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Note

ASSETS

Cash and balances with treasury banks 5 4,447,089         3,454,865       

Balances with other banks 6 14,774,633       9,825,491       

Lendings to financial institutions                    -                

Investments 7 183,775            185,845         

Advances 8 2,815,313         2,246,653       

Fixed assets 9 253,886            230,026         

Intangible assets

-

-                   -                

Deferred tax assets
10

30,011              26,407           

Other assets
11

1,046,611         850,127         

23,551,318       16,819,414     

LIABILITIES

Bills payable 13 158,180            67,414           
Borrowings -                   -                
Deposits and other accounts 14 17,270,623       13,700,340     
Lease liabilities against right of use assets 15 138,519            132,911         
Subordinated debt -                   -                
Deferred tax liabilities -                   -                
Other liabilities 16 563,110            534,159         

18,130,432       14,434,824     

NET ASSETS 5,420,886         2,384,590       

REPRESENTED BY

Share capital 17 5,142,903         2,129,911       

Reserves                    -                

Deficit on revaluation of assets

18
(13,797)             (12,451)          

Unappropriated profit 22,743            267,130         

5,420,886         2,384,590       

CONTINGENCIES AND COMMITMENTS 20

The annexed notes 1 to 40 form an integral part of these financial statements.

---------- Rupees in '000-------- 

12

19
269,037
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1: CODE OF CONDUCT, DISCIPLINE & BUSINESS PRACTICES

1.1 Introduction

The employees entering into the service of Bank, both permanent and on contract shall have to abide by the rules, regulations and are 
desired to display highest standards of ethics, honesty, integrity, efficiency, obedience, allegiance to the institution, faithfulness, 
adherence to business practices and code of conduct. All employees must ensure that their actions and conduct protect and promote 
the reputation and image of the Bank. Whatever an employee does or says should not cause the Bank embarrassment or bring the 
Bank into disrepute in the public eye, especially as regards the impartiality and fairness of the Bank.

This Code:

a. Is mandatory for compliance by all employees, whether full or part time, employed, directly or indirectly through a service 

contract and wherever located.

b. Also applies as a general guideline to the Directors, mutatis mutandis.

c. Sets out maximum standards of good banking practices and lays down core values relating to the lawful and ethical conduct 

of our business activities and provides guidance to all. While the Code provides guidance on the aspects of integrity and 

impartiality, it cannot and does not cover every situation an employee may encounter. If an employee is uncertain about what 

to do in a particular situation, guidance should be sought from the Reporting Officer or the concerned Manager.

d. Does not alter or replace the duties and responsibilities of some of the employees as specifically defined in Banking and 

Corporate Laws applicable to the Bank. 

e. May be amended or varied generally or specifically with the approval of the Board of Directors for changes due to regulations, 

laws and practice. 

f. Is not meant to be a complete record of our relationship with customers. Specific products and services have their own terms 

and conditions, and these will continue to govern customer relationships with regard to the use of those products and 

services. 
Each employee must be fully aware of the provisions of this Code

1.2 General Guidelines

Every employee shall:-

· Conform to and abide by the Bank rules and obey all lawful orders and directives which may, from time to time, be given by any 

person or persons under whose jurisdiction, superintendence or control he may, for time being, be placed. He shall undertake 

at all times to comply with all applicable laws, regulations and policies of the Bank.

· Stand firmly against supporting the activities of any group or individual that unlawfully threatens public order safety. He shall 

not be a member of any political party, take part in, subscribe in aid of or assist in any way, any political movement in and out 

of Azad Jammu & Kashmir/Pakistan or relating to the affairs of Azad Jammu & Kashmir/Pakistan. He shall not express views 

detrimental to the ideology, sovereignty of state of Azad Jammu & Kashmir/Pakistan.

· Not confess or otherwise interfere or use his influence in connection with or take part in any election as a candidate of 

legislative/local body or issue statement or address the electorate or in any manner announce or allow to be announced 

publicly as a candidate or prospective candidate whether in Azad Jammu & Kashmir/Pakistan or elsewhere. He may, however, 

exercise his right to vote.

· Not bring or attempt to bring political or other pressure/influence directly or indirectly to bear on the authorities/superior 

officers or indulge in derogatory pamphleteering, contribute, or write letters to news papers, anonymously or in his name with 

an intent to induce the authority/superior officers to act in a manner inconsistent with the rule, in respect of any matters 

relating to appointment, promotion, transfer, retirement, or for any other conditions of service employment.

1.3 Integrity

Every employee shall:-

· Conduct the highest standards of ethics, professional integrity and dignity in all dealings with public, clients, investors, 

employees of Bank. He shall not engage in act of discrediting the Bank. If he becomes aware of any irregularity that might 

affect the interest of the Bank, he will inform the Bank immediately.

· Avoid all such circumstances in which there is personal interest conflict or appears to be in conflict with the interest of Bank or 

its customers.

· Not use his status to seek personal gain from those doing business or seeking business from BAJK, or accept any gains if 

offered. He shall not accept any sort of gifts, favor, benefits, frequency of which exceeds normal business contact from a 

customer, constituent likely to have dealing with BAJK and candidates for employment in the Bank.

· Not accept any benefit from the estate of, or a trust created by a customer or from an estate or trust of which Bank's company 

or business unit is an executor, administrator or trustee.

1.4 Con�ict of Interest

Circumstances should be avoided in which personal interest conflicts, or may appear to conflict, with the interest of the Bank or its 
customers.

Circumstances may arise where an employee, his / her spouse or family member directly or indirectly hold a business interest which 
conflicts or may conflict with the Bank's interest. In order to ensure that the Bank makes objective decisions, employee must declare in 
advance such interest to the Management through Reporting Officer.

Any involvement in an outside activity or any external position held by an employee:
a. Must not give rise to any real or apparent conflict with a customer's interest;
b. Must not adversely reflect on the Bank; and
c. Must not interfere with an employee's job performance.

Employees must not negotiate or contract on behalf of the Bank with an enterprise in which they have a direct or indirect interest.
Employees on the payroll of BAJK must not undertake any other employment, whether part time, temporary or other, or act as 
consultant, director or partner of another enterprise except with the prior permission of the President of the Bank.

In case of doubt about whether a particular circumstance / situation would create cont1ict of interest, employees should first consult 
their Reporting Officer or the concerned Manager for seeking guidance before taking action.



against the general banking ethics, it must be reported to the competent authority for appropriate action. Under no circumstances a 
violation of a regulation should be committed.

1.9 Relationship with Competitors

Except in situations where the Bank is participating in a transaction with other Bank(s), no employee shall have any agreement, 
understanding or arrangement with any competitor with respect to pricing of services, profit rates and / or marketing policies, which 
may adversely affect the Bank's business.

1.10 Gifts and Entertainment

Gifts, business entertainment or other benefits from a customer or a supplier / vendor, which appear or may appear to compromise 
commercial relationships must not be accepted by the employees.

 Employees may, however, accept normal business entertainment or promotional items appropriate to the circumstances with prior 
intimation to the Reporting Officer or the Manager.

In the event that a gift must be accepted for reason of customer's insistence and sensitivity of relationship, such gifts must be 
surrendered to the Head of Human Resources Division along with reasons of acceptance.

Under no circumstances an employee shall either directly or indirectly accept any amount of money, however small, as gift, gratuity, 
subscription or reward from any employee of the Bank, customer, supplier or vendor.

Customers who wish to express gratitude for the services of BAJK should be requested to send a letter of appreciation.

1.11 Of�ce Attendance

Every employee shall attend the office in time and shall not leave the office before closing hours. An employee coming late shall hold 
himself liable for disciplinary action and to the debit of one earned leave from his leave account.

1.12 Corporate Culture

The Bank recognizes its staff members' personal behavior and interaction with others as a vital part of their duties in a particular 
position. In order to achieve the desired level of performance and corporate objectives, preservation of congenial and professional 
working environment is encouraged.

BAJK seeks to create an environment where all persons are treated equally and with respect, where person's rights are respected, 
efforts of staff encouraged and their achievements given due recognition.

1.13 Customer Relationship

Knowing our customers and their needs is the key to our business success. Fairness, truthfulness and transparency govern our 
customer relationships in determining the transactional terms, conditions, rights and obligations.
All employees must be committed to the continued development of excellence in service culture in which BAJK consistently seeks to 
exceed customers' expectations. Employees should seek to understand customers' financial circumstances and needs to be able to 
provide them with the most suitable products and services.

All employees must ensure that any advice given to the customer is honest and fairly expressed and restricted only to those services or 
products where the Bank has the relevant expertise and authority.

1.14 Business/Work Ethics/Discipline

Every employee shall:-

· Respect colleagues and work as a team. He shall all times be courteous and not let any personal differences affect his work. 

He shall treat every customer of BAJK with respect and courtesy.

· Make sure good attendance and punctuality and demonstrate a consistently good record in this area. For any absence during 

work hours during his placement to BAJK clients, he shall obtain written permission of his immediate supervisor.

· Maintain standard of personal hygiene and dress appropriately for attendance at work. Appearance must inspire confidence 

and convey a sense of professionalism.

· In person responsible for safe guarding both tangible and intangible assets of BAJK that are under his personal control. He 

1.5 Professionalism

Every employee shall:-

• Serve the Bank honestly and faithfully and shall strictly serve Bank's affairs and the affairs of its constituents. He shall use his 

utmost endeavor to promote the interest and goodwill of the Bank and will show courtesy and attention in all 

acts/transactions/correspondences.

• Disclose and assign to Bank all interest in any invention, improvement, discovery or work of authorship that he may make or 

conceive. If his employment is terminated, all rights to intellectual property and information generated or obtained as part of his 

employment shall be terminated, and shall remain the exclusive property of the Bank.

1.6 Know Your Customer

Commonly referred to as KYC, is the process to ensure that the Bank is not used for any unlawful transactions. This is achieved by 
obtaining sufficient information about the customers to reasonably satisfy us as to their reputation, their standing and the nature of 
their business activities.

Effective use of “Know Your Customer” and customer's due diligence discourages money laundering, which uses Banks as vehicles to 
disguise or "launder" the proceeds of criminal activities. Involvement in such activities undermines Bank's integrity, damages its 
reputation, deters honest customers and leads the Bank to severe sanctions.

All employees, particularly working in the customer services areas, must establish the identity of every new customer from reliable 
identifying documents. For existing customers, they must remain vigilant and aware of:

a. Activities not consistent with customer's business; 
b. Unusual characteristics or activities;
c. Attempts to avoid reporting or record keeping requirement; 
d. And unusual or erratic movement of funds.

A suspicion that funds transacted with the Bank stems from illegal activities, must be reported internally to the Reporting Officer or 
concerned Manager.

1.7 Personal Investments

Personal transactions actual or intended transactions, usually in marketable investments, by employees for their own account, or in 
which employees have direct power to make decisions or influence the decisions of persons connected with them by reason of family or 
business relationship.

Employees must ensure that no conflict of interest arises between their personal transactions and corporate and customer 
responsibilities. Employees must never attempt to use their position in BAJK to obtain an advantage to buy and sell investments.

Employees in doubt about the propriety of any proposed personal transaction should consult their Reporting Officer or the concerned 
Manager.

Employees shall not, at any time, carry out:

a. Short sales of marketable securities or currencies or any other form of trading which is speculative in nature in their own account 
or for the account of their spouse or family members.

b. Trading in shares, securities or currencies which involve improper use of unpublished price sensitive information for personal 
benefit.

1.8 Relations with Regulators

Relationship with Regulators is one of the most important relations, which BAJK maintains with the aim of developing mutual 
confidence and trust.

All employees must comply in letter and spirit, with legal and regulatory requirements applicable to the activities in which we engage.

In case a regulation appears to conflict with the provision of any other regulation or laws, or compliance appears to be impractical or 



shall not use Bank's asset for his personal benefits except where permissible and customary.

· Help in maintaining a healthy and productive work environment, shall not engage in selling, distributing, using any illegal 

substance or being under influence of illegal drug while on job.

· Ensure strict adherence to all health and safety policies as may be implemented from time to time by the Bank.

· Intimate BAJK of any changes in the personal circumstances relating to his employment or benefits.

· Not accept or seek any outside employment or office whether stipendiary or honorary.

· Not undertake part time work for a private or public body or private person, or accept fee thereof, during the services of Bank.

1.15 Women at Work Place 

BAJK is destined to provide its employees, irrespective of gender and without prejudices, a working environment where they feel 
completely secured and satisfied to perform at the optimum level. Being an equal opportunity employer, the Bank provides a 
progressive environment for all its employees to progress and contribute regardless of their cast, creed, religion or gender. Female 
employees form a formidable work force of the Bank and essentially deserve complete protection. They are mutually respected and 
protected by the fellow employees and the complaints of mistreatment, bias or prejudices are rare. However, in order to benefit them 
from State's commitment to effectively safeguard them from perpetrators, the Bank has decided to adopt and enforce provisions of 
'The Protection against Harassment of Women at the Workplace Act 2010', in all the branches and offices, forthwith.

1.16 Maintaining Con�dentiality

Confidential information comprises of:-

a. any non-public, written or oral, information received directly or indirectly from a customer, prospective customer or a third 

party with the expectation that such information shall be kept confidential and used solely for the business purposes of the 

customer, prospective customer or the third party; and 

b. BAJK's proprietary information that includes any analyses or plans created or obtained by any BAJK Division, Department or 

Branch.

All BAJK employees have a duty to safeguard confidential information, which may come to their possession during their day-to-day work. 
Respect for customer's private affairs, requires the same care as does the protection of the Bank's own affairs or other interests.

This duty of confidentiality involves not divulging information to third parties other than in the following circumstances:

i. Where the customer concerned has given permission to do so;
ii. Where the Bank is legally compelled to do so;
iii. Where there is a duty to disclose information to public; and
iv. Where it is necessary for the Bank to present its case - e.g. in court or in other circumstances of a related nature.

Confidentiality applies whether the information has been obtained from those to whom the Bank does business or from sources within 
the Bank. All such information should only be used for the purpose for which it is intended and must not be used for the personal benefit 
of an employee, his / her spouse or family member.

All employees must sign a declaration of confidentiality / secrecy and must comply with the procedures and regulations.

1.17 Dress Code

In order to keep the office environment professional, it is mandatory for all employees to follow a strict dress code.

1.17.1 Male

The following dress code is permissible for all male employees of the organization.

1. Dress Shirt and Trouser – In neutral colors, which must be clean and neatly pressed. Shirts should be properly buttoned. Ties 

shall be properly knotted.

2. Shalwar Kameez – Although Shalwar Kameez is our national dress and people should be encouraged to wear the national 

dress, extra care should be taken when opting to wear Shalwar Kameez, as it can look very shabby if not properly maintained. 

Shalwar Kameez should be in neutral colors, it must be clean and immaculately pressed. Kameez should be properly 

buttoned along-with waistcoats.

1.17.2 Female

The following dress code is permissible for all female employees of the organization.
Shalwar, Kameez and Dupatta- In subtle color, clean and neatly pressed. Female staff should avoid dressing garishly by avoiding 
jewellery and hair clips as much as possible. Small sized ear-rings are permissible as part of jewellery. 

1.18 Compliance

All BAJK employees are fully committed to ensuring that all business decisions and actions comply with all applicable laws and 
regulations and to observe good standards of behavior and practice in accordance with the industry practices. Accordingly, all 
employees must acquaint themselves with all applicable laws and regulations.

Senior Management will ensure that:

a. All employees are aware of this Code;

b. No employee shall be asked to do anything that would contravene this Code; and

c. Queries and concerns arising under this Code will be dealt with properly and may be addressed to the Human Resource 
Management Division at Head office.

1.19 Special Conditions

Every employee shall not indulge in any of the following:-

· Borrow money from or in any way place himself under pecuniary obligations to a broker, moneylender, and client, employee of 

the Bank or of any firm or person having dealing with the Bank.

· Buy or sell stocks, shares or securities of any description without funds to meet the full cost in the case of purchase or scripts 

for delivery in the case of sale. However he can make a bona-fide investment of his own funds in such stocks, shares and 

securities as he may wish to buy.

· Lend money in his private capacity to a constituent of the Bank or have personal dealings with a constituent in the purchase 

or sale of bills of exchange, Government papers or any other securities.

· Act as an agent for insurance company otherwise than as an agent for or on behalf of the Bank.

1.20 Certi�cation

Each employee in the Bank shall be required to read/review this Code each year and certify in writing that he/she understands 
his/her responsibilities to comply with the provisions set forth herein.

1.21 Workplace Safety and Security 

It is expected from all employees of the Bank that they will participate in the protection of their workplaces and in helping the 
Management of the Bank to secure a healthy and safe work environment. Towards this objective they are required to:

a. Immediately inform their supervisor, manager or senior executive of any alarming developments like the occurrence of 

smoke, fire, pungent odor or gas leaks;

b. Participate in any safety drills organized by the Bank from time to time;

c. Be vigilant of dangerous practices that may be practiced by a colleague or staff member and take proactive action in 

preventing such practices;

d. Refrain from taking part in or supporting any act of violence or unruly behavior by any person that may cause bodily harm to 

any person, or damage property, within any premises of the Bank, its offices and branches, and;

e. Be vigilant of suspicious behavior or practice that may be displayed by an unidentified person within their immediate 

workspace or workplace.
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