QNCC. 

 

Contents: 

1. General Policy Statement 

1.1 QNCC prohibits the public disclosure of confidential organization information. This policy 

applies to all employees of QNCC without any exception. 

1.2 This policy prohibits confidential information from being accessed, disclosed or released 

in any format to or by any person/ business that does not have a "need to know" without 

the proper consent of the individual/ stakeholder involved and/or QNCC. As the range of 

services and products QNCC offers continues to expand, it is essential to keep business 

partners’, customers’, and vendors’ need for privacy and confidentiality as QNCC’s 

foremost priority. 

2. Overview 

2.1 QNCC’s confidential and proprietary information is one of the key assets and includes but 

is not limited to techniques, names and lists of business partners, customers, strategic 

and marketing plans, source codes, employee information and financial information. 

2.1.1 The above information is QNCC’s property and is protected by copyright and 

trade-secret laws and sometimes by patents. Every employee has the 

responsibility to safeguard it, and to never disclose it intentionally or 

inadvertently. 
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2.2 Confidential information could include any of the following: 

2.2.1 Expected financial results/ forecasts and projections; 

2.2.2 Technical data not published previously; 

2.2.3 New announcements of significant investments, projects, divestures, 

restructuring etc.; 

2.2.4 Marketing strategies/ campaigns; 

2.2.5 New or extensions to key contracts; 

2.2.6 New products/ services;  

2.2.7 Personnel information/ salaries; 

2.2.8 Changes in dividend policy; 

2.2.9 Significant litigation exposure; 

2.2.10 New equity or debt offerings; and 

2.2.11 Material pricing changes. 

2.3 On the other extreme, information which is regarded as non-confidential is that which is – 

and accepted to be – openly discussed with outsiders within the context of “publicly 

disclosed” material and information. Accordingly, information not falling under any of the 

classification of confidential information as defined hereafter will be covered in this 

category.   

3. Classification of Confidential Information 

3.1 To guide employees in the handling of confidential information, including that contained in 

e-mails, QNCC has established the following classifications: 

3.1.1 “QNCC Confidential: Internal Use Only” 

Information with this classification is not highly sensitive and can be distributed 

within QNCC without restrictions. Examples of information included in this 

category are internal telephone listings, e-mail address listings, and policy 

Manuals. 

3.1.2 “QNCC Confidential: Need-to-Know” 

This information is more sensitive and valuable than “Internal Use Only” 

documents. Its dissemination is limited to employees who need the information to 

do their jobs. Information in this category might include new project details and 

personnel information. 
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3.1.3 “QNCC Confidential: Registered” 

This is the most sensitive type of information. Registered documents must be 

numbered and each copy assigned to a specific recipient. These documents 

must be kept in a secure place at all times and should not be duplicated, except 

by their originator. Information in this category may include financial information, 

financial forecasts, expansion plans, acquisitions, mergers, and other contracts. 

4. Conduct of Personnel 

4.1 All employees are expected to act in a professional manner and maintain confidentiality at 

all times, whether dealing with actual records, projects, or conversations, and abide by the 

obligations of contractual confidentiality agreements. The violations of this policy include, 

but are not limited to the following situations: 

4.1.1 Allowing unauthorized access on QNCC’s computers to confidential QNCC 

information, customer information, financial data, contract details, confidential 

research data, or employee personal information; 

4.1.2 Sharing information acquired by persons in the course of their work with others 

who do not have a need to have the information;  

4.1.3 Accessing information that the individual does not have the authority to access in 

the course of his/ her work, or does not have a need to know to carry out his/ her 

job duties; 

4.1.4 Sharing of information related to confidential Human Resource matters; 

4.1.5 Breach of confidentiality obligations regarding the disclosure of confidential 

information that is subject to a duly signed confidentiality agreement/ statement; 

and 

4.1.6 Discarding confidential documents in an unsecure manner. 

4.2 All employees should protect and maintain business partner, customer and vendor 

privacy and confidentiality and, as such, should adhere to the following: 

4.2.1 All information related to QNCC’s business should be kept in the strictest 

confidence; 

4.2.2 All written information, whether in the form of records or to be used for publicity, 

must protect the anonymity of individuals and groups; 

4.2.3 Customer/ vendor/ business partner information (including the name and address 

of their business) should never be sold or made available to any other firms; 

4.2.4 Customers/ vendors / business partner have the right to exercise control over 

how QNCC uses the information obtained pertaining to customer/ vendor 

business; and 
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4.2.5 Employees must at all times respect customer/ vendor/ business partner privacy 

when marketing QNCC’s products and services. 

5. Requests for Confidential Information 

5.1 Written Requests: All written requests for additional information concerning details of 

litigation progress, expansion projects, investments, and acquisitions etc. shall be handled 

by the Commercial Department and forwarded to the General Manager. He will then 

decide whether such information should be disclosed to the requesting party. 

5.2 Verbal Requests: All verbal requests are first received by the Commercial Department 

and will be referred to the General Manager. If the General Manager is not present, such 

requests will be referred to the Head of Commercial Department.  If both are not present, 

such requests will be forwarded for follow-up on a later date.  

5.2.1 If the General Manager is unavailable, the requester should be asked to provide 

their name, company, telephone number and address, if possible. 

5.2.2 Additionally the requester should be asked the reason for the request and a brief 

description of the information desired. This information should be recorded by the 

Commercial Department. 

6. Electronic Mail (E-mail) 

6.1 As a policy, employees should be discouraged to forward or send e-mails containing 

confidential information outside of QNCC’s network. 

6.2 If there is a business need to communicate any sensitive information with someone 

outside QNCC, employees should confirm with their immediate supervisor that an 

appropriate non-disclosure agreement has been signed prior to e-mailing information 

outside the network. 

7. Communication with Vendors and Customers 

7.1 Employees must also use caution and discretion when communicating with vendors and 

clients.  Before disclosing information, employees should consider the following: 

7.1.1 Check to ensure that appropriate non-disclosure agreements are in place 

whenever applicable; 

7.1.2 Disclose only the information necessary to complete the project or the contract; 

7.1.3 Remind the vendor/ customer of the importance of keeping QNCC’s information 

confidential; and 

7.1.4 Consult with the immediate supervisor before providing access to information to 

any non-QNCC individuals. 
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Policy Code: CG-14 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG-14 Conflict of Interest 

 

 

Purpose: 

The Board acknowledges the risk that conflicts of interest may arise in obtaining persons involved in 

the business and civic community to act as Board Members, Executives, and employees of QNCC. 

Because of such persons’ worth in attracting and maintaining business relationships, the Board feels 

it is prudent to adopt a conflict of interest policy. In recognizing that excessive activities and gratuities 

and access to information may lead to conflicts of interest for employees, directors, and principal 

shareholders, QNCC has developed this policy to recognize such positions and to prevent a loss of 

objectivity by requiring appropriate and trustworthy conduct. 

 

Scope: 

This policy applies to all employees of QNCC and members of the Board.  

 

Contents: 

1. General Policy Statement 

1.1 All employees have a responsibility to QNCC, its shareholders, and to each other. Although 

this duty does not prevent employees from engaging in personal transactions and 

investments, it does demand that employees avoid situations where a conflict of interest 

might occur or appear to occur. 

1.2 Individuals associated with QNCC have a primary responsibility to uphold its ethical 

standards. 

1.3 QNCC is subject to scrutiny from many different individuals and organizations. Employees 

should always strive to avoid even the appearance of impropriety. The following is a non-

exhaustive list of situations qualifying to pose conflict of interest: 
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1.3.1 Outside Employment. Employees should disclose any business, or consulting 

outside of QNCC for another for-profit organization in conflict of interest situations. 

QNCC’s policies prohibit any employee from accepting simultaneous employment 

with a QNCC supplier, client, developer, or competitor, and from taking part in any 

activity that directly enhances or supports a competitor’s position. 

1.3.2 Outside Directorships. It is a conflict of interest to serve as a director in a 

company/ financial institution other than QNCC having similar business in Qatar 

(Article 98 of QCCL). Although an employee may serve as a Director of a QNCC 

supplier, customer, or contractor, QNCC’s policy requires that an employee first 

obtains written approval from QNCC’s General Manager before accepting a 

Directorship position, and any remuneration an employee receives should be of an 

amount equal to his/ her responsibilities. 

1.3.3 Business Interests. If an employee is considering investing in the business 

interests of clients, suppliers, vendors, and competitors, the employee must first 

take great care to ensure that these investments do not compromise his/ her 

responsibilities to QNCC. Many factors should be considered in determining 

whether a conflict of interest situation exists, including the size and nature of the 

investment; the employee’s ability to influence QNCC decisions; the employee’s 

access to confidential information of QNCC or of the other organization; and the 

nature of the relationship between QNCC and the other business. Typically, 

investments of less than 2 percent of the total outstanding shares in companies 

listed on a national or international securities exchange do not create a conflict. 

1.3.4 Related Parties. As a general rule, an employee should avoid conducting QNCC 

business with a family member (up to the fourth degree) or with a business in 

which a family member is associated in any significant role. If such a transaction is 

unavoidable, the employee must disclose the relationship and obtain prior written 

approval from QNCC’s Board. Any dealings with a related party should be 

conducted in such a way that no preferential treatment is given to this business 

that would not otherwise be given to another business. If the employee was unable 

to disclose the related party details, which come to the notice of the Management 

or the Board at a later date, the Management Committee may decide to take 

disciplinary action as appropriate. 

1.3.5 Other Situations. Because other conflicts of interest may arise, it would be 

impractical to attempt to list all possible situations. If a proposed transaction or 

situation raises any questions or doubts in an employee’s mind, it should be 

referred to the manager, relevant head, or the General Manager before taking up a 

role in the transaction/ activity or entering into the relationship or situation in 

question. 

1.4 All employees and representatives of QNCC are required to act in a responsible and 

respectable manner and to remain free of influences that may result in the loss of 

objectivity regarding business conducted with QNCC customers or with QNCC itself.   
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1.5 Each employee must disclose and avoid any interests or activities involving another 

organization or individual that may result in a conflict of interest between QNCC and that 

organization or individual.  

1.6 Employees are not authorized to enter into transactions with vendors in which members of 

their family are shareholders or directors unless they are authorized by the General 

Manager. 

1.7 While this policy does not intend to interfere with the personal lives of employees and 

representatives, it requires those persons to recognize situations where conflicts of interest 

may arise and to avoid them when possible. 

1.8 Actions or acceptance of gifts that are not specifically mentioned in this policy must be 

reviewed as to intent and purpose. Employees should ask themselves: “If a situation were 

to be made public, would my conduct be embarrassing or come into question?” 

1.9 If these situations cannot be avoided, they must be reported immediately to a direct 

supervisor. Subsequently, the employee or representative should remove himself or herself 

from any compromising situations. 

2. Authority 

2.1 The Board is ultimately responsible for establishing specific policies to address potential 

conflicts of interest for the General Manager, Directors, Managers, and employees of 

QNCC.   

2.2 Any action taken regarding inappropriate insider activities or a breach of QNCC’s Code of 

Ethics will ultimately be reviewed and acted upon by the Audit Committee, after considering 

the facts, the seriousness of the conduct, and any potential breach of trust. 

3. Confidential Information 

3.1 All employees and Board Members must acknowledge that all information concerning 

QNCC, customers, and personal information is considered confidential and is to be used 

for QNCC’s purposes only.  The use of such information for personal, familial, or other gain 

is unethical and illegal under QNCC’s policy. 

3.2 In addition, all published information (both for internal and external use), developed 

programs, manuals, equipment …etc. are the property of QNCC and are reserved for use 

by employees of QNCC. Use of this material for any other purpose may constitute copyright 

infringement and theft. 

3.3 The chairman, the members of the board of directors and the employees of the company 

may not use any information obtained by virtue of their membership or occupation to 

achieve an interest for themselves, their spouse, children or next of kin to the 4th degree, 

whether directly or indirectly, due to dealing in the company’s securities. This prohibition 

shall remain valid for three (3) years after the end of the membership of such person in the 

board of directors or the end of their employment (Article 111 of QCCL). 
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4. Solicitation 

4.1 Employees of QNCC are not to solicit gifts from prospective or current customers, vendors 

or any other individual or business.  

4.2 Employees may occasionally be offered gifts and/or entertainment by suppliers or 

customers. The general rule in this respect is that gifts and entertainment should be 

refused tactfully, unless such gift is clearly of nominal value.  

4.3 Nominal value is considered to be anything below QAR 1,000. Gifts and gratuities from 

external parties exceeding a value of QAR 1,000 should be immediately reported to Human 

Resources. 

4.4 Employees of QNCC may be expected to participate in entertainment and amenities at 

reasonable cost to facilitate business. Payment by anyone other than QNCC of excessive 

costs or travel not customary or within acceptable business practice must not be accepted. 

Any questionable circumstances must be reported by the employee to his/her immediate 

supervisor. 

5. External Involvement 

5.1 While QNCC encourages its employees to be involved in outside activities, including 

charitable and social functions, QNCC’s policy prohibits QNCC from making political 

contributions. At no time will employees solicit other employees for political contributions or 

coerce others into contributing to any organization. Conduct must not give the perception 

that benefit to QNCC or connections are sought or desired. 

5.2 Additionally, offers of directorship in/from any outside organization that has or desires a 

business relationship with QNCC, must be reported to the General Manager prior to 

acceptance. 

5.3 Capitalizing on opportunities for personal gain or compensation outside of that provided by 

QNCC for the performance of services for QNCC is strictly prohibited. 

6. Conduct of Insiders 

6.1 “Insiders” is defined as Board Members, Executive Managers, and principal shareholders. 

These individuals must take care that their conduct does not violate rules relating to self-

dealing and personal gains. At no time are members of this group allowed to take 

advantage of their position in QNCC for personal profit or influence over QNCC operations 

for their business or personal interests. 

6.2 Decisions regarding the sale, purchase or leasing of QNCC’s assets and services must be 

made in the best interests of QNCC, with no influence on insiders resulting from gifts, 

entertainment, or gratuities. All conduct of such business must be at “arm’s length.”  
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7. Compliance and Consequences of Non-Compliance 

7.1 Failure to comply with all policies herein described may result in the termination of 

employment consequent to a penal investigation. The action taken will be commensurate 

with the seriousness of the conduct and an evaluation of the situation. 

7.2 All violations of this policy will be brought to the attention of the Audit Committee through 

the General Manager. 
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Policy Code: CG-15 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG-15 Disclosure 

 

 

Purpose: 

The purpose of this policy is to define the principles and guidelines for disclosing confidential 

information, conflict of interest and compliance information as they related to QNCC. 

 

Scope: 

This policy applies to all employees of QNCC and members of the Board.  

 

Contents: 

1. Disclosures and Reporting of Conflict of Interest 

1.1 A form has been included for which employees are encouraged to use to report any and all 

instances of Conflicts of Interest, including receipt of material gifts (See Appendix 5: 

Sample Conflict of Interest Disclosure Form). 

1.2 Employees should immediately consult with their supervisor in cases of conflicts of interest 

or solicitation as to the required action needed. Employees are also encouraged to contact 

the Legal Department.  

1.3 Conflicts of interest of Executive Management should be reported to the Board. All matters 

resulting in conflicts of interest of managers/ directors of QNCC should be reported to 

shareholders at the General Assembly meeting (Article 122 of QCCL) and be incorporated 

in the Corporate Governance Report by the Board.  

2. Disclosure of Confidential Information 

2.1 QNCC should prepare standard nondisclosure agreements suitable for most disclosures in 

coordination with the Commercial Department. 

2.2 No article or speech by QNCC is published without submitting it to the Head of Commercial 

Department for approval by the General Manager. 
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2.3 It is required that QNCC discloses significant related party relationships and transactions in 

QNCC's financial statements. This disclosure is considered significant because it provides 

the user of the financial statements with relevant information to interpret QNCC's operating 

results. 

2.4 To further promote QNCC’s business, proprietary information must be disclosed to potential 

business partners from time to time. However, such disclosure should never be done 

without carefully considering its potential benefits and risks. If QNCC determines in 

consultation with an employee’s manager and other appropriate QNCC Management that 

disclosure of confidential information is necessary, the employee must then contact the 

General Manager and Secretariat before any disclosure takes place. Additionally, no 

financial information other than that required by statutory-reporting requirements may be 

disclosed without the prior approval of the General Manager. 

3. Compliance 

3.1 All employees should disclose any possible related party transactions as soon as they are 

made aware of the same. (Refer to CG-14 Conflict of Interest Policy) 

3.2 Non-compliance to related party requirements of the QFMA will be disclosed in the 

Company’s Corporate Governance Report. Decision for non-compliance vests with the full 

Board of QNCC. 
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Policy Code: CG-16 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG-16 Whistle-blowing  

 

 

Purpose:  

The purpose of this policy is to encourage all QNCC employees to disclose any wrongdoing that may 

adversely impact the Company, its customers, shareholders, employees or the public at large. This 

policy document advocates that an employee can report issues without fear of reprisal. 

 

Scope: 

This policy applies to all employees of QNCC.  

 

Contents: 

1. Definitions 

1.1 Misconduct: Generally, misconduct committed is a violation of law, rule, and regulation and/ 

or relates to or is a direct threat to public interest, fraud, health, safety violations, and 

corruption. A few examples are given below: 

1.1.1 Financial or non-financial maladministration or malpractice or impropriety; 

1.1.2 Misconduct: academic or professional malpractice (intentional misconduct, fraud 

or deceit against QNCC) and criminal offense; 

1.1.3 Improper conduct or unethical behavior; and 

1.1.4 Attempts to suppress or conceal information relating to any of the above. 

2. General Policy Statements 

2.1 Support for the establishment of whistle-blower provisions and protections have been 

rendered by a raft of various legislations and guidelines in the world. In line with leading 

governance practice, QNCC as a listed organization, should have a program for receiving 

confidential, anonymous submissions of concerns regarding questionable practices.  



                                            QNCC Corporate Governance Policies Manual 

                                 

December 2018  
 

64 

2.2 QNCC will assign a member of the Audit Committee to address employees’ whistle-blowing 

concerns which cannot be resolved internally. Employees are encouraged to report any 

wrong doing to the superiors as appropriate. The assigned Committee member will ensure 

that issues raised through whistle-blowing are raised and reported to the Audit Committee 

according to the materiality of the issue.  

2.3 Establishing a Whistle-blowing Policy could potentially lead to the detection of: 

2.3.1 Accounting irregularities (non-compliance with regulatory requirements, fraudulent 

accounting entries, and misstatement of accounts …etc.); 

2.3.2 Violations of governmental regulations/ breach of statutory laws; 

2.3.3 Harassment; 

2.3.4 Conflicts of interest; 

2.3.5 Corruption; 

2.3.6 Falsification/destruction of Company records; 

2.3.7 Workplace violence; 

2.3.8 Discrimination; 

2.3.9 Release of proprietary information; 

2.3.10 Covering up deficiencies in internal controls; 

2.3.11 Embezzlement and fraud; 

2.3.12 Privacy violations; 

2.3.13 Unacceptable practices; 

2.3.14 Misrepresentation of facts; 

2.3.15 Health and safety risk, including risk to public as well as to other employees; 

2.3.16 Damage to environment (non-compliance with environmental regulations); 

2.3.17 Abuse of power or powers and authority for any unauthorized user or personal 

gain; and 

2.3.18 Misuse of assets. 

2.4 Whistle-blowers are also a key defense against Management override of internal controls 

and thus can help improve corporate governance. 
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3. Safeguards: 

3.1 Harassment or Victimization: QNCC recognizes that the decision to report a concern can 

be a difficult one to make, not least because of the fear of reprisal from those responsible 

for the malpractice. QNCC will not tolerate harassment or victimization and will take action 

to protect the whistle-blower that raises a concern in good faith. However, this does not 

imply that if the whistle-blower is already the subject of disciplinary or redundancy 

procedures, those procedures will be halted as a result of whistle-blowing. 

3.2 Confidentiality: QNCC will do its best to protect the identity of the whistle-blower. It must 

be appreciated that the investigation process may reveal the source of the information and 

a statement by the whistle-blower may be required as part of the evidence under the 

related investigation proceedings. 

3.3 Anonymous Allegations: QNCC encourages the whistle-blower to disclose his/ her name 

in reporting the allegation. Concerns expressed anonymously are much less powerful but 

are nevertheless considered at the discretion of the Audit Committee. In exercising the 

discretion, the factors to be taken into account would include: 

3.3.1 The seriousness of the issues raised; 

3.3.2 The credibility of the concern; and 

3.3.3 The likelihood of confirming the allegation from other sources. 

3.4 Untrue Allegations: If a whistle-blower makes an allegation in good faith, which is not 

confirmed/ proven by the ensuing investigation, no action will be taken. If, however, the 

whistle-blower makes malicious or vexatious allegations, appropriate disciplinary action will 

be initiated against the concerned person. 

3.5 Whistle-blower Protection 

3.5.1 Any employee who experiences adverse employment action i.e. he/ she was 

discharged, demoted, suspended, threatened, harassed, or in any other manner 

discriminated against in the terms and conditions of employment by his/ her 

superior because of lawful acts done by the employee on behalf of the Company 

or others, will be entitled to all relief necessary. The protection against retaliation 

extends to whistle-blowers whose allegations could legitimately support legal 

claims even if the case is never filed. 

3.5.2 Consistent with the policies of QNCC, the Audit Committee shall not retaliate, and 

shall not tolerate any retaliation by the Management or any other person or group, 

directly or indirectly, against anyone who, in good faith, makes an accounting 

allegation or provides assistance to the Audit Committee, Management or any 

other person or group, including any governmental, regulatory or law enforcement 

body, investigating an accounting allegation.  
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3.5.2.1 The Audit Committee shall not reveal the identity of any person who 

makes an accounting allegation in good faith and who requests that his/ 

her identity be kept confidential. The Audit Committee shall not make 

any effort, or tolerate any effort made by any other person or group, to 

ascertain the identity of the whistle-blower who reported in good faith 

the accounting allegation anonymously. 

4. Management Response 

In determining whether Management or the Audit Committee should investigate an allegation of 

misconduct, and the procedure to be followed in this regard, the following shall be considered/ 

taking cognizance of:  

4.1 Who is the alleged wrongdoer? 

4.1.1 If an executive manager, senior/ other high level Management official is alleged to 

have engaged in a wrongdoing, that factor alone may give weight in favor of the 

Audit Committee in conducting the investigation. 

4.2 How serious is the alleged wrongdoing? 

4.2.1 The more serious the alleged wrongdoing, the more appropriate it is for the Audit 

Committee to undertake the investigation. If the alleged wrongdoing would 

constitute a crime involving the integrity of the financial statements of the 

Company, that factor alone may give weight in favor of the Audit Committee in 

conducting the investigation. 

4.3 How credible is the allegation of wrongdoing? 

4.3.1 The more credible the allegation, the more appropriate it is for the Audit 

Committee to undertake the investigation. In assessing credibility, the Audit 

Committee should consider all facts surrounding the allegation, including but not 

limited to whether similar allegations have been made in the press.  

4.4 The action to be taken by QNCC will depend on the nature of the concern raised. The 

matters raised may: 

4.4.1 Be investigated internally; 

4.4.2 Be referred to the local police forces;  

4.4.3 Be referred to the External Auditor (expert opinion); or 

4.4.4 Form the subject of an independent inquiry, like an Ad-hoc Committee …etc. 

4.5 In order to protect employees and QNCC, initial enquiries will be made to decide whether 

an investigation is appropriate. 

4.6 Some concerns may be resolved by agreed action without the need for investigation. 

4.7 All whistle-blowing concerns should be addressed to the designated Committee. 
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4.8 Within a reasonable time frame, the Committee will write to the whistle-blower: 

4.8.1 Acknowledging that the concern has been received; 

4.8.2 Proposing how the matter will be dealt with; 

4.8.3 Giving an estimate of how long it will take to provide a final response; 

4.8.4 Stating whether any initial enquiries have been made; and 

4.8.5 Stating whether further investigations will take place, and if not, why not. 

4.9 The amount of contact between the persons deliberating on the issues and the whistle-

blower will depend on the nature of the matters raised, the potential difficulties involved and 

the clarity of the information provided. If necessary, further information will be sought from 

the whistle-blower. 

4.10 When any meeting is arranged, the whistle-blower can be supported by a manager who is 

not involved in the area of work to which the concerned issue relates. 

4.11 QNCC will take steps to minimize any difficulties which the whistle-blower may experience 

as a result of raising a concern. For instance, if the whistle-blower is required to give 

evidence in criminal or disciplinary proceedings, the Legal Department will provide advice 

on the procedure. 

4.12 QNCC accepts that whistle-blowers need to be assured that the matter has been properly 

addressed. Thus, subject to legal constraints, the whistle-blower will receive information/ 

updates about the outcome of any investigation. 

5. Creating Whistle-blowing Channels 

5.1 QNCC will establish various communication lines for whistle-blowing. Such communication 

lines could include: 

5.1.1 Establishing a telephone hotline; 

5.1.2 Disclosing an e-mail address to employees; and  

5.1.3 Placing a mailbox. 

5.2 A sample form has been included in Appendix 6 Whistle-Blowing Form to be used by 

employees for whistle-blowing concerns. 
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Policy Code: CG-17 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG-17 Shareholder Relations 

 

 

Purpose:  

The purpose of this policy is to delineate guidelines and standards for QNCC that promote good 

relations through effective communications between QNCC and its shareholders. 

 

Scope: 

This policy applies to QNCC’s Commercial Department, Executive Management and the Board of 

Directors. 

 

Contents: 

1. General Policy Statements 

1.1 The Board should foster constructive relationships with shareholders that encourage them 

to engage with QNCC. 

1.2 The Commercial Department specializes in information and disclosure management for 

QNCC as they communicate with the investor/ shareholder community at large.   

1.3 The Commercial Department shall develop and maintain a strong partnership with 

newspapers and other media communications and ensure that all relevant investor 

information is released on a timely basis to promote transparency in dealing with the 

investment community. 

1.3.1 All such news releases should be performed in line with applicable laws/ 

regulations. 

1.4 The Commercial Department shall manage/ direct conferences, seminars, events and other 

functions organized by QNCC for the shareholders. 

1.5 The Commercial Department shall submit monthly an application to the depositary to get an 

updated list of shareholders (Article 30, QFMA Governance Code). 
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1.6 The Commercial Department will coordinate the timely invitation of shareholders in events/ 

conferences, and assist in the overall success of these activities.  

2. Shareholder Communications 

2.1 QNCC’s BOD shall have the primary responsibility towards the shareholders of the 

Company for its work performance and results. 

2.2 The BOD shall assume responsibility in front of the Company’s shareholders for any case 

of violation and negligence. 

2.3 Shareholder communications shall be done through press releases, newsletters and 

QNCC’s official website. Such communications could include: 

2.3.1 Corporate and business developments; 

2.3.2 Financial results; 

2.3.3 Annual reports; 

2.3.4 Corporate Governance related disclosures; 

2.3.5 Social responsibility updates; 

2.3.6 QNCC's market data and other statistical data; and 

2.3.7 QE trading information. 

2.4 Additionally a copy of all media releases should be provided to the QE in accordance with 

QE Bylaw Article 48. The Commercial Department should ensure the requirements of 

Article 48 are met. 

2.4.1 Disclaimers/ disclosure in press releases should be provided if and when required 

by the applicable regulatory authority.  

3. Dialogue with Shareholders  

3.1 Dialogue should be maintained with institutional investors based on the mutual 

understanding of objectives. The Board as a whole has the responsibility for ensuring that a 

satisfactory dialogue with such shareholders takes place. 

3.2 The Chairman (and other Board members as appropriate) should maintain sufficient 

contact with major shareholders to understand their issues and concerns.  

3.2.1 The Chairman should oversee that the views of shareholders are communicated to 

the Board as a whole.  

3.2.2 The Chairman should discuss governance and strategy with major shareholders. 

Non-Executive Members should be offered the opportunity to attend meetings with 

major shareholders and should be expected to attend them if requested by major 

shareholders.  
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3.3 The Board should state in the Annual Report the steps they have taken to ensure that 

members of the Board and the Non-Executive Members, in particular, develop an 

understanding of the views of major shareholders about QNCC such as direct face-to-face 

contact and surveys of shareholder opinion. 

3.4 The Chairman should arrange for the members of all Board Committees, External Auditors 

and the Directors to be available to answer questions at the Annual General Assembly 

Meeting (AGAM). 

4. General Assembly Meetings 

4.1 Agenda of the AGAM should be enclosed in the general assembly notification mail.  

4.2 The Commercial Department will manage the timely gathering of updated list of 

shareholders and relevant addresses and will coordinate for the timely preparation of 

general assembly letters and agenda with the Board Secretary. 

4.3 The Commercial Department should ensure the gathering of the AGAM during the first four 

months after the end of the financial year. 

4.4 The Commercial Department should submit a report on the agenda, time and venue of the 

ordinary/ extraordinary general assembly to the QE two weeks before convening the 

assembly (QE, Article 48, section 2).  

4.5 The Commercial Department should arrange the circulation of AGAM invitations to all 

shareholders and should be published in two Arabic Daily newspapers and the same will be 

submitted to the Ministry at least 15 days prior to the Ordinary General Assembly (Article 

121 QCCL). 

4.6 The Commercial Department, in coordination with the Finance and Administration 

Department, will ensure the timely preparation of the Annual Report and inclusion of 

financial statements for the General Assembly Meeting. The Annual Report will include the 

following with regard to the Board: 

4.6.1 A statement of how the Board operates, including a high level statement of which 

types of decisions are to be taken by the Board and which are to be delegated to 

the Management; 

4.6.2 Profiles of the Chairman, Board Members and the General Manager; and 

4.6.3 Number of meetings of the Board and Board Committees and the individual 

attendance by Board members to those meetings. 

4.7 Shareholders should have the opportunity to participate effectively and vote in General 

Assembly Meetings and should be informed of the rules, including voting procedures, that 

govern general shareholder meetings: 
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4.7.1 Shareholders should be furnished with sufficient and timely information concerning 

the date, location and agenda of general meetings, as well as full and timely 

information regarding the issues to be decided at the meeting; 

4.7.2 Shareholders should have the opportunity to ask questions from the Board, 

including but not limited to questions relating to the annual external audit, place 

items on the agenda of general meetings, and propose resolutions, subject to 

reasonable limitations; 

4.7.3 Effective shareholder participation in key corporate governance decisions, such as 

the nomination and election of Board Members, should be facilitated by providing 

proposed Board Member CVs to shareholders; 

4.7.4 Shareholders should be able to make their views known on the remuneration 

policy for Board Members and key executives. The equity component of 

compensation schemes (if any) for the Board Members and employees should be 

subject to shareholder approval; and 

4.7.5 Shareholders should be able to vote in person or in proxy, and equal effect should 

be given to votes whether cast in person or in proxy. 

4.8 As per the Article 125 of QCCL, subject to Articles 88 and 124 of QCCL, the Ministry shall 

convene the general assembly of the company in the following cases: 

4.8.1 If the general assembly is not convened within thirty (30) days from the date 

prescribed in Article 123 of QCCL.  

4.8.2 If the number of the members of the board of directors is less than the minimum 

provided for in Article 101 of QCCL without convening a general assembly.  

4.8.3 If it at any time realizes any breaches of the law or of the articles of association of 

the company or any gross failure in its management.  

In such cases, all procedures prescribed for convening a general assembly shall be 

followed and the company shall bear all expenses. 

5. Equitable Treatment of Shareholders 

5.1 All shareholders should be treated equitably. 

5.1.1 All shares should carry the same rights. All shareholders should be able to obtain 

information about the rights attached to all series and classes of shares before 

they purchase the same.  

5.1.2 Minority shareholders should be protected from abusive actions by, or in the 

interest of, controlling shareholders acting either directly or indirectly, and should 

have effective means of redress. 

5.1.3 Minority shareholder’s Tag Along Rights is provided where applicable (all 

shareholders provided equivalent terms to share offers). 
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5.1.4 The protection of minority shareholders rights in cases where major transactions 

are approved where the said minority shareholders have voted against such major 

transactions by noting down the objection in the meeting minutes and publishing 

the same. 

5.1.5 Processes and procedures for general shareholder meetings should allow for 

equitable treatment of all shareholders. Procedures should not make it unduly 

difficult or expensive to cast votes. 

6. Shareholders’ Feedback 

6.1 The Commercial Department should identify leading institutional shareholders and ensure 

that they have regular contact with the Management. 

6.2 It is QNCC's policy to ensure that its investors/ shareholders gain a good understanding of 

its business through appropriate informative media communications. 

6.3 The Commercial Department will ensure that feedback is received from shareholders on 

the General Assembly, conferences and other shareholder/ investor contacts.  

6.4 Feedback on QNCC’s performance shall be accumulated, maintained and reported to the 

Board on a periodic basis by the Management. 

6.5 The report to the Board shall also include shareholder suggestions in order to obtain 

appropriate response. 

7. Shareholder Queries and Access to Information 

7.1 The Commercial Department will coordinate with the Information Technology function to 

ensure the timely update to QNCC's website to reflect the latest in Investor Relation 

information including all pertinent press releases, financial reports, Board related aspects, 

governance aspects and other disclosures as required.  

7.2 Additionally the Commercial Department should ensure that a direct line is provided (and 

included on QNCC's website and press releases where applicable) to all shareholders who 

may have queries or require further information. 

7.3 All information provided to shareholders/ investors must be in the public realm. In the 

provision of information, as a strict policy, no insider information or preference to one 

shareholder over another is allowed. 

7.4 In all telephone/ e-mail or any other medium of communication, queries should reflect 

publicly known information. The Commercial Department is responsible in assisting in the 

provision of released information and receiving feedback from shareholders.  

7.5 Commercial Department is permitted to provide shareholders with information relating to 

intangible values such as the Company's policy on Corporate Governance, Code of Ethics, 

Corporate Social Responsibility and Environmental Standards.  
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7.6 The shareholders are given access to following information: 

7.6.1 Copies of shareholder registers;  

7.6.2 Board Member’s register;  

7.6.3 Articles of Association and by-laws of the Company;  

7.6.4 Board Member candidates’ information; and  

7.6.5 Any other document the QFMA may decide upon. 

7.7 QNCC will not provide copies of contracts that may result in an asset or liability as these 

contracts are confidential in nature and difficult to provide on a case by case basis. 

However, QNCC will disclose all assets and liabilities (including loans) as part of its 

financials which have been approved by the External Auditor. 

 

8. Coordination with Qatar Exchange 

8.1 The Commercial Department should maintain a proactive relationship with the QE. 

8.2 Where QE has any clarifications with regard to press releases, the Commercial Department 

should timely provide the required information. 

8.3 Any information that may affect the share price of QNCC should be disclosed to QE prior to 

public release. If information has been leaked/ released to the press without QE’s approval, 

the Commercial Department should immediately provide clarification to the QE. 

8.4 An investigation as to how the information may have been released and the person(s) 

responsible should be conducted to prevent future occurrences.  

9. Dividends 

9.1 QNCC will strive to distribute dividends every year. Dividend distribution will however 

depend on various factors including profitability, funding needs, cash flows and expansion 

opportunities which QNCC may have identified. Each year, the Board will propose to the 

AGAM the dividend distribution and provide the rationale behind the proposal. 

9.2 A 10% of the net profits shall be deducted annually for the legal reserve account.  The 

General Assemble may cease this deduction once the reserve reaches 50% of the paid 

capital.  If the legal reserve becomes less than the said percentage, the deduction shall be 

resumed until the reserve reaches the said percentage.  The legal reserve may not be 

distributed to the shareholders.  Surplus amounts in excess of half of the capital may be 

distributed as dividends to the shareholders up to 5% in years when the Company’s profits 

do not allow for the distribution of such percentage. 

9.3 A maximum of 10% of net profit amount remaining after the deduction of amortization and 

reserve amounts and the profits distributed according to the previous paragraph, are kept 

aside for Director’s remuneration. 
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9.4 A portion of the profits determined by the General Assembly shall be allocated to employee 

and other liabilities and obligations as defined by the Labor Law. 

9.5 A reserve account may also be established pursuant to General Assembly approval.  

9.6 The remaining profits shall be distributed to the shareholders as additional dividends or 

carried forward, upon the proposal of the Board of Directors, to the following year, or 

allocated for the creation of extraordinary reserve or amortization money.   

9.7 The dividend approved by General Assembly for distribution, whether they be in cash or 

bonus shares shall be given, as of right, to share owners who are listed in the register kept 

at the shareholders register at end of trading session on the day on which General 

Assembly is convened. 
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Policy Code: CG-18 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG-18 Insider Trading 

 

 

Purpose: 

To outline guidelines and policies as it relates to insider trading activities as QNCC is listed on the 

QE. This policy is an extension of the CG-13 Confidentiality Policy. 

 

Scope: 

This policy applies to all employees and their immediate families (first degree) and Board Members 

who are privy to undisclosed Company information. 

 

Contents: 

1. Insider Trading Issues 

1.1 An "insider" may be an officer, director, employee, or beneficial owner of QNCC’s stock 

who is in possession of material information regarding the Company that has not been 

fully disclosed to the public. 

1.2 From time to time, employees may have access to information about QNCC’s business 

which has not been disclosed to shareholders and the investing public. 

1.3 Material undisclosed information about QNCC’s business is defined as “inside” 

information and can be financial information, operational initiatives, pricing decisions, or 

other information that could affect the share price of QNCC. 

1.4 Trading stock on the basis of inside information, regardless of how small or large the 

trade, is a serious violation of the Company’s ethical standards and policies.  

1.5 If an employee has material inside information about QNCC, the employee may not trade 

in the Company’s stock from the moment the employee receives that information until 

after the close of the second trading day following public disclosure of the information. 

1.6 Additionally, the employee must not assist anyone else to trade in the stock by improperly 

disclosing inside information to them. 
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1.7 All QNCC employees who have access to internal financial statements, or to material 

information concerning anticipated quarterly financials that has not yet been made public, 

are strongly recommended not to trade in the Company’s stock during the 30 calendar 

days prior to the end of any fiscal quarter and ending at the close of business on the 

second trading day following public disclosure of financial results for the fiscal quarter. 

1.8 All Board Members and Executive Management are prohibited from trading in QNCC 

stock from the date of calling the Board meeting to discuss the financial statements to the 

date of convening the General Assembly (QE Bylaws Article 173). 

1.9 Insider trading rules are strictly enforced, even in instances when the financial 

transactions seem small. 

2. Prohibited Activity 

2.1 Tipping Non-Insiders – The person who trades or "tips" information violates QNCC’s 

policy and ethical standards if he/ she has a fiduciary duty or other relationship of trust 

and confidence not to use the information. 

2.2 Utilization of Insider Information for Benefit – Trading is also prohibited when a person 

who receives information through a confidential relationship uses ("misappropriates") the 

information for his or her own trading or tips to others. 

2.3 Controlling Persons – corporations, brokerage firms, or other "controlling persons" who 

supervise a person who violates the insider trading rules may also be liable. A "controlling 

person" can be penalized if he knew or recklessly disregarded the fact that the controlled 

person was likely to engage in insider trading and failed to take steps to prevent it. 

2.4 Directors and officers are prohibited from being involved in the investment approval 

process of insiders who may benefit directly or indirectly from the decision to grant a 

service. Relatives of the first degree may not trade in QNCC stock based on insider 

information. 

3. Personal Account Transactions 

3.1 QNCC may restrict certain employees (investment, finance…etc) from trading in the 

Company’s stock or in stocks owed by QNCC to prevent personnel from using the 

Company’s information for personal gain. The list of employees covered by this policy will 

be determined by the Compliance and Risk function and approved by the General 

Manager.  

3.2 QNCC may at any time, and without giving any reason:  

3.2.1 Restrict employee dealings by any employee;  

3.2.2 Impose special conditions or restrictions on staff dealing; or 

3.2.3 Decline to give permission to staff dealing when it is requested. 

3.3 In general, QNCC will place controls on personal account transaction on employees 

involved in investments (liquid publicly traded investments)/ treasury activities only. 
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3.4 Such employees will be requested to open accounts with an approved broker. 

3.5 Additionally, QNCC will ensure that restrictions with regard to personal account 

transactions are included in the terms of contract of the relevant employees.  

3.6 QNCC will, by writing, inform employees on restrictions on personal account transactions, 

and any general permission to execute personal account transactions.  

3.7 QNCC will maintain a list of relevant investments in relation to which QNCC and its staff 

may have inside information and ensuring that only relevant employees have access to 

this list. 

3.8 Employees may not undertake personal account transactions in relation to investments on 

the restricted list unless: 

3.8.1 The transaction is for the purposes of realizing the cash value of a holding or 

position not related to QNCC’s business; and 

3.8.2 The firm has given its express written permission for the transaction. 

4. Board Disclosures 

4.1 In accordance with transparency requirements, all QNCC Board Members’ holdings 

(executive, independent, non-executive) will be made available to the public on the 

Company’s website. Any changes to Board Members’ ownership will also be disclosed on 

the website. 

4.2 For this purpose, the Compliance & Risk Department (TBD by QNCC) will have access to 

Board Member accounts used to trade in QNCC’s stock and notify Commercial 

Department of any changes in holdings for publication on the Company’s website. 

5. Disciplinary Action 

5.1 Insiders may be subject to internal penal prosecution for trading (purchase or sale) in 

QNCC stock when they know material information concerning the Company that has not 

been fully disclosed to the public, in accordance with Article 172 of QE Bylaws.  

5.2 Penal prosecution in addition to penal action taken by QE for insider trading can and often 

does result in termination from employment for the violating employee. 
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Policy Code: CG-19 

Effective Date: ___/___/20__ 

Revision Date: ___/___/20__ 

Resource Person: Mr./Ms.____________________________ 

Policy Name: 

CG-19 Corporate Social Responsibility (CSR) 

 

 

Purpose: 

The purpose of this policy is to delineate guidelines and standards for QNCC that promote corporate 

social responsibility. 

 

Scope: 

This policy applies to all employees and directors of QNCC. 

 

Contents: 

1. Corporate Social Responsibility 

1.1 Corporate Social Responsibility (hereinafter ‘CSR’) is a concept whereby QNCC considers the 

interests of society by taking responsibility for the impact of their activities on customers, 

suppliers, employees, shareholders, communities and other stakeholders, as well as the 

environment.  

1.1.1 In this sense, CSR is viewed as a comprehensive set of policies, practices and 

programs that are integrated into business operations, supply chains and decision-

making processes throughout the organization that includes accountability and 

responsibility for current and past actions as well as future impacts. 

1.2 In its broadest sense, CSR includes issues related to business ethics, community investment, 

environment, governance, human rights, marketplace and the workplace. 

1.3 CSR is an essential tool in communicating with the community that QNCC operates in and in 

building QNCC’s brand.  

1.4 CSR is an important aspect of QNCC’s continual efforts to build up global trust in its corporate 

brand.  

1.5 QNCC’s objectives are to utilize CSR to achieve the following: 

1.5.1 Build Reputation: a coordinated CSR strategy can improve the public and stakeholder 

view of QNCC. 
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1.5.2 Improve Employee Engagement: a meaningful CSR strategy can increase employee 

engagement, loyalty and in turn employee retention. 

1.5.3 Increase Market Share: a coherent CSR strategy can highlight the attractiveness of 

doing business with QNCC. 

1.5.4 Leverage Resources: a focused CSR strategy would allow QNCC to use limited 

resources effectively to meet targeted business and community needs. 

1.5.5 Private Resources for Public Good; a genuine desire to make meaningful societal 

contribution. 

1.6 QNCC should establish standards and guidelines for Corporate Social Responsibility which 

include sponsorships and/or donations and support to social, cultural, medical, educational, 

environmental, sports and events and develop a proactive CSR strategy that should reaffirm 

QNCC’s position in the community and importance in developing Qatar’s economy.  

1.7 QNCC should formulate a clear strategy for CSR in line with the existing brand positioning. 

QNCC should implement its CSR strategy through the following channels: 

1.7.1 Sponsorships; 

1.7.2 Events; 

1.7.3 Partnering with charitable organizations; and 

1.7.4 Donations for worthwhile social causes. 

1.8 The annual CSR Budget should be assigned by the BOD as part of the annual business 

planning & budgeting cycle. 
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Appendix 1: Director’s Letter of Appointment 

 

 

DIRECTOR LETTER OF APPOINTMENT 
 
[ ] 20XX 
[Name of Director] 
[Address] 
[Address] 
 
Dear [Name of Director], 
 
Appointment to QNCC’s Board of Directors 
 
QNCC is proud to have appointed you as part of its Board of Directors in the Annual General 
Assembly Meeting, in the position of________________ as of __/__/20XX. 
 
This letter sets out the key terms of your appointment. 
 
Term of appointment 
 
Your initial appointment to the Board is for a renewable period of 3 years.  
Once your term as a Board member of QNCC is concluded, re-election will have to be approved 
through the Annual General Assembly Meeting. 
 
Board Composition 
 
Under QNCC’s Articles of Association, the Board will consist of 8 members including a Chairman and 
Vice Chairman. 
 
The Board will have a minimum of 6 scheduled meetings a year, with at least one meeting held every 
three months. The Board occasionally has additional meetings, usually to deal with a particular issue 
which requires immediate Board attention. Meetings will be held in Doha or an alternative location in 
Qatar provided all Board Members are present/ represented at the meeting. 
 
The Board will meet at the Company’s head office in Doha.  The Board’s meetings may be held 
outside the office provided that all the directors are present or represented in the meeting.  Meetings 
shall be held in Qatar. 
 
The total time commitment for a QNCC Board member for the Board and Board related matters is 
estimated to be approximately ___ days per year though this can vary according to the needs of the 
Company. 
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Board Role and Responsibility 
 
The roles and responsibilities of the Board are set out in QNCC’s Board’s ‘Terms of Reference’. The 
Terms of Reference are attached for your review and signature, indicating that you have understood 
the roles and responsibilities and the ethical conduct requirements that should be abided by.   
 
Expectations of Board Members 
 
Board members are expected to exercise their duties and responsibilities with: 

 Reasonable care and diligence; 

 Act in good faith in the best interests of QNCC;  

 Apply independent judgment in the exercise of their powers and avoid conflicts between their 
duties to QNCC and their personal interests; and 

 Observe standards of good corporate governance. 
 
It is also expected that Board Members will prepare for and attend all meetings, except in exceptional 
circumstances and with the approval of the Chairman. 
 
Board Committees 
 
Currently, there are two standing Board Committees: 

 Audit Committee; 

 Nomination and Remuneration Committee;  
 
Each Committee will meet according to the frequency set out in the Terms of Reference for each 
Board Committee. However, it may occasionally be necessary to call additional Committee meetings. 
 
You will be appointed as a member of the _________ Committee/s upon your commencement as a 
Director as of __/__/20__. The composition of the Board Committees is reviewed on a regular basis. 
Each Board Committee appointment is for a 3 year renewable period. 
 
Remuneration 
 
QNCC’s Remuneration Committee will annually review and recommend to the Board the 
remuneration of each Director. 
 
Board Member levels of remuneration will be based on the following: 
 
Remuneration will reflect the time commitment and responsibilities of the role; remuneration is based 
on actual attendance to Board and Committee meetings. 

 Board Member remuneration per Board meeting: QAR ____ per meeting  

 Additional fees for acting as Chairman of the Board: QAR___ to be ratified by the 
Remuneration Committee annually 

 Additional fees for acting as Vice Chairman of the Board: QAR___ to be ratified by the 
Remuneration Committee annually 



                                            QNCC Corporate Governance Policies Manual 

                                 

December 2018  
 

82 

 Additional fees for acting as Managing Director of the Board: QAR___ to be ratified by the 
Remuneration Committee annually 

 Audit Committee Membership: QAR ____ per meeting 

 Nomination and Governance Committee Membership: QAR _____ per meeting 

 Remuneration Committee Membership: QAR ____ per meeting 

 Board Committee Membership: QAR ____ per meeting 

 The Chairpersons of the Committees receive an additional fee of QAR ___ 
 
Additional remuneration can be paid based on incentive/ bonuses schemes recommended by the 
Remuneration Committee and approved by the General Assembly.  
 
Expenses 
 
Board Members are entitled to reimbursement for all reasonable out of pocket expenses incurred in 
carrying out their duties as a Director of QNCC. 
 
Disclosure of Interests 
 
Please complete the following sections and return within 5 working days: 
 
Family Members (first degree): 
 

Name Relationship 

  

  

  

  

  

  

  

  
 
Note: A first-degree relative is a family member who shares about 50 percent of their genes with a particular 
individual in a family. First degree relatives include parents, offspring, and siblings. 

 
Ownership/ Control Details in QNCC: 

Ownership Type Name of Entity/ 

Person 
Number of Shares 

Direct Ownership   

Ownership of first degree family members   

Indirect ownership through companies controlled by the 

Board Member  

  

Any proxies from other shareholders granted to the 

Member 
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Other Non-QNCC Commitments: 
 
Please disclose details of employment positions held, ownership in other companies, and board 
membership in other companies held both in the state of Qatar and outside Qatar: 
 
Outside Employment: 
 

Employer Title Date of Joining Brief about the roles 

of the job 

    

    

    

    
 
Ownership Details in Other Companies: (Companies where a 10% or more ownership of capital 
exists)  
 

Company Name Number of Shares Percentage Owned/ Controlled 

   

   

   

   

   
 
Positions on Other Boards: 
 

Company Name Position on Board Date of Appointment on Board 

   

   

   

   
 
Do any of your relatives up to the fourth degree have a significant relationship with QNCC? If yes, 
please explain the relationship of the relative with QNCC. 
Yes   No  
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
______________________________ 
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Do any of your companies or companies you are employed with have a significant relationship with 
QNCC? If yes, please explain the relationship of the company with QNCC. 
Yes   No  
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
______________________________ 
 
Do you have any other interest disclosures that would be of importance to QNCC? If so, please 
describe your other interests.   
Yes   No  
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
______________________________ 
 
Please attach an updated CV detailing your experience, qualifications and education. 
 
 
Access to Information and Advice 
 
The Board Members have unrestricted access (subject to conflicts of interest) to company records 
and information and receive regular detailed financial and operational reports from the Management. 
 
Board Members are entitled to consult with all managers and personnel of QNCC. 
 
Independent professional advice is available to the Board members at QNCC’s cost to help them 
carry out their responsibilities. While the Chairman’s prior approval is needed, it may not be 
unreasonably withheld and in the Chairman’s absence, Board approval may be sought. 
 
 
 
Review of Board Performance 
 
The Board undertakes ongoing self-assessment and an annual review of the Board as a whole, the 
Board Committees and individual Board Members. The annual performance review process is 
facilitated by an independent person. 
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Board Member Liability Insurance 
 
Directors’ and officers’ liability insurance coverage of QAR ___ is in place, for each Board Member. 
  
Induction Training and Continuing Education 
 

New members will receive induction upon joining the Board, to ensure you and other Board Members 

are updated with adequate skills and knowledge necessary to efficiently and effectively oversee 

QNCC. 

 
I very much look forward to welcoming you to QNCC’s Board.  
 
Yours sincerely, 
 
[ ] 
Chairman 
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Appendix 2: Sample Board’s Meeting Agenda 

 

 

Sample Board’s Meeting Agenda 

 

Board Meeting 

QNCC (Date) 

 
1. Call to Order 

1.1 Attendance 

1.2 Review/Approval of Minutes of Last Meeting; Corrections Noted 

1.3 Additions/Deletions to Today’s Agenda 

 

2. Executive Management Summary 

2.1 Key Performance and Activity Summary 

 

3. Strategy & Expansion Plan 

3.1 Strategic Initiatives 

3.2 BSC Update 

3.3 Progress Reports 

 

4. Investments and Projects 

4.1 Investment Reports/ Issues 

4.2 Project Status Report 

 

5. Operations 

5.1 Operation Reports 

 

6. Financial 

6.1 Financial reports 

6.2 Budgets 
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7. Business Support 

7.1 Human Capital issues 

7.2 Media and Public Relations Update 

7.3 IT system implementations 

 

8. Committee Reports 

8.1 Board Committee Reports 

8.2 Management Committee Reports 

 

9. Periodic / Interim Reports 

 

10. Special Reports 

10.1 Litigation Update (Legal Counsel) 

 

11. Chairperson’s Conclusion 

11.1 Call for Open Discussion 

11.2 Agenda for Next Meeting 

 

12. Additions to the Board Meeting Agenda (Additional Items to be incorporated accordingly) 

Please note the following additional items on our agenda: 

12.1 Quarterly 

12.1.1 Calendar of Board Reporting Requirements and Activities 

 

12.2 Annually 

12.2.1 Declaration of Distribution of Profits 

12.2.2 Strategic Plan, Budget 

12.2.3 External Audit 

12.2.4 Internal Audit Plan 

12.2.5 Regulatory Examination 

12.2.6 Insurance Coverage 

12.2.7 Review of Existing Policies / Applicability / Compliance 

12.2.8 Disaster Recovery and Contingency Plan 
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Appendix 3: Board Self- Assessment Worksheet 

 

 

 
Self-Assessment Worksheet 
 
In evaluating your individual performance as a member of QNCC’s Board, and the performance of the 
Board as a whole, you and the Board should examine factors such as independence, experience, 
judgment and knowledge, time commitment, and teamwork. 
 
In assessing your performance as a member of QNCC’s Board, and in preparation for discussions 
with the Chairman of the Board, please describe yourself in response to the questions below. 

 
For each of the questions covering your activities and performance, please identify areas that you 
consider to be your relative strengths and weaknesses. Add additional sheets if the comments space 
is insufficient. 
 
Please return the completed form to ______ prior to the Board meeting to be held on __/__/20XX. 
 
Board Member’s name: _________________________________________________________ 

 
1. Board Member Independence, Objectivity, and Oversight: 
 

A Board Member’s participation in Board deliberations should be objective, fair, and forthright, 
and be based on independence of judgment.  
 
A Board Member should constructively test and challenge Management’s plans and 
recommendations and should provide advice, counsel, and direction in fulfilling the Board’s 
oversight role. How do you evaluate yourself with respect to these attributes and responsibilities? 
 
Comments: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 

 
2. Knowledge and Expertise: 

 
A Board Member should be able to draw on his or her past experience relevant to significant 
issues that QNCC is facing, such as technology, international operations, investments and 
finance.  
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A Board Member should have the ability to assess QNCC’s strategy, business plans, and key 
issues and to evaluate the performance of Management. How do you evaluate yourself in using 
your experience as an aid and a tool in addressing QNCC’s plans, operations, and 
Management? 
 
Comments: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 

 
3. Board Teamwork:  

 
Board Members should be team players as well as team leaders. A Board Member must be able 
to work with fellow members, while not necessarily always agreeing with them. What are the 
roles you play on the Board, and are those your best positions? 

 
Comments: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 

 
4. Board Leadership: 

 
How effective is the Board’s leadership, both at the Board and the Committee level? How 
effective is each Committee? 

 
Comments: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 

 
Please rate leadership of the Board and Committee on a scale of 1 to 5 (1 being the highest 
rating), as and where applicable: 
 
Board Leadership:     _______ 
Audit Committee Leadership:    _______ 
Remuneration Committee Leadership:   _______ 
Nomination and Governance Committee Leadership: _______ 
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5. Board Goals: 
 

Are the Board’s goals, expectations, and concerns honestly and effectively communicated to the 
General Manager? What is your role in setting and expressing these goals and concerns? 

 
Comments: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 

 
 

6. Board Contact with Employees:  
 
Is the contact between the Board and Executive Management, senior staff and operating 
Management adequate and appropriate? 
 
 
Comments: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 

 
7. Information to the Board:  
 

Are the quality, quantity, and timing of information sent to and presented to Directors adequate?  
 
Are scheduled Board meetings sufficiently frequent to allow Directors to discuss the company’s 
performance and major issues that could affect its future?  
 
Is enough time devoted to reviewing strategic issues? What additional data input do you want to 
receive? 
 
Comments: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 
 
Please rate the quality of information being received by the Board (use a scale of 1-10, 1 being 
the highest rating):___ 
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8. My Board Contributions: 
 

Overall, I believe that my areas of greatest and least likely contributions to the Board are: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 
 
 
 

9. Participation and Input: 
 

For the coming year, I plan to increase my participation and contribution to Board activities 
through: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 
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Appendix 4: Sample General Manager Evaluation Form 

 

 

Sample General Manager Evaluation Form 
 
Process: 
 
1. Evaluation sheet will be distributed to all Board Members by __/__/20XX 
2. Completed evaluation sheets must be returned by __/__/20XX  
3. The Remuneration Committee will summarize input and pass its assessment to the Board 

(excluding the Executive Director) for discussion. 
 
Evaluation: 
 
Please return to the Remuneration Committee Secretary in the sealed envelope provided with this 
form, prior to __/__/20XX. 
 
For confidentiality purposes you may keep your name anonymous. The Committee will not disclose 
the person providing each comment when presented to the Board. 

 
Primary Responsibilities of the General Manager 
 
Consider the factors listed below when forming your evaluation. Provide relevant examples when 
possible. 
 
1. Development of the primary strategy and objectives of QNCC: 

 Appropriateness considering the external environment; 

 Clarity & consistency of the strategy; and 

 Process that encourages effective strategic planning. 
 

Grade (check one)  Outstanding  Good  Average  Needs Improvement    
 

Comments/examples: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 

 
2. Tone and structure of how QNCC operates: 

 Appropriateness of organizational structure to the primary strategy; 

 Alignment of Management with the strategy; 

 Clear communications with a process for identifying and measuring progress towards the 
strategy; 

 Timely adjustments in strategy when necessary; and 

 Fosters a culture of ethical behavior that includes effective compliance programs, strong 
auditing, and financial controls. 
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Grade (check one)  Outstanding  Good  Average  Needs Improvement    
Comments/examples: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 
 

3. Leadership and development of the Management team: 

 Succession planning in place at higher levels that includes an effective plan for developing 
candidates for the long term; 

 Turnover of Management; 

 Energy of Management team; 

 Motivates and inspires employees to realize QNCC’s vision; and 

 Effective role model for the organization. 
 
Grade (check one)  Outstanding  Good  Average  Needs Improvement    

 
Comments/examples: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 
 

4. Relationship with the Board: 

 Keeps the Board fully informed of important aspects of QNCC; 

 Practices and encourages open, honest, and timely communication; 

 Effective presentations; 

 Ability to raise and explain key issues; and 

 Ability to draw on past experiences in issues facing QNCC. 
 
Grade (check one)  Outstanding  Good  Average  Needs Improvement    

 
Comments/examples: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 

 
 
 
Living QNCC’s Values 
 
The General Manager should set the tone by role modeling QNCC’s values. Please consider the 
General Manager’s strengths, areas for development as well as the factors listed below. Provide 
relevant examples when possible. 
 



                                            QNCC Corporate Governance Policies Manual 

                                 

December 2018  
 

94 

1. Results Oriented: 

 Sets challenging and competitive goals; 

 Focuses on output; 

 Assumes responsibility; 

 Constructively confronts and solves problems; and 

 Executes flawlessly. 
 
Grade (check one)  Outstanding  Good  Average  Needs Improvement    

 
Comments/examples: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 

 
2. Risk Taking: 

 Fosters innovation and creative thinking; 

 Embraces change and challenges the status quo; and 

 Listens to all ideas and viewpoints. 
 
Grade (check one)  Outstanding  Good  Average  Needs Improvement    

 
Comments/examples: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 

 
3. Discipline: 

 Conducts business with uncompromising integrity and professionalism; 

 Makes and meets commitments; 

 Properly plans, funds, and staffs operations and projects; and 

 Learns from successes and mistakes. 
 
Grade (check one)  Outstanding  Good  Average  Needs Improvement    

 
Comments/examples: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________  

 
4. Quality 

 Strives to achieve the highest standards of excellence; 

 Does the right things in the right way; and 

 Continuously learns, develops, and improves. 
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Grade (check one)  Outstanding  Good  Average  Needs Improvement    

 
Comments/examples: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 
 

5. Stakeholder Focused 

 Listens and responds to our customers, suppliers, and business partners; 

 Clearly communicates mutual intentions and expectations; and 

 Delivers innovative and competitive products and services. 
 

Grade (check one)  Outstanding  Good  Average  Needs Improvement    
 

Comments/examples: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 

 
6. Setting the company environment 

 Shows openness and honesty; 

 Works as member of a team with respect and trust for each other; 

 Recognizes and rewards accomplishments; 

 Manages performance fairly and firmly; and 

 Makes QNCC an asset to our stakeholders. 
 
Grade (check one)  Outstanding  Good  Average  Needs Improvement    

 
Comments/examples: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 
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Section C: Overall Summary 
 
1. Greatest strength as a General Manager 

 
Comments/examples: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 
 

 
 
2. Major highlights and lowlights of the past 12 months 

 
Comments/examples:  
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 
 
 
 

3. Words of advice to the General Manager 
 
Comments/examples: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 
 

 
 
4. Overall Performance 

 
Grade (check one)  Outstanding  Good  Average  Needs Improvement    

 
Comments/examples: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
___________________________________________________________________________ 
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Appendix 5: Sample Conflict of Interest Disclosure Form 

 

 

Conflict of Interest Disclosure 

 
The following form should be completed by all employees, in any instances of Conflicts / Potential 
Conflicts of Interest with person(s) or organization doing or seeking to do business with QNCC as 
detailed in CG-14 Conflicts of Interests. This form should be provided to the Human Resources 
function. 
 
 
 
Employee's Name _____________________________________________________________ 
 
Department and Location________________________________________________________  
 
Person or Organization _________________________________________________________  
 
QNCC Relationship with the Entity: 
________________________________________________________________________________
________________________________________________________________________________
______________________________________________________________________________ 
 
 
Personal Business Conducted/ Conflict of Interest/ Solicitation Provided:  
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________ 
 
 
 
 

 

Date: _______________              Signature __________________________ 
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Appendix 6: Whistle-Blowing Form 

 

 

Whistle-Blowing Form 

 
The following form should be completed by employees, and submit it to ____________ by the 
following means: 
E-mail:  _______________ 
Mailbox:  _______________ 
 
Employees are encouraged to contact Human Resources function on the following number 
___________. While QNCC encourages employees to disclose their identity when raising 
whistle-blowing allegations, anonymous allegations will nevertheless be considered. Employees 
are encouraged to read our Whistle-blowing Policy (Refer to CG-16 Whistle-blowing)  
 
 
Employee's Name (Optional) _____________________________________________________  
 
Department and Location________________________________________________________  
 
 
Whistle-blowing Concern: 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
__________________  
 
 
 

 

Date: _______________          Signature (Optional) __________________________ 

 


