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Bloodshed:   

 

This guide is an integral part of the Bank's policies in clarifying 

the professional and ethical approach and principles of action 

by adopting the right standards in the provision of services at 

the highest levels to ensure that the confidence of the relevant 

parties is strengthened. 

Conduct is defined as the activity expressed by the individual 

through his or her relationships with those around him, and the 

rules of conduct are a set of principles and values that control the march of 

workers in the work environment and work to establish and promote the principles of functional 

discipline, transparency, integrity, objectivity, efficiency and 

effectiveness in the implementation of their duties, attention 

to the public appearance, public conduct and ethics, respect 

for presidents and co-workers, maintain the confidentiality of 

work, abide by the bank's regulations and instructions, 

preserve property and equipment and urge them to develop 

their skills and abilities.  The initiative is to put forward 

proposals and observations that serve the bank's objectives 

and values. 
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Goals: 

This guide aims to: 

1- Establishing the ethical standards, principles and values adopted by the 

bank within the working environment and promoting the professional 

culture of employees and their implications for the bank's image. 

2- Direct employees to abide by the rules of conduct and principles and to 

stay away from conduct or conduct that is contrary to the bank's values. 

 

Scope and scope of application: 

This guide applies to all employees of the bank, and each employee must review it 

and abide by its contents, and the employee who violates any of its provisions is subject to 
accountability and disciplinary procedures are applied in accordance with the 
list of violations and sanctions adopted. 

 
Employee responsibilities: 

Taking into account the tasks, disadvantagesandguardians of each job, it is the 

duty of each staff member in relation to this guide to abide by the following: 
1- Abide by the content of this guide and direct subordinates to abide by its 

provisions. 

2- Failure to carry out any action or activity that directly or indirectly conflicts 

with general values, principles or conduct that may affect the good 

reputation and good image of the bank and its employees. 

3- Performing the tasks and duties assigned to him under his job or any other 

work, whether assigned to him during or outside official working hours in 

all honesty and integrity, and make efforts to accomplish it as required. 

4- Contribute to the development of the work assigned to him and the 

proposals that raise his level. 

5- Compliance with all approved instructions, policies and procedures and 

laws governing the bank's business. 

6- Comply with the specific powers and do not exceed them for any reason, 

whether or not consent. 

7- Full compliance with the working schedules and dedication of working 

hours to carry out job duties. 
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8- Implementation of instructions and orders issued by the direct manager 

or bank management and taking into account the hierarchy of functional 

communications. 

9- Behave politely, politely and respectfully with his colleagues, superiors 

and subordinates, or any external party. 

10-  Developing its scientific and practical capabilities and efficiency and 

keeping up with updates on the regulations and instructions related to its 

work. 

11- Develop the capabilities of his subordinates, help them and motivate 

them to improve performance and set an example for them. 

12- Assist subordinates with any queries related to proper professional 

conduct or ethical conduct or direct them to those who can assist.  

13- Report any conduct contrary to the bank's values and ethics, abuse, 

negligence, manipulation or action detrimental to the interest of the work 

or violation in the application of laws and regulations and encourage the 

superiors to report any unacceptable or suspicious conduct. 

14- Maintaining absolute confidentiality with regard to working in the bank 

throughout his service at the bank and after itscompletion. 

15- Do not provide misleading information or hide any information related 

to his work in order to influence the decisionstaken. 

16- Transfer knowledge of the experiences he has gained to his subordinates 

and encourage them to share information and transfer knowledge 

amongthemselves. 

17- Supervising subordinates and monitoring and evaluating their 

performance objectively and seeking to provide training and 

development opportunities in accordance with the bank's regulations 

andinstructions. 

18- Provide support and cooperation to subordinates and treat them with a 

high professionalism free from favouritism or discrimination for any 

considerations related to kinship or friendship and without any 

discrimination on the basis of colour, race, religion, origin ordisability. 

19-  Avoid conflicts ofinterest. 

  



 

 

Page 7 of 20 
 
Professional Conduct Guide 2020   Al , Herak Islamic Investment and Finance Bank  

 

About Hermit Islamic Investment and FinanceBank: 

 

Hermit Islamic Bank is a financial institution with a clear vision to develop and 

deliver a wide variety of high-level financial services and products to meet the 

needs of modern finance. Our team has worked hard in modern Islamic 

financial engineering and has developed many sharia-compliant financing 

products and solutions that meet the needs of individuals and companies in 

the fullest way. 

 

• Ourvision: 

To be the most distinguished bank in providing the highest services in accordance 

with Islamic banking rules and of high quality and value using the best and 

latest technology in all banking transactions. 

 

• Our top scorer:  

Make every effort to satisfy our customers and provide the best integrated 

high quality banking services in accordance with leading international 

standards to contribute to the development of the Iraqi economy. 

 

• Tasked us: 

Our mission is to be trusted and respected by all our customers, to advance on 

all our competitors and to be the integrated bank in its services.  

 

 

 

 

 

 

 

 

 

 

 

Principles and values: 

 

Overall appearance: 
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All employees should be aware that they represent the bank in front of third 

parties and that their appearance and actions during working hours greatly 

affect the perception of the bank by third parties, so all employees must 

maintain the personal and public appearance of the bank in an acceptable 

manner and in accordance with the prevailing customs in the community and 

the obligation to wear the uniform specified by the bank as well as to be calm at 

work or discussions related to work because it has an impact on co-workers, 

customers and  guests.   

The concept of general appearance expands 
to include: 

1. The bank in general  as 
aninstitution. 

2. The general 
appearance of the 
employee. 

3. Workplace where the 
employee exercises the 

tasks and responsibilities of his or 
her daily work: one of the catalysts for work is that the workplace is tidy and 
clean and there are no papers scattered on the desktops and so on. 

4. The behavioral patterns that the employee follows in his dealings with 
colleagues, clients or visitors to the bank. 

5- Maintain calm inside the corridors of the building and work offices and avoid 
disturbing others through loud sound. 

 

 

Thefunction 

1- Not to act in a way that exploits others, their hard work or their 

mistakes. 

2- Give everyone an equal opportunity andbeobjective when making 

decisions that can affect other people, including when deciding to 

appoint, promote or dismiss a person andmakesure that  decisions must be 

documented. 
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3- When interviewing candidates, the procedures applied to them must be 

equal, and for example, asking them interview questions  must be the same 

or at the same level. 

 

 

 

 

 

Equal opportunities for all staff 

The Bank emphasizes that employment opportunities are available regardless of 

race, colour, gender, religion, national origin, age, disability or any other 

situation, and this principle applies to all aspects of employment, including 

employment and training - promotion - transport - termination of service, wages 

and salary management and will not allow discrimination in dealing for any 

reason. 

 
Dealing with third parties 

 

The bank's management 

and staff are fully 

committed to honesty, 

justice and integrity in 

dealing with third parties 

and the employee must: 

1. Respect the rights and 

interests of others without 

exception, and treat them 

with courtesy, courtesy, 

impartiality and objectivity. 

2. Seeking to gain the trust of third parties through integrity, responsiveness 

and proper conduct in all businesses in accordance with the laws and 

regulations in force in the bank. 
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3. Complete the required transactions with the required speed and accuracy 

within the limits of competence, and answer customer inquiries and 

complaints accurately, objectively and quickly. 

4. Treat documents and personal information relating to individuals and third 

parties in complete secrecy and not be exploited for personal purposes. 

5. Refrain from any business that negatively affects customers' confidence in 

the bank. 

6. Declare any illegal or informal offers made to the employee by any third 

party, and refrain from any preferential treatment of any person through 

intermediary or nepotism.  

7. Not accepting or requesting any gifts, hospitality or any other benefits of any 

kind that may have a direct or indirect impact on his position in carrying out 

his duties, or may force him to commit to something in return for acceptance.  

 

 

Interests are opposed:   

We must avoid any relationship or activity that may or may even weaken our 

ability to make objective and fair decisions when performing our 

functions,sometimes we may face situations where the actions we take on 

behalf of the bank may conflict with our personal or family interests. We are 

committed to our duties of work to achieve and promote its interests, and since 

it is not possible to limit or collect circumstances that may lead to conflicts of 

interest, whether certain or potential, Therefore, consultation must be sought 

from the relevant authorities or the Shariah Compliance Section in the event 

that the proper way to decide in these situations is not confirmed or not 

included in this guide and the lowest cases to be avoided. 
 

1. Activities that would lead to a real, apparent or potential conflict between 

his personal interests on the one hand and his functions and functional 

responsibilities on the other. 

2. Exploiting his job at the bank to serve any personal interests of him. 

3. To engage in any activity, whether at work or outside, with a second party 

that engages in the same activity as the bank or contrary to its duties at the 

bank.  



 

 

Page 11 of 20 
 
Professional Conduct Guide 2020   Al , Herak Islamic Investment and Finance Bank  

4. Dealing and trading in a personal account or using the position in the bank to 

gain an unfair advantage or internal information that is not available to the 

average person. 

5. Take action on behalf of the bank in transactions to which the employee is a 

party, a relative, acquaintance or any institution to which the employee is 

connected or to an acquaintance with material benefits or personalinterests. 

6. Any activity that may be contrary to the substantive aspect of its functions or 

may lead to preferential treatment of any persons in their dealings with the 

bank. 

7. Use the job directly or indirectly to obtain personal interests, financial benefit 

or otherwise. 

8. Use any confidential information he obtains through his work at the bank for 

his own benefit or for the benefit of any other party  

9. Use or disclose the information he receives while working at the bank and 

after the end of his service as a means of directly or indirectly achieving 

personal benefits to himself or others, or to disclose that information to give 

unfair privilege to any other parties. 

10. Do not disclose the existence of a personal relationship with any third party 

before participating in a decision or recommendation concerning that entity. 

11. Personally keep any official bank document or photo or allow people outside 

the bank to access it.  

12. Do not disclose any conflict of interest or potential conflict of interest to the 

direct manager or human resources manager. 

 

Gifts or tips 
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The Islamic Hermit 

Investment and Finance 

Bank is committed to 

competing with other 

banks on the basis of 

the benefits and 

products it offers, so 

any actions that may 

create images in the 

mind of individuals or 

entities dealing with the 

bank should be avoided 

that the provision of these services and privileges is made in exchange for 

compliments based on the provision of gifts or tips, which may be in the form of 

money - precious gifts - food invitations or in exchange for providing a service in 

return, such as the appointment of an acquaintance or relatives of the employee and others and 

where The  nature of working at hermit bank requires dealing with different 

individuals or third parties.    

1- Non-acceptance of gifts, gratuities or services in exchange for carrying out 

their duties or any work within their duties except for simple and common 

in-kind gifts such as advertising or  promotion materials, etc., which do not 

exceed 50,000    dinars and more, must be approved by the department or the 

Human Resources Department.   

2- Refrain from accepting any amounts of money with the intention of 

influencing or facilitating any work related to the bank's activity and working 

to notify the direct manager immediately. 
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Compliments of work 

In the context of work some 

courtesies may occur because 

of the positions we hold in the 

bank and therefore we are not 

entitled to accept those 

courtesies although we may 

not use our position in the bank 

to obtain them, and we should 

never ask for them, and  

employees who  manage 

contracts or who can influence the 

business, who set some of the specifications required in the execution of the business 

or who participate in the negotiation of contracts, should be particularly careful 

To avoid actions that create the appearance of nepotism or that may negatively 

affect the reputation of the bank, impartiality and fair dealing with contractors 

and processors. 

 

Business compliments including an invitation to a working lunch or dinner can be 

accepted, provided that:   

• Be improperly unserificed.   

• Do not repeat or  reflect a recurring pattern of the same individual or 

institution that has an relationship with the bank. 

• Courtesy does not lead to an attempt to influence business decisions, such as 

accepting courtesies from a contractor whose contract expires in the near 

future. 

• Do not cause embarrassment to the employee in his dealings with the courtesy 

party or even in his relations with his co-workers and do not reflect a negative 

image in front of the external parties. 

 

Use of the bank's resources: 

The bank's resources, including time, materials, equipment and information 

areprovided for use in the business, 

We are confident that the employees  and individuals representing Hermit Bank 

act responsibly and wisely to preservethe bank's resources and that managers are 

responsible for the resources allocated to their departments and have theauthority  to solve 

problems related to their proper use. 
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In general, the use of bank equipment such as computers, reproduction or other 

devices is not permitted to conduct external work that does not belong to the bank or to support any 

religious or political activity, nor is any employee entitled to use the bank's logo or seals outside 

the framework. 

Hermit Bank reserves the right to monitor or review all data and information 

contained on the computer or any electronic device issued by the bank, andto  use the 

Internet or intranet andis not allowed to use the  bank's resources to create, 

access, store, print or send any material that disturbs, threatens, offends, 

inappropriate or contains an  immoral  content. 

 

 

Commitment to thewanin and regulations 

 

The Islamic Hermit Bank adheres to the 

standards of integrity and compliance 

with applicable and approved laws, rules 

and regulations, in addition, each 

employee must have sufficient 

understanding of the bank's policies and 

procedures, laws, rules and regulations 

that apply to his or her duties and within 

the limits of his or her responsibility and if the employee is not sure whether the 

procedure envisaged is permitted under the law or bank policy, he or she must seek advice 

from the relevant authorities or   From the Compliance Section, all employees are 

responsible for preventing violations or violations of the law and reporting in the 

event of possible violations. 

 

 

Accuracy of data and disclosures 
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Hermit Bank ensures that all statements and disclosures provided in financial 

reports and public documents are complete, fair, accurate, timely,clear 

andunderstandable tothe parties in the 

relationship and this obligationapplies to all 

employees, and they have a responsibility to 

correct the preparation of such reports, 

including the drafting, review, 

signature or certification of the 

information contained in them, andno excuse 

canbe accepted to mislead the facts or 

falsify records. 

Staff must inform the Executive 

Department and the Human Resources Section if they know that the information 

contained in any record or document is incorrect or misleading at the time it is 

submitted. 

 

 

 

 

 

 

 

Keeping records and documents 

 

The bank's (electronic or paper) records are prepared, maintained and disposed 

of as part of our usual course of business and in accordance with all the bank's 

policies and directives, in addition to all regulatory and legal requirements. 

All bank records must be correct, accurate and complete, and data must be 

entered quickly and accurately into the records in accordance with the bank's 

policy and other applicable accounting principles. 

 

Professional confidentiality 

The protection of confidential data and information restricted in the bank and 

not allowed to be disclosed is an integral part of the bank's  main business 

principles and is not permitted to be compromised and includes confidential and 

proprietary information such as prices, financial statements, customer names or  

addresses or non-public information about individuals/    Companies dealing 
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with the bank, including current or potential contractors, do not disclose 

confidential or restricted information without authorization from the authorized 

entity. 

 

Information security and internet use 

 

The Bank provides modern technical means for employees such as computers  

and systems for use in the conduct of business and data and information systems are 

essential to the performance of the bank's work and operations, so incidents involving 

loss of confidentiality or integrity orleaking  information may  have costly and 

negative effects on our reputation and we are keen on the safety and safety of the work to ensure the 

continuity of service delivery to customers and the maintenance of their funds and 

requires employees to commit to therefore:  

1- Take appropriate measures and precautions to protect information 

against any breaches or persons who are not authorized to know it. 

2- Keep the passwords and usernames of the hassandB devicesin the bank and 

do not trade them with others. 

3- You must check who is requesting any information about the bank. 

4-  Do not share confidential information withothers. 

5- Do not interfere with the privacy of the otheremployee. 

6- Do not download files that are harmful or have nothing to do with the 

work. 

7-  Do not browse sites that can damage the bank's network. 

8-  Do not do any illegal work such as piracy, fraud, etc. 

At the end of the employee's service and before handing over the   disclaimer,  

he must return everything in his custody and what is specific to the bank. 
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Use email: 

 
 

  The Islamic Hermit Bank's 

policy is to deal with the bank's 

e-mail in accordance with the 

following regulations: 

1- The bank's e-mail is used for 

business purposes only and is 

not allowed to be used in 

personal correspondence. 

2- Do not use it to subscribe 

toillegal or promotionalwebsites or web pages,  out  of business,  etc. 

3- Do not send messages with discriminatory content. 

4- E-mail correspondence with the bank's ID is an official document in 

internal use. 

 

Mobile use: 

Mobile use is a necessity at present and 

hermit bank policy allows mobile to be 

used for business or personal purposes, 

taking into account the following 

observations: 

1- Most of the time, using mobile 

devices should be for business 

purposes, such as connecting 

or using a work-specific app. 

2- When using mobile devices to 

make a personal connection, it 

should not affect working time 

and be done in a public space 

to avoid affecting customers 

or co-workers. 

3- The use of mobile devices in games, the use of entertainment 

applications or browsing social media sites for purposes that are 
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not related to work and for any reason that was  forbidden and the 

employee is held accountable  for it.   

 

 

Use of social media: 

1- The bank allows the use of social media for its employees in general 

during working hours and within certain limits and within professional 

contexts where certain jobs require it and not be excessive and its use 

does not affect the workflow. 

2- . It is forbidden to share confidential bank information on social media 

platforms. 

3-  Avoid permission, reference or participation in what may be considered 

to be abuse or harm to the bank on social media 

platforms. 

Dealing with the media 

 

Hermit Bank is an institution that has dealings with 

different segments of society and employees may be 

communicated by the visual and other media and to 

ensure that we speak with one voice and provide 

accurate information about the bank, we must direct all 

media inquiries to the competent section such as the 

media, public relations or banking awareness department and no one may 

authorize these means without the consent of the authorized authority. 

 

Competition with others 

Hermit Bank is committed to ethical, fair and strong competition by providing 

products and services based on their quality and competitive prices, products 

are priced and marketed independently and we do not seek to engage in 

improper activities with competitors and we will not pay or request improper 

gratuities in connection with the purchase of the bank's services or products, 

and we will not participate or assist in an illegal boycott of certain customers. 

 

Harassment 
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The Islamic Hermit Bank seeks to provide a sound working environment for all 

employees and prohibits any form of harassment or harassment in the 

workplace, including sexual harassment, and praise or casual comments that are 

socially acceptable are not considered harassment, but sexual harassment may 

include a range of behaviours and at different levels, including but not limited 

to: 

1- Any unwelcome physical contact of a low  andunjustifiednature. 

2-  Public or implicit threats against the individual or pressure to submit or 

engage in a suspicious relationship. 

3- Verbal harassment or abuse  of a indecent  nature, including hints of a 

desire for immoral relationships or  immoral jokes to or in front of  someone  

else,  whether a co-worker or a customer. 

4- Use terms or gestures with indesthesiynous suggestions to describe a 

person's body or clothing. 

5- View, send, or post images, jokes, offensive material or immoral nature 

(including emails) in the workplace. 

The management of the bank will not tolerate or tolerate the application of the 

harshest penalties against any employee found guilty of an act or uttering 

indecency and contrary to social customs and values and does not suit the 

working environment and any employee who is subjected to any of what has 

been referred to as a complaint to the Human Resources Department and the 

complaint will be dealt withinfull. 

 
 

Health and Safety 

The Bank is keen to provide the right working conditionsfor  doing business for all 

employees to ensure the safety and health of employees  and we are committed to  

applying best practices and standards to achieve this and to create a risk-free 

environment for both employees and customers andit isyour responsibility to 

maintain  your safety and the safety of others through: 

1- Follow the bank's safety policy andprocedures and ensure that all 

employees have access to them. 

2- Ensure that safety measures are applied in the workplace and notify the 

relevant authorities in case of defects in any safety means or the 
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possibility of accidents or risks or if they are breached by  a  colleague at  

work. 

3- Participation in workshops and seminars related to safetyprocedures. 

4- Avoid any activity that will affect your safety or the safety of those around 

you. 

 


