
WALK IN OUR CUSTOMERS’ SHOES. 
EMPOWER PEOPLE. EMBRACE INNOVATION. 
BE THEMSELVES.

Our People Attributes set the aspiration  
for how each and every one of us should act.

Here is your home.

FOR THOSE WHO
DARE TO

SHAPE THE HOME FOR THOSE WHO DARE 
BY LIVING THE PEOPLE ATTRIBUTES.
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At Allianz our people are our greatest 
asset, and that’s why I’m so glad to have 
you on board. 

YYou’ve joined one of Australia’s leading 
general insurers and one of the largest 
insurance companies in the world. You are 
among over 140,000 committed 
employees in the Allianz Group, serving 86 
million customers, in more than 70 
countries. 

Our GOur Group vision is to be a trusted provider 
of financial services. Globally we share a 
set of common behaviours – our People 
Attributes of Trust, Collaborative 
Leadership, Customer and Market 
Excellence and Entrepreneurship. These 
guide us in fostering diversity of thinking 
and cand creating an approachable, human, 
inclusive and respectful atmosphere; a 
place where we can seize challenges, take 
responsibility and embrace new 
opportunities. 

At Allianz, we give our customers the 
confidence to live their lives and do what 
inspires them. Every day we help up to 
10,000 customers in their time of need. It 
could be replacing their car after an 
accident; repairing their home after a 
storm; protecting their business and 
livelihlivelihood; or in the most personal of 
circumstances, helping them with 
rehabilitation following an injury.

Behind our outstanding customer 
experience is a great team of people. And 
that begins with you and what you bring to 
Allianz. No matter your position, you help 
create the positive customer experiences. 

Please take a moment to Please take a moment to read ‘Your Guide’ 
and keep it with you on starting at Allianz. 
You’ll discover more about who we are, 
what we do and what you can expect 
working at Allianz, including our 
comprehensive employee benefits 
program. I encourage you to explore the 
disdiscounts on Allianz insurance, as I know 
there is no greater way to push ourselves 
to innovate, improve and grow, than by 
experiencing our products and services 
first hand!

Remember, for those who dare to grow, 
accept new challenges, achieve success 
and make a difference, this is your home. 

I look forward to meeting you personally in 
the future, but for now a very sincere 
welcome to Allianz.

Congratulations on your appointment, I’m so pleased you have joined 
Allianz, the home for those who dare.
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Allianz, our customers’ trusted insurer.

Our vision is what we aspire to be. At its core 
is trust, the key element of our promise to 
customers and business partners, globally  
and locally.

OUR TRANSFORMATION PROGRAM 

Our transformation initiatives emphasise 
customer focus and best practice processes and 
products. These initiatives aim to ensure 
sustainable, profitable growth by:

BEST PRACTICE/SUSTAINABILITY

Drawing on outstanding best practice in the 
Allianz Group of companies and applying it as 
common practice to deliver efficient and 
profitable products and processes.

CUSTOMER FOCUS

Delivering a consistent and superior customer 
experience to our business partners and 
customers, to increase their loyalty to us.

INNOVATION

Implementation of new and improved ideas that 
create value for customers, shareholders and 
stakeholders.

Relates to ‘small ideas’ (continuous 
improvements) or ‘big ideas’ (breakthroughs) 
that differentiate us from our competitors.

PEOPLE ATTRIBUTES 

Shared values guide us in creating a culture of 
high performance, which is essential for ensuring 
sustainable, profitable growth.

WE ASPIRE TO be our 
customers’ trusted insurer.

WE EXIST TO help people 
manage their risks and 
opportunities.

WE PROMISE THAT our 
customers can trust us to 
deliver with integrity in 
moments of truth.

BY OPERATING EFFECTIVELY 
AND EFFICIENTLY we will be a 
leader in sales and 
distribution, ultimately 
achieving our Strategy.

WE ARE AMBASSADORS for 
Allianz.

WE DELIVER the Allianz 
experience with integrity: a 
consistent and positive 
customer experience that 
builds loyalty every time.

OUR VISION, STRATEGY 
AND VALUES
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OUR VISION, STRATEGY AND VALUES

Our vision combines the key elements of our 
promise to customers, globally and locally.

At Allianz, we are 
committed to the following:

COLLABORATIVE LEADERSHIP

–   Empower the team and provide purpose
and direction.

CUSTOMER AND MARKET EXCELLENCE

–   Foster state-of-the-art technical/
operational knowledge and strive for
simplification.

 –   Strive for excellence at every touch
point with the customer.

–   Be the benchmark.

TRUST

–   Act with integrity, honour commitments
and tell the truth.

ENTREPRENEURSHIP

–

–   Take ownership and responsibility.

  Embrace innovation.

–   Develop people, provide feedback and
care for employee well-being.

–   Collaborate and exchange best practices.

–   Act transparently and promote
corporate social responsibility.

–   Foster diversity and inclusiveness.

–   Act on opportunities, take risks and
promote a culture that allows honest failure.
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At Allianz, we recognise the value in 
making arrangements that ensure your 
introduction to the company is informative 
and worthwhile. You and your leaders  
play important roles in this process and  
we encourage you to take an active role 
during your orientation.

You will be provided with a range of  
corporate and local induction experiences, 
as outlined below.

YOUR LEADER

Your leader is there to assist with your 
introduction to the company. They will introduce 
you to your workplace and new colleagues, 
organise your local induction, and explain 
relevant safety and operational procedures, and 
answer any questions you may have.

Your leader will discuss your role and agree 
priorities and targets with you. A regular review of 
your targets will then take place with your leader 
during your probationary period.

The Allianz Corporate Induction 
program is intended to help you quickly 
settle into your career with us.

GETTING STARTED 
AT ALLIANZ
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GETTING STARTED AT ALLIANZ

YOUR PAY

You will need to complete and return the 
following documents prior to, or on, your  
first day so that we can establish you on the 
payroll system:

– New Employee Commencement Form

– Signed Letter of Offer

–  Tax File Number Declaration Form (for
taxation)

 –  Non-Australian residents are required to send
through visa documentation confirming
working right.

Please send these documents and completed 
forms to Human Resources. It is important that 
these documents are forwarded to Human 
Resources as a matter of priority so that your 
details can be entered into the payroll system. 
This will ensure that you are paid in the first pay 
period after your commencement.

Your salary is paid fortnightly into your 
nominated bank account.

Any questions you may have regarding these 
documents and forms should be raised with  
your leader.

MYHR PORTAL

MYHR Portal is your one-stop shop for all 
the information you will need as an 
employee at Allianz. By using the MYHR 
Portal, you will find information on:

–  Working at Allianz

ALLIANZ CORPORATE INDUCTION

The Allianz Corporate Induction provides you 
with important information about the company, 
such as our vision, values and strategy.

Corporate Induction is an online training 
module assigned to all new employees through 
the AllianzU (powered by Degreed) learning 
system. 

To supplement and enhance the Induction 
experience, instructor-led sessions will also be 
available in Australian Major Cities.

The face to face sessions will be facilitated by a 
Chief General Manager (CGM) or other senior 
member of the Allianz Executive Team, who will 
outline Allianz’s Vision, Strategy and Values. 

The session will also allow for new employees 
to ask any outstanding questions they might 
have.

In conjunction with your local workplace 
orientation, the Allianz Corporate Induction is 
intended to help you quickly settle into your 
career with us.

ALLIANZU

AllianzU is the name for our learning 
management system. The learning and 
professional development you undertake will 
be recorded on your AllianzU  transcript. All new 
employees have an AllianzU  account set up 
automatically.

As part of the induction process at Allianz, you 
will be required to complete a series of online 
training programs. These courses will help you 
understand the various statutory requirements 
you must adhere to while working at Allianz, and 
are to be completed within the first six weeks of 
your employment.

The training programs will be automatically 
available in your AllianzU  account when you 
first log in.

You can find further information regarding 
AllianzU on the intranet under MYHR.
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GETTING STARTED AT ALLIANZ

–  Employee benefits and wellbeing

–  Performance and review

–  Development and career

–  Pay

–  Leave and time off work

–  Work health and safety

MYHR also has a secured section  
'Pay & Leave (Preceda)' allowing you to 
submit leave requests, look at your payslips 
and  update your personal details.

All new employees will automatically receive,  
via email, a password (together with your 
four digit user ID) that will allow you to access 
the Preceda application.

You should ensure that you are familiar with 
Preceda and understand how to apply for leave.

Preceda is available from the intranet 
homepage. Your payslip is provided online 
via Preceda, therefore you should familiarise 
yourself with this site in your first  week of 
employment.

HR SERVICES AND HRCONNECT

For any questions about your employment 
first refer to MYHR. If you unable to find an 
answer you can contact the HR Services either 
online via our ASKHR form or hrconnect 
phone line on 1300 368 415, Monday to 
Friday, 9.00am to 5.00pm (AEST). 

USEFUL INFORMATION

Human Resources (HR) policies

The HR policies, which can be accessed from 
the intranet home via MYHR, provides a 
complete summary of all procedures, 
employment conditions, forms and other 
general information, which will be of assistance 
during your employment with us.

Phone standards

The Allianz phone standards were introduced as 
a simple and effective way for us to achieve a 
consistent service experience, both internally 
and externally.

This is a visual prompt to remind us how we can 
deliver a consistent service experience every 
time we pick up the phone.

You can also familiarise yourself with our 
protocol regarding phone standards by looking 
on the intranet.

Supporting the Community

The Allianz in the Community program is a 
powerful yet simple way for employees to make 
a real difference in our community. It includes 
our activities related to community, sponsorship 
and environmental initiatives. The Allianz in the 
Community program closely aligns with our 
organisational strategy and encourages us to Be 
Better together for our key stakeholders, and 
helps make Allianz Australia an even more 
rewarding place to work. For more information 
about the employee community program, 
please refer to the intranet.

The Allianz Corporate Induction 
program provides you with 
important information about 
the company, such as our vision, 
strategy and values.
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This section contains information 
on your terms and conditions as  
an employee of Allianz.

As an Allianz employee, you are covered by the 
following terms and conditions, which are 
located on the intranet:

1.   The Allianz Australia Group Business
Partnership Agreement (BPA) and its
successors

2.  The Banking, Finance and Insurance Award
2010 (Award), as varied or replaced

3.  Our Human Resources policies and
procedures, as updated from time to time

ALLIANZ GROUP BUSINESS PARTNERSHIP 
AGREEMENT (BPA)

The BPA provides the terms and conditions of 
employment for the majority of our employees. 
The BPA operates in conjunction with the 
Banking, Finance and Insurance Award 2010.

The provisions of the BPA override Award 
provisions on the same matters. Where an issue 
is not covered by the BPA, the Award prevails.

THE BANKING, FINANCE AND 
INSURANCE AWARD 2010

The Award provides the minimum terms and 
conditions of employment for banking, finance 
and insurance industry employees. The Award 
underpins the BPA.

HR POLICIES AND PROCEDURES

We have a number of policies and procedures, 
which provide additional guidelines and rules for 
the workplace.

These policies and procedures are updated from 
time to time. All HR polices are available on the 
intranet  under “HR Policies”.  

WORKING  
AT ALLIANZ

Please contact your leader or the HR Services 
for further assistance. 
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WORKING AT ALLIANZ

CODE OF CONDUCT

We are committed to high moral and ethical 
standards in the behaviour displayed by 
employees when conducting business and in 
interacting with others.

–  The Code of Conduct specifically relates to
your employment in three areas:

–  Compliance with laws and regulations

–  Personal and professional conduct

–  Relationships with others

The Code of Conduct provides the requirements 
and ideals essential to the company’s success. 
You have an obligation to comply with the 
company’s Code of Conduct. Failure to comply 
with the Code of Conduct could result in 
disciplinary or legal action, including dismissal.

LEAVE ENTITLEMENTS

We provide a variety of leave entitlements in 
accordance with applicable legislation.

Leave entitlements for permanent part-time and 
role share employees are provided on a pro-rata 
basis according to the total number of Contract 
Hours worked.

Listed overleaf is a summary of the various types 
of leave to which you are entitled. Further 
information on leave entitlements can be found 
in the HR policies and in the BPA and the Award.

ANNUAL LEAVE

–   Four weeks paid leave for every year of
completed service with the Company. Part
time Employees receive a pro rata entitlement
of paid Annual Leave for each year of service.

 –  Annual leave loading of 17.5 per cent is
paid up to the maximum amount
determined by the Company.

–   Annual leave does not apply to Casual
employees, as holiday loading is included in
an employee’s casual hourly rate of pay.

LONG SERVICE LEAVE

–  13 weeks after 15 years continuous
service with us

 –  Pro-rata Long Service Leave may be
cashed out in some States and Territories
after 10 years continuous service.

–   Pro-rata paid after six years continuous service
on retrenchment or after 10 years continuous
service on resignation.

PERSONAL/CARER’S LEAVE

–   Paid leave available to permanent and
temporary employees for absences due to:

i.  personal illness or injury (sick leave)

ii.   to provide care and support to an
immediate family or household member due
to illness, injury or unexpected emergency

–   10 working days per year for employees with
up to two years of service

–   12 working days per year for employees with
two or more years of service

–   For employees who have returned from
parental leave as a primary carer have access
up to 5 days “top up “personal/carer’s leave in
the first 12 months of being back at work

The Code of Conduct 
provides the requirements 
and ideals essential to the 
company’s success.
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WORKING AT ALLIANZ

–    Up to two days paid leave per year that does
not require you to use your personal/carer’s
leave credits. The two days paid leave may be
taken in half days and is not cumulative from
year to year

–    Refer to the Family and Emergency
Leave Policy on the HR Policies for
further information.

OTHER LEAVE

Other leave is also available, such as:

–    Parental Leave (refer to Family Friendly
Initiatives on page 17)

– Jury service

–   Career breaks

–   Grandparental Leave

– Volunteer leave

–   Community service leave

–   Diversity days (2)

–   Military leave

–   Family or domestic violence support

–   Financial Sector Union FSU training leave

For more information on these leave 
entitlements, please refer to the HR Policies.

–    Up to 2 days paid leave per year that does not
require you to use your personal. The 2 days
may be taken in half days and is not
cumulative from year to year

–    Pro-rata leave for part-time employees Leave
is pro rata for all employees

 –   Employees are required to provide reasonable
evidence such as a medical certificate I certain
circumstances.

COMPASSIONATE LEAVE

–    Up to two days paid leave in the event of
death or serious life threatening illness or
injury of a member of the employee’s
immediate family or household.

STUDY LEAVE

–    Up to two days paid study leave in any
one calendar year are available to
permanent employees for company
approved study assistance

–    Time off to attend examinations (up to
two days per calendar year).

–   Purchasing additional leave

 –   Allows an employee to purchase up to four
weeks of additional leave in any financial year

–    The payment of wages during your period of
purchased leave, will be made at the purchase
rate (that is, whatever your salary was at the
time of the agreement)

–   Salary for superannuation purposes is
not reduced.

FAMILY AND EMERGENCY LEAVE

–    Paid leave for personal circumstances which
require care for an ill or injured family member
or respond to an emergency or unforeseen
personal or domestic situation

–    Available to permanent and temporary
employees on commencement
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WORKING AT ALLIANZ

ANTI-HARASSMENT AND BULLYING

At Allianz, we strongly believe in providing a 
productive work environment, free of bullying 
and harassment, where all employees are 
treated with dignity, courtesy and respect.

Harassment and bullying are against the law 
and are not tolerated within the organisation. All 
reports of bullying and harassment are treated 
seriously and empathetically by us, and will be 
investigated thoroughly and confidentially.

As an employee, you are expected to familiarise 
yourself with our:

–   Anti-Harassment Policy, as set out in the
HR Policies

–   and Code of Conduct on page 22 of
this booklet.

EQUAL EMPLOYMENT OPPORTUNITY

At Allianz, it is important to us that we promote 
diversity and provide a workplace free from all 
types of unlawful discrimination.

Recognising and valuing the diverse skills and 
talents of our employees is vital to our business 
success. To achieve this goal, all employees 
need to work together to prevent unlawful 
discrimination and other practices that hinder 
Equal Employment Opportunity (EEO) to ensure 
all employment practices are based on 
individual merit.

BACKGROUND CHECK

All new Allianz employees are required to 
undergo a background check. 

In certain circumstances an offer of employment 
may be made prior to the background check 
being completed. In such cases, the employee 
will, in their Letter of

Offer, acknowledge that their ongoing 
employment is dependent on the return of a 
satisfactory result from the investigation of their 
personal background.

EMPLOYEE PRIVACY

At Allianz, it is important that we handle 
employee personal information diligently. We 
exercise care and skill at all times to safeguard 
personal information in accordance with the 
relevant legislation.

WORK HEALTH AND SAFETY

We are committed to providing a safe and 
healthy work environment for all employees 
and, in doing so, seek to comply with all relevant 
health and safety legislation.

As an employee, you should be aware of your 
responsibilities and duties in respect of health 
and safety and contribute productively to 
ensuring that your workplace is a safe one.  
We ask that you:

 –   Take reasonable care for your own safety
and that of other people

–   Cooperate with safety policies, procedures
and instructions

–   Use equipment correctly and report any faults

–   Report hazards, incidents and injuries to your
leader via the online reporting forms

Allianz is committed to  
high moral and ethical 
standards in the behavior 
displayed by employees.
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 –   Provide constructive suggestions on ways to
improve health and safety.

As an employee, you are expected to familiarise 
yourself with our Health, Safety and Wellbeing 
policies, which are located in the HR Policies.

HEALTH AND SAFETY CONSULTATION

Through effective consultation, leaders can 
become aware of hazards and health and 
safety issues experienced by employees. 
Employees can also provide suggestions about 
how to solve health and safety issues. Health 
and Safety Representatives are also available 
throughout Allianz to assist with health and 
safety issues that have been raised.

You are required to familiarise yourself with your 
local Health and Safety Representative and 
raise any health and safety issues via your 
leader in the first instance or your local Health 
and Safety Representative.

HAZARD AND INCIDENT REPORTING 
IN THE WORKPLACE

We are committed to the health, safety and 
welfare of all employees and in the provision of 
a safe work environment. Consequently, the 
reporting of workplace hazards and incidents in 
a timely manner is a priority.

Incidents usually result in an injury to a person, 
however can include near misses. These are just 
as important to report because, under different 
circumstances, an injury could have occurred.

Hazards and Risks have the potential to cause 
injury. Finding and correcting hazards is one of 
the best ways to prevent incidents and injuries.

If you identify a hazard or one is reported to you, 
assess its likelihood for injury and correct it 
immediately if you can. All workplace hazards 
and incidents should be reported immediately 
to your leader and an online Incident and/or 
Hazard Report Form be completed as soon as 
possible within 24 hours. These forms can be 
found in the Work Health and Safety section  
on me@allianz.

WORKPLACE SURVEILLANCE COMPUTER,  
INTERNET AND TELECOMMUNICATIONS USE

We have a Workplace Surveillance policy, which 
applies to all our employees, contractors and 
consultants and to our related companies.

We also have a Computer and Internet Use 
policy, which regulates access, use and 
surveillance of our computer systems and 
internet.

Allianz uses call recording technology across all 
areas of our business that focus on customer 
interaction, such as our Customer Contact 
Centre, Claims Services and Workers’ 
Compensation. All calls made to and from 
Allianz may be monitored or recorded for 
coaching, verification or service improvement 
purposes, to ensure we achieve the highest level 
of service for our customers.

Workplace surveillance is used to protect us, our 
related companies, our employees and property. 
We reserve the right to use intermittent and 
ongoing surveillance in any place of work, at 
any time during which our premises, facilities or 
equipment is used by any person employed or 
engaged by us.

WORKERS COMPENSATION

We are committed to providing and supporting 
an occupational rehabilitation program for 
employees who sustain a work-related injury or 
illness. Our occupational rehabilitation program 
aims to facilitate an early and safe return to 
work.
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All employees are covered by Workers 
Compensation legislation appropriate to the 
jurisdiction in which they work.

It is our policy to ensure that:

  –   All employees receive prompt treatment for
all work-related injuries

  –   All Workers Compensation claims are
submitted to our insurers within legislative
timeframes

  –   A record of all work-related injuries is
maintained by Human Resources in order
to ensure that similar accidents may be
prevented and a safe work environment
maintained.

If you experience a workplace injury or illness 
you should complete a Workers Compensation 
claim form. These may be obtained from the 
Work Health and Safety Team. Refer to the 
intranet for contact details. 

Workers Compensation insurance covers:

 –    All medical, hospital and dental costs incurred
as a result of the injury and incidental costs
(for example, ambulance, travel expenses,
crutches etc)

  –   Loss of earnings, taking into account the
applicable local legislation and awards.

To minimise the financial impact of time off  
due to injuries sustained in the workplace, 
employees may use sick leave and annual leave 
entitlements until liability for the claim has been 
determined. If liability is accepted, all leave 
entitlements will be reinstated by payroll.

As an employee, you are expected to 
familiarise yourself with our:

 –   Return to Work policy

– Workers Compensation policy.

These are set out in the Health, Safety and 
Wellbeing policies located in the HR Policies.

NO SMOKING IN THE WORKPLACE

We have a concern for the general environment 
and hold the view that the health and safety of 
our employees should not be compromised. 
Consequently, we stipulate that smoking is not 
permitted within our work environment. This 
situation applies to all Allianz locations.

There is no provision for employees to take smoke 
breaks. Employees who choose to smoke during 
their workplace breaks are not congregate at the 
main entrances of our premises.

Employees are required to not only abide by this 
restriction, but also to ensure that visitors to our 
premises are made aware of our position on 
smoking. Similarly, when visiting other 
organisations, employees are reminded to 
adhere to the smoking policies of those 
organisations.

Allianz recognizes the considerable health 
benefits to employees’ when they stop smoking. 
The Work Health and Safety Team are available 
to assist employees who wish to quit smoking.

Further information on Smoking may be found 
in the Health, Safety and Wellbeing policies in 
the HR Policies located on the intranet.

Allianz is committed to 
providing a safe and 
healthy work environment 
for all employees.
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MEDICAL CONDITIONS AND PRESCRIPTIONS

To ensure your safety at work, employees who 
have a medical condition and who may be 
taking prescription drugs may need to advise 
their leader.

To find out if this applies to you, you should 
check with your doctor first to establish if your 
condition or the prescription drugs you are 
taking may impact on your work performance. If 
so, you should then obtain written advice from 
your doctor and provide this to your leader. 
Please be assured that this information will be 
treated confidentially. For advice contact the 
Work Health and Safety Team. 

FIRST AID

We are committed to the provision and 
maintenance of first aid equipment for the 
treatment of employees and visitors who sustain 
an injury or illness in our work places. A current 
listing of our first aid officers is located on the 
Corporate Directory.

SUPERANNUATION

As part of your Total Remuneration Benefit 
(TRB), the company will make contributions to 
a superannuation fund of your choice as  
per Superannuation Guarantee Charge  
(SGC) legislation.

You may choose to supplement the SGC 
component from your earnings with a  
pre-tax (salary sacrifice) or post-tax voluntary 
contribution. You may only nominate one  
fund for your superannuation contributions.

Our default fund is the SmartMonday Prime. 
You will automatically become a member of 
this fund upon joining us, should you not wish to 
nominate an alternative fund.

The Superannuation Plan, within the 
SmartMonday Prime allows you to:

  –   Transfer monies into the fund from a
superannuation fund you may already
belong to

 –    Nominate a voluntary contribution rate based
on a percentage of your salary

  –   Contribute on either a pre-tax (salary sacrifice)
or post-tax basis

  –   Choose the investment option that best suits
your needs (linked to investment risk).

The plan also provides you with:

 –    Death and total permanent disablement
(TPD) benefit provisions, either basic or extra
insured benefit options

 –   Income protection as a short-term
(2 year) benefit.

We recommend you obtain information 
regarding your chosen fund, such as Product 
Disclosure Statements,

Fee Structures and Insurance Options, to assist 
in making an informed decision.

Please refer to the intranet for further 
information regarding superannuation. Please 
note that you can also access all applicable 
superannuation forms from MYHR.
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All permanent employees are provided with a 
comprehensive and competitive range of 
benefits. The following benefits are available to 
permanent employees on commencement, 
whether employed on a full-time, part-time, 
home based or role-share basis.

We appreciate the contribution our employees 
make to the success of the organisation. Our 
Employee Benefits Program aims to reward the 
diligence and commitment of our employees.

This program includes Salary packaging e.g. 
Novated Lease, Parking, and Superannuation 
matching, in addition to discounts on:

– Our products

 –    Health and wellbeing programs

– Household and lifestyle goods

 –    Financial services

– Computers and accessories

–    Travel and leisure services.

For more information on the above program, 
please refer to the Employee Benefits 
Program page on MYHR Portal.

DISCOUNTS ON ALLIANZ PRODUCTS

We value the performance of our employees 
and their contribution toward ensuring we live 
up to our vision of being a trusted insurer. In 
recognition of these efforts, employees and their 
family members who purchase our insurance 
policies are eligible for employee discounts on 
home, motor vehicle, caravan, boat/ pleasure 
craft, CTP and travel insurance products.

For more details, please refer to MYHR Portal 
and then Employee benefits.

EMPLOYEE BENEFITS PROGRAM

We appreciate the contribution 
our employees make to the 
success of our organisation.
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EMPLOYEE BENEFITS PROGRAM

STUDY ASSISTANCE

We support and encourage employees to 
undertake external courses of study, which 
are relevant to their current position and  
long-term career goals.

Please refer to the Study Assistance Policy 
in HR Policies for further information.

PROFESSIONAL ASSOCIATION MEMBERSHIP

We recognise that it may be beneficial  
to the company for some employees to  
belong to professional associations to  
maintain professional status and knowledge 
for information exchange purposes.

Please refer to the Professional Association 
Membership Policy in the HR Policies for  
further information.

EMPLOYEE ASSISTANCE PROGRAM (EAP)

We offer employees and their immediate family 
access to a free counselling service provided  
in confidence by an external provider. 
The program provides assistance with work 
related or personal life issues. These may be 
emotional, financial, family, marital, death, 
disability, legal, or drug or alcohol related issues. 

Please refer to the Employee Assistance 
Program Policy in HR Policies for details on 
how to contact the EAP service.

REWARD AND RECOGNITION

Reward and recognition applies to all 
employees. We reward behaviours that support 
our values and are consistently ‘above and 
beyond’ an individual’s role. We encourage all 
employees to live the company values and to 
excel within their role.

FAMILY FRIENDLY INITIATIVES

Unless stated otherwise, permanent employees 
are eligible to participate in the following  
family friendly initiatives: Permanent employees 
are eligible for:

– Parental leave (which includes primary 
carer and non-primary carer leave) refers to
leave in connection with the birth or adoption
of a child.

PAID PRIMARY CARER LEAVE  
(AFTER ONE YEAR’S CONTINUOUS SERVICE)

 –    12 weeks paid leave after 12 months’
continuous service; and

 –    At the employee’s choice, either

a) an additional 2 weeks’ paid leave; OR

b)  an amount equivalent to 2 weeks’
Base Salary contributed to Superannuation

 –    Maximum of 52 weeks unpaid parental
leave applies

  –    Employee may, by mutual agreement, work on
a casual basis during parental leave

We value the performance 
of our employees and their 
contribution toward ensuring 
we live up to our vision of 
being a trusted insurer.
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 –     Option to request flexible work arrangements,
subject to approval , for:

 –    employees who are parents where a
child is under school age or under 18 and
has a disability

 –     employees who are parents or who have
responsibility for the care of a child of
school age

– employees with caring responsibilities

 –    employees with disability

– mature-age employees

–     employees experiencing family violence and 
workers providing personal care, support
and assistance to a member of their
immediate family or member of their
household because they are experiencing
family violence.

PAID NON-PRIMARY CARER LEAVE  
(AFTER ONE YEAR’S CONTINUOUS SERVICE)

Two weeks of paid non-primary carer leave is 
available to employees who are not the primary 
caregiver, to be taken within the first three 
months of the child’s birth or adoption of a  
child under the age of 16 years.

PERSONAL / CARER’S LEAVE TOP UP

Allianz recognises that returning from parental 
leave can sometimes be a challenge. Employees 
returning from parental leave as a primary carer 
can, within the first 12 months, access an 
additional 5 days top up personal/carer’s leave. 
For more information on parental leave and 
tools to support parents, please refer to the HR 
Policies on the intranet.

ROLE SHARING/JOB SHARING

Role sharing is when two or more employees 
are able to voluntarily share the duties and 
responsibilities of one role.

Employees who share roles receive pro-rata 
salary, conditions and benefits according to the 
role and span of hours worked. Other benefits, 
such as training and career development, are 
the same as those for full-time employees.

Specific arrangements are contained under the 
terms and conditions of role share employees 
and are outlined in the role sharer’s letter of 
employment.

HOME BASED WORK

Home based work is available to employees at 
management discretion, subject to meeting 
operational requirements and suitability of the 
role for home based work. Please refer to the 
Home Based Work Policy in the HR Policies.

REFERRAL SERVICES

We will make available, at no cost to employees, 
access to referral services and advice on 
childcare, vacation care and elder care.

More information about all of our employee 
benefits can be found on MYHR Portal.

EMPLOYEE BENEFITS PROGRAM



MESSAGE FROM RICHARD FELEDY

At Allianz, we heavily rely on the trust our customers, shareholders, 
employees and the public have in our performance and integrity.

Richard Feledy Managing Director
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Allianz Australia Ltd and its related bodies corporate 
(“Allianz”) relies on the trust our customers, 
shareholders, employees and the public have in our 
performance and integrity.

This trust depends on your conduct, capability and 
our team commitment to create value for our 
customers, shareholders and Allianz. Therefore, the 
Code of Conduct (“Code”) applies to each of us who 
works within Allianz.

Our Code supports the UN Global Compact, an 
initiative designed to increase respect for Human 
Rights worldwide. It is also based on our respect for 
the OECD Guidelines for Multinational Corporations.

The Code of Conduct is updated annually to set 
standards for all employees and to prevent 
situations that may harm Allianz’s integrity.

Please take time to read the Code. If you need more 
information, please contact Corporate Compliance 
for assistance.

I would like to thank you in advance for your 
commitment to developing our culture of trust by 
making ethics and compliance a part of your 
everyday activity.
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CODE OF CONDUCT

KEY REQUIREMENTS

Be fair and compliant when doing business 

You need to comply with the laws, rules and 
regulations that cover Allianz’s activities. 
Compliance with Allianz’s internal policies is 
also required.

When representing Allianz, in or outside of  
the workplace, you need to be honest, fair  
and ethical, and avoid conflict between private 
and business interests. You need to conduct 
yourself with integrity and treat others with 
courtesy and respect.

You should not conduct work on behalf of 
Allianz while under the influence of drugs or 
alcohol that may impair your ability to perform 
your job ethically and safely.

REPORT CONCERNS ABOUT COMPLIANCE

For this Code to be effective in developing a 
culture of trust, you need to comply with the 
Code and maintain ethical standards. You 
should contact Corporate Compliance, Risk
or Internal Audit if you feel that a colleague 
may be involved in an improper activity 
such as fraud, theft or dishonest actions.

FEEL PROTECTED WHEN WHISTLE BLOWING 
OR REPORTING CONCERNS

When you report an action you believe to be 
improper, you have the option to do so
anonymously and will be protected by the 
Allianz Whistleblower Protection Policy. The
details of how to contact the anonymous 
FairCall service are available on the Allianz
intranet.

AVOID DISCIPLINARY ACTION

Allianz could be exposed to the risk of fines, 
sanctions, and damage to its reputation by your 
failure to comply with this Code. Any serious 
misconduct could result in legal action or the 
withdrawal or suspension of authorisation to 
conduct business both for you and Allianz.

In addition, non-compliance with the Code 
constitutes a breach of your employment
contract with Allianz and may result in 
disciplinary action, which may include 
warning or dismissal.

KEY IDEALS

No discrimination, harassment or bullying 

Allianz strongly values diversity and does not 
tolerate discrimination, harassment or bullying 
in the workplace based on criteria such as age, 
disability, ethnic origin, gender, race, religion or
sexual orientation, nor inappropriate workplace 
behaviour. To encourage high levels of trust, 
everyone should be viewed, valued and treated 
fairly.

The Allianz Group recognises that diversity 
underpins its long-term business principles
and, as a consequence, utilises a group-wide 
framework to provide a consistent and
effective approach to the organisation's global 
diversity objectives.For further information
on this topic, please refer to the Equal 
Employment Opportunity and Anti-Harassment
Policy.

LEARNING AND DEVELOPMENT

As part of the learning experience at Allianz, 
feedback from all stakeholders is
encouraged and appreciated.

As part of our Renewal Agenda and People 
Attributes, Allianz is committed to ensuring
employees have access to opportunities based 
on their achievement and capability. You are 
encouraged to take advantage of opportunities 
at Allianz and actively develop your career.

When representing Allianz, 
you need to be honest, fair  
and ethical, and avoid conflict 
between private and business 
interests.
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CODE OF CONDUCT

INFORMATION MANAGEMENT AND PROTECTION 

The management and protection of client data 
and intellectual property and compliance with 
data protection legislation and Allianz 
requirements are important foundations for
maintaining our clients’ trust and protecting our 
organisation. All sensitive information about 
clients, employees and Allianz must be secured 
and released only when needed and only to 
authorised parties.

While Allianz co-operates with all relevant 
public and regulatory authorities, only
authorised employees can release information 
to these authorities.

Access to Allianz systems (including systems 
that allow access to the Internet, the Intranet, 
email, computer hardware such as hard drives 
and other electronic systems and facilities) is 
provided where required to perform your role. 
Use of these systems must be in accordance 
with the Computer and Internet Use Policy or 
authorised by your manager.

USE OF NON-PUBLIC INFORMATION

The management and protection of client data 
and intellectual property and compliance
with data protection legislation and Allianz 
requirements are important foundations for
maintaining our clients’ trust and protecting our 
organisation. All sensitive information
about clients, employees and Allianz must be 
secured and released only when needed
and only to authorised parties.
While Allianz co-operates with all relevant 
public and regulatory authorities, only
authorised employees can release information 
to these authorities.
Access to Allianz systems (including systems that 
allow access to the Internet, the
Intranet, email, computer hardware such as 
hard drives and other electronic systems and
facilities) is provided where required to perform 
your role. Use of these systems must be
in accordance with the Computer and Internet 
Use Policy or authorised by your manager.

ACCURATE COMMUNICATION

All Allianz communications need to be complete, 
accurate, timely and understandable.

Public communication on behalf of Allianz is 
handled by authorised spokespersons 
appointed for this purpose. You must not, at any 
time, appear in public or participate in public 
discussions on behalf of Allianz, unless you are 
authorised to do so. If it could appear you are 
acting on behalf of Allianz in your public 
dealings and you have not been authorised to 
do so, you must state that you are acting in a 
private capacity.

Further, Allianz respects the professional 
independence of journalists and media and 
therefore does not pay for editorial content.

CUSTOMER INFORMATION AND ADVICE

Misleading the market or our clients seriously 
undermines our reputation and is not tolerated.

When establishing a customer relationship or 
providing financial services, necessary 
information must be given to allow the customer 
to make an informed decision.

The nature and quantity of information given to 
the customer depends on the service and 
product offered. Your leader can provide you 
with further information.
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CODE OF CONDUCT

CONFLICTS OF INTEREST – EMPLOYEES

A conflict of interest is any situation where your 
private interests interfere or appear to interfere 
in any way with those of Allianz. Any such 
conflict will make it difficult for you to perform 
your work objectively.

You must avoid possible conflict by:

 –    Not allowing any additional employment or
consulting activities that you undertake to
interfere with Allianz’s interests

 –     Obtaining Allianz’s approval before accepting 
special positions/mandates with business
enterprises outside Allianz

 –     Advising Human Resources of any potential
conflict that arises as a result of any interest
that you or your close relative hold in any
entity

  –    Disclosing to the Compliance team any
additional money you receive from external
parties for services provided by Allianz.

CONFLICTS OF INTEREST – CUSTOMERS 
AND BUSINESS PARTNERS

Conflicts of interest can undermine Allianz’s 
integrity and professionalism. Potential
conflicts of interests (whether actual or 
perceived) with customers and business 
partners must be identified and avoided. If 
conflict situations cannot be avoided, you must 
reportthem in accordance with Allianz Policies 
and Procedures.

FEEDBACK AND COMPLAINTS

Feedback and complaints provide us with 
important information about Allianz’s 
performance. Allianz must handle complaints 
from all customers, or former customers, 
promptly and fairly in line with applicable  
laws and regulations.

For further information you can refer to the 
Procedure for Handling Complaints.

FINANCIAL REPORTING

Allianz is dedicated to fair and clear  reporting. 
Therefore, financial controls and procedures 
have been developed and are monitored. You 
must follow these financial controls and 
procedures.

CORRUPTION AND BRIBERY

Allianz does not tolerate any form of 
corruption or bribery.

Some situations not obviously constituting 
corruption or bribery may still compromise, or
appear to compromise, your judgment. These 
situations must be avoided.

The following guidelines are a summary of 
Allianz’ requirements:

1.     Accepting or giving gifts and benefits

When business partners exchange gifts, this can 
be considered usual business practice.
However, this exchange, if inappropriate, may 
form a conflict of interest that threatens
Allianz’s reputation.

The exchange of gifts or benefits is not allowed 
if it creates an obligation or appearance of 
obligation on either party.
You should refer to the Gifts and Entertainment 
Policy for further information including

Allianz requirements in relation to giving and 
accepting gifts and entertainment.

Should you require further information please 
contact Corporate Compliance.

The Code of Conduct is updated 
annually to set standards for 
all employees and to prevent 
situations that may harm our 
integrity.
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2.  Gifts, Government Officials, and Special
Category Persons

Gifts and entertainment (including business
meals) involving Government Officials and
Special Category Persons require prior
approval by management and prior
consultation with Corporate Compliance
through the Risk and Compliance Officer in
Human Resources, unless an exemption
applies. Refer to the Gifts and Entertainment
Policy for further information.

3. Political and charitable contributions

The Managing Director and the Allianz
Australia Board must consent to any political
or charitable contributions from Allianz
Australia. These contributions are made in
accordance with the relevant legislation.

LICENCES AND REGISTRATION

Some specialist roles within Allianz require 
registrations or licenses. You and your business 
partners (for example, sales agents, authorised 
representatives or business contractors) must 
obtain and maintain any required registrations 
and licenses before acting for Allianz.

PROTECTION OF PROPERTY RIGHTS

Allianz’s intellectual and physical property must 
not be utilised for personal use or provided to 
third parties, unless appropriately authorised. 
Allianz does not misuse the property, both 
physical and intellectual, of others.

PROTECTION OF NATURAL RESOURCES

Allianz are committed to working in an 
environmentally sensitive manner. You and your 
business partners must make sure that decisions 
made for Allianz reflect this commitment. 
Resource saving can be achieved through:

– Energy-efficient planning

–    Environmentally sensitive construction
and operation of buildings; and
avoidance, reduction and recycling of
waste materials.

 –    Avoidance, reduction and recycling of
waste materials

 –    Adopting digital by default practices

PREVENTION OF ILLEGAL ACTIVITIES

You, along with clients, third parties, sales 
agents, authorised representatives and business 
contractors, must not use the Allianz name, 
business or property for any illegal activities. 
Allianz will act to protect itself against such 
activity.

Allianz is committed to the international fight 
against money laundering and the financing  
of terrorism.

You must not engage in or tolerate any  
illegal activity, especially relating to Allianz. 
This applies to any infringement of Trade 
Practice, Fair Trading Regulations and tax 
evasion legislation.

ACCEPTANCE AND HANDLING OF CLIENT FUNDS 
AND VALUABLES

You may only accept funds or valuables in 
the course of your work at Allianz if you are
explicitly required to do so in accordance 
with internal directives. The acceptance 
and handling of funds and valuables must 
by in accordance with the law and internal
requirements.






