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1. Welcome Message from the President, Renato Vergel de Dios 
 

 

Dear GP Colleague,  

 

Welcome to Generali Philippines. I anticipate that you are eager to embrace the new opportunities that 

the organization will bring you. More importantly, I hope that you are also committed to face your goals 

with new determination and focus. 

 

Generali Philippines is one of the leading life insurance companies in the country. Globally, the Group is 

the largest European Life insurer and one of the world’s 50 biggest companies. It operates in more than 

60 countries, with 65 million clients and 80,000 employees worldwide. 

 

Our success is built on our values.  

 

Deliver on the Promise. Our focus is to delight our customers by providing the best solutions to their 

insurance needs. We need to constantly improve our standards in order to exceed their expectations. By 

doing so, we can fulfill our promises at the time when our clients and their families need us the most.  

 

Live the Community. Generali Philippines has a major role in nation-building. It is an active player in the 

capital markets by mobilizing funds for long-term infrastructure projects. This is one of the ways we pay 

it forward. 

Value our People. Talent development is one of things we strive for. Generali believes that everyone’s 

contribution is vital towards the success of the company. Teamwork is essential in bringing out the best 

in its employee force. 

 

Be Open. By having a transparent environment, we encourage engagement and participation. I 

encourage you to have a regular dialogue with me as I value your feedback and insights. Likewise, I 

also expect active participation and cooperation from you in your capacity as a member of the 

Company. 

 

Remember, our values affect our thought process, which consequently control our actions. When done 

consistently, our actions lead to a habit. And the totality of our habits defines our true character.      

 

Each one of us can make a difference. I believe that your presence in the Company means that you are 

fully committed to the mission of Generali Philippines. Together, let us shape our future. 
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2. Generali Overview 
 

   2.1 VISION, MISSION AND VALUES 

The culture of Generali, made up of a Vision, a Mission and four Values, is the ground for our success and 

approach to all stakeholders. 

 

Our Vision 

 

Our purpose is to ACTIVELY PROTECT and enhance PEOPLE’S LIVES. 

 

ACTIVELY: We play a proactive and leading role in improving people’s lives through 

insurance. 

 

PROTECT: We are dedicated to the heart of insurance-managing and mitigating risks of 

individuals and institutions. 

 

ENHANCE: Generali is also committed to creating value. 

 

PEOPLE: We deeply care about our client’s and our people’s future and lives. 

 

LIVES: Ultimately, we have an impact on the quality of people’s lives: wealth, safety, advice 

and service are instrumental in improving people’s chosen way of life for the long term. 

 

Our Mission 

 

Our mission is to be the FIRST CHOICE by DELIVERING RELEVANT and ACCESSIBLE INSURANCE 

SOLUTIONS. 

 

FIRST CHOICE: Logical and natural action that acknowledges the best offer in the market 

based on clear advantages and benefits. 

 

DELIVERING: We ensure achievement striving for the highest performance. 

 

RELEVANT: Anticipating or fulfilling a real life need or opportunity, tailored to local and 

personnel needs and habits, perceived as valuable. 

 

ACCEESSIBLE: Simple, first of all, and easy to find, to understand and to use; always 

available, at a competitive value for money. 

 

INSURANCE SOLUTIONS: We aim at offering and tailoring a bright combination of 

protection, advice, and service. 
 

 

Our Values 

The Generali Group seeks to nurture four core values and act accordingly. 

 

Deliver on the Promise. 

We tie a long-term contract of mutual trust with our people, clients and stakeholders; all of our work is 

about improving the lives of our clients. We commit with the discipline and integrity to bringing this promise 

to life and making an impact within a long lasting relationship. 
 

 

Value our People 

We value our people, encourage diversity and invest in continuous learning and growth by creating a 

transparent, cohesive and accessible working environment. Developing our people will ensure our 

company’s long term future. 
 

 

Live the Community 

We are proud to belong to a global Group with strong, sustainable and long lasting relationships in every 

market in which we operate. Our markets are our homes. 
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Be Open 

We are curious, approachable and empowered people with open and diverse mindsets who want to look at 

things from a different perspective. 
 

Do’s and Don’ts are examples of simple and concrete behaviors to live the Generali Group Values in 

everyday decisions and actions. 

 
 

WE, GENERALI 

 

DELIVER ON THE PROMISE 

I do      I don’t 

I do what I say     It is not my job 

I seek simple solutions    I focus on short term solutions 

I make things happen with pace and energy  I don’t care 

 

VALUE OUR PEOPLE 

I do      I don’t 

I have time for others    I’d rather do it myself 

I share success with the team    I put results above people 

I welcome feedback     I judge and discriminate 

 

LIVE THE COMMUNITY 

I do      I don’t 

I build relationships and networks   I care only about what happens in my area 

I act with a global perspective    I act in my own interest 

I am an ambassador for Generali everyday   look the other way 

 

BE OPEN 

I do      I don’t 

I bring fresh ideas to achieve our goals   I have always done it this way 

I listen and respect others’ points of view  I gossip and spread rumors 

I start my discussions with “why not…”   I start my discussions with “yes but…” 

 
 

2.2. GENERALI PHILIPPINES  
 
 History 
 

Generali Pilipinas brings together three big names in 21st century commerce: Assicurazioni Generali of Italy, 

the Kuok Group of Malaysia, and the SM Group of the Philippines.  

 

Assicurazioni Generali S.P.A. was founded in 1831 in the major port city of Trieste, Italy. The Company now 

has a consolidated asset base of over US$253 Billion, making it Italy's largest corporation.  

 

The Kuok Group made its name in the late 1940s in Malaysia with its agribusiness firm that started selling 

feeds and fertilizer. In time it grew into an extensive conglomerate that operated, among other ventures, four 

Shangri-La Hotels in the Philippines. Insurance is a familiar territory for the Kuok Group as it already operates 

Kerry Insurance and Jerneh Insurance, two firms that have significant presence in Malaysia.  

 

The SM Group of Companies, through its founder Henry Sy, made its mark on Philippine commerce through 

the shoe retailing business. Buying shoes by lot from the USA and selling them in his Manila stores in the 

1950s, Mr. Sy made Shoemart (SM) a byword in the Filipino consumer's home. By the 1970s, SM was 

already operating most of the nation's largest shopping malls. Then came its purchase in 1976 of Acme 

Savings Bank, which was later renamed Banco de Oro. To date, Banco de Oro has over 220 branches across 

the Philippines. As of 31 December 2005, its consolidated total assets are at Php 233.8 billion. 

 

 

The Joint Venture Agreement among the three determined partners was signed on 26 March 1999 paving the 

way for the creation of Generali Pilipinas Holding Company that became the springboard for establishing 

Generali Pilipinas Life Assurance Company and Generali Pilipinas Insurance Company in September 1999.  

 

Generali Pilipinas was formally launched on 9 March 2000 with Assicurazioni Generali Managing Director 

Fabio Cerchiai, then General Manager for International Operations Sergio Balbinot, Mr. Henry Sy of the SM 
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Group, Datuk Khor Chin Poey of Jerneh Asia Berhad and the Kuok Group, and then Insurance Commissioner 

Eduardo Malinis in attendance.  

 

3.  Employment at Generali 
 

3.1.      Recruitment 
 
Summary 
 

It is the policy of Generali to hire only on the basis of qualification, experience, performance and ability to perform.  

 

Hence, you will find in this chapter: 

- The guiding principles related to recruitment and promotion of diversity and inclusion. 

- The principles and guidelines regulating recruitment processes such as: 

• Guidelines on background check and criminal check of candidates; 

• Obligation for candidates and employees to disclose any relationship with another employee or 

service provider which may conflict with organization’s interests. 

- Policy towards encouraging employees to refer potential external candidates for positions offered for hiring. 

- Policy towards regulating conditions for re-hiring of former employees of the group. 

- Policy regulating probation period and confirmation of employment. 

- Framework to set job descriptions, as per the regional standards. 

- Framework for the regional Job grading system. 

 
A. Promoting diversity and inclusion  
 

Introduction 
The Company considers diversity and inclusion as values to be promoted within the organization in order to 

encourage business growth and innovation. 

 

Diversity consists of visible and non-visible individual differences. These differences can be found with race or 

ethnicity and also having a certain gender or being transgender, one’s sexual orientation, and one’s socio-

economic status, age, physical abilities, religious beliefs, professional, educational or cultural background and 

country of origin. 

 

Promoting diversity means understanding that each individual is unique, to recognize and respect individual 

differences and invest in creating and enforcing an inclusive, safe, and engaging work environment. 

 
B. Diversity and inclusion policy 

It is the policy of the Company to create an organization and promote a culture that both respect each person’s 
uniqueness and foster and maintain a work environment where each colleague feels valued and supported. 

 
C. Implementing measures 

In managing the relationships with its employees, the Company will promote diversity by adopting the following 

measures in accordance with local legislation. 

 
D. Recruitment 

The Company, as a global player, promotes diversity in its recruitment process, aiming at incorporating a wide 

variety of skills and capabilities, so as to create a work environment where ideas and insights of each individual 

represent a strategic advantage to the business. 

 

Human Resources (HR) Department personnel and all staff involved in the recruitment process are properly 

trained in order to develop appropriate selection, interview and HR management techniques in line with these 

Rules. 

 

In the recruitment process, the following principles will be observed: 

 

- Recruitment advertising and applications 
The Company’s recruitment advertising encourages application by a wide range of candidates.  

 

Job descriptions clearly state the main tasks and responsibilities as well as the requirements for the 

position. They are essential, justifiable and directly related to the job. Race, ethnicity, religion/belief or 

sexual orientations do not form part of these requirements. 

 

The Company  ensures that the recruitment process is directed to people of any age. Terms referring to a 

particular age group, such as “mature”, "young and dynamic" or "would suit someone who has just 
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“graduated" should be avoided. 

 

On the other hand stating a certain number of years of job experience can be admissible if objectively 

required for the position.  

 
- Interviewing 

 Questions about the individual’s private life, such as sexual orientation, physical abilities and religious 

beliefs should be avoided. Health or disability-related questions can be asked when relevant to establish 

the applicant’s ability to carry out the job or in case the position is open only to disabled applicants. 

 

- Decisions 

Decisions cannot be influenced by any alleged difference, such as race, ethnicity, religion/belief, sexual 

orientation, marital status, political view, nor by nationality, disability or age (unless these are objective 

requirements for the job). Any final decision about the recruitment process is communicated to the 

candidate. The decision must be supported by objective elements. 

 

- Pay, terms and conditions of employment contracts 

Remuneration policies aim to ensure equity and balance of pay levels in relation to positions and 

responsibility. 'Pay' includes not only wages/salary but also contractual terms and conditions. 

 

- Personal development and career opportunities 

Development and career opportunities are provided to all employees, based on organizational needs, 

individual characteristics and professional background. All assessment and appraisal procedures are to be 

documented and decisions are to be taken impartially and objectively. 

 

All procedures and performance criteria for granting promotions shall be free from prejudice and applied 

with fairness and based only on business considerations. 

 

- Promoting multi-culturality 

The Group promotes multi-culturality by fostering international mobility throughout the Group, hiring of 

people from different countries and backgrounds and developing cross-cultural learning programs. 

 

- Enhancing work environment 

The Group’s management fosters the creation of an environment that maximizes the potential of all 

employees while acknowledging their unique contributions and differences. All managers should create 

awareness of the diversity needs and its advantages among their colleagues. 

 

E. Hiring Policies 

 

Verification of candidates’ background 

This policy aims at ensuring that the prospective candidate is qualified and suitable for the proposed 

employment. 

 

Disclosure of Criminal Convictions and Prior Discipline 

All external applicants for a position shall complete the employment application form including the disclosure 

portion on criminal conviction, dismissal from service, etc. Disclosure of negative information is not an automatic 

bar to employment. All relevant factors and circumstances will be considered. However, falsification, 

misrepresentation, or omission of information on the disclosure statement is a legitimate reason to deny or 

terminate employment at any time. 

 

Reference Checks 

The HR department shall check references of the finalists or, at a minimum, the selected candidate for any 

position as consented in writing by the candidate / employee. 

 

Confirmation of Academic Credentials and professional Licenses 

All external applicants for a position shall disclose the original copy of their academic certificate to prove their 

level of education. The recruitment team is entitled to ask confirmation from the issuing organization. Where 

necessary, copies of the originals shall be made and stamped with “Original Seen”. 

 

Optional Steps 

Hiring departments are not prohibited from using additional means of verifying a candidate's qualifications and 

suitability for employment in addition to those identified in this policy. Some common practices may include 

speaking with former employers or colleagues of the applicant who were not listed as references but who are 
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known to the department, or reviewing the candidate through electronic news or available information resources. 

Although such practices are not prohibited, caution must be used in these situations to ensure the information is 

reliable and accurate. 

 

Confidentiality 

All information received relative to recruitment will be maintained by the HR Department in a highly confidential 

file, including disclosure statements and criminal history investigations that are part of the background check, 

and as such will be maintained in a separate, confidential file in the HR Department. 

 

F. Relationships 

 

The Group does not prevent employees to have personal relationships as long as these do not conflict with 

organization’s interests. 

 

Objectives 

- To avoid any form of biases or preferences in selecting the right employee or business associates. 

- To ensure relationships do not lead to favoritism thereby compromising the organizational interest. 

- To protect the interest of the shareholders, stakeholders and policy holders of Generali companies. 

 

Policy 

Candidates having a personal relationship with some current employees should not be hired in the same 

department. 

 

In case of any exception to be made, approvals need to be sought from the local Head of HR Department and 

the respective functional head in order to guarantee the best interests of the organization. The approval and 

consent needs to be sought as per disclosure form and has to be submitted with Human Resources. 

 

Further, all employees are required to report to the Human Resources department any personal / non business 

relationship between employees or between employee and external parties because this will affect the business, 

work environment, create a conflict of interest, create opportunities for favoritism or have any other negative 

impact on business and decision-making processes. 

 

Hence, any personal relationship where one person can affect in any manner the status and performance of 

another person, be it through compensation, work assignment, promotion, etc. shall be reported by the 

employee and the Immediate Superior to the Head of Human Resources. 

 

For example, any close relationship between one senior employee and one of his / her subordinate shall be 

reported to the company.  

 

In such situations, the company may either transfer one or both parties to another position or take any 

appropriate action when the situation occurs. 

 
REMEMBER: 
In order to prevent unfair practices or conflict of interest, any relationship between one employee and    
another or an external partner shall be disclosed. 
 
 
 

G. Employee Referral Policy 
 
This policy aims at encouraging employees to refer people they know to become Generali employees, assuming that 

those candidates could fit the company’s requirements. 

 
Policy 
Employees are encouraged  to refer eligible candidates for employment. The Company will pay a referral bonus to 

any employee who refers a Financial Advisor candidate that is subsequently employed by the Company as a result of 

that introduction, provided all the terms of this policy are met.  

 

The bonus or referral fee to be paid is subject to local existing guidelines and is the company’s way of encouraging 

employees’ participation in identifying outstanding people to join. 

 

The employee should personally know the candidate being referred – mass uploads of speculative resumes will not 

be accepted. 
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Eligibility 
An eligible employee may refer a qualified candidate for a position within the company.  

 

However, only employees who referred Financial Advisor candidates are eligible for the referral fees under the 

existing referral bonus programs of the Company. 

 

H. Employee re-hiring policy 
 
As a principle, Generali prefers not to re-hire employees whose employment had been terminated or who had 

voluntarily resigned for any of the following reasons: 

- Breach of the Code of Conduct or Group Rules 

- Performance issues 

- Habitual absenteeism 

- Any other contractual reason for termination by the Company 

 
Further, any employee who has voluntarily resigned from the company cannot be re-hired within 6 months from his 

resignation. 

 

Any exception to the above-mentioned criteria shall be validated by HR in coordination with the local Compliance 

Officer and the local CEO. 

 

I. Standard Recruitment Process 
 
Policy towards setting up the standard regional process for hiring. 
 
Any recruitment taking place in the Companyn shall follow these steps: 

- Manager raises the need for hiring to the head of department with a Manpower Requisition form, a job 

description and proposed table of organization indicating where the position would be in the organization. 

- The function head approves the staff requisition form and the job description, then shares it with HR and 

Finance for budget approval. 

- If a staff requisition cannot be approved because of a lack of budget, only the CEO can approve it. 

- Once the staff requisition is approved, all documents are given to Human Resources Department to start raising 

candidates either through consultants or through ad hoc advertisements. 

- In case of a complex profile hiring, a joint briefing meeting can be organized with the manager and the recruiter 

to explain the detailed expectations. 

- The recruiter does a pre selection of candidates and presents to the manager a short list of 3 candidates. 

- The manager and the recruiter select the final candidates. 

- The recruiter makes an offer in line with the market and the Compensation & Benefits policy, taking into account 

the team situation. 

- As Human Resources is responsible for ensuring consistency and fair treatment of all employees, only recruiters 

can make a final offer to a candidate. 

 
(See local policy & procedure Recruitment for the detailed procedure) 

 

J. Probation and Confirmation 
 
Each new employee regardless of his/her level of seniority and background is subject to a probation period. 
 
Policy 
This policy is applicable for all employees across levels. An employee is on a probation period (as per level and local 

regulations if any) in accordance to the local procedure. In case the local regulation provides a different statement, 

the company will abide by the law. 

 

Confirmation/non-confirmation for regular appointment is issued by the Immediate Superior in consultation with 

Human Resources Head and Legal and Compliance, based on confirmation appraisal report submitted by the Head 

of Department at least 2 weeks before the initially agreed end of probation. 

 

In case confirmation appraisal report is not filled and sent to Human Resources on completion of the normal 

probation, then the employee shall be automatically accorded regular appointment after six (6) months of continuous 

service.  

 

K. Job Descriptions  
 
A job description is a formal written statement of the key accountabilities, tasks and key result areas related to a 

position in the organization. Every Job Description (“JD”) shall indicate at least: 

The name of the Division / Department to which the employee is assigned to work 



10 

 

- Position title and grade 

- Job scope 

- Main responsibilities and key result areas of the position 

- Key experiences and competencies required to perform the job assigned 

- Line of command 

 
Building the job description is a joint responsibility between the manager who is offering a position and Human 

Resources. The Hiring Manager shall provide all necessary information on the technical responsibilities of the job 

while Human Resources shall ensure consistency on the behavioral / managerial aspects of the position as well as its 

grade. 

 

Preparation and approval of the JD is a joint responsibility of the Human Resources and the Hiring Manager. Further, 

it is the responsibility of the Hiring Manager to communicate the JD to all candidates during a recruitment process 

towards ensuring they are fully aware of the duties to be performed when they join. 

 

During the yearly review exercise, if additional or alternative duties are required on a permanent basis (i.e. for more 

than 6 months) from an employee, the line manager can request the Human Resources department to review their 

job description to ensure accuracy and consistency with the actual duties performed.  

 

Finally, individual annual goal sheets are built based on key result areas as identified in the JD.  

 

(See local policy & procedure book for the templates of Job Description and Goal sheets)   

 

Job Grading System 
Policy towards establishing that Staff positions are classified into levels. 

 

All employees shall be positioned as per their local grading system. The basis is the Global Grading System which is 

going to be implemented by the Group. 

 

This is to enable: 

- Easy comparison between different jobs, hence enabling promotion, career development and people 

development 

- Establishment of fair and structured compensation and benefit policies and practices. 

 

Until this grading system is implemented locally, local entities shall continue to use their current system and specify 

bridges with Regional Office system (see local policy & procedure book).  

 

3.2 Employee Development  
 

Summary 
The Generali Group Strategy 2013 - 2015 places focus on: 

- core insurance business, 

- enhancement of capital strength and profitability, 

- client-led business approach, 

- consistent technical excellence 

- tight cost control 

 
The Group also intends to bring a revolution of discipline, simplicity and focus. 

 

Learning, knowledge exchange, people development - understood as the intangible assets that Human Resources 

represents is critical to the achievement of the Group’s strategic objectives. 

 

In this regard, Generali Asia, in conjunction with the Group Head Office, is developing a wide range of frameworks, 

tools and opportunities to enable each of us to develop, both personally as a human being and technically as 

professional. 

 

Hence, you will find in this chapter several information and policies on: 

- The regional approach on learning and development, with the details of the roles and responsibilities of every 

stakeholder. 

- Policies regulating the company’s support of self-engaged studies and examination, which aim to encourage 

employees to pro-actively develop themselves. 

- Policies regulating internal job placements (internal job posting and local relocation policies), offering various 

opportunities and support to employees who wish to develop themselves through new and challenging 
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assignments. 

 

This chapter will be further enhanced in the coming years with new frameworks, policies and tools, as soon as these 

are developed. 

 
A. Competency  

 
Objectives and benefits of Generali Leader of Future Model 
 
WHY GENERALI LEADER OF THE FUTURE MODEL? 
Generali Leader of the Future Model is our new competency model and represents a key element of the new 

Group Culture. Generali competency model is called Generali Leader of the Future Model since it describes how 

Generali leaders and employees are expected to behave in order to achieve Company’s future strategic 

objectives. It speaks to everyone within Generali, from the Top Management to the young hires. 

 

With this new Competency Model we have a common language to communicate new success factors in a 

changing scenario and to foster cultural aggregation within the Group. In this respect it is strictly linked to 

Generali Group Values, since our Values represent the reason why of all our behaviors. In other words, the 

competency model answers the question “how we should behave” while our Values explain us “why we should 

behave in that way”. 

 

WHAT IS A COMPETENCY MODEL AND HOW IS IT STRUCTURED? 

A competency model is a framework for organizing a collection of observable skills, behaviors and attitudes that 

impact the quality of work that people do. 

 

Generali Leader of the Future Model is structured in 5 clusters and 10 competencies translated into behavioral 

examples and has been developed involving Generali Top Management in order to be reflecting Generali 

business imperatives. 

 

Since Generali Leader of the Future Model speaks to everyone within Generali, the 10 competencies are 

translated in different behaviors representing the right level of challenge for the following three organizational 

layers: 

• Level 3: for GMC, Top Executives, GLG and Directors 

• Level 2: for Managers and Middle Managers 

• Level 1: for Professionals or individual contributors 

 

Using Generali Leader of the Future Model 

 
HOW IT IS USED? 
 
The Generali Leader of the Future Model is a tool to evaluate people effectiveness on the behaviors that 
represent the competencies at each career stage. 
 
 
The evaluation is based on the following scale that measures the frequency of each behavior, thus competency: 
5 ALMOST ALWAYS: an exemplary behavior that is exhibited systematically 

4 MOST OF THE TIME: a behavior that is exhibited most of the time 

3 OFTEN: a fully effective behavior 

2 SOMETIMES: behavior exhibited sometimes 

1  SELDOM: behavior rarely exhibited 

 
WHEN DO WE USE IT? 
From the organizational point of view, this model will be the basis of several HR processes such as recruiting, 

performance evaluation, and talent management and, by assessing “competency gaps” in relation to individuals and 

groups; it will provide valuable inputs to creating targeted training initiatives. 

 
WHEN DO YOU USE IT? 
From the individual perspective, the model will help employees on focusing on what is critical to enhancing the quality 

of their contribution and will provide a roadmap for self-development. You can use it to evaluate how well you or your 

direct report performs the behaviors that represent the competencies at each career stage. 

  
Key questions to support you in the evaluation: 

In order to help you in the evaluation, ask yourself each time. How often do I or my direct report demonstrate effective 

use of the behavior? (e.g., How often do I or my direct report demonstrate enthusiasm around achieving results? How 

often do I or my direct report seek out different views and promote sharing of best practices?) 
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 Generali Leader of the Future Model 

 
GMC, Top Executives, GLG and Directors Behavioral Competencies’ Model 
  
Passion For Excellence 
We are passionate about Generali, and our insurance business, and we lead with courage and dedication. As owners 

of the company, we make decisions and take risks, while mindful of both local market perspectives and global goals. 

We act with integrity and in compliance with our ethical standards. 

 
Act with Team Spirit 
- Understands when to act globally and locally. Leverages the critical inter-dependencies within the Generali 

Group and creates new opportunities across corporate boundaries (countries, functions and businesses).  

- Inspires high-performance teams across geographic boundaries and champions senior managers and 

managers to make personal collaboration for the benefit of the organization. 

- Leverages resources on a global scale and challenges its team to adapt "global thinking" to drive business while 

acting as an ambassador for local mindset. 

 
Act with Entrepreneurial Courage 
- Establishes a culture of courageous and swift decision making, balancing speed in taking actions with 

evaluation of the impact of forthcoming risks. 

- Is a role model for authentic and fair behaviors and empowers others to make decisions based on ethical 

standards and Group values; leverages globally and locally relevant organizational rules, standards and 

legislations. 

- Is willing to constantly challenge him/her and step into new territories (countries, functions, etc.), leading with 

courage and promoting ownership and accountability. 

 
Nurture Our People 
We convey passion to our employees and build fully engaged teams working across functions. We seed the future of 

our company by creating an empowering learning environment and a diverse and inclusive workforce. 

 
Champion Talent Growth 
- Creates a culture of relentless renewal that ensures the organization remains at the forefront even in 

challenging circumstances; acts as change agent and helps to activate all quality and performance improvement 

opportunities within the company. 

- Encourages all Generali Group’s employees to perform even when faced with uncertainty and ambiguity; 

anticipates external changes, swiftly modifies strategies and processes and sponsors new approaches that 

create organizational agility while explaining the value of change. 

- Creates an organizational environment that encourages innovative thinking, identifies opportunities to leverage 

emerging practices and innovative ideas for positioning the organization globally in future markets. 

 
Develop Diverse and Global Mindset 
- Generates new sources of sustainable competitive advantage by benchmarking industry performance and 

introduces models that transform an existing business or create new business opportunities. 

- Effectively cascades the global strategy into relevant local/regional business plans and drives immediate actions 

to execute on it; is able to quickly and efficiently leverage people, global best practice and resources on a global 

scale to improve the performance of the organization. 

- Empowers others to achieve results with a long-term perspective, modeling behaviors based on high 

performance standards; champions a culture that stimulates people to work smart and not simply hardly in 

achieving results. 

 
Drive For Success 
We embrace change and build on the strengths of being a global community. We inspire involvement in achieving 

results and strive for high performance. We constantly focus on our purpose and execute with simplicity and 

responsibility. 

 
Foster Global Change 
- Provides a client-centric vision and leadership for the organization, using deep understanding of external 

changes and market trends related to customers to anticipate their needs and create products and solutions 

with mutual benefits. 

- Champions the customers’ view overcoming substantial internal obstacles to deliver great value for the 

customer, pushing the organization to reevaluate and improve internal processes beyond standard business 

practices. 

- Guides the organization to deliver outstanding customer service and views internal clients as customers to 

further Generali Group’s competitive advantage; defines and sets internal quality standards and processes. 
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Ensure Achievement 
- Forms long lasting relationships with internal and external key stakeholders (e.g. distributors) to increase value 

for the customer; enriches strategic discussions in external customer’s organizations by serving as a trusted 

advisor and industry expert. 

- Develops strategic partnerships across the value chain; establishes business models with distributors which 

change industry’s dynamics and ensure integrated processes focused on benefiting the customer and force 

competition to follow. 

 
Value The Customer 
We embed customer perspectives in our day-to-day operations to exceed expectations and to be our customers’ 

creative and trusted partner. In order to provide superior service throughout the entire value chain, we form strong 

partnerships with our distributors. 

 
Embed Customer Perspective 
- Provides a client-centric vision and leadership for the organization, using deep understanding of external 

changes and market trends related to customers to anticipate their needs and create products and solutions 

with mutual benefits. 

- Champions the customers’ view overcoming substantial internal obstacles to deliver great value for the 

customer, pushing the organization to reevaluate and improve internal processes beyond standard business 

practices. 

- Guides the organization to deliver outstanding customer service and views internal clients as customers to 

further Generali Group’s competitive advantage; defines and sets internal quality standards and processes. 

 
Create Customer Value 
- Forms long lasting relationships with internal and external key stakeholders (eg. distributors) to increase value 

for the customer; enriches strategic discussions in external customer’s organizations by serving as a trusted 

advisor and industry expert. 

 

- Develops strategic partnerships across the value chain; establishes business models with distributors which 

change industry’s dynamics and ensure integrated processes focused on benefiting the customer and force 

competition to follow. 

 
Shape The Industry 
Our technical expertise and market insights allow us to anticipate business and social trends; we are considered to 

be opinion- makers for the industry and by regulators. We proactively lead the market and contribute to the 

sustainable growth of society. 

 
Influence with business acumen 
- Integrates market, competitive and other multi- disciplinary data to anticipate trends and develop a strategy that 

significantly impacts the whole Group and transforms the business in the long term. 

- Forms business ideas based on in-depth financial analysis and modeling; is recognized as trusted adviser by 

the key stakeholders and recommends commercial approaches that result in successful business outcomes. 

Leverages the full resources and expertise of Generali Group in order to create a stronger market presence for 

the company; captures synergies between market conditions and business drivers and uses them to achieve 

results. 

 
Add value to society 
- Promotes Generali Group’s Values as the basis to build trust and confidence with customers, employees and 

other stakeholders. Ensures Generali’s values are embedded in all processes, balancing short-term advantages 

and long-term benefits. 

- Advocates the Generali Group responsibility towards the global community by ensuring that social topics and 

political changes are included in the Group plans. 

- Identifies and supports opportunities for change within the global organization to ensure sustainable growth in a 

socially responsible way. 

 

Managers and Middle Managers Behavioral Competencies’ Model 
 
Passion for Excellence 
We are passionate about Generali, and our insurance business, and we lead with courage and dedication. As owners 

of the company, we make decisions and take risks, while mindful of both local market perspectives and global goals. 

We act with integrity and in compliance with our ethical standards. 

 
Act with team spirit 
- Builds multi-disciplinary teams, advocating Generali Group’s global identity to meet the team’s and Group’s 

goals. Creates the conditions and removes barriers that enable multicultural teams (virtual, cross-function, 

cross-border) to perform at its best. 
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- Effectively addresses group’s inter-dependencies, misalignments, competition and differences in opinion. 

Recognizes team members who collaborate beyond their functional interests. 

 

Act with entrepreneurial courage 
- Takes decisions that go beyond objectives, quickly identifying relevant risk factors, processing multiple 

scenarios and contingency plans and implements them with urgency. 

- Inspires trust by accepting responsibility and accountability, displaying integrity, and modeling a strong work 

ethic based on Generali Group’s Values. 

- Takes  personal  responsibility  for  the  team’s/ organization’s actions and consequences, gives autonomy to 

team members and space to make mistakes, establishing effective accountability controls and authorities 

throughout the unit/department. 

 
Nurture Our People 
We convey passion to our employees and build fully engaged teams working across functions. We seed the future of 

our company by creating an empowering learning environment and a diverse and inclusive workforce. 

 
Champion talent growth 
- Is people-focused and personally takes time to recognize the quality employees within his/her own group and 

ensure local visibility. 

- Understands systematic retention challenges. Reviews team members’ capabilities, identifies gaps, and 

provides honest and open feedback on a daily basis and sets appropriately challenging development goals 

suggesting the right tools. Translates Generali Group’s vision into concrete examples and inspiring plans; 

creates an open and energizing environment that motivates team members to give their personal best. 

 
Develop diverse and global mindset 
- Supports a positive and inclusive work environment, promoting synergies and collaboration among diverse 

teams, showing others how their objectives align with company’s and team’s objectives, getting past individual 

preference. 

- Explicitly seeks out different views and promotes timely and free sharing of information, expertise and best 

practices across units/departments. 

- Anticipates how other cultures/functions/countries will respond to team actions and uses insights into other 

cultures to make appropriate decisions tailored to the circumstances. 

 
Drive for Success 
We embrace change and build on the strengths of being a global community. We inspire involvement in achieving 

results and strive for high performance. We constantly focus on our purpose and execute with simplicity and 

responsibility. 

 
Foster global change 
- Promotes and endorses organizational change efforts through own words, actions and priorities and becomes 

the driver of change perspectives across the team. 

- Engages with people throughout the change process to reinforce expectations, goals and upcoming changes to 

reduce ambiguity. Challenges others to come up with the best way of working, fosters innovative thinking and 

encourages the team to actively develop new approaches. 

 
Ensure achievement 
- Integrates process improvement efforts across functions and/or business units goals. Effectively fosters a 

culture of execution and provides all necessary resources for the team. 

- Sets specific challenging but realistic goals, making sure that the targets are aligned with local strategy, and 

outlines success criteria and performance measures for team members; proactively prioritizes and focuses 

activities to deliver on commitments efficiently. 

- Creates new standards for processes and services that increase overall performance for the business and 

continues to raise the bar for all team members. 

 
Value the Customer 
We embed customer perspectives in our day-to-day operations to exceed expectations and to be our customers’ 

creative and trusted partner. In order to provide superior service throughout the entire value chain, we form strong 

partnerships with our distributors. 

 
Embed customer perspective 
- Thinks from the customer’s perspective and continually delivers improved offerings that provide a winning 

impact. Incorporates the customer’s needs within our own organization, overcoming substantial internal 

obstacles, and uses this knowledge to anticipate future customer needs. 

- Develops a superior quality service in order to ensure effective organizational response to customer needs and 

empowers team members to do the same. 
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Create customer value 
- Maintains deep and far reaching relationships with key customers as well as demonstrates market knowledge 

and industry expertise to be seen as a trusted advisor internally and externally. 

- Understands the distribution’s organization, culture and business and how things get done in order to create a 

strong relationship, and explains this to team members. 

- Proactively explores innovative approaches to continually takes action to add value to the customer, asking 

team members to do the same. 

 

Professionals Behavioral Competencies’ Model 
 
Passion for Excellence 
We are passionate about Generali, and our insurance business, and we lead with courage and dedication. As owners 

of the company, we make decisions and take risks, while mindful of both local market perspectives and global goals. 

We act with integrity and in compliance with our ethical standards 

 
Act with team spirit 
- Works with others to accomplish individual and team results, showing great awareness of Generali Group’s 

global identity. 

- Participates in creating an engaging work environment where team members are emotionally committed to the 

team, not just to the task. 

- Embraces team decisions even when they differ from his/her own; identifies sources of conflict and willingly 

participates in a swift resolution  

 
Act with entrepreneurial courage 
- Is aware of the available options and considers them all in the decision-making process, demonstrating the 

courage to do what is right despite personal risk or discomfort. 

- Demonstrates traits such as integrity, impartiality, honesty, fairness, and truthfulness and acts with the Generali 

Group’s values in daily activities. 

- Holds accountable for achieving goals, actively managing progress and performance despite difficulties; takes 

personal responsibility for successes and failures, never says “it’s not my job”. 

 
Nurture Our People 
 
We convey passion to our employees and build fully engaged teams working across functions. We seed the future of 

our company by creating an empowering learning environment and a diverse and inclusive workforce. 

 
Champion talent growth 
- Demonstrates empathy and a genuine interest in others, shows trust and respect for team members and 

supports a climate that makes people feel appreciated, supporting Generali’s efforts to promote the organization 

as an employer of choice. 

- Takes a proactive approach to own personal and professional development and constantly seeks as well as 

provides feedback. 

- Is motivated and aligned to Generali Group’s vision, fosters a positive work environment by showing other that 

all individuals can make a difference, regardless of position or level of experience. 

 
Develop diverse and global mindset 
- Actively demonstrates teamwork capability, consciously using informal structures and seeking input from others. 

- Values and involves people with different perspectives and experiences; examines one’s own biases and 

demonstrates acceptance of other points of view by challenging own. 

- Demonstrates curiosity and a positive approach to understanding other cultures and environments, and seeks 

out others with different backgrounds and history. 

 
Drive for Success 
 
We embrace change and build on the strengths of being a global community. We inspire involvement in achieving 

results and strive for high performance. We constantly focus on our purpose and execute with simplicity and 

responsibility. 

 
Foster global change 
- Understands and supports the need for change and explicitly states acceptance of it; adapts own approaches 

and behaviour if the change process so requires. 

- Values colleagues’ endeavors in the promotion of change and explains the need for change to others. 

- Has an open mind and is flexible to make changes to the status quo. 

 
Ensure achievement 
- Demonstrates enthusiasm around achieving results; embraces assigned goals by addressing barriers to achieve 
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beyond what is expected. 

- Works towards planned targets, overcoming obstacles, setbacks and uncertainty; expresses constructive 

suggestions about reporting processes and standards. 

- Takes responsibility to ensure that the quality of products, services, or concepts meets the goals, showing great 

time management and resilience. 

 
Value the Customer 
We embed customer perspectives in our day-to-day operations to exceed expectations and to be our customers’ 

creative and trusted partner. In order to provide superior service throughout the entire value chain, we form strong 

partnerships with our distributors. 

 
Embed customer perspective 
- Responds with a strong sense of urgency and care to customer requests, inquiries, and problems, taking 

comprehensive action to resolve them. 

- Knows and deeply understand how organization performs against customer expectations, explaining it to other if 

needed. Develops detailed understanding of the customer’s needs, issues and priorities through routinely 

seeking customer feedback. 

 
Create customer value 
- Works to improve customer satisfaction within the framework of the current product/service offered, challenging 

if appropriate. 

- Establishes appropriate relationships with key internal and external clients on a business and personal level. 

- Engages with the distributors in a way that is appropriately assertive and constructive. 

 
Shape the Industry 
 
Our technical expertise and market insights allow us to anticipate business and social trends; we are considered to 

be opinion- makers for the industry and by regulators. We proactively lead the market and contribute to the 

sustainable growth of society. 

 

Influence with business acumen 
- Understands the key profit drivers for area, trend in financial indicators and sees how area/function contributes 

to the profitability of the enterprise. 

- Evaluates progress on budgetary and financial goals and reallocates these as necessary. 

- Asks business/market experts for assistance and advice on relevant resources, learning new business 

concepts, and knowledge application. 

 
Add value to society 
- Understands the importance of applying Generali’s Values in building trust in internal and external key 

stakeholders and contributing to the short- and long- term growth. 

- Keeps up to date with trends and changes in society and brings possible conflicts with current work practices or 

attitudes to other’s attention. 

- Understands and supports the need to contribute to Generali Group’s social responsibility agenda; adapts own 

behaviors to comply with the company’s code of conduct. 

 
B. Training 

 
Presentation of the Regional Learning & Development Approach 

Generali aims to achieve its business goals by empowering its people to perform at best-in-class standards. In order 

to do this in a fast paced business environment, we need to ensure that there are adequate provisions and 

opportunities made available for employees to adapt quickly to ways of thinking, behaving and performing that are 

relevant to business requirements. 

 
Scope 
This Policy applies to all permanent employees and all training activities. 
  
Principles 

- Learning and Development activities are planned, targeted and aligned to strategic and corporate plans as well 

as individual development. The design and delivery of L&D opportunities are need-based and targets Generali’s 

priorities and the ones of your department.  

- L&D can be defined as any activity designed to help individuals become more effective at their work. It includes, 

but not limited to, training, coaching, mentoring, project assignments, conferences or seminars, e-learning, 

readings, job rotation, on-going or one-off courses. 

- L&D is a continuous process. It is expected that employees will keep abreast of developments within their own 

area of expertise, and all employees are encouraged to undertake development activities throughout their 

working lives. 
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- L&D activities will be monitored and evaluated so as to be continually improved. In addition, all employees are 

expected to participate in providing a valuable feedback of training solutions provided by L&D. 

 
Roles and Responsibilities 
 
Individuals: 

Individuals are expected and encouraged to take ownership and responsibility for their own professional and career 

development in relation to work, within the framework of support provided by the company. 

 

To enhance their capability, individuals should: 

- Analyze their own skills, aptitudes and potential development needs. The tasks as described in the individual’s 

JD may be used for self-assessment. 

- Openly discuss their training needs with the line manager during their performance review meetings and seek 

agreement on their training development plan. This discussion is a tool for the Group to foster continuous 

individual development and shall not be perceived as impacting performance assessment. 

- Engage and fully participate in the Learning and Development activities that they have booked or have been 

nominated. 

- Complete all tasks and assignments on time during L&D activities. 

- Apply the acquired knowledge and skills in their work as appropriate and propose ideas to improve 

- Provide objective feedbacks to L&D activities when required for L&D effectiveness improvement. 

 

 
REMEMBER: 
Continuous learning and development is a primary responsibility of each one of us. Every employee shall 

regularly discuss with his/her manager on the areas of improvement and the opportunities to develop one 

self. 

 
 

Line Managers: 
  
Management has the responsibility to train and develop their employees, taking into account of both individual and 

business requirements. To fulfill this responsibility, Managers should: 

- Help individuals in identifying learning development needs during their performance review meetings on a yearly 

basis, to be held in May and June. 

- Identify and aggregate training needs for all their team members. 

- Establish a development plan and related budget for their function; submit to Human Resources Department for 

consolidation and getting approval from the management. 

- Discuss with employees about development objectives, expectations, implementation and follow up actions 

before and after taking the L&D activities. 

- Encourage and facilitate employee’s participation in L&D activities by organizing and planning work in order 

employee to attend trainings 

- Support and monitor employee’s application of the learnt knowledge and skills in their work. 

- Evaluate the effectiveness of L&D activities undertaken by employees and follow up their development 

progress. 

 
 
 
REMEMBER: 

Managers play a primary role in ensuring the training effectiveness by encouraging employees to apply their 

learning at work. 

 
 
 
Human Resources: 

Human Resources Department is responsible for Learning and Development. This includes: 

- Working with Department Heads/ Functional Heads to define, analyze L&D needs; develop, plan, deploy L&D 

activities and evaluate their effectiveness. 

- Assessing independently the skills of staff and ensuring that employees are adequately trained to effectively 

perform their duties providing necessary tools and information to support L&D activities, and advising 

Department Heads / Functional Heads and individuals about L&D issues. 

 
L&D Framework and Roadmap 

The L&D Framework consists of 2 key components, Core Training and Elective Training which are aimed at 

developing targeted skills: 

- The Core Training curriculum provides the “minimum” essential training requirements for staff as they transition 
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from newcomers to senior management. The following “Leader of the Future” model is the basis for building the 

programs. 

- Elective Training curriculum is a selection of specific targeted skills training offered on an ‘as needed’ basis, as 

identified during the performance management process and part of an employee’s development plan. 

 
New Employees Onboarding Program  

This program aims to welcome, guide and train new employees to quickly become more effective members of the 

organization. Training courses include: 

1. New Employees Orientation 

2. Generali Code of Conduct (e-learning) 

3. Anti-Money Laundering Act Orientation 

4. Generali On Target: Fundamentals of Life Insurance 

5. Performance Development Program Briefing 

6. On-The-Job Coaching 

 
This program has to be done within 3 months of joining. 
 
 
Objectives and Eligibility Criteria 

The Study and Examination scheme benefit is provided to staff members who want to participate in external training 

courses which are job related and beneficial to their career development. Staff members who have completed their 

probationary period with the Company are eligible for the Study and Examination scheme. Staff members are 

required to submit the Examination Scheme form together with the course / examination details to the Management 

or Division / Department Heads for approval prior to the commencement of the course (see local policy & procedure 

book). When the application is approved, required examination fees will be paid on a reimbursement basis subject to 

the Company’s subsidy limit and successful completion of the course and/or the certificate awarded. 

 
Subsidy Limit 
The total amount of training subsidy per employee is specified in the application form (see local policy & procedure 

book) per calendar year (except for Actuarial examination). The subsidies are calculated based on the actual date of 

the examination and /or completion of the course with the certificate awarded subject to the prescribed limit per 

calendar year. 

 
Criteria for Training Subsidy 
The Company will provide a training subsidy only if all of the conditions are met: 

•  The application is approved by the applicant’s Department Heads and the Management that the course is 

relevant and valuable to the applicant’s job and career development. 

•  The course is offered by a recognized educational institution approved by the Human Resources Department. 

 

C. Internal Job Opportunities 
 
Introduction  
 
Objective 
In its endeavor to Value our people and provide job enrichment, Generali promotes internal job postings opportunities 

as a way of developing employees, enriching their skills and giving them a broader understanding of the Group. 

 
Benefits of Internal Job Posting 
Benefits to the employee include: 

- the opportunity of wider career and personal development; 

- opportunity to acquire valuable experience in project management; 

- the ability to test and apply specific skills in a different organizational environment; 

- opportunity to gain new skills and experiences in challenging areas. 

 
Internal job posting 
 
Eligibility 
To be eligible for it, candidates must: 

- have been a Generali employee for at least 18 months 

- have been at the current position for at least 1 year 

- have at least met expectations for the past 2 Performance Management cycles 

- have satisfactory attendance and punctuality records 

 

Towards identifying best suitable candidates for every position open internally, candidates shall go thru the internal 

recruitment process whereby they will be selected as per: 

- skill and competency assessment 
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- the above mentioned criteria 

- current performance and any other relevant criteria. 

 
Roles and Responsibilities 

Every local Human Resources team is responsible for: 

- promoting internal job posting 

- ensuring opportunities are provided to employees 

- ensuring fairness of the selection process 

- identifying potential internal candidates 

 
All positions open for external recruitment are in principle eligible for internal posting provided the local Human 

Resources team identifies a relevant internal pool of competencies. Positions eligible for internal recruitment shall be: 

- shared on the intranet or through mail. 

- kept open for at least 1 week. If no candidate applies or if no candidate is finally selected, the position shall be 

open externally. 

 
Managers shall: 
- give preference to internal rather than external candidates whenever possible; 

- not search for internal candidates on their own but follow Human Resources procedures, in order not to disturb 

other teams; 

- release candidates from their previous role within one (1) month of the candidate’s approval of the new job. 

 
Employees are responsible for: 
- applying to positions they are eligible for and interested in; 

- informing Human Resources of their wish to find a position whenever they are eligible and willing to move; 

- informing their current manager formally through a letter of intent of their wish to move before formally applying  

to any new position 

 
REMEMBER: 
In principle, all positions open for hiring can be filled up internally provided the local Human Resources team 
can identify relevant candidates. To enable the Human Resources team facilitate the process, any employee 
interested in an internal job posting shall inform Human Resources and their manager. 
 

 

 
3.3  Exit and Termination 

                       Summary 
 
The following policies and procedures are set up to regulate various kinds of exits and their consequences. They are 

defined to ensure that exiting employee exits on a pleasant note with minimum loss to the organization and self. 

 
Notice period 
In case of voluntary or involuntary exit (except for termination for cause), every employee is subject to a notice period 

of thirty (30) days. 

 
Employees are expected to inform the company of their resignation in writing. 
 
 
Retirement 
The normal retirement age for a staff member is sixty (60). If the local law on retirement age is different, it shall apply 

instead of the Generali policy (see local policy & procedure book for local regulation). 

 
Resignations 
An employee may resign from his employment at any time subject to the notice period mentioned above. 

 

It is the employee’s responsibility to adhere to all required formalities and it is the responsibility of the superior to 

inform concerned Human Resources of the same immediately. Human Resources shall assist the employee in the 

completion of such formalities. 

 

The company may withhold settlement of final pay and remaining benefits of the employee until such time as full 

payment is realized from the employee in case of any recovery. Date of notice of resignation is defined as date of 

receipt of resignation by superior in writing or as entered into the Human Resource Information System. 

 

In case of non-sales employee tendering resignation from the company, the reporting manager should ensure the 

employee serves the full notice period. Under exceptional circumstances, if the reporting manager is satisfied he/she 

may release the employee early. 
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However, early release shall be discussed and approved by HR based on the Company’s needs. 

 

Detailed process in local policy & procedure book 

 

 
4.   Workplace 

 

4.1 Conduct and Appearance at the Workplace  
 

Summary 
 
This section shall contain policies towards regulating smoking , misconducts, disciplinary actions, respect 

due to individual privacy, dress code and others. 

 
No Smoking policy 
Objective: To maintain a clean and healthy environment at the workplace 
 
Policy:  Smoking is prohibited within the office premises across locations.  
 
Misconducts 
The Company reserves the right to suspend a staff member from duty with or without pay while an 

investigation on an alleged offense is made, or to take disciplinary action up to dismissal from employment 

when staff members are found guilty of misconduct including but not limited to: 

- commitment of criminal acts whether or not connected with their employment; 

- dishonesty in any form, including falsification of any records, reports, and specimens, clocking in or 

out for another staff member and supplying false or misleading information during employment; 

- refusal to obey a reasonable and lawful instruction to perform work as assigned; 

- negligence, carelessness which could result in loss, damage or destruction of the Company’s 

property, business or reputation; 

- revealing confidential information regarding customers, staff members or the Company and its 

business; 

- failure to observe a disciplinary rule and failure to comply with the Company’s rules and regulations; 

- assaulting or quarrelling, fighting or threatening fellow staff members or any other person having a 

business relation in the Company premises; 

- drunkenness, alcohol and drug intake whilst at work; 

- gambling or promoting gambling in any form during the office hours within the Company premises; 

- Possession or transportation to the Company premises of any type of weapons or hazardous 

materials. 

 
As a consequence of the above-mentioned misconduct or of any breach of the guidelines mentioned in this 

handbook or in the Company’s Rules of Conduct, the defined disciplinary framework shall apply. 

 

Disciplinary actions depend on the circumstances (e.g. severity, frequency, individual responsibility) of 

each case. For example, a relatively minor incident may deserve a single warning while a major incident or 

breach of rules may result in the immediate dismissal of an employee. 

 

The reasonableness of the disciplinary action shall be judged, notably, on its proportionality and the values 

that Generali is committed to live by. 

 

Prohibition of listening to or recording conversations without prior approval: 

 
The Company is convinced that privacy of conversation and information at the work place is key towards 

ensuring trust and fairness. Towards this, employees are prohibited from recording any conversation 

without prior approval from all concerned parties. Further, employees are prohibited from eavesdropping in 

any conversation / mail / phone call / data without due authorization from the relevant persons. Moreover, 

employees shall be aware that any customer / partner can record a conversation or a mail. Hence, it is of 

basic prudence to keep. 

 
 
Dress code 
 
Objective: 
To ensure that employees dress to the occasion and present themselves in a manner which is in line with 

the way the organization wants to position (present) itself to its stakeholders unless otherwise stated. 
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Policy for normal working days: 

This policy is applicable to all employees including contractual staff working in office premises across 

locations. 

 

Employees are required to wear the official company uniform or in the absence of a uniform, to dress 

properly and also present a clean and well groomed appearance.  

- Male employees are required to wear formals (trousers, full or half sleeve shirts, shoes- black or 

brown, tie). 

- Female employees are required to wear formal business attire which includes local and western 

outfits. 

- Wearing of Company Identification card is mandatory on all working days. 

 
Policy for “business casual Friday”  
The Company has introduced “Casual Fridays” to provide an alternative dress code for staff members in 

the workplace on Fridays. However, staff members are expected to dress casual in a manner appropriate 

with the professional image in mind for a business environment. 

 

Casual clothes on Fridays in a corporate environment should maintain a decent appearance whilst allowing 

for more comfort and convenience than normal business attire. 

 

On Casual Fridays, staff members may opt to wear clothing that is comfortable and practical for work.  Any 

clothing which is distracting or offensive to others is considered as inappropriate. 

 

Examples of inappropriate clothing include (but are not limited to): 

- t-shirt with inappropriate or offensive logos or prints 

- sleeveless shirts for male 

- torn or ‘bleached’ jeans 

- shorts or leggings 

- tracksuits 

- sport shoes 

- slippers or flip flops 

- items which are strapless, eg. tube top 

 
The Company imposes strict conformity with regard to any style and urges staff members to avoid extreme 

styles or those associated with leisure or after-office-hour attire. In other words, it is always important to 

wear clean and presentable clothes.  This conveys the respect we have for the people around us. 

 

Staff members who have business appointments or engaging in any face-to-face activities with clients 

within or outside the office on Fridays should adopt the business casual Fridays dress code only when it is 

practical and applicable. 

 
 

REMEMBER: 
 
Business casual Friday does not apply to staff members serving duties at the reception, i.e. receptionist. 
 
The dress code for business casual Fridays is also applicable to staff members taking a half-day off and to “early-off 
days” i.e. working days preceding public holidays [as stated in the Company Internal Memo on Generali Holidays for 
the year]. 
 
The Management will review the policy from time to time and make necessary amendments should the need arise. 
On the last working day of the week, employees can wear business casuals (Plain denims are not allowed. However 
if there is a business appointment, then dress code has to be formal. 

 
 

4.2. Health and Safety  
 
Summary 
Policies towards regulating security, health and safety, respect due to Company, private properties and 

private correspondence; low consumption of electricity and fire prevention. 

 

Security control system 

Staff members should not leave the main door open or leave the office through any Emergency Exits 

unless during an emergency or an emergency drill. 
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For safety reasons, all staff members should pay attention to the office security whenever or wherever they 

are in the office premises. External visitors shall report to the reception for authorization to enter and get a 

visitor identification card. 

 
Designated and sensitive areas 
Special areas such as HR areas, internal audit areas are sensitive areas and have to be identified as such. 

Further, they have to be properly separated from other areas and their access shall be strictly controlled. 

 

In the same manner, the Server Room keeps all our servers and operating system hardware facilitating the 

whole operation of the company business. In view of this, the room is controlled by our Access Control 

System 24 hours a day and access to the room is restricted only to personnel who have been granted an 

access right. To uphold the Server Room’s security, staff members are strictly required to follow the 

guidelines for physical access to the room: 

 

Any visit by non-authorized personnel, to the computer room shall be accompanied by a staff member of 

our IT department, and IT department shall keep an access record in the “Server Room Access Log Book” 

for all non-authorized visitors entering the Server Room. 

 
Health and safety at Work  
The Company recognizes our responsibility to safeguard as far as practicable the health and safety at work 

of all our staff members.  This responsibility will form an integral part of our work activities. Pursuant to this 

policy, the Company undertakes to: 

 
- comply with the requirements of all relevant regulations. 

- provide and maintain plans and systems at work, that are as far as reasonably practicable, safe and 

without risks to health. 

- provide and maintain, safe access / exit to and from the place of work; 

- maintain the places of work in a state which is safe and without risks to health by providing adequate 

heating, lighting, ventilation, seating and sanitary facilities; 

- ensure, as far as reasonably practicable, safety and absence of risk to health in connection with the 

use, handling, storage and transport of articles and substances; 

- provide necessary training, information, instructions and supervision to ensure that all staff members 

are aware of and adhere to safety guidelines and regulations. 

 
All staff members concerned should recognize health and safety at work.  The responsibility for maintaining 

health and safety at work rests with all levels within the Company. 

 
In this context, safety is defined as: 

- the prevention of accidents and injuries to those within the Company and any other persons having a 

business relation at the office premises; 

- the promotion of occupational health and hygiene; 

- the prevention and control of fire and other perils. 

 
The Law imposes certain duties on staff members and these are set out below for the avoidance of doubt. 

It shall be the duty of every staff member while at work: 

- to take reasonable care of his/her health and safety and of other people who may be harmed by 

his/her own omissions at work; 

- with regards to any duty or requirement imposed on the employer, every staff member shall cooperate 

with the employer as is necessary to enable him/her to comply with his/her duties or requirement. 

 
Staff members must comply with Safety rules at all times: 

- cooperate with the Company to ensure that the minimum requirements imposed by the company are 

complied with; 

- not intentionally or recklessly interfere with or misuse any equipment, material or machinery provided; 

- read and comply with the Company’s Safety Rules and Regulations; 

- wear or use whatever personal protective clothing or equipment provided if required by law or 

considered necessary by the Company; 

- report to their Division / Department Head, and seek first aid for any injury suffered whilst at work, 

whatever the injury may be; 

- make recommendations / suggestions to their Division / Department Head for improving the safety 

and hygiene of the working environment when appropriate (with particular reference to heating, 

lighting, ventilation, seating, sanitary facilities, noise and “housekeeping”); 

- use your discretion in taking whatever appropriate action considered necessary under emergency 

circumstances. 
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Company property 
Staff members should ensure that all Company property / equipment should be handled with care, and 

should not interfere with or misuse any equipment provided. 

 
Neither Company property nor any document / material related to the Company’s business may be 

removed from the Company’s premises without prior written approval. 

 

Staff members should report to the Human Resources Department immediately when there is loss, 

damage or destruction of Company property. 

 

Towards ensuring safety of Company properties, the Company shall keep an inventory of all Company 

assets. 

 
Private property 
The Company does not accept responsibility for loss or damage to private property. Staff members should 

always safeguard their personal belongings and not leave valuable things unattended in the office 

premises, such as wallets, handbags, or jackets with belongings in the pockets, etc., to avoid any loss or 

damage. 

 
Private correspondence 
The Company discourages employees from using the offices address for private correspondence. 

 

The Company does not accept responsibility for all personal correspondence addressed to the Company, 

which may be accidentally opened, lost or damaged. Details of Procedures on Handling Incoming and 

Outgoing Mails are attached in the Employee Handbook. It is the responsibility of each staff member to 

read it carefully 

 
Office electricity 
All staff members are responsible for saving electricity at the office premises.  If a staff member is the last 

person to leave the office, he/she should ensure all lights are switched off. Employees shall not use 

company utilities in an inconsiderate manner. 

 
Fire precaution, drills, evacuation procedure and other office hazard 
 
The Company management shall identify different perils and hazards for which it shall formulate prevention 

methods as well as evacuation plans and procedures. 

 

The following fire precautions should be taken by staff members at all times: 

- check if all electrical switches are off and all electrically operated equipments such as copying 

machines are turned off when you leave your work place; 

- do not store any flammable items in your work place which are not normally used in the office; 

- ensure that all lobbies and corridors are clear without obstacles for emergency evacuation; 

- do not overload any electrical point by using adaptors; 

- do not attach loose wire to wall sockets. Instead, use the correct plug; 

- keep all emergency exit doors closed at all times; 

- The Building Management will arrange fire drills each year for precaution purpose. All staff members 

should participate in the fire drill as much as possible, particularly new joined members. 

 

All staff members must familiarize themselves with the location of emergency exits. When the fire alarm 

goes on, staff members should remain calm and leave through the emergency exits to the designated 

assembly point for evacuation. Never use the lifts when there is a fire. 

 

 
REMEMBER: 
The local Head of Facility & Premise Management is in charge of ensuring compliance to this policy and drives first 

level risk assessment.  

 
 

4.3 Attendance, Absence and Punctuality 
 

The Company considers the employees’ presence at the workplace as essential to be able to operate in a 

manner that will provide its clients, policyholders and customers with the service that they expect. 

 

Thus, the Company determines the official working hours of all employees who are expected to faithfully 

record their attendance as basis for compensation and benefits. 
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The employee’s Immediate Superior and Division/Department Head are required to demonstrate 

punctuality and judicious use of time as role models of their respective staff. 

 
See timekeeping policy for the detailed guidelines and procedures 
 
Attendance 
Employees are expected to report to duty on time and not leave work before the end of the normal working 

day, except with the permission of their Immediate Superior. 

 

The employee shall record his/her attendance i.e. time in and out at the start and end of the work day 

through the   Company-prescribed timekeeping system.   In case of hardware or system breakdown, the 

employee shall refer to the record of the Security Guard-on-Duty for his/her attendance. 

 

In the event that the employee is unable to report for work because of illness, he/she must notify the 

Immediate Superior within the first two hours of his official work schedule.  If unable to report for work due 

to an emergency situation, he/she is required to inform his/her Immediate Superior within the day. 

  

Unacceptable behaviors relating to attendance shall be subject to disciplinary measures according to the 

Company’s Code of Conduct. 

 
 
Official Workdays and Workhours 
 
The regular days of work shall be any five (5) days of the week, the rest days shall be any two (2) days of 

the week and the regular hours of work shall be eight (8) hours a day as determined by the Company.  

 

The daily lunch break is one hour to be taken between 12pm to 1pm depending on the official shift.  The 

Company shall provide a 15 minutes break time in the morning and another 15 minutes break time in the 

afternoon. 

 
Overtime 
Employees may be required to work outside normal working hours.  Advance notice will be given whenever 

possible when overtime is necessary, but there may be times when the need to work late arises suddenly 

and advance notice is not possible. 

 
Undertime 
Under-time occurs when the employee leaves office premises after his/her first five (5) working hours.  

Leave of absence for a half-day’s work occurs when the employee leaves by lunchtime or within the next 

two (2) hours after four (4) work hours.   

 

E.g. If 8-5 work schedule, leaving between 12:00 noon to 2:00 PM is considered half-day leave. 

 
Tardiness 
Tardiness occurs when the employee reports for work after the start of his/her official working hours.  

Tardiness of at least two hours shall be considered a half-day leave of absence. 

 
Official Business  
The Company may require an employee to attend or conduct official functions outside the office, e.g. 

meetings, trainings, seminars.  Examples of activities that are not considered official business are filing of 

application for driver’s license, passport (unless the purpose is for company initiated travel) or professional 

license. 

 

Inaccessibility to company site due to unexpected events 

GP Guidelines for Calling Off Work 

 

Calling off work will be the last option the company will take.  However, in case of extreme danger to the 

safety of our employees, work in the region / branch may be suspended.  Among the basis for such a 

decision, the GP President will consider any number of the following: 

- Storm signal number 4  

- Pag-asa’s Rainfall warning system of Red  

- Malacanang’s suspension of work in Government offices 

- BSP suspension of bank clearing operations 

- For FAs, ASMs & RSMs, follow the declaration of Bank Holiday in their branches. 

 
Ideally, the Company would like to make work/suspension announcements by 5:30am, before employees 

start travelling to work.  However, not enough information are normally available in the early morning for us 
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to make a sound declaration.  Thus, aside from various official information received, we will also identify 

employee informants from the different regions who can enhance our information base in determining what 

action to take. 

 
Procedure 
- When the declaration to suspend work is given early morning, prior to work hours, employees need 

not report for work. 

- When the declaration to suspend work is given during office hours, or when employees are already in 

the office, stay put for safety.  Employees may stay in the office until it is safe to travel home. 

- When employees are on the way to work when work suspension notice is received, determine what 

the best and safest option to take is. 

 
Who are critical to be at work on skeletal force:  (Department Heads will define how many staffs are 
needed) 
- Alarm Center 

- Customer Care 

- Essential IT personnel 

- GSD personnel (as and when circumstances require). 

 
How to deal with Employees attendance 
When there is a declaration of NO work, employees’ hours of stay in the office will be recorded and 

announcements will be given on how these will be acknowledged. 

 

When there is work, employees who failed to report for work should apply for VL.  If there are valid reasons 

such as calamities affecting his own locality only (and not the entire say MM) request for EL may be filed 

with your superiors, who should then refer the same to HR for confirmation to ensure uniform application of 

our EL rules. 

 

4.4. Paid Leaves 
 
Policies towards establishing paid leaves framework. 

 

Public holidays 

The Company will observe all Holidays as published in the Government Gazette every year.  The Company 

shall provide a list of these holidays at the beginning of each calendar year for staff members’ reference. 

 
Vacation leave 
The Company grants vacation leaves to all regular employees to enable him/her to rest and recharge 

energies and return to work with renewed vigor. 

 

- All covered employees are eligible to earn vacation leave credits of 1.25 days for every month of 

service from the date they are confirmed regular status.  Vacation leave credits can be availed when 

earned. 

- Vacation leave credits that are not used within the year may be accumulated up to fifteen (15) days 

each year provided that the aggregate accumulated leaves do not exceed thirty (30) days throughout 

the employee’s tenure with the Company. 

- Unused vacation leave credits in excess of thirty (30) days shall be converted to cash at the end of 

June of the succeeding calendar year up to a maximum of fifteen (15) days. 

- Vacation leaves earned but not used by December may be deferred and used up to June of the 

following year. 

- Planned leaves are subject to approval of the Immediate Superior and Division/Department Head. 

- The Company has the option to mandate use of leave credits at any given time for certain positions. 

Likewise the Company may exercise the option to cancel planned leaves if the business so requires.  

- Urgent leave will only be granted under special circumstances, and must be agreed with the 

Management or Division / Department Heads. 

 
(See policy on vacation leave for the detailed guidelines and procedures.) 

 

REMEMBER: 

 
Towards allowing smooth vacation periods for all employees as well as towards facilitating business 

operations, annual leaves shall be planned at the beginning of the year by every employee. 
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Sick Leave  
The Company grants sick leaves to all regular employees to enable him/her to recuperate from illness. 
 

-      All covered employees are eligible to start earning sick leave credits from start of official work day. 

However, leave credits earned can only be used upon attaining regular status. 

-      The employee shall earn fifteen (15) days of sick leave credits for every full calendar year of service or 

prorated leave credits. 

-      Sick leave credits that are not used within the year may be accumulated and carried over the following 

year provided that the aggregate accumulated leaves do not exceed sixty six (66) days. 

-     Unused sick leave credits in excess of sixty six (66) days are forfeited and cannot be converted to 

cash. 

-      The employee is required to submit a Medical Certificate duly signed by a licensed physician not his or 

her relative when sick for three (3) or more days. 

 
(See policy on sick leave for the detailed guidelines and procedures) 
 
 
Emergency leave 
The Company shall provide emergency leave to enable the employee to attend to very urgent emergency 

situations that require his/her presence. 

-      An emergency situation is defined as any one of the following: 

a.  Death of an immediate family member 

b.  Accident, hospitalization or serious sickness of the employee’s immediate family 

c.  Fortuitous events including natural calamities such as earthquake, flood, typhoon 

d.  Extraordinary situations including robbery, kidnapping, house eviction. 

 
 -      The employee’s immediate family is defined as follows: 

         a. Legal spouse and children of a married employee. 

         b. Parents and Parents in law. 

         c. Brothers and sisters of the employee. 

  
- Upon confirmation of regular status, an employee earns up to three (3) days Emergency leave credits 

each year. 
 
-        Unused emergency leave credits for the calendar year are forfeited at the end of the year and cannot 

be converted to cash. 
 
Maternity leave  
The Company grants maternity leaves to all pregnant female employees to enable her to recover from 

childbirth and/or to have time to nurse her newly-born child. 

 

- All female employees whether probationary or regular are eligible to avail the maternity leave only for 

the first four deliveries.  The term “delivery” includes childbirth and miscarriage. 

- The employee shall be eligible to sixty (60) calendar days with pay for normal delivery or miscarriage 

and seventy eight (78) calendar days for caesarian delivery. 

- Maternity leaves cannot be converted to cash in the event that these are not used in a given year or 

upon resignation/termination from employment of the employee. 

- The Company gives to the employee in full and in advance, the maternity daily cash allowance and 

reimburse this from the Social Security System (SSS). 

 
(See policy on maternity leave for the detailed guidelines and procedures.) 

 
Paternity leave 
The Company grants paternity leave to all male employees in the event of his legitimate spouse’s childbirth 

to enable him to lend support to his wife during the period of recovery and /or during the nursing of his 

newly-born child. 

 

- All legally married male employees are eligible to avail the paternity leave for the first four deliveries of 

his legitimate spouse with whom he is cohabiting at the time of the delivery.  The term “delivery” 

includes childbirth and miscarriage. 

 

- The employee shall be eligible to seven (7) working days with pay for each of the first four (4) 

deliveries of his legitimate spouse. 

 

- Paternity leaves are not cumulative and cannot be converted to cash in the event that these are not 

used in a given year or upon resignation/termination from employment of the employee. 
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- The employee may use his paternity leave before, during or after the delivery of his child provided that 

the total number of days shall not exceed (7) working days and these are used within 60 calendar 

days before or after the date of the child’s delivery. 

 

(See policy on paternity leave for the detailed guidelines and procedures.) 
  
Solo Parent’s leave 
The Company shall provide parental leave and flexible work schedule to solo parents to enable the 

employee to perform parental duties where his/her physical presence is required. 

 
- All employees who are categorized as solo parents (refer to definition of terms in the policy) may avail 

of Parental leave benefits of not more than seven (7) working days every year subject to the following 

conditions: 

a.  He/She has rendered service to the Company for at least one year. 

b.  He/She has notified the Company of the use thereof within a reasonable time period. 

c.  He/She has presented to the Company a solo Parent Identification Card provided by the 

Department of Social Welfare and Development (DSWD). 

- The parental leave shall be availed of every year and shall not be convertible to cash.   

- These leave benefits are non-cumulative and forfeited if unused within the year. 

- The parental leave shall be availed of on a staggered or continuous basis subject to the approval of 

the Department Head. 

- Solo Parent employees may avail of flexible work schedule provided that the same shall not affect 

individual and Company productivity;  Provided further, that the Company may request exemption 

from the above requirements from the Department of Labor and Employment on certain meritorious 

grounds. 

 
(See policy on solo parent’s leave and flexible work schedule for the detailed guidelines and procedures.) 
 
Special leave benefit for women 
The Company grants special leave benefit for female employees following surgery caused by 
gynecological disorders to enable her to recuperate. 
 
- All female employees regardless of age and civil status is entitled to a maximum special leave of two 

(2) months with full pay based on her gross monthly compensation provided that the woman 

employee should have been with the Company for twelve (12) months prior to surgery. 

- For purposes of determining the period of leave with pay that will be allowed to a female employee, 

the certification of a competent physician as to the required period of recuperation shall be 

controlling. 

- The special leave can be availed for every instance of surgery due to gynecological disorder for 

maximum total period of (2) months per year. 

-  Where the woman employee had undergone surgery due to gynecological disorder during her 

maternity leave, she is entitled only to the difference between the Special Leave Benefit and 

maternity leave benefit subject to the certification of competent physician as provided above. 

- This special leave shall be non-cumulative and non-convertible to cash. 

 
(See policy on special leave benefit for women for the detailed guidelines and procedures.) 

 
Leave for victims of violence against women and their children 
The Company grants leave for all female employees who are victims of violence to enable her to attend to 

medical and legal concerns. 

- All women employees regardless of employment status, level or position is entitled to a leave of up 

to ten (10) days with full pay in a year, consisting of basic salary and mandatory allowances fixed by 

the Regional Wage Board, if any. The only requirement is for the victim-employee to present a 

certification from the barangay chairman (Punong Barangay) or barangay councilor (barangay 

kagawad) or prosecutor or the Clerk of Court, as the case may be, that an action relative to the 

matter is pending. 

  

- The said leave shall be extended when the need arises, as specified in the protection order issued 

by the barangay or the court. 

 

- In the event that the leave benefit is not availed of, it shall not be convertible to cash and shall not be 

cumulative. 

 
(See policy on leave for victims of violence against women and their children for the detailed guidelines and 
procedures.) 
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4.5. Personal Information and Privacy  
 
Summary 
The Group culture and values as well as the ever increasing presence in international markets call for even 

greater care and attention to be paid to the principles regarding the protection of personal data. This 

presence also calls for constant attention to be paid to demanding the standards that the Group has 

undertaken to maintain. 

 

With this view, the Group has adopted specific Group Rules on Personal Information and privacy, which 

provide minimum standards to be followed when processing personal data. 

 
Introduction 
The Group processes personal data of employees, clients, injured parties, potential employees or clients 

etc. and takes all necessary steps to guarantee its security and protection. 

 

Personal Data is any information relating to an identified or identifiable individual, e.g. address, passport or 

identity card number, health and family matters, banking information, etc. 

 

These Group Rules provide minimum standards to be followed when processing personal data within the 

Group Companies and shall apply to all information that may directly or indirectly identify a natural person 

(the Data Subject) whether held in electronic or physical files. 

 

Local policies imposing additional restrictions may apply to specific countries. You are invited to consult 

your Privacy Officer for information regarding such additional policies. 

 

General principles 
- When processing Personal Data, you must always bear in mind the following key principles: 

 
- Personal Data must be processed lawfully, fairly and in a transparent manner in relation to the data 

subject. You must process Personal Data in compliance with the applicable law and regulations as 

well as the internal requirements. 

 

- Personal Data must be collected for specified, explicit and legitimate purposes.  Personal Data must 

be collected for legitimate reasons that must be explained to the data subjects. You can use data only 

for those reasons and must not process it in a way incompatible with them. For example, Personal 

Data collected for the purpose of claims cannot be used for marketing purposes. 

 

- Personal Data must be disclosed on a need to know basis. You can share Personal Data only when 

and to whom it is strictly necessary (based on principle b).  For example, it is normally not permitted to 

share Personal Data with other companies or publically share it, including on social media sites. 

Personal Data must be adequate, relevant, and limited to the minimum necessary in relation to the 

purposes for which they are processed 

 

- You must only collect Personal Data that the company needs to provide the service requested by the 

data subjects. For example, if Personal Data is needed in order to handle a claim for income 

protection, you should not seek information about the claimant’s religious or political beliefs, as they 

will be generally irrelevant to the claim. 

 

- Personal Data must be accurate and kept up to date. You need to make sure that Personal Data held 

by the company is reliable and not misleading. Every reasonable step must be taken to ensure that 

Personal Data that are inaccurate, having regard to the purposes for which they are processed, are 

erased or rectified without delay. If the Data Subject asks for Personal Data updating you must do it 

without delay. 

 

- Personal Data must be erased or kept in a form which does not permit identification of data subjects 

when the purpose is reached. You should only keep Personal Data for as long as reasonably 

necessary. For example, you should not keep details of unsuccessful job applicants for more than a 

few months after their application. 

 

- Data Subjects’ rights: The Data Subject must be provided with the right of access their data and the 

right to rectify, blocks, erase or destroy inaccurate data. 
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Processing Personal Data 
 
Information to be provided to the Data Subjects 

When collecting Personal Data from a Data Subject, you must provide them with the following information 

so that they can have an understanding of how their data will be processed and exercise their rights 

effectively: 

- the identity of the Company and its contact details; 

- the purposes of the processing for which the data is collected; 

- the recipients (or categories of recipients) of the data and the purpose of the data transfer; 

- the compulsory or optional nature of data disclosure and the consequences arising from the Data 

Subject’s refusal to disclose data or, if applicable, to give consent; 

- their right of access, rectification or erasure of his/her Personal Data; 

- the right to object to the processing of such Personal Data2  and the consequences arising; 

- if applicable, the right to lodge a complaint to the data protection supervisory authority and the 

relevant contact details; 

- how to submit a data subject access request and the person/department responsible for responding to 

the request; 

- the data could be transferred to companies located outside their local country and the level of 

protection afforded. 

 

The Privacy Officer will produce standard notices covering the above and define the cases where they 

must be used. The Privacy Officer will also define where the notice can be given verbally and those that it 

must be provided in writing, considering the local laws and regulations / local requirements. 

 
Consent of the Data Subject 
You should normally obtain the Data Subject’s consent when collecting their Personal Data. The Privacy 

Officer assesses in which cases the consent must be given and if it must be given verbally or in writing, 

considering the local laws and regulations. 

 
Written consent is always needed if Personal Data reveal race or ethnic origin, political opinions, religion or 

beliefs, trade union membership, and genetic data or data concerning health or sex life, criminal 

convictions, or related security measures. 

 
Data Subjects requests 
The Data Subjects must be provided with the right, without constraint, to ask the Company to: 

- confirm the existence of their Personal Data held by the Company; 

- indicate the entities or categories of entities to whom or which Personal Data may be disclosed; 

- delete or block Personal Data processed unlawfully; 

- rectify, block, erase or destroy inaccurate data. 

 
This must not be provided without first confirming the identity of the Data Subject  and must be provided 

without undue delay. At least one manager must be responsible for responding to Data Subjects requests. 

 
Marketing 
If the Data Subject denies or withdraws consent for their Personal Data to be used for marketing purposes 

(commercial and promotional disclosures), the Company must respect this by adopting appropriate 

measures (e.g. creating a list of subjects that should not be contacted and provide it to the sales network). 

 
Transferring data 
It is often necessary to transfer Personal Data (including employee data) among the Group or to other third 

parties. Personal Data should only be transferred where it is strictly required. The transfer should be based 

on a written agreement between the companies/partners, unless the transfer is otherwise permitted by 

local laws and regulations. 

 

When transferring data across national borders, the level of protection provided to the Personal Data in the 

receiving country should be considered prior to the transfer. Where data is being transferred to countries 

that do not offer adequate levels of protection to the data, the Data Subject's informed consent4 should be 

obtained, or contractual clauses must be put into place to protect the data. 

 

The Privacy Officer will define the cases in which the Personal Data can be legitimately transferred. 

 
Outsourcing 
When outsourcing, the Privacy Officer must assess if the outsourcer operates in line with this Group Rule, 

in respect of Personal Data processed on behalf of the Group. However the Company retains the ultimate 

responsibility for the Personal Data. 
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Implementing Measures 
Each Group Company must determine and document the means and purpose for the processing of 

Personal Data. To do this, the company has to put in place at least the following measures: 

 

Privacy roles 
 
Privacy Offcer/Compliance Officer 
Group Company identifies a Privacy Officer who is responsible for overseeing the Company’s compliance 

with this Group Rule. The Privacy Officer must have appropriate professional skills and experience on data 

protection law and their professional duties have to be compatible with the responsibilities deriving from the 

role. Unless a conflict of interest exists, the privacy officer can be the Company compliance officer or, 

depending on the company’s size, be outsourced to another company of the Group. 

 
Managers 
The Company shall identify one or more managers, who shall ensure that employees are provided with 

specific instructions on how to apply privacy rules in their daily business activities and shall monitor privacy 

compliance within their area of responsibility. 

 

Security measures 
 
Physical and Electronic Security 
The Company must store and control Personal Data to minimize the risks of its destruction, accidental loss, 

unauthorized access or processing which does not comply with the purposes for which the Personal Data 

was collected. 

 
Employee Access to Data 
The Company must ensure that employees have their access to Personal Data in the Company’s 

databases and archives limited to the Personal Data required of their tasks and functions. 

 
Process mapping 
The Company shall maintain and regularly update a data processing map. The process map must include 

details of the incoming and outgoing data flows and details of the managers responsible for its processing. 

The process map should also allow records and documents to be easily accessible at the request of 

authorities and authorized staff. 

 
Consequences of a violation 
In the case of an unlawful processing of Personal Data, the Group may be liable for the actions taken. 

Besides the potential financial burden of a penalty payment the Group´s reputation can be affected as well. 

 
Responsibilities 
The CEO is responsible for ensuring: 

- the implementation of this rule; 

- that the relevant purposes of the Personal Data processing are defined; 

- that employees receive appropriate training on the data protection requirements of their role; 

- that at least one manager is responsible for handling Data Subject's requests. 

 
Group Compliance is responsible for: 
- reviewing periodically and maintaining these Rules; 

- providing advice on these Rules and monitoring their implementation. 

 
The Privacy Officer/Compliance Officer is responsible for: 
- supporting and providing advice on this Group Rule; 

- monitoring the data protection legislation and giving guidelines for its implementation; 

- advising on the required security measures; 

- providing guidelines on the information to be provided to Data Subjects and the cases where consent 

is required; 

- defining the cases in which the Personal Data can be legitimately transferred. 

 
The managers are responsible for: 
- providing employees with specific instructions about the correct processing of Personal Data; 

- monitoring the processing of Personal Data; 

- maintaining and regularly updating the data processing map 
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4.6 Business Travel and Expense Reimbursement Policy  
 

Summary 
 
Introduction 
Assicurazioni Generali has a number of offices located around the globe and in Asia specifically. As a 
result of this global profile, Executives and their employees will be subject to travel, for which they claim the 
expenses. 
 
Assicurazioni Generali has made the decision, in relation to cost and management of the travel expenses 
process, to allocate responsibility for booking within this process to a Travel Agent who will provide the 
service on behalf of Assicurazioni Generali, following fixed corporate policies. 
 
The Travel Agency must always be the first point of reference during the booking process. The procedure 
of managing booking travel is to be divided into three states: the planning and authorization stage, the 
preparation and mission stage and the final approval stage. 
 
This procedure can be delegated to an individual (such as an Assistant) with whom the claimant holds a 
confidence. 
 
STAGE 1: Planning and Authorization  

- All claimants including Executives, like all other employees, must plan the mission prior to departure 

and book all services (hotel, air travel tickets, transfer sharing, etc.) through the Travel Agent; 

- In the case of cancellation or a need to amend booked requests, all claimants are advised to contact 

the Travel Agency directly; 

- The Travel Agent selected by Generali will provide purchase of travel tickets and hotel bookings 

following, where it is possible, the will of the options selected and indicated by the Executive and/or 

Employee. 

- In the case where the purchase will not be used, notification must be made to the Travel Agency as 

soon as possible. Delays in the notification may result in a loss of reimbursement for the Company; 

- Although Executives are not subjected to authorization requests they will be required to authorize and 

check the claims made by their collaborators. 

 
STAGE 2: Preparation and Mission 
Special attention: Receipts of payments incurred: it is requested that all receipts are retained highlighting 

payments. However, it is not necessary to retain receipts for travel bookings made through the Travel 

Agent delegated by Generali Philippines. 

 

Accommodation: it shall be paid directly by the Company, and upon checking out, a travelling employee 

must collect the receipt in her/his name without paying (the receipt must be kept and attached to the 

expenses sheet). 

 

All other expenses for additional service (telephone, internet connection, mini bar etc.) shall be paid directly 

in a separate receipt (such expenses are not usually reimbursed, unless otherwise provided by the Travel 

Policy) 

 

Dining: On the receipt or invoice it is requested that clear indication of guests and their Company or 

Organizational Unit must be made to receive reimbursement. 

 

Receipts and Invoices: All received requests must be addressed to the correct Executives and not the 

Company itself. 

 

Tips: Should tips be given for service (hotels, restaurants, taxi, etc.) it cannot be reimbursed. 

 
STAGE 3: Application and Approval for Claimants 
 
The reimbursement of all expenses is to be undertaken in accordance with the preparation and request for 

reimbursement detailed within the Travel Policy. 

 

Key considerations: Travel to foreign countries: A conversion of expenses claimed will be based on the 

exchange rate identified by the currency exchange that must be included within the expenses report. It is 

advised to also notify the fee paid during the purchase of foreign currency. 

 

Accommodation: Although paid directly by the Company, all hotel receipts must be attached to the 

expenses report. All other expenses for additional service such as telephone, internet connection, mini bar 

etc. are not usually reimbursed, unless otherwise provided by the Travel Policy. 
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Evidence of loss of receipt/invoice: It is necessary to declare all lost documents such as receipts or 

invoices. The amount will be refunded.  

 

Application for the expenses claim: The expenses application must be sent on a monthly basis, both 

digitally and by mail on the 10th day of each month following the month on which the expenses were 

incurred (any delay will result in a delay of reimbursement). 

 

In any case, all claims must meet statutory regulations concerning timely declaration of expenses for 

accounting purposes with requests being delivered to the local Finance team (which monitors the correct 

application of Travel Policy) within the month that the completion of the expenditure report is finalized. This 

is to ensure the timely reimbursement of all claims incurred. 

 

The address for the forwarding of all elements to be included within the report is detailed in the local policy 

& procedure book. 

 
It is necessary to submit: 
- a printed report of the synthesis of expenses; 

- expenses report compiled electronically; 

- all supporting documents in the original format. 

 
STAGE 4: Reimbursement of Expenses 
The reimbursement of expenses resulting from a completed expense report will be subject to the approval 

of Executives prior to the authorization of the transfer of the expense claim and the subsequent control at 

the time of the refund procedure, to verify the application in compliance with the rules detailed in the Travel 

Policy. 

 

For the other local/overseas expenses reports (this also applies to the non-corporate credit card holders), 

these will have to be filed with the organizational receipts through the assigned travel handler within one (1) 

month after completion of the travel and/or incurring the expenses. 

 
(See further information in the local policy & procedure book.) 

 

 
5.1.  Performance Management Cycle 

Policy towards regulating Regional Performance Management System (PMS) and cycle 

 
PMS Policy 

The aim of this Process & Guideline is to define a common framework of principles, practices and templates to 

guarantee an effective, timely and accurate management of individual performance towards: 

- Developing the highest employee commitment to the strategy execution 

- Establishing reward process according to the individual performance. 

 
PMS aims at establishing a systematic process to monitor employees’ performance against agreed objectives, to give 

regular and constructive feedback and identify development plans that promote employees’ growth and development. 

 

Generali Group recognizes employee contributions and outstanding performance. PMS drives a performance culture 

that promotes individualized reward. Different levels of performance will be matched to different levels of reward. 

 

The balanced scorecard is a method that Generali uses to build its strategic plan. It links the final financial Key 

Performance Indicators (KPIs) with the various drivers or levers that shall be used to achieve the financial KPIs. 

These drivers or levers are grouped into the following dimensions: 

- Financial dimension; 

- Customer perspective; 

- Business process and risk perspective; 

- Learning and growth perspective. 

 
All these drivers are interconnected and together, impact the main goals of the Company. 
 
At Generali, the Performance Management System is based on the Balanced Scorecard Framework to ensure 

alignment of organizational objectives with individual objectives; transparency while cascading organizational 

objectives to individual employees. 

 

 

5     Compensation And Benefits  
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      The performance management cycle is shown below: 

 

 

 

 

 

 Annual Review / Year-end Evaluation 

 Objectives Setting 

 

 

 

 

 

 
     Interim / Mid-year Review 

 
The PMS Cycle is a Three- step Process 

- Goal setting step, wherein managers and their reportees shall discuss and agree on individual goals and 

targets. 

- Interim reviews, which are opportunities for the managers to give feedback, help employees to identify 

difficulties and ways to cope and adjust goals or targets to the changing realities. 

- Final appraisal wherein managers shall assess the employee’s achievement against the targets, enabling the 

Company to reward every employee for their individual performance. 

 

Goal Setting 
 
1. Aligning KPIS between Region and Local Entities 

To ensure alignment between local and regional objectives as well as to enable regional teams to implement 

Group strategies at the local level, the goal sheets of some function heads at local level are partially or totally 

set by their regional functional head as described in the following table: 

 
                       Levels              LOCAL CEO           REGIONAL HEAD 
 

 Business Claim, Operations, Distribution, Underwriting                  100%         0%                                                            

 Function Human Capital, Corporate Communications,                70%                30% 

                             Finance, Actuarial, IT, Facility, Procurement 

 Control Legal & Compliance, Risk Management             0%                              100% 

                          Internal Audit                                                             0%               100%   

 
2. Cascading  Organizational KPIS into Individual Objectives or Goal Sheets 

Organizational objectives are based on strategic business priorities and improvement areas e.g. process, 

system, and customers and cascaded down to next levels. 

 

The organizational objectives shall be cascaded into individual goal sheets in two ways: either directly 

mentioned as organizational targets for some employees or through targets on sub-objectives contributing to 

bigger organizational objectives. 

 

The organizational objectives have to be directly embedded in individual goal sheets as per the weightage and 

levels indicated in the following grid:  

  
Levels    HEAD MANAGER BELOW 

     MANAGER 

 
Business Functions       e.g. Claims, Operations, Distribution         30% - 40% 20%             0% 
Supporting Functions     e.g. Human Capital, Corporate Communication   20% - 30%        10%             0% 
                                                 Finance, Actuarial, IT                
Controlling Functions   e g . Internal Audit, Legal & Compliance,        0%          0%            0% 
                                      Risk Management 

 

3. Categories of KPIS 
In order to tie in with the organizational objectives and strategy, individual employees’ objectives can be 

categorized as per the following key strategic areas: 

 
- Strategic Progress & Process Effectiveness, Risk & Control 

• Define and execute the strategy for each business - thinking and planning across a multi-year 
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timeframe. 
• Establish robust, effective processes that meet business objectives; identify & mitigate associated 

risks. 
 

- Business Delivery & Financial Performance 

• Define key deliverables as well as quantitative outcomes and measure performance against the set 
objectives. 

• Applicable to employees with direct impact on the Company financial performance, including cost and 
bottom-line. 

 
- People Management 

• Ensure employees are suitably qualified and engaged to meet current and future business needs 
• Applicable to employees with people management / supervisory responsibilities 
• Generali Group Values 
• Ensure all employees demonstrate the Generali Group values in their day-to-day behavior. 

 
4. Practical Rules on Goal Setting 

- Annual Objectives. Objectives shall be SMART : 

• Specific, 

• Measurable, 

• Achievable, 

• Relevant 

• Time-bound 

• Maximum number is 9 

 

- Weighting: 
All objectives shall have a defined weightage, indicating the importance of the various objectives relative to 
each other: 
• Weighting of each annual objective shall be at least 5% 

• Weighting of the annual objectives in a category shall be at least 10% 

• The weightings of all the annual objectives shall sum up to 100% 

 
- Target (budget) / Measures 

All financial targets shall be based on the approved budget. Targets can also be measured in term of 

quality, quantity, cost and timeliness. 

 
5. Guidelines for Goal Setting Process 

- Overall guidelines 

• In order to give clear and motivating directions, individual goal sheets for all employees shall be set 

during the first quarter of the year based on the strategic plan. 

• Even if the strategic plan is not yet finally approved, the targets set or proposed during the strategic 

plan cycle shall be used as basis for goal setting. Once the Strategic Plan is approved, individual 

targets can be adjusted accordingly. 

 
- Specific guidelines for controlling functions 

• Objectives of control functions should be independent of business objectives and should not carry any 

financial KPIs. 

• The objectives of these control functions are mainly or fully cascaded from Group level via regional 

heads and shall not be connected to the local strategic plans. 

 
6. Guidelines for Reviews 

 
6.1. Mid-year reviews 
Mid-year performance review is conducted to monitor performance and ensure a mutual understanding of how 

an employee has progressed so far. 

 
This also creates a structured opportunity for the line manager to: 

• Adjust goals and targets to the revised plans or new priorities 

• Provide guidance on how to better achieve the objectives, how to cope with difficulties and overcome them 

• Manage the employees' expectations about how performance is being perceived 

Hence, the mid-year review exercise is another managerial opportunity to discuss performance and provide our 

employees with a constructive feedback. 

 
This review should be recorded on PMS forms or HRIS (if available) and send back to HR. The overall process 
of the mid-year review shall be as follows: 
- One-on-one mid-year review discussion between the CEO and his direct reports. Discussion shall focus 

on: 
• performance feedback 
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• ongoing developments and development needs 
• feedback on leadership competencies 
• adjustments of goal sheets (KPIs and targets) if required 
• Formalization of the discussion by the CEO’s direct report and approval by the CEO, adjustments of 

the goal sheet and targets if required. 
• One-to-one mid-year review discussion between CEO-1 and their direct reports. 
• Formalization of the discussion by the managers, approval by the CEO-1 and the CEO. 
• Cascading the process further down to the last level of the organization. 

 
6.2  Yearly Review and Appraisal 

 
 At the end of the year, actual performance delivered by every employee shall be measured against the 

agreed set objectives. The steps of this process are as follows: 

1. Employees start self-assessment of their performance against agreed objectives for the past year. 

This should focus on the actual performance delivered against the Balanced Scorecard objectives. 

2. Managers gather information to support the assessment of individual KPIs. 

3. The manager(s) will meet with the individual to discuss the performance results against the objectives. 

• Managers are encouraged to have a dialogue with their staff and give constructive feedback 

regarding their performance. 

• For each objective, the individual and the supervising manager(s) will determine whether the 

individual exceeded, met, or missed the objectives in that performance year. 

• This discussion is also the opportunity to identify development needs to be further discussed 

during the goal setting cycle. 

4. The appraisal raised by the manager is then reviewed by the Department Head up to the Division 

Head towards ensuring consistency and alignment and shared with the HR department. 

5. Once all goal sheets have been appraised and shared with the HR department, the HR team runs a 

calibration cycle towards driving overall consistency in the Company and alignment with the overall 

Company performance. 

6. To ensure the local functional heads’ goal sheets are aligned with the regional functional strategy, 

goal sheets shall be shared with the respective regional heads for final appraisal, discussion and 

comments if required and approval. This applies to the business support functions (Finance, Actuarial, 

Communication, Human Resources, Technology & Operations). 

 
The table below provides guidance on how performance might be considered: 

 
Performance Against Objective   Head 

 

Achieved < 90% of objective Missed 
 
Achieved 90 – 110% of objective 

 
Met 

Achieved > 110% of objective Exceeded 

 
At the end of the year, actual performance delivered by every employee shall be measured against the 

agreed set objectives. The steps of this process are as follows: 

 
Proportion of scored objective assessed:    Indicative rating 

 
Missed        Met Exceeded 

 

≤ 10% ≥ 80% 5      Exceptional 

≤ 10% ≥ 60% 4      Exceeds exceptions 

≤ 20% At least 80% Met or Exceeded 3      Successfully meets exceptions 

≤ 40%  2      Improvement needed 

> 40%  1 Unsatisfactory 
 

 
6.3. Specific Guidelines for Appraisal of Controlling Functions 

 
As per Group policies on Internal Audit, Risk Management and Legal & Compliance, the goal sheets of 

local heads of these functions shall be completely appraised by their regional functional head and/or 

Group head. In this regard, self-appraisals of the local controlling functional heads shall be sent to the 
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respective regional heads for appraisal with the coordination of the Human Capital teams. 

 

 “An employee who does not perform for three (3) consecutive years and was given due process shall be 

considered for employment termination.” 

 
6.4. Compensation Philosophy 
 

Policy towards establishing the compensation approach.   

 
6.5. Bonuses 

 
Policy towards regulating guaranteed and non-guaranteed performance bonus.   

 

A non-guaranteed bonus will be paid to eligible staff members subject to the Company’s discretion and 

the approval of the Company’s Stakeholders.  The bonus, (where payable), will be awarded as long as 

the staff member is still under the employment of the Company at the time such bonus is awarded.    

 

The Company also provides two (2) months guaranteed bonus to all employees regardless of 

employment status. 

 

(See policy local policy for detailed guidelines and procedures.) 

 
6.6   Salary Administration 

      
Policy towards salary confidentiality and administration. 
 
Salary 
Salary is a confidential matter between the Company and individual staff member.  All staff members 

should discuss this matter with the Company only when they have issues 

 

Salaries are paid directly into the employee’s designated bank account on a semi-monthly basis.  Pay-outs 

shall be every 12th and 27th of each month but if pay-out dates fall on  holidays/weekends, pay-out shall 

be made on the working day prior to the said days.  

 

A pay slip will be sent to every employee by the Compensation & Benefit,  Human Resources Department 

on or before the 12th and 27th of each month for record keeping.   

 

Every payday, the Company may make payroll deductions, where necessary, which are owing to the 

Company unless an alternative arrangement has been agreed with the Employee. At any time during, or on 

the termination of the employment, the Company shall be entitled to deduct from an Employee’s 

remuneration any moneys owed by him/her to the Company, including but not limited to outstanding loans, 

advances and excess vacation. Employee’s Provident Fund contributions shall be deducted from salary 

payments. 

   

Salary Review 
Salary review will be conducted on a yearly basis subject to Company’s discretion and the approval of the 

Company’s Stakeholders.  Should there be any adjustment arising from the review, it will become effective 

from the first day of January each year.  

 
6.6. Benefits 

 
Policy towards establishing the various kinds of benefits available for the employees. 
 
Employee Insurance 

GROUP LIFE, TOTAL AND PERMANENT DISABILITY & ACCIDENTAL DEATH AND DISABILITY 

INSURANCE Group Life Insurance provides a lump sum benefit payable to your beneficiary in any cause 

of death during the course of the employment.   

 

Group Total and Permanent Disability Insurance (TPD) & Accidental Death Insurance (ADD) provides a 

lump sum benefit payable in the event of your total permanent disablement  or caused by accident or 

sickness (sum insured same as under Group Life Insurance policy). 

 

This benefit is  a rider to the Group Life Insurance. Therefore, the principal Group Life Insurance Policy 

shall cease upon payment of the lump sum of the TPD benefit.  
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Group Medical Insurance 
The Group Hospitalization rider provides benefits for the illness or any covered disability, but not to exceed 

the maximum amounts shown in the schedule of benefits. 

 

Staff members are eligible to join the Group Medical Insurance scheme after successful completion of the 

probationary period.  The medical scheme is a non-contributory plan.  

 

The employee has the option to pay additional premium for major supplemental benefits for employees and 

to cover staff members’ dependents, i.e. spouse, children, parents and siblings.   

 

See the policy on Group Life Insurance for the detailed schedule of benefits, guidelines and procedures. 

 
Retirement Benefit 
 
The normal retirement age for a staff member is sixty (60).  Upon reaching the retirement age and after 

rendering at least 5 years of credited service with the Company, the employee member shall be entitled to 

receive an amount equal to 1.5 times Effective Monthly Base Pay (EMBP) for every year of credited 

service, where EMBP is equal to the final monthly salary multiplied by (14/12). 

 

The early retirement age for a staff member is fifty (50).  An employee member may , with the approval of 

the Company, retire and be entitled to the early retirement benefits provided he attains the age of fifty (50), 

and after rendering at least 10 years of credited service with the Company.  The member shall be entitled 

to receive an amount equal to a percentage of the Normal Retirement Benefit.  See the Retirement Plan 

Rules for the detailed schedule of benefits. 

 

If a member dies before retirement, his duly designated beneficiary or beneficiaries shall be entitled to 

receive an amount equal to the Normal Retirement Benefit computed as of the date of death. 

 

In the event of total and permanent disability, as determined by the Medical Doctor acceptable to the 

Company, a member shall be entitled to receive an amount equal to the Normal Retirement Benefit 

computed as of the date of the total and permanent disability. 

 

If a member voluntarily resigns from the Company after completing at least five (5) years of credited 

service, he will be entitled to receive an amount equal to a percentage of the Normal Retirement benefit 

computed as of the date of voluntary separation. 

 

A member who is separated for just cause by the Company pursuant to the applicable provisions of the 

Labor Code shall forfeit all his rights and privileges under the Plan. 

 

See the Retirement Plan Rules for the detailed schedule of benefits. 

   
Provident Fund Scheme 
This is a voluntary membership plan offered to Bancassurance Sales Employees (Financial Advisors, Area 

Sales Managers and Regional Sales Managers) with at least one (1) year of service to the Company. It is a 

long term incentive and a supplementary retirement program wherein contribution is based on variable 

incentives earned. 

 
See local policy on Provident Fund. 
 

6 Information Technology Security Policy 
 
Introduction 
Information Technology facilitates business activities and data management. Information systems in use (i.e. 

personal computers, personal organizers, notebooks, palmtop PCs, Blackberry wireless handheld, local area 

network, wide area network, servers, fixed and mobile telephone systems, Internet access, email system, etc.)  

belong to the Company and are provided to you for business use in a professional, lawful and ethical manner. 

Incidental personal and private use should be kept to a minimum. 

 

As the information system of the Company contains confidential and commercially sensitive information, you are 

requested to abide by the following general rules and regulations, as any leakage or tampering may cause damages 

to the Company. 

 
The Company is committed to comply with all local regulations and policies. 
 
It is the responsibility of every staff member to take proper measures to safeguard the Company’s information 
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systems and ensure full compliance with laws and regulations. 
 
General Provisions 
- You must not disclose any confidential information, trade secrets and proprietary information of the Company 

to unauthorized people, companies, partnerships or other entities. Do not discuss business information in 

public places. 

- You must not attempt to seek information, obtain copies and/or modify files or other data or passwords which 

belong to other users. 

- You must not tamper with or attempt to circumvent security controls or interfere with or disrupt network users, 

services or equipments. Disruptions include but are not limited to intentional propagation of computer viruses 

and using the network to gain unauthorized entry to any other machine accessible through the networks. 

- You must not try to access systems, applications or data for which you have not been given specific access 

authorisation. You must not design, develop or use trapdoors or other unauthorized means of access to 

systems, applications or data. 

- Please ensure that confidential documents and storage media are locked away when not in use to reduce the 

risks of unauthorized access to confidential information. Before disposal, shred confidential documents, 

format and physically destroy storage media to erase all information. 

- You must station by the printer and/or promptly collect from the printer any sensitive or confidential 

information which you are printing and/or will soon be printing. 

- You must not leave sensitive or confidential messages on answering machines or voicemail systems. 

- Any update or installation of hardware and/or software shall be carried out solely by staff members from the 

Information Technology Department. 

- You must not change any system configuration, program settings (including settings for Internet access) 

and/or email parameters that have been set up by the Information Technology Department. 

- You must not disable any antivirus software program(s) installed on your computer. 

- Please be aware that staff members of the Information Technology Department may access your PC for 

maintenance and/ or inventory purposes of hardware and software, subject to prior advice. No prior advice 

will be given in case of emergency access to your PC in your absence. 

- Please ensure that doors to restricted access areas under electronic card access and tracking systems (such 

as the computer room) are kept shut at all times and visitors are duly logged and escorted. 

- You must not attempt to capture or obtain passwords, decryption keys or any other access control 

mechanism which could permit unauthorized entry to the Company’s systems. 

- You must not disclose any information that may compromise the security control of internal servers, systems 

and/or network equipments. You must not share your password(s) with others, including your family 

members, friends and colleagues. 

 
Use of Personal Computers  
- You must take care of your PC in an appropriate way. In case of loss, theft, damage or fault, you must 

promptly report and submit sworn statement report of the incident to your Department Head and the IT 

Security Officer of the Information Technology Department. 

- Particular care should be taken by users of laptops and by those transporting equipment outside of the office  

- to ensure that equipment is locked away and not left unattended. 

- You must not move or lend your PC or any other I.T. equipment to another individual without prior 

authorization from the Information Technology Department. 

- You must shut down your PC when you leave the office. 

- Before you leave your PC unattended, you must either lock your computer or log off (e.g. during a meeting or 

at lunch break). 

- You must ensure that the screen saver is activated on your workstation and your computer is automatically 

locked after it has been idle for ten (10) minutes. You should promptly contact the Information Technology 

Department if it appears that the screen saver function is not working on your PC. 

- You must scan any removable media (such as floppy disks and CDs) with the antivirus software provided by 

the Company, before installation or moving onto your workstation. 

- Before returning your PC to the Information Technology Department, please ensure to transfer any critical PC 

data from any non-network drive to a network drive and erase any private document stored on your PC. 

 
Password Policy 
- Passwords are simply secret words. They can be compromised in many ways (e.g. users may write them 

down or share them; passwords can be guessed, either by another person or a program; etc.). 

- Default password must be changed upon initial logon to any application or network. 

- In order to minimize the risk of compromising passwords, you must observe and comply with the following 

rules that apply to domain passwords, as well as access passwords to other systems. 

- Your password must be of at least eight (8) characters in length (or more if the system so requires). 

- Your password must be a combination of alphabetic characters, numeric characters, non-alphabetic 

characters (e.g. !,$,#,%, etc.) and upper & lower case characters, thus reducing the chances of password 
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guessing attacks. Your password must not be blank. 

- Your password should not be easy to guess and must not contain any reference that can easily be traced 

back to you (e.g. personal details such as your spouse’s name, your license plate, your passport number, 

your date of birth, etc.). 

- You should avoid passwords that are based on the following elements: 

- Months of the year, days of the week or other dates; 

- Corporate names or corporate references; 

- Telephone numbers 

- Any word in a dictionary; 

- A derivative of your user ID, username or other system identification codes; and 

- Common character sequences such as “12345678”. 

- You must change your password at least once every sixty (60) days. A message will prompt you to change 

the password when due. 

- You must keep your password strictly confidential. 

- You must not write down or document your password near your computer or on any of its components. 

- You must memorize and keep your password secret, being responsible for any consequences following 

disclosure or incorrect handling of your password(s). If you suspect that your password has become known to 

others (including your colleagues), you must promptly change the password and report to the IT Security 

Officer of the Information Technology Department. 

- You must promptly change your password any time there is a suspicion of a possible compromising of the 

system or whenever your password has been disclosed to third parties. 

- You should not store your password on your workstation/server. If you need to do so, adequate encryption or 

protection methods (such as use of password in office documents, use of compression tools with password, 

etc.) must be applied. 

- You should not reuse or change back your password to the latest ten passwords used. You should not 

change your password as many times in any given day, so that you can reuse your old passwords. 

- Your password must not be in readable form. You should promptly contact the Information Technology 

Department if it appears that your password is in readable form. 

- In order to preserve confidentiality of your user ID and password, you should always answer “NO” when you 

are prompted by a message box to save and/or remember your password and/or to enable the AutoComplete 

function. 

 
Data storage 
- Data stored in your own PC may not have back-up copies and may be lost in case of system or hardware 

failure. Therefore, you are advised to save files/data on the network drives which will be automatically backed 

up centrally at regular intervals. 

- For this purpose, you are provided with a personal area (folder) within your Department on the local area 

network for data storage. 

- You are required to organize any work data (including email messages) into appropriate and organized 

folders, in order to enable easy retrieval of documents in your absence. 

- Do not download and save files to your PC and the network drive or in magnetic/optical devices that are not 

connected to your work activities, as this can compromise disk storage capacity as well as distract you from 

your work responsibilities. 

- Please remember to free disk space on your personal area on the local area network on a regular basis, by 

erasing outdated or redundant files that are no more needed. 

- If you need to store any proprietary and/or confidential data (e.g. documents, files, folders, databases, etc.) 

outside the network of the Company for any special reason, you must inform your Department Head 

beforehand and encrypt the data. 

 
Intellectual Property 
- It is the policy of our Company to respect intellectual property rights and not to use copyright-infringing 

articles in our business. 

- In view of the above, you should note the following: 

• Do not copy or modify the software installed in your office computers without permission from the IT, 

Security Officer of the Information Technology Department. Copying or adaptation of software programs 

may result in violation of the license conditions and infringement of copyright. 

• Do not install in your office PC any software licensed for your personal use. 

• Do not copy any songs to your office PC, including but not limited to music in mp3 format. 

• Do not connect your own computer to the Company’s network without permission from the IT Security 

Officer of the Information Technology Department. 

• Do not copy for your personal use any software installed in your office PC. 

- The use of pirated software is strictly forbidden. 
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Protection, Ownership & Use of Company Information 
- Corporate information is a valuable asset. It encompasses all proprietary information that is not generally 

available to or known to the public and which includes information in any format (written, electronic, visual or 

oral). It may also include information that the Company develops, purchases or licenses and information the 

Company receives from others, including its customers. It includes trademarks, patents, software 

developments and applications, strategic and operational knowledge and financial information. You must 

observe and comply with the following rules: 

- All corporate information is the property of the Company. 

- You may use corporate information to the extent needed to perform your job properly. You are 

responsible for safeguarding that information from theft or misuse. You must not use it for personal gain. 

- You cannot copy any documents containing corporate information or remove any documents or other 

records from the work area, except as required to perform your job properly. 

- All Company documents, emails and other materials containing corporate information are the property of 

the Company. If the Company requests so or when your employment ends, such documents and other 

materials must be returned to the Company. 

- You cannot disclose any corporate information to others (including other employees) unless they have a 

legitimate need to know it to perform their jobs and, if they are not employees of the Company, have 

agreed to maintain its confidentiality in writing. 

 
Use of Internet 
- Internet access is granted to staff members primarily for business use. 

- A limited amount of private access to Internet sites is allowed (such as sending and receiving personal email 

messages), provided that it does not interfere with your work at the Company and you do not abuse the 

privilege given to you. In any case, please note that the use of Company’s resources for non-business 

purposes is not a right and is permitted solely at management discretion. 

- You are permitted to access the Internet from the office, only using the hardware and software provided by 

the Company. 

- You are forbidden from downloading any freeware, shareware, evaluation software or any other software to 

your office PC unless necessary for business use. 

- You are forbidden from posting of sensitive, critical or confidential data or documents on the Internet. 

- You are forbidden from accessing or downloading any text or images which contain material of a 

pornographic, racist, discriminatory or extreme political nature or which promote violence, hatred or any illegal 

activity. You must not use Internet to create, read, memorize or pass on offensive, abusive and/or 

discriminating information. If in any doubt, use your common sense. 

- Please remember that copyrighted works on the Internet are equally entitled to copyright protection. 

 
Use of Email Services 
Email messages (especially when sent across the Internet) are by no means private. They can be intercepted or 

wrongly addressed and are easily forwarded to third parties. In order to minimize the risks, you must observe and 

comply with the following rules: 

 
- An individual’s Generali email address is owned by the Company. When an individual’s affiliation with the 

Company ends, the email address will be deleted and any email messages will be returned to the originator 

as undeliverable. 

- Please remember that email messages (especially when sent across the Internet) are by no means private. 

They can be intercepted or wrongly addressed and are easily forwarded to third parties. 

- In view of the above, confidential and/or proprietary data should not be sent via email or; 

- Internet or copied on removable media (such as USB flash drives and CDs), unless adequate encryption or 

protection methods (such as use of password in Office documents, use of tools of compression with 

password, etc.) are applied during transmission and storage. 

- If you receive any suspicious attachment or email message of unknown / uncertain origin, even if apparently 

concerning work, do not open it and promptly inform the IT Security Officer of the Information Technology 

Department. 

- You are forbidden from registering on any sites that have no relation to your work duties, such as “chat 

rooms”, forums and electronic bulletins, even if nicknames are used. 

- Please consider to share professional information with your colleagues through shared folders in network 

drives instead of via email messages, in order to save disk capacity. 

- For system performance and disk storage reasons, please remember to delete / remove any outdated or 

redundant emails that are no longer needed. 

- You are forbidden from using email: 

- to make, send or pass on sexual, racist, abusive, obscene, discriminatory, harassing or offensive statements; 

- to participate to forums or mailing lists that have no relation to your work duties; 

- to create chain letters or unsolicited emails; 

- to send messages to an indiscriminate number of recipients (unless it is duly justified from a Company 
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perspective); and 

- to disseminate proprietary and/or confidential information and trade secrets of the Company. 

- You are advised not to read the email of your colleagues without their express permission. 

- It is strictly forbidden to falsify the origin of an email message, use a false identity and/or represent yourself as 

another person. 

 

The Company reserves the right to log all outgoing and incoming emails. The email log contains the email addresses 

of the sender and/or recipient, the date, time and subject of the email. Authorisation to access email logs is restricted 

to the Network Administrator and Technical Support team. Such monitoring enables the Company to: 

• provide efficient service to customers; 
• maintain a stable email service for communications; and 
• provide information for management to ensure the proper utilization of Company’s resources. 

 

- The Company reserves the right to access the contents of all business-related emails held in staff’s mailboxes 

when staff members are absent from work. This is necessary for the Company to carry on its business affairs 

and in order to avoid any service disruption to customers. 

- The Company reserves the right to access the content of all email copies including both business related and 

personal emails stored in the Company’s mail server whenever necessary. This enable the Company to respond 

to any legal proceedings or investigate any suspected breach of this policy. Access to the content of emails 

requires the approval from the CEO and President of Generali Philippines or the Regional General Manager of 

Generali Asia. 

- Incoming and outgoing email size is limited to a maximum of 5MB per email. 

 
Use of the Virtual Private Network (“VPN”) Service 
- Under Business Continuity Management, if the Crisis Management Team declares that an Incident Response 

Plan is activated, you may be required to access the Company’s network through the VPN service. In such 

case, you may be asked to leave your PC on when you leave the office. This will not account as a breach of 

this policy. 

- You are forbidden from any unauthorized used and ownership of VPN account  

- Please refer to the Security Policy – VPN Service for more details on security measures when accessing the 

Company’s network through the VPN Service. 

 
Miscellaneous 
- Any serious violation of this policy statement will be deemed as gross misconduct. Any breach of this policy 

shall be promptly reported to the System Security Officer in the Information Technology Department.  

- Appropriate disciplinary actions in accordance with the Employee Handbook may be taken by management 

against those individuals who violate these provisions. 
- The Company reserves the right to delete any files and/or applications, reinstate original system 

configurations and remove any hardware and/or software which it may consider dangerous for the security of 

the information system or acquired or installed in violation of this information security policy statement. 
 
 

7 Compliance and Professional Conduct  
 

7.1 Group Code of Conduct 
The fundamental ethics and compliance values and the alignment to the highest standards of business 

excellence contribute to the Group’s leading position in the global insurance and financial market, ensuring 

reputation and recognition throughout the world. 

 

This largely depends on the commitment and sensitivity of individuals in making sure the values and 

excellence are always fully embedded in their daily business activities and in their relationship with the 

various stakeholders. 

 

To provide employees with a guide of virtuous behavior, in December 2012 the Board of Directors of 

Assicurazioni Generali adopted the Group Code of Conduct .It has to be adopted by each Group company. 

 

The Code of Conduct defines the minimum standards of behavior that all the Generali employees, including 

members of supervisory and management bodies, has to follow in their relationships with colleagues, 

customers, shareholders, suppliers and all the other stakeholders. Third parties (e.g. consultants, suppliers, 

agents etc.), who act on behalf of the Group, are expected to adhere to the principles set out in the Code. 

 

The Code of Conduct has been complemented by a set of Group Rules issued by the Group CEO and 

available on the Corporate Portal. A special role has been assigned by the Code to all the Group managers: 

they are expected to act as a role model and promote the culture of ethics and compliance, as well as to 
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create and promote a welcoming and supportive environment and give advice and guidance on the provisions 

of the Code. 

 
Common provisions 

 
Applicability 

The Code of Conduct (the “Code”) defines the fundamental rules for employees, including members of 

supervisory and management bodies (collectively, the “Employees”) of the Generali Group. 

 

Third parties (consultants, suppliers, agents, etc.) who act on behalf of the Group are expected to adhere to 

the principles set out in the Code. 

 

Group Rules 

The Code is complemented by a set of Group Rules. While these Rules set minimum standards of behavior, 

Group companies can adopt additional measures. 

 

Duty to comply 

All Employees are responsible for knowing and observing the Code and the Group Rules and other internal 

regulations relevant to their particular tasks and activities. Employees must attend introductory and yearly 

refresher training programs. 

 

Reporting Concerns and Incorrect Conducts 

The Group encourages Employees to report concerns on practices or actions they consider to be factually or 

potentially in breach of law, the Code, the Group Rules or other internal regulations. 

 

Reports can be made personally or anonymously, in writing or orally, and are treated with strict confidentiality 

according to the law and the provisions of the relevant Group Rules. 

 

Retaliations against Employees who report concerns in good faith are not tolerated. 

 
REMEMBER: 
The behavior rules set out by the Code affect our daily work. For any new activity we undertake, we 
should ask ourselves not only if it is legal and allowed by applicable regulations, but also whether it 
aligns with the spirit of the Code and the Group Rules. 
 
Breaches of the Code endanger the business and reputation of the Group. Do not hesitate to speak up 
and report misconducts that you have witnessed. 

  
Breaches 
The Code of Conduct (the “Code”) defines the fundamental rules for employees, including members of 

supervisory and management bodies (collectively, the “Employees”) of the Generali Group. 

 

Third parties (consultants, suppliers, agents, etc.) who act on behalf of the Group are expected to adhere 

to the principles set out in the Code. 

 
 
Rules of Conduct 
 
Fair conduct of business 
The Group conducts business in compliance with law, internal regulations and professional ethics. 

 

Employees must behave fairly and honestly, observing applicable law, internal regulations, the provisions 

of this Code and of the Group Rules and the Group’s sustainability commitments. Managers are expected 

to act as a role model and promote a culture of ethics and compliance. 

 
Corporate Social Responsibility 
The Group aims at contributing to quality economic and social development based on respect for 

fundamental human and labor rights and protection of the environment. The Group promotes a culture of 

sustainability throughout its sphere so influence, specifically among its Employees, customers and 

suppliers. 

 

Employees are therefore committed to: 

Making the most of their colleagues, promoting development and recognizing individual contributions made 

to the success of the organization; 

• Improving the circumstances of the communities where the Group operates, playing a role as a 

corporate citizen in support of institutions, organizations and associations; 
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• Putting the skills and resources of the Group at the service of those who are most vulnerable, in 

order to promote the integration of the poorest and most disadvantaged people; 

• Considering also the environmental, social and corporate governance conduct of the issuers in 

which it invests, when managing the Group’s investments; 

• Contributing to protection of the environment, promoting a reduction in the direct and indirect 

environmental impact of their activities. 

 
Each year, in its Sustainability Commitments Chart, the Group declares the initiatives planned for the 
period in question. Employees must act in accordance with the Group’s commitments and in order to 
achieve these initiatives. 
 
Work environment, diversity and inclusion 

The Group ensures a stimulating work environment, free of any kind of discrimination or harassment. 

 

Diversity and inclusion in the workforce are promoted, in the belief that cooperation between people with 

different cultures, skills, perspectives and experiences is fundamental in attracting talent and to enable 

business growth and innovation. 

 

Employees shall treat one another with respect, avoiding conduct that may hurt someone else’s dignity. 

 

Managers must create and promote a welcoming and supportive environment, where integrity, respect, 

cooperation, diversity and inclusion are effectively pursued. 

 

Decisions concerning Employees, including recruiting, hiring, training, evaluation and advancement, are 

based exclusively on individual merit and performance and cannot be influenced, for example, by race, 

ethnicity, religion/belief, sexual orientation, marital status or political view. 

 

Communications towards Employees need to be open and fair. The Group encourages the development of 

individual capabilities and skills by providing adequate professional training as part of a broader staff 

development framework. 

 

The Group recognizes freedom of association and collective bargaining for its employees. It strongly 

rejects any form of irregular work or exploitation as well as any kind of forced or compulsory labor and child 

labor. 

 

The Group stands against any kind of harassment, bullying and mobbing. 

 
ANTI-HARASSMENT: WARNING SIGNS AND TIPS 
We have to strongly reject any disrespectful behavior, keeping in mind that harassment is 
determined by how others perceive our actions, regardless of our original intentions. 
For example, sexually oriented e-mails or text messages, unwelcome gestures or physical contact, 
as well as offensive or degrading comments about personal characteristics are prohibited and 
must be considered as forms of harassment, regardless of whether they were intended as playful 
remarks or jokes. 
 
If you feel that you are a victim of any sort of harassment, bullying or mobbing: 
Write down what happened (date, time, place, situation, witnesses) and keep evidence of any 
inappropriate conduct (e.g. materials, written conversations, etc). 
  
Make it clear to the harasser that such conduct is unacceptable and must stop, pointing out 
that the Group firmly stands against any form of harassment and this misconduct is severely 
sanctioned. 
 
If the harasser does not stop his/her misconduct, do not hesitate to report the situation, since 
it is a violation of this Code. Remember that you can always ask your manager, your Human 
Resources or Compliance Function for support. 

 
Workplace 

The Group ensures a healthy, safe and secure workspace. The Group  guarantees to its Employees fair 

working conditions, ensuring a safe and healthy environment. 

 

Employees are requested to avoid conduct that may endanger anyone’s health or safety. Employees 

support the Group’s endeavors to protect the environment and to minimize the environmental impact of 

their working activities. 
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Assets and business data protection 
Group tangible and intangible assets must be preserved. 

 

The Group tangible assets, including real estate, equipment and supplies, must be protected from damage 

and misuse and must be used for working purposes only, unless properly authorized. 

 

Business related information, including any acquired in the performance of assignments on behalf of the 

Group, shall be treated as confidential. Employees must handle it with strict confidentiality and disclose it 

only on a need-to-know basis or if specifically authorized. The same rules apply to all documents 

containing such confidential information. 

 

Group intellectual property (i.e. ideas, products, methodologies, strategies, etc.) must be protected, if 

appropriate, also through patents, trademarks and copyrights. The obligation to preserve the Group’s 

intellectual property continues even after the employment with the Group ends. 

 

All business data must be recorded accurately and completely. Records and documents must be available 

and accessible at the request of authorities or authorized staff. 

 

Records and data, including electronic files and e-mails, must be retained as long as required by the 

applicable laws; in the event of pending or foreseeable litigation or authority inspections they must be 

retained for any longer time necessary. 

 

Fraudulently altering or falsifying any record or document is strictly forbidden. 

 

Disclosing information on a need-to-know basis means that access to 

such information must be allowed only for specified and legitimate 

purposes. Thus, whenever asked to disclose confidential information, we 

have to carefully verify the purpose of the request, even if coming from 

another department of the same company. Business-related information 

must be safeguarded through its entire life cycle. We have to pay attention 

to dispose of documents containing confidential information, since the 

same rules for proper handling apply.  

 
 
Personal information and privacy 

 

Personal information must be properly handled and privacy rights must be respected. Personal information 

concerning third parties, whether customers, employees, suppliers or others, must be handled on a need-

to-know basis and in accordance with local law. 

 

Personal data must be collected, processed and shared only for specified, legitimate and required 

purposes and to the extent they are strictly necessary. 

 

Privacy options and preferences stated by the owner of any personal information must be respected. 

Particular care is needed in transferring data across national borders, including between Group companies. 

 

In general, before transmitting information, Employees are required to verify which restrictions, if any, are 

provided for by law, consulting with Compliance Function whenever in doubt. 

 

Privacy options and preferences stated by the owner of any personal information must be respected. 

 

Particular care is needed in transferring data across national borders, including between Group companies. 

In general, before transmitting information, Employees are required to verify which restrictions, if any, are 

provided for by law, consulting with Compliance Function whenever in doubt. 

 
 
Conflicts of interest 
 
Employees must act pursuing the Group’s interests. 

 

A conflict of interest occurs when an Employee is involved in personal activities or relationships that might 

interfere with his/her ability to act in the best interest of the Group. In general, conflicts of interests should 

be avoided and, if a conflict is unavoidable, it must be managed in order to avoid detriments to the Group. 
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Employees are expected to be aware of potential conflicts that can arise in daily business activities and 

must report these to their manager or the Compliance Function. If they have any doubt in relation to the 

existence of a conflict of interest, they shall seek clarifications from their managers or the Compliance 

Function. 

 

Conflicts of  interest arise when we, our family members or other close persons, 

could receive personal gains as a result of our position  through access to 

confidential information, as well as when one of our relatives is hired due to our 

influence or our position in the company. Furthermore, conflicts of interest could 

depend on doing activities outside the Company, for example; serving as an 

employee, director or consultant of companies, foundations or non-profit 

organizations, when such activities are remunerated by entities that have or 

expect to enter in a relationship with the Company.  

 
 
Anti-bribery and anti-corruption 
The Group condemns and combats all forms of bribery and corruption. 

 

Employees must conduct business in an honest and ethical way. 

 

Any form of corruption, including bribery and extortion, is not tolerated. Thus, Employees must abstain from 

offering or accepting undue payments, gifts, entertainment or other benefits. It is always forbidden to 

promise, give or receive gifts in the form of cash or equivalent payment methods, or any other kind of 

negotiable securities. 

 

Gifts, entertainment or other benefits may only be offered or accepted in connection with business activity 

and if deemed common place and appropriate to the circumstance (i.e. when they are reasonable and 

comply with local laws) and should not normally exceed P5,000.00.. 

 

The nature of the Group's business requires interaction with public officials, public institutions or 

authorities, representatives of political parties and trade unions. In such circumstances Employees must 

refrain from offering or receiving, directly or indirectly, anything unless in connection with ordinary business 

activities and in line with law and common local practices. Gifts and invitations for entertainment events 

made to public officials require the approval of the Compliance Officer. 

 

Employees must inform their direct manager and the Compliance Function about any attempt to give or to 

receive undue gifts, entertainment or other benefits that could create the appearance of improper influence 

in business decisions. 

 

Gifts are inappropriate if they do create an appearance of bad faith or improper influence in business 

decisions. The same rules apply for gifts, entertainment or other benefits that are given to your family 

members. 

 

Customer relations 
Customer satisfaction is a key factor of the Group’s business strategic view, enabling the Group to 

strengthen and improve its leadership position. 

 

In relation with customers, employees are required to behave correctly and honestly, forth rightly and 

professionally, and to refrain from deceptive or misleading practices. 

 

Employees must always consider the customers’ best interests, providing solutions appropriate to their 

needs. Conflicts of interest shall be avoided or, if unavoidable, be managed in order to protect the interests 

of customers. In proposing products and services, Employees must only make statements that are factual, 

truthful and completely accurate. 

 

After-sale assistance must be granted and easily accessible. 

Customer satisfaction must be constantly monitored. 

 

New products and services must be developed in line with customers’ evolving needs and identified areas 

of improvement. 

 

The products and services development process must be clearly defined, and a strategic plan of new 

products and services must be periodically adopted by each Group Company. 
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When proposing products and services to our customers, we are 

expected to act in their best interest, hence informing them of all 

relevant aspects of the product or service being offered. We must 

furthermore ensure that consumers are appropriately informed before, 

during and after sale, and that they are enabled to freely submit a claim 

or make a complaint.  

 

 
Fair competition and antitrust  
The Group recognizes the fundamental role of free competition in increasing business opportunities and 
performance. 
 
Competition must be based on superior products and services and on fair commercial practices. 
 
Employees are forbidden to discredit competitors or their products or services or to manipulate, conceal or 
present a distorted view of reality in order to obtain illicit gains. 
 
Furthermore, practices and conducts aimed at restricting free and fair competition are prohibited. 
 
To this end, the Legal and Compliance Functions shall be consulted for clarifications on local law and 
regulations. 
 
We must consider the following as anti-competitive practices: 

• All agreements with competitors aimed to fix prices or premiums or to restrict the kind or quantity 
of products or services being offered; 

• All agreements with suppliers or agents aimed to restrict free competition; 
• The exchange of information with competitors about future strategies related to products or 

prices. 
 
Supplier selection 
The Group ensures fairness, transparency and straightforwardness in its relationships with suppliers. 

 

In relations with suppliers, employees are required to behave fairly, transparently and straightforwardly and 

to avoid situations of conflicts of interest. 

 

The selection of suppliers must be exclusively based on principles of fair competition and on the quality of 

the products and services offered. 

 

The quality of products and services must be assessed against international ethical criteria regarding labor 

and human rights andinconsiderationoftheenvironmentalimpactofproductionandsupplymethods. 

 

For further information, please refer to the local procurement policy. 

 
Financial information 
Complete and accurate financial information is a fundamental means of enabling stakeholders to make 

informed decisions in their relations with the Group. 

 

Financial reports must be truthful, fair, complete and in strict compliance with the Group and local 

accounting standards.  

 

Employees must deal with financial data honestly and accurately, maintaining detailed and undistorted 

financial information in a recoverable format for the duration of the assigned retention period. Fraudulent 

alterations or falsifications of records or documents are forbidden and can never be justified. Financial 

Information (last part), Insider dealing, Communicating with external parties, Anti-money laundering, and 

financial provisions. 

 

7.2.   Reporting Concerns and Incorrect Conduct (Whistleblower Policy) 
 
Summary 
The Company encourages everyone to report concerns on practices or actions that are, in good faith, 

considered as inappropriate or inconsistent with the law, the Implementing Rules of the Code of Conduct  

or other internal policies. You can report to: 

- Your manager; 

- The  Head of Compliance; 

- The Head of  Human Resource Department; 

- The Head of Internal Audit 

- Other Officers of the Company and the Member of the Board of Directors; 



47 

 

 
Harassment or Victimization  
Harassment or victimization for reporting concerns under this policy will not be tolerated.  
 
Confidentiality  
Every effort will be made to treat the complainant’s identity with appropriate regard for confidentiality.  
 
Anonymous Allegations  
This policy encourages employees to put their names to allegations because appropriate follow-up 

questions and investigation may not be possible unless the source of the information is identified. 

Concerns expressed anonymously will be explored appropriately, but consideration will be given to:  

- The seriousness of the issue raised;  

- The credibility of the concern; and  

- The likelihood of confirming the allegation from attributable sources.  

 
Reports must be adequately detailed in the description of the circumstances of the alleged violation. 

Complaints without sufficient details cannot be considered. 

 

The Group strictly prohibits retaliation against anyone who reports in good faith, no matter whom  the report 

involves. 

 

The Code of Conduct and its Group Rules (Reporting concerns and Incorrect conducts, Anti-Bribery and 

Anti-corruption, Conflicts of interest, Promoting Diversity and Inclusion, Personal Information and Privacy), 

are available on Corporate Portal>Aboutus>EthicsandCompliance>GroupCompliance–RelatedPolicies 

 
7.3. Anti-Money Laundering Policy 

 
Summary 
The insurance sector and other sectors of the financial services industry are potentially at risk of being 

misused for money laundering and the financing of terrorism. This exposes them to legal, operational and 

reputational risks. The insurance sector should therefore take adequate measures to prevent its misuse by 

money launderers and terrorists, and should address possible cases of money laundering and terrorist 

financing forthwith. 

 

In order to respond to these concerns in the field of money laundering, international organizations such as 

the Financial Action Task Force (FATF), develop and promote global standards and provide guidance 

 

With the understanding that each Generali Group Company is subject to their local AML regulatory 

requirements, the Group provides standards which every Generali Group Company shall refer to in 

adopting their relevant AML policy.   

 
Measures to be taken to prevent money laundering and terrorist financing 
- Customer due diligence: sales employees, especially for life policies, should undertake customer 

due diligence measures, including identifying and verifying the identity of their customers; 

- Recordkeeping: Financial institutions should keep records on the identification data obtained through 

the customer due diligence process (for the time prescribed by local law and at minimum 5years); 

- Recognition and reporting of suspicious customers/transactions; 

- Provisions affecting the organization and the staff of the Company, such as the compliance and audit 

environment, keeping of records, the recruitment of staff and training. 

 
      (Please refer to the local Anti-Money Laundering policies and procedures.) 

  
7.4. Rules on Anti-Bribery and Anti-Corruption   

 
Summary 
The Company has a zero tolerance approach to bribery and corruption, including bribes, kickbacks or any 

other improper benefit of any nature. If you become aware of any undue payment, gift, entertainment or 

other improper benefit, you should report it immediately to the Group Compliance Officer. Additionally, to 

reduce the perception of improper conduct, employees are only allowed to give or receive gifts and 

entertainment that: 

- Comply with local law and customary business practices; 

- Do not include cash or cash equivalent (such as gift certificates or vouchers); 

- Are given (or received) openly, not secretly; 

- Are reasonable and appropriate to the circumstances and to the occasion; 

- In case of entertainment, you and the recipient both attend the event, and do not create an 

appearance of bad faith or impropriety and could not reasonably be misunderstood as a bribe; 
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- Invitations to seminars/conferences have genuine and business related content. 

 
Any exception to this or any involvement to public officials must be authorized on a case-by-case basis by 

the Group Compliance Officer. 

 

7.5. Rules on Conflicts of Interest 
 
Summary 
A conflict to interest occurs when you are involved in personal activities or relationship that might interfere 

with your ability to act in the best interest of the Group. At the moment of hiring, you are expected to 

declare: 

- If you perform external engagements or other external paid activities; 

- If you hold, directly or indirectly, significant financial or economic interest (a significant interest is 

always existing when a minimum 5% stake sheld) in competitors’ or suppliers’ undertakings; 

- IfyourfamilymembersorsomeoneyouhaveaclosepersonalrelationshipwithareemployeesofoneoftheGro

upcompanies; 

- Any other situation that may impair or be perceived to impair your ability to act with integrity and/or 

objectivity in your role within the Group. 

 
Human Resources will verify if the declared situations may lead to any kind of conflict of interest and, if a 

conflict occurs or may occur, ensure that it is properly managed. You must inform Human Resources of 

any changes in the above mentioned declaration. 

In addition and as a general rule, at anytime during your employment, you are required to avoid any 

situation which may give rise to actual or potential conflicts of interest. 

  

Where the conflict of interest is unavoidable, you should contact your manager or the Group Compliance 

Officer before proceeding with any related activities. They will verify if the conflict endangers the interests 

or reputation of the Group and if necessary define appropriate remedial measures. 

 

Conflicts of interest will typically always occur when your role within the Group has any dealings with your 

friends or family, including any entity they or you have significant financial interests in. 

 

7.6. Internal Fraud Policy  
 
Summary 
Internal Fraud is defined as an intentional act that is illegally performed by one or more Staff members 

directly or by way of third parties, in order to obtain a profit for themselves or for others. Such an act which 

causes damage, as well as non-economic damage, to the Company and or lack of compliance by the 

Company. 

 

The Fraud Policy therefore applies to any perpetrated or attempted, certain or suspected “internal” fraud 

involving employees regardless of their function, classification and or level, as well as other Company’s 

staff members to the extent that this is consistent with their contract type. 

 
Organizational Aspect 
The prevention, identification and reduction of Fraud, first level controls are carried out by all the Managers 

within their organizational units. In addition to that, there are also highly specialized units that are 

specifically established to mitigate the fraud risk. 

 

Second level independent controls a real so carried out in a structure to identify those areas and operations 

that are affected by fraud risk by means of suitable analysis tools (including risk assessment among 

others). In this context, the Managers of all Company Departments provide information to the Internal Audit 

Department on anomalies revealing potential fraud. 

Given its complexity, sensitivity and possible consequences, the emergence of Fraud as herein defined 

requires the coordinated management of the fraud among all the departments concerned, so as to ensure 

a careful and thorough assessment of all aspects. 

 

The Internal Audit Department is the best position to fulfill this coordination Function thanks to its 

institutional role and organizational position that can ensure an independent assessment. Its task is to carry 

out all the necessary investigations and to suggest all the consequent actions and corrective measures to 

be taken, independently of the position that has he person suspected of fraud in the Company. 

 
Reports 
It is requested to submit any reports through the communication channels set up for this specific purpose 

within the Organizational and Management Model and the Code of Conduct. 
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The staff responsible for receiving such reports shall forward the report potentially revealing fraudulent 

conduct to the Internal Audit Department. Reporting parties acting in good faith are protected against all 

forms of retaliation, discrimination or penalization. According to the investigation results and the information 

provided,  the Chief Executive Officer (or Board of Directors) shall decide the actions and measures to be 

taken against the authors of fraud. 

 

7.7 Media Relations Policy  
 
Summary 
The Generali Group is constantly subject to the attention of the international media. News regarding 

Assicurazioni Generali, a listed company, and its subsidiaries are scrutinized by the competent authorities 

under the term of laws, especially in case of price-sensitive facts that might impact investors. As a result, it 

is paramount for the Group to monitor the information flow concerning Generali as well as to define and 

follow clear procedures in case of external communications to the public. 

 
All contacts with media are managed by Media Relations professionals only. Whenever a Generali Group 

employee is contacted or approached by are representative of media, he or she must not entertain any 

enquiry and must always provide the Media Relations contacts. He or she is not authorized to speak 

without Media Relations being notified in advance. 

 
Under this framework, the Media Relations team: 
- Validates key external messages in coordination with the Company’s top managers; 

- Verifies consistency between external messages and the Group’s strategy; 

- Ensures that messages from the Group and its business units are consistent in terms of content and 

timing; 

- Ensures compliance of prices sensitive news to diffusion regulation. 

 
All contacts with media are regulated by the Media Relations Guidelines. In particular, requests for 

interviews should be submitted to Media Relations for approval. To facilitate the approval process, it is 

recommended that any relevant information and material, including the interview’s topics and the details of 

the requesting media, are provided to Media Relations. 

 
Requests to organize press conferences or issue press release should be submitted in written form to 

Media Relations, which evaluates proposals in coordination with the top management. If invited to 

participate to public events as a speaker, the Generali Group employee is recommended to ask for the 

approval of his or her manager and is required to inform in advance Media Relations. 

 

When speaking with media or at a public event with attending media, the Generali Group spokesperson is 

recommended to assume that he or she is “on-the-record” and, consequently, adopt a measure of caution.  

 
 

7.8 Customer Complaints Handling Procedure 
 
Foreword 
These guidelines apply to customer complaints, including agent/agency services, whether oral or written, 

and whether justified or not, lodged with the Company by or on behalf of a customer, about the provision 

of, or failure to provide, a service or a product.  For more serious complaints, the initial verbal complaint 

should be followed up with a formal written document signed or confirmed by the complainant. 

 
Definition of Complaints 
Complaint is any written or oral protest, grievance or critical opinion in relation to the underwriting or 

execution of an insurance contract that has been received by Generali from any potential or actual service 

user [i.e. not only the contracting  parties, the insured parties, the beneficiaries and the damaged parties, 

but also parties that lodge a complaint in relation to a contract or a mere pre-contractual relationship (such 

as a complaint in relation to a quotation obtained through the  website, etc.)]. However, any information 

request on products, services, etc. is excluded from the concept of complaint. 

 

Complainants may make a complaint by any reasonable means (i.e. letter, telephone, facsimile, e-mail or 

in person) to any staff member of Generali who shall follow the procedures contained in this document, 

when receiving a complaint.  Special assistance shall be given to customers with disability or language 

problems. Complaints shall be received in a courteous manner.  For proper documentation, verbal 

complaints of a serious nature shall be followed up with a formal written document signed or confirmed by 

the complainant. 
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Classification System 
Individual life complaints handling of Generali provide all front-line services in-house such as underwriting, 

policy issuance, claims assessment, hotline services, etc. Complaint handling has become a daily issue. 

Complainants may make complaints by any reason able means (i.e. letter, telephone, facsimile, e-mail or in 

person) to any staff member of Generali. It is important that complaints are attended to in a timely manner 

by the appropriate parties according to the source/nature/severity. To ensure that complaints are 

entertained and resolved effectively and efficiently, Generali categorizes complaints based on their nature 

and severity, so that they are handled by the appropriate operational units, the Complaints Officer (or 

his/her alternate) or further escalated to the Complaints handling committee composed of senior 

management accordingly. One of the advantages of this classification is that it allows front-line staff to 

respond to complainants more promptly within their scope of duties and authority. It also utilizes the 

capacity of the designated Complaints Officer (or his/her alternate) in an efficient manner. This 

classification is able to achieve the overall aim of allowing the Company to efficiently and expeditiously 

respond to complainants according to its complaint handling procedures as described below, also taking 

into account the source, nature and severity of the complaint.  As mentioned earlier, minor complaints may 

be in the form of verbal complaints which should be quickly addressed.  More serious complaints should be 

in a written form. 

 
In order to make sure that front-line staff who handle complaints within their own scope of duties and 

authority are following pre-defined procedures and guidelines, Generali imposes the following 

reinforcement measures: 

- For some of the functional areas providing hotline inquiry services to customers. 

- The Company can carry out call and/or e-mail audit to monitor if a complaint via hotline and/or e-mail 

is properly logged; 

- Front-line staff are encouraged to discuss with their department/organizational unit heads from time to 

time to determine whether the subject is a complaint or just an inquiry or in case of doubt in the 

classification of complaints. 

 
Classification of Complaints 
- Type1: These are complaints primarily received from the government, quasi-government or regulatory 

bodies, the media or pressure groups which must receive the attention of the senior management. 

They can be escalated from Type2 or Type3 Complaints. Complaints of this type may be associated 

with, but not limited to the following: 

• Major impact on Company’s reputation or corporate image; 

• Exposing Generali to risks in terms of business income or profits; 

• Various compliance issues concerning regulatory bodies; 

• Fraud, misconduct or any other criminal acts; 

• Legal proceedings. 

 
- Type 2: These are documented written complaints that must receive the attention of the Complaints 

Officer (or his/her alternate) and division heads or above. They canal so be escalated from Type3 

Complaints. Complaints of this type may be associated with, but not limited to the following: 

• Administrative or operational errors or omissions in normal business transactions; 

• Sub-standard services which imply complainant’s expectation for improvement of service quality 

or efficiency; 

• Disputes due to divergent opinions from business partners (e.g. agents, brokers, etc.) or 

customers (e.g. policyholders, claimants, etc) on insurance-related technical issues, such as 

disputes over claim denial, claims adjustment, premium or commission calculation, etc.; 

• Concerns about improper attitude or unprofessional manner in dealing with business partners or 

customers. 

 

- Type3: These refer to complaints that do not fall within the above mentioned two categories (i.e.Type1 

and Type 2) and that can be resolved by department/organizational unit heads within ten(10)calendar 

days. Complaints of this type are simple and straightforward. They are not substantial and may be 

associated with, but not limited to the following: 

• General day-to day expression of dissatisfaction of our business partners or customers over any 

aspects (including cases which may actually involve complainants’ own misunderstanding or 

error), such as failure to receive are turn call after leaving messages; temporary inefficiencies in 

issuing or dispatching policy document or claim payment; misunderstanding  about adverse 

underwriting results or underwriting terms; misunderstanding about breach of contract leading to 

a conflict situation and/or a loss to the customers; 

 

• Service hiccups that can be resolved by department/organizational unit heads inatimely manner 
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in respect of the committed service benchmark. Generally, the in efficiency is temporary and is 

rectified with in ten (10) calendar days, failing which a Type3 Complaint is automatically 

escalated to a Type2 Complaint. 

 
Appointment of the Complaints Officer 
- The Complaints Officer and his/her alternate are officially appointed by the management. 

- The Complaints Officer and his/her alternate have ready access to the senior managers who have the 

necessary authority to resolve most complaints within a reasonable period of time (including offering 

redress or compensation where appropriate). 

- The Complaints Officer and his/ her alternate shall not be directly involved in the matter which is the 

subject of the complaint. 

- Should the Complaints Officer be directly involved in the matter which is the subject of the complaint, 

the complaint shall be investigated by his/her alternate and vice versa. 

- Should both the Complaints Officer and his/her alternate be directly involved for any reason in the 

matter which is the subject of the complaint, they shall promptly in form the senior management for 

necessary arrangements. 

 

7.9 Gifts and Entertainment Policy 
 
Summary of Gifts, Entertainment & Other Benefits Policy and Procedures 
 
General Principle 
All staff members have to ensure that the Company’s reputation is not tarnished by dishonesty, bribery and 

corruption. A breach of these guidelines will give rise to the Company’s disciplinary actions, including 

termination of employment, and non-compliance of the Prevention of Bribery Ordinance will lead to legal 

liabilities and criminal penalties. 

 

The Company’s policy prohibits staff members from offering or accepting any benefit/advantage of any kind 

(such as gift, entertainment, etc.) other than those permitted under these Policy & Procedures: 

- for personal benefit or benefit of any related person who has a close personal relationship with any 

staff member 

- in conflict with any responsibility/duty to customers, business partners and the Company. 

 
Definition 
- “Gift” includes (but is not limited to) present, item containing valuable materials (such as precious 

stones, precious metals, etc.),promotional item, seasonal gift, gift certificate, gift card, cash, cash 

coupon, pre-loaded purchasing card, Octopus card, gratuity, ‘laisee’, extraordinary 

commission/brokerage in exchange for any personal benefit, kickback, sponsorship and any other 

form of payment or benefit/advantage. 

 

- “Entertainment” includes, but is not limited to, lunch, dinner, any other form of food and/or drinks, 

out-of-town travel or overnight stay, sports or musical event, social or amusement activity and any 

other form of hospitality or  benefit/advantage. 

 
Permitted Gift & Entertainment 
Offer or acceptance of occasional 

- Gift (of symbolic/nominal, minor or modest value) 

- Entertainment (as long as the host is present and provided that it does not exceed ordinary amenities) 

that is clearly a token of respect or friendly/business relationship and supports the legitimate business 

interests of the Company is permitted, provided that: 

- It is not related to 

• Any particular transaction/business activity of the Company, or 

• Exchanging for favorable treatment or benefit/advantage of any kind; 
 

- such offer or acceptance should not 

• place the recipient in a (potential) position of obligation/promise to the donor or any person, 

such as promise to do anything for any party and etc. 

• result in compromising any professional judgment or unbiased assessment, or influence the 

making of any business decisions. 

 

If the value of the Gift and/or Entertainment exceeds a defined amount per person, the offer or acceptance 

needs to be declared and approved in accordance with these guidelines by getting approval from senior 

management. 
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Declaration and Approval 
The staff member who offers or accepts any gift of significant value. Entertainment of significant value to or 

from any customers, business partners, contractors, service providers, suppliers, competitors, employees 

of such parties, government officials or any persons possessing influence on the business, should obtain 

the approval of the senior management. 

 

Any repeated, frequent Gift/Entertainment which when taken together may be considered significant should 

be declared and approved in accordance with these guidelines. 

 

All Gifts donated/sponsored by the business partners of the Company for the purpose of Company’s 

functions/events, such as Christmas party, will be used as staff presents for such functions/events. The 

details of all donations/sponsorships and the donors/sponsors should be publicly disclosed and published 

to all staff members for information. 

 
7.10 Political Activities, Lobbying and Contributions  

 
Policy towards prohibiting political contribution 

Generali encourages active civic engagement by its employees worldwide. However, by no mean is the 

Company allowing its subsidiaries to contribute or fund political campaigns or political activities in any 

manner. Any contribution or funding which could be seen as favor  is more of an attempt to influence local 

politics is strictly prohibited. 

 
7.11 Guidelines on Office Visit Arrangement  

 
Policy towards regulating office visit practices: 
 
Staff members shall strictly observe and comply with the following procedures when organizing business 

activities in the office premises such as office tours/visits, training courses and/or conferences for external 

parties such as customers, clients, agents, brokers and/or staff members from sister companies of the 

Generali Group from other countries: 

 
- The host/organizer shall obtain prior written approval from his/her direct supervisor and/or superior 

before the event is held and agree the event agenda with the latter; 

- The use of the office premises for personal meetings or activities is strictly prohibited, unless the prior 

written approval from the direct supervisor and the manager in charge of the HR & Office 

Administration Department has been obtained; 

- After having obtained the consent of the direct supervisor and/or superior, the host/organizer shall 

coordinate logistic support with the HR & Office Administration Department  (e.g. availability of 

meeting rooms, technical equipment, temporary badges, refreshments, insurance cover, emergency 

preparedness, cleaning, etc.); 

- With the assistance of the Administration Department, the host/organizer shall make necessary 

arrangements to address the need of maintaining office and personal health and security, corporate 

image, business confidentiality and convenience of working environment throughout the event; 

- Specifically, the host/organizer shall inform all concerned parties (including but not limited to his/her 

direct supervisor and/or superior) with the agenda details of the event including date, time, number of 

visitors, logistic and organizational arrangements and nature of the event, before the activity takes 

place.  

- The host/organizer shall ensure that sufficient human resources are available throughout the event to 

supervise and accompany the visitors (minimum one staff member every fifteen visitors). Visitors shall 

not be left unattended in the office. Large numbers of visitors at one time shall be avoided; 

- A visitors’ logbook shall be duly maintained by the receptionist for future reference and to facilitate 

audit trails. Details of the visitors shall be logged in upon their first arrival; 

 
- The host/organizer shall obtain and keep throughout the event the contact details of the office 

management and building management in case of an emergency during the event; 

- Events shall not be held on weekends, public holidays, non-working days, lunch break or after office 

hours. Under special circumstances, an event can be organized on weekends, public holidays, non-

office days, lunch break or after office hours due to business reasons, after prior written approval has 

been obtained. In such case, the HR & Office Administration Department shall inform all staff 

members by email to secure any confidential document and personal belongings and lock doors or 

cabinets as far as possible. Visitors shall be restricted to common areas (e.g. boardroom, meeting 

rooms, toilets, reception) and shall not be left free to tour the premises alone and unsupervised. 

- Please note that prior written approval with agenda from the direct supervisor and/or superior are not 

needed under the following circumstances (i.e. general business meetings and visits in the regular 

exercise of office activities): 
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- Normal business meetings with existing or potential business partners; 

- Business meetings with vendors on services’ enquiries; 

- Business meetings with existing or potential clients in relation to their accounts with the 

Company; and/or 

- Business meetings with customers’ on general enquiries. 

 
However, the visitor’s logbook procedures still apply and must be followed. Should you need any 

clarifications in relation to this policy or its observance, please do not hesitate to contact either your direct 

supervisor and/or superior or the Human Resources Department. 

 
7.12 Notice to Employees on Copyright  

 
Policy towards ensuring compliance with local Copyright regulation and to respect at all times intellectual 

property rights and not to use infringing articles in our business. 

 

Throughout the course of your employment with the Generali, it is important for you to comply with the local 

copyright law and pay attention to the policy when discharging your duties. You should note in particular 

the following areas which are relevant in the discharge of your duties. 

 
Computer software 

• Do not copy or modify the software installed in your office computers without permission from the 

Company. Copying or adaptation of software programs may result in violation of the license conditions 

and infringement in copyright. 

• Do not install in your office computer any software licensed for your personal use. Never attempt to 

use copy of duplicated licensed software within the office. 

• Do not bring your own computer to your office to carry out office work without the permission from the 

Company. 

• Do not copy for your personal use any software installed in your office computer. 

• Do not download any software (including “wallpaper”, “sound files” or “screensavers”) from the 

Internet and install it in your office computer without permission from the Company. 

• However, use of parallel imported copies of computer software provided by the company that were 

lawfully made in their place of manufacture would not result in any criminal or civil liability. 

 
Making copies of copyright works 
When making copies of copyright works, you should comply strictly with the terms of license. 
 
Distribution through the Intranet (LAN) or Internet 
Making available unauthorized copies of a copyright work to others through the Intranet (LAN) or Internet is 

an infringing act. Permission from the copyright owner is required if you want to make such distribution. 

 
Playing of musical recordings in public 
You should not play infringing copies or parallel imported copies of musical recordings in the course of 

business of the company. Employees should protect themselves and the Company from civil and criminal 

liabilities. If the employee has enquiries about the policy, please contact the manager or Human Resources 

department for assistance. 

 
7.13 Non-Harassment Policy 

Policy towards promoting a workplace that is free of sexual harassment and of any other type of 
discriminatory harassment. 
 
Scope 

This policy applies to all employees of Generali in the Asia Region in all work-related settings and activities, 

whether inside or outside the workplace, and includes business strips and business-related social events. 

This also applies to the conduct of an employee towards a customer, supplier and contractor. 

 
Policy 

The Company will not tolerate sexual or other types of harassment, and will take all steps necessary to 

prevent its occurrence. While this policy sets forth Generali's goals of promoting a workplace that is free 

from harassment, the policy is not designed or intended to limit Generali's authority to discipline or take 

remedial action for workplace conduct which the company deems unacceptable, regardless of whether that 

conduct satisfies the definition of harassment. 

 
Prohibition of Sexual Harassment 
The Company's policy against sexual harassment prohibits sexual advances, requests for sexual favors 
and other verbal or physical conduct of a sexual nature. 
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While it is not possible to list all those circumstances that may constitute sexual harassment, the following 
are some examples of conduct which, if unwelcome, may constitute sexual harassment depending upon 
the totality of the circumstances including the severity of the conduct and its pervasiveness: 
- Unwelcome sexual advances, whether they involve physical touching or not; 

- Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding one's sex life; 

- Comments about an individual's body, sexual activity, deficiencies, or prowess; 

- Displaying sexually suggestive objects, pictures, or cartoons, including by downloading of such 

materials from the Internet; 

- Unwelcome leering, whistling, brushing against the body, sexual gestures, or suggestive or insulting 

comments; 

- Enquiries in to one's sexual experiences; and discussion of one's sexual activities. 

 

Prohibition of Other Types of Discriminatory Harassment 
The Company's policy also prohibits verbal or physical conduct that denigrates or shows hostility or 

aversion toward an individual because of his or her race, color, religion, sexual orientation, age, national 

origin, disability, or other protected classification, and that: 

 
- Has the purpose or effect of creating intimidation, hostility, humiliation or an offensive working 

environment, 

- Has the purpose or effect of unreasonably interfering with an individual's work performance 

- Otherwise adversely affects an individual's employment opportunities. 

 
While it is not possible to list all those circumstances that may constitute discriminatory harassment, the 

following are some examples of conduct which may constitute discriminatory harassment depending upon 

the totality of the circumstances including the severity of the conduct and its pervasiveness: 

 
- epithets, slurs, negative stereotyping, or jokes, or threatening, intimidating or hostile acts that relate to 

race or other protected classification; 

- written or graphic material that denigrates or shows hostility toward an individual or group because of 

race or other protected classification and that is circulated in the work place, or placed anywhere in 

the Company's premises such as on an employee's desk, workspace or on Company computer, email 

or voicemail. 

 
Escalation Procedure 
Escalation of either sexual or other discriminatory harassment must be brought immediately to the attention 

of the applicable Human Resources Operations Manager. Alternatively, you may contact the Office of the 

General Counsel. 

 

Although reports of sexual or discriminatory harassment maybe made verbally, employees are strongly 

encouraged to make any such reports in writing. Written reports of harassment assist the investigation 

process. 

 

When a complaint is received, the Human Resources Operations Manager, in conjunction with the Office of 

the General Counsel, will promptly investigate the allegation as discreetly and confidentially as possible. 

The investigation will normally include a private interview with the person filing the complaint and with 

witnesses, as appropriate. The investigation will also normally include an interview of the person alleged to 

have committed the harassment. When the investigation is complete, the Human Resources Operations 

Manager or the Office of the General Counsel, will, to the extent appropriate, inform the person filing the 

complaint and the person alleged to have committed the conduct of the results of the investigation. 

 

If the Company determines that a violation of this policy has occurred, it will take such disciplinary action as 

it deems appropriate, including but not limited to counseling, warnings, transfers, suspensions, and/or 

employment termination. This is without prejudice to the right of the company to avail of other remedies 

under applicable laws, rules, and regulations. 

 

Moreover, the Company can and will take the disciplinary action it deems appropriate fit determines that 

conduct which does not meet the definitions in this policy nevertheless is unprofessional, inappropriate or 

otherwise warrants discipline. 

 
Retaliation 
Retaliation against an employee who has complained about sexual or other discriminatory harassment or 

against an individual who has cooperated with an investigation of such harassment is strictly prohibited and 

will not be tolerated. 
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7.14 Entertainment Responsibilities 
Policy towards promoting proper behavior while on business trip or representing the company. 

 

While on business strip or enjoying entertainment with customers/providers/colleagues, all employees are 

requested to adopt proper behavior and not to put the Company at any reputational risk. 

 

In other words, while in business trip employees shall not accept an invitation or take part in any 

“inappropriate” entertainment. In case the company gets to know any such “inappropriate” entertainment to 

have been accepted by any employee, proper action shall be taken at an appropriate time. 

 
7.15. Employee Grievance Policy  

The aim of the Company is to settle a grievance as soon as possible and as close as possible to the 

sources of origin. 

 

If staff members have a genuine grievance about the conditions of work or service, they should first discuss 

their grievance with the immediate Department Head to resolve the matter with the objective of reaching a 

mutually satisfactory resolution. If the grievance is not satisfactorily resolved within a period of two (2) 

weeks, they may take their grievance to the next level of management, i.e. their Division Head. If the matter 

continues to be unresolved, such matter will be forwarded to the Top Management. The Top Management 

will give the judgment within one (1) week and shall be final and conclusive. 

 

If the staff member has a complaint against the immediate Department Head, such complaint should go to 

the next level of management, i.e. your Division Head directly. 

 
7.16 Signing on Behalf of the Company 

Only Generali’s employees who are authorized signatories are allowed to sign or otherwise bind any 

Generali Entity in Asia. The authorized signatories of the relevant entities in Asia are defined under the 

Authorized Signatory list for the relevant entity. 

 

8 Corporate social responsibility 

 

8.1 Policy for the Environment and Climate 
  
Foreword 
The Generali Group, international leader in the insurance and financial world, wishes to take up an active 

role in creating a sustainable future by pursuing a goal of economic development that will lead to 

continuous improvement both of its business results and of the economic, social and environmental 

conditions of the communities in which it operates. 

 

The Group’s Code of Conduct explicitly calls for economic and social development to be based not only on 

respect for fundamental human rights and labor rights, but also on environmental protection, to which the 

Group contributes by promoting the reduction of direct environmental impacts arising from its operating 

activities and of indirect impacts associated with the value chain. 

 

Generali is aware of the impacts that arise from company activities and of the role the Group can have in 

the diffusion of virtuous conduct, promoting the culture of sustainability in all its spheres of influence, 

particularly among employees, clients, suppliers and companies issuing financial instruments. 

 

The Group is also aware that climate change constitutes an environmental, social and economic threat at 

the global level and that an engagement by all to reduce emissions of greenhouse gases resulting from 

human activities is necessary. 

 

Aim and Scope 
The Policy for the Environment and Climate identifies the guiding principles by which the strategies and 

goals of Group companies’ environmental management must abide in order to ensure protection of the 

environment, prevention of pollution and protection and conservation of biodiversity, as well as to meet the 

challenges posed by climate change. 

  

The goal is to provide a framework for the management of environmental impacts in order to improve the 

Group’s sustainability and take into account risks and opportunities that may have a significant bearing on 

the development to fits core business and its ability to create long-term value. The tool through which the 

Group manages environmental impacts, giving effect to the Policy, is the Environmental Management 

System. 
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The Policy for the Environment and Climate covers all activities carried out by the Group’s companies in all 

the various countries where the Group operates. 

 
Commitments 
The basic principles of the Policy are inspired by those expressed in the United Nations Global Compact 

for environmental protection, designed to: 

- support a precautionary approach to environmental challenges through systemic management 

directed at ensuring 

- compliance with regulations and prevention of environmental hazards; 

- promote environmental responsibility and greater awareness of environmental issues on the part 

both of employees and of clients and the public at large, through programmes and initiatives for their 

active involvement on a path oriented towards continuous improvement and creation of shared 

value; 

- encourage the development and diffusion of environmentally friendly technologies, capable of 

supporting efficient management of energy and water resources and protection of biodiversity, 

amounting to effective measures of mitigation and adaptation to climate change. 

 
Main Areas of Intervention 
In order to make the Policy operational and pursue continuous improvement of environmental 

performances, so contributing to the fight against climate change caused by greenhouse gas emissions, 

the Generali Group has identified the following areas of intervention for which specific indicators, and 

respective targets, have been selected. 

- Reduction of its own business’s environmental impacts 

1. Optimization of consumption of natural resources to reduce impacts related to energy, paper and 

water use, waste production and corporate mobility, also with recourse to utilization of low 

carbon products and services. 

2. Periodic monitoring of environmental performances and, in particular, of reduction of greenhouse 

gas emissions in order to assess the Group’s progress on its path oriented towards continuous 

improvement. 

3. Raising employees’ awareness, through information and specific training programmes that 

motivate them to become actively involved and the determining of environmental responsibilities. 

 

-  Integration of environmental and climate aspects in investment strategies 

1. Promotionofenergyinnovationthroughinvestmentsinrenewableenergyresourcesandingreaterenerg

y-efficiencyofbuildings, including those held for investment. 

2. Adoptionofresponsibleinvestmentpoliciesthatalsoincludeenvironmentalrequisites,apt to affect the 

behavior of issuing companies. 

 

- Promoting and increasing awareness of environmental and climate risks 

1. Integration of environmental criteria in the risks assessment methodologies to offer insurance 

and investment products promoting eco-friendly conduct among clients. 

2. Involvement of the Group’s contractual partners so that they too, in their business, commit 

themselves to safeguarding the environment, respecting the Ethical Code for Suppliers of the 

Generali Group. 

3. Fostering a process of cultural innovation in the community geared towards environmental 

sustainability and the prevention of extreme events and natural disasters. 

 

- Engagement in climate policy 

1. Support for research to improve the analysis and management of climate change-related risks by 

means of new actuarial models. 

2. Dialogue and collaboration with governments and national and international associations to 

determine and adopt policies and strategies to fight against climate change and increase the 

resilience of cities and regions, particularly with regard to damage caused by meteorological 

events of catastrophic import. 

 

- Disclosure and transparency 

1. Commitment to convey transparently to its stakeholders the strategies and the results achieved 

in the environmental field, and in the fight against climate change. 
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9 Changes to policies referred in the Employee Handbook 
 

All policies in this handbook are subject to changes by the Company as and when required. Employee shall refer to 

the procedure for the detailed guidelines governing the implementation of the policies included in this employee 

handbook. 

 

Any changed or new policy shall be reviewed by Legal & Compliance and Risk Management departments before 

being enforced and communicated. 

 

All local procedure books shall focus on local legal requirements/adjustments and be reviewed and approved by the 

regional legal and compliance team. 

 
 
 

 
 


