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THE AIRWAYS CODE OF CONDUCT

Working at Airways requires the highest standards of integrity, good conduct 
and concern for the public interest. The Code of Conduct helps our people to 
understand what Airways expects of you, and what you can expect from  
your employer. 

When you work with Airways, you agree to actively demonstrate Airways values and 
abide by Airways’ Code of Conduct and policies. Please read this booklet carefully.  
If you have any queries discuss them with your manager.

Behaviour inconsistent with this Code of Conduct or other Airways policies is not 
acceptable and will result in action being taken including possible disciplinary action.

While this policy will not apply to those who are not employed by Airways, independent 
contractors, trainees and those engaged in work experience are expected to act in a way 
consistent with the principles contained in this Code of Conduct.
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EXPECTATIONS  
OF BEHAVIOUR

All Airways employees  
are responsible for:

1 Behaving in a manner consistent  
 with Airways’ values and this Code

2 Demonstrating good faith in your  
 dealings with Airways 

3 Encouraging others to behave in a  
 manner consistent with this Code

4 Reporting behaviour that is  
 inconsistent with the Code  
 of Conduct

Airways and its managers  
are responsible for:

1 Being a good employer

2 Demonstrating good faith in  
 dealings with you

3 Modelling the standards of  
 behaviour detailed in this Code 

4 Applying this Code to address  
 inappropriate behaviour

OUR EMPLOYMENT RELATIONSHIP

4

OUR VALUES

Airways’ values underpin the way we work and behave in our everyday jobs.  
Our people are expected to behave in a way that demonstrates these values.
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PERSONAL CONDUCT

Be trustworthy, honest and fair. Behave 
in a way, both inside and outside 
of work, which does not negatively 
impact on Airways’ reputation 
or undermine your employment 
relationship with Airways. 

Respect Airways property and resources 
entrusted to you.

Immediately inform your manager if you are 
charged or convicted with a criminal offence or 
any matter which is likely to impact on you holding 
or maintaining aviation security clearance.

Be aware of the potential for, and implications of, 
conflicts of interest and act fairly and impartially.

Ensure that any action carried out in the wider 
context of your association with Airways is not 
at odds with Airways’ values, your profession or 
the expectations of your role.
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Handling Airways property  
and information

Use all Airways property, equipment, information 
and systems for a proper purpose and in 
accordance with any Airways policy or rules. 
Confidential information can cover information 
about customers, staff, pricing, movements, 
manuals, financials, remuneration, technology,  
and services. 

Disclosure or misuse of confidential information 
not only has the ability to damage Airways, 
but could also impact on individual employees 
and customers. For that reason, Airways 
treats unauthorised disclosure or misuse of 
confidential information very seriously.  

For information about managing private 
information and confidentiality please see the 
relevant policies in the Policy Hub.

Activities outside work

Do not undertake any other work or activity 
which may give rise to a conflict of interest or 
interfere with the performance of your duties. 
Ensure that in the course of holding any position 
in a personal capacity (for example membership 
of an external club or association) you do not 
comment on Airways policies, customers or 
operations, unless expressly authorised and 
ensure that your activities do not adversely 
impact on your obligations to Airways.

Relationships with others

Respect other employees and our customers, 
their rights and property and do not interfere 
with their ability to carry out their duties. Work 
to provide external and internal customers with 
excellent service and foster excellent customer 
relations at all times. Treat everyone you work 
with, including your colleagues and customers, 
with courtesy and respect, regardless of 
gender, age, ethnicity, cultural or professional 
background, religion or sexual orientation. 

Development and performance  
of duties

Carry out your duties in an efficient and 
competent manner and comply with Airways 
policies, values, standards and guidelines for the 
performance of your role. Take responsibility for 
your own development and actively participate 
in performance reviews which are designed to 
support our people to develop and perform. 

Fully commit your time and energy to Airways 
during work time. 

Health, wellbeing and safety

Be proactive in contributing to a safe workplace 
by knowing and carrying out your responsibilities 
under health and safety legislation and under 
Airways’ Drug and Alcohol Policy.

Ensure that you follow any reasonable 
instructions with regard to health and safety and 
use appropriate personal protection equipment.
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The following guidelines will 
be followed in the case of poor 
performance, misconduct or a breach 
of Airways policy that does not amount 
to serious misconduct:

1  Advice of the performance concern or 
alleged misconduct: you will be advised of 
the matter causing concern and you will be 
provided with an opportunity to respond and 
provide any explanation.

2  A formal warning: If appropriate, a formal 
warning may be given verbally by a 
manager and subsequently put in writing  
to you. 

3  If there is no improvement in performance 
or further issues occur, a second formal 
warning may be given and provided in 
writing to you.

4  If there is still no improvement in 
performance or a further issue occurs, you 
may be dismissed.

This is a guide only and does not prevent 
Airways from moving to any stage in the process 
should it be deemed appropriate. 

WHEN EXPECTATIONS 
ARE NOT MET
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Serious misconduct

Behaviour which constitutes serious misconduct 
may result in suspension from duties (on pay) 
whilst the alleged offence is investigated, and/or 
may result in dismissal without notice (summary 
dismissal) without prior verbal and/or written 
warnings being issued. 

Operational safety concern

Operational safety concerns identified under the 
provision of CAA’s Rule Part 12 may be raised 
and dealt with under the Airways Just Culture 
Safety Concern Decision Chart for the Just 
Treatment of Individuals. A decision chart and 
explanatory notes are available on our intranet.

The Just Culture process is designed to 
encourage openness and reporting of non-
deliberate operational deficiencies. The Just 
Culture process sets out guidelines to apply 
in the case of a non-deliberate operational 
performance deficiency. Where alleged conduct 
or performance involves an operational safety 
concern, Airways is committed to the fair 
treatment of individuals under Airways’ Just 
Culture Policy.

Protected disclosures

Airways will receive and deal with disclosures 
of “serious wrongdoing” in accordance with the 
Protected Disclosures Act and Airways’ Whistle 
Blower Policy. Please review this policy on inSite.

Your rights

Where you have concerns about a performance, 
misconduct or serious misconduct process 
involving you, you are encouraged to take up 
the matter with your immediate manager (or, if 
necessary, a higher level of management or the 
People team). In many instances this will be all 
that is required to resolve the issue.

At each stage you may seek independent advice 
from a representative. A support person or 
representative may be involved at your request.

You have a right to take a personal grievance 
against Airways in accordance with the 
Employment Relations Act 2000. The Act 
contains a process for resolving employment 
relationship problems in an informal and  
speedy manner.
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Examples of misconduct 

The following acts or omissions are examples 
of misconduct which may result in a warning, or 
ultimately dismissal: 

1  Acting in a negligent or careless manner 
carrying out your duties 

2  Failure to observe safety, health or hygiene 
rules/instruction, which don’t reach the level 
of serious misconduct

3  Failure to report any condition which may 
impact on your ability to properly perform 
your role

4  Failure to exercise reasonable security 
measures in relation to company property, 
information or vehicles

5  Misuse or damage to Airways property 
which do not constitute serious misconduct

6 Frequent lateness or absenteeism

7  Inappropriate and/or disruptive behaviour, 
that does not constitute serious misconduct

8  Failure to work harmoniously and co-
operatively with others

9  Refusal to follow, disregard for or breaches  
of the Airways Drug and Alcohol policy or 
other Airways’ policy which are not classified 
as serious misconduct

10  Any act or omission which, not being  
serious misconduct, has an impact on your 
ability to carry out the functions and duties 
of your position, or is likely to bring Airways 
into disrepute

11  Any other act or omission which could 
reasonably be considered misconduct

Examples of serious misconduct 

The following behaviours are examples of 
serious misconduct, and may lead to instant 
dismissal without notice: 

1  Refusal or failure to undertake the duties 
of a position held, or to carry out the lawful 
instructions of a supervisor or manager

2  Assaulting another person on Airways 
premises or whilst on Airways business

3  Verbal abuse or any other behaviour which 
is likely to cause distress or offence to 
another person on Airways premises or 
whilst on Airways business

4  Harassment, be it sexual, racial or personal 
(bullying), or unwelcome behaviour towards 
customers, visitors or Airways employees 

5  Breach of Airways Drug & Alcohol Policy  
or a refusal to undergo a test in accordance 
with that Policy

6  Gambling while at work or on Airways premises

7  Failure to report a work-related accident or 
incident or customer related complaint

8 Falsification of documents

9  Unauthorised possession, removal or  
use of Airways, another employee’s  
or customer property

10  Failure to declare to Airways a conflict  
of interest

11  Acting in a manner which brings Airways into 
disrepute; or a failure to act which brings it 
into disrepute
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12  Wilful or deliberate acts affecting quality  
or health and safety including disregard  
for these

13  Misuse of, or blatant disregard for, the 
security of company credit cards, finances, 
security or identity cards

14  Unauthorised accessing, copying,  
use, disclosure or misuse of  
confidential information

15  Intentional misuse of time or resources, 
including unauthorised or improper use  
of computer systems or data

16  Fraud or unethical actions. This includes, but 
is not limited to acts of bribery or corruption, 
professional misconduct or breach of 
professional code of conduct or ethics

17 Wilful damage to company property

18 Unauthorised absence from duty

19  Negligence which results in loss to the 
employer, and or affects the relationship  
of trust and confidence

20  Breach of Airways Policy that could 
reasonably be considered serious misconduct

21 Any act of dishonesty

22  Any other act or omission which could 
reasonably be considered serious misconduct

Airways people play an essential 
role in contributing to the overall 
performance and wellbeing of the 
organisation. Your co-operation in 
abiding by the guidelines of the 
Code of Conduct is appreciated, 
so we all can benefit from the 
achievement of both personal  
and Airways goals.
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