
Code of Business Conduct



Welcome to WestJet
We are a proudly Canadian, global airline, and we hold ourselves 
accountable to the highest standard of ethical conduct.  
As WestJetters, including all members of the Executive team and 
Board of Directors, we each have a part to play in ensuring we do 
the right thing, sharing the duty to create and maintain a positive 
and safe work environment for our guests, shareholders and 
business partners. WestJet’s Code of Business Conduct is written 
as a benchmark for your personal and professional actions and 
provides a basis from which to make sound decisions.

Though it is comprehensive, the Code of Business Conduct is not 
meant to be exhaustive in nature. People must put the Code into 
action, and our values of acting like an owner and caring from the 
heart are at the core of living the Code. We are responsible for our 
decisions and accountable for outcomes. Each of us shares the 
responsibility to read and understand the Code, and demonstrate 
ethical behaviour daily.

If you see something that contravenes our Code of Conduct, 
please don’t stand on the sidelines – say something. File a report, 
talk to a leader.

On behalf of the WestJet Board of Directors and Executive team, 
thank you for your commitment.

Ed Sims
President and Chief Executive Officer
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Our Code
WestJet’s Code of Business Conduct (the “Code”) outlines the  
behaviours we must exhibit to uphold our ethical standards 
and act in alignment with our values and basic principles for 
conducting business. It also provides examples of situations  
that you may encounter and the resources that are available 
if you need to seek guidance or report any concerns or  
violations of the Code.

This Code does not, nor could it, address all forms of business  
conduct or employee activity. Therefore, it is your responsibility 
to comply with the spirit and intent of the Code, conduct  
business ethically and to make yourself aware of, and comply  
with relevant laws, WestJet policies and other standards  
governing your conduct.

The Code applies to all employees, officers, and members 
of the Board of Directors of WestJet Airlines Ltd., and its  
subsidiaries, and related entities. We also expect all  
contractors and consultants to abide by the Code in their  
dealings with WestJet.

Violations of the Code may result in the appropriate disciplinary 
action, up to and including termination, in accordance with  
WestJet’s applicable policies including but not limited to the  
Progressive Discipline Policy. Conduct that breaches the Code may 
also violate federal or provincial law and can subject both you and 
WestJet to prosecution or other legal actions.

If you need additional help or clarification concerning the Code, 
please contact your leader or a member of our People or Legal 
departments. WestJet’s other policies referred to in the Code may 
be obtained through Westnet (our intranet site), or in hard copy 
upon request to the People department.

| We are all responsible to comply with the spirit  
and intent of the Code, live our values, act ethically  
and always do the right thing |



Our mission is to enrich the lives of everyone in WestJet’s world 
and our continued success is based on us acting ethically and 
living our values:

» We are committed to safety
» We are positive and passionate in everything we do
» We are appreciative of our people and our guests
» We are fun, friendly and caring
» We align the interests of WestJetters with the interests

of the company
» We are honest, open and keep our commitments

We all share the duty to create and maintain a positive, safe and 
respectful work environment. We owe it to our guests,  
shareholders, business partners and each other to always do the 
right thing and follow our basic principles for conducting business:

» We are responsible to conduct our business with 
unwavering integrity

» We use sound leadership practices to maintain high 
standards of legal and ethical conduct

» We provide an elevated level of respect and courtesy
to our guests

» We adhere to the standards required for the safe operation 
of aircraft and facilities

» We embrace an ownership mentality and share the rewards 
of our success with our people; and

» We are responsible to our shareholders and act within the 
best interests of WestJet

Our Values and Principles



Our Responsibility to Report 
What Doesn’t Seem Right

It is always easier to look the other way when another WestJetter 
is doing something that does not seem right, or when something 
seems out of the ordinary; however, that is not the WestJet way. 
We all share a responsibility to report any violation or suspected 
violation of the Code and we strongly encourage and expect you  
to report what doesn’t seem right.

You have several reporting avenues available and all reports are 
reviewed and investigated if necessary. You can talk to a leader  
or contact a member of the People department, the Legal  
department or, where applicable, a WestJet Employee Association 
representative. Reports can also be made through our safety  
reporting system (AQD) or anonymously through the WestJet  
Confidential and Anonymous Reporting Hotline where you have 
secure web, email and voice-mail options to file your report.  
The hot-line service is managed by an independent third party  
to keep the anonymity of those reporting concerns. If the matter  
is criminal in nature, you may also report the incident to the  
Corporate Security team or the police.

No one who, in good faith, reports a violation or suspected  
violation of the Code shall suffer harassment, retaliation or adverse 
employment consequences. Any retaliation against a person who 
reported a concern in good faith or provided information as part 
of an investigation will be considered a serious disciplinary  
offense. You are encouraged to report what doesn’t seem right but 
it is unethical to report something that you know to be false. Any 
report made with a malicious intent or not made in good faith will 
be considered a violation of the Code.

Refer to the WestJet Confidential and Anonymous Hotline Policy and 
Procedure for more details.

| Retaliation is forbidden against anyone who, 
in good faith, reports a concern or provides 
information during an investigation |



Our Responsibility to Each Other
Respect in the Workplace
WestJet is committed to providing a safe, professional and positive 
work environment, free from  damaging conflict, harassment and 
discrimination, where all of our behavior reflects the mutual respect 
we have for one  another. No one is expected to suffer harassment 
at WestJet, for any reason at any time. Likewise, no one at WestJet 
has the right to harass or discriminate against anyone else, at work 
or in any  situation related to employment, including during off-site  
meetings, training, business trips (including layovers), or when 
representing WestJet at non-work events. Regardless of your  
position at WestJet, you will face disciplinary action, up to and 
including termination, if you violate these requirements.

Harassment is any conduct, comment, gesture or physical contact 
that is known or ought reasonably to be known as unwelcome, 
inappropriate or otherwise offensive to an  individual or a group of 
individuals, where such behavior has the purpose or effect of 
creating an intimidating, hostile or  offensive workplace. Harassment 
may take different forms,  including actions such as:

» Inappropriate comments or jokes
» Intimidation, unfair treatment or misuse of authority
» Display or distribution of offensive materials
» Unwelcome touching, sexual advances and requests

or physical harassment
» Any other unwelcome action that may reasonably

be perceived as offensive, disrespectful or discriminatory

Discrimination is the treatment of a person or a group in a way 
that illegally or unreasonably distinguishes them from other  
people, or denies legitimate opportunities to that person or group, 
based on a characteristic not pertaining to job requirements. 
WestJet does not tolerate discrimination and is aligned with human 
rights legislation which protects employees on numerous grounds 
including:



» Race, skin colour or national origin
» Religious beliefs or practices
» Sex, sexual orientation, gender identify or expression
» Age or disability
» Family, marital or pregnancy status
» Political or union affiliation
» A conviction for which a pardon has been granted

We are also committed to maintain a work environment free of 
violence or the threat of violence. All reports of workplace violence, 
discrimination, harassment, sexual harassment or the misuse of 
authority are taken seriously. We respond promptly to all  
complaints to ensure they are resolved quickly, confidentially and 
fairly. Retaliation is also considered a serious breach of this Code. 
You will face disciplinary action if you retaliate against a person 
who has, in good faith, made a complaint or provided information 
in an investigation.

Refer to the Respect in the Workplace Policy and Procedure and the 
Workplace Violence Prevention Policy and Procedure for more details 
including your rights and responsibilities and the  
procedures for making complaints.

Health and Safety
We care deeply about the health and safety of one another and 
our guests. You are responsible to know and comply with the 
training requirements of your specific role and we must ensure 
that accurate and complete training records are maintained.  
You can help everyone in WestJet’s world get home safely by 
identifying hazards and risks and reporting anything that may 
affect safety. Reporting can be done through AQD or WestJet’s 
Confidential and Anonymous Reporting Hotline.

| We are committed to providing a safe workplace  
where harassment, discrimination and violence are  
not tolerated |

Our Responsibility to Each Other



We recognize there are times when work conditions or tasks may 
be perceived to be dangerous. In these circumstances, you have 
a right to refuse a job if you reasonably perceive the work would 
cause danger to others or yourself. Refer to the Refusal  
of Dangerous Work Handbook for more information.

You are expected to report to work fit for duty and to remain fit 
for duty, free of any negative impacts of alcohol or other drug use. 
You cannot use, possess, distribute, sell or consume illegal drugs 
or alcoholic beverages while working on or off WestJet premises  
or in WestJet aircraft or other equipment. Every WestJetter must 
read and be aware of the Alcohol and Drug Policy and you are 
expected to:

» Participate in the testing program when required to do so,
as outlined in the Alcohol and Drug Testing Procedure

» Ask for advice and follow appropriate treatment if you have
a problem with drugs or alcohol. Remember that WestJet
also has an employee and family assistance program (EFAP)
to support and assist you

» Encourage co-workers to seek assistance before an alcohol
or drug problem impacts safety and job performance

» Report any fellow WestJetter, partner or vendor who appears
to be impaired by drugs or alcohol as soon as you can to
your leader. Don’t endanger our guests and fellow
WestJetters by assuming someone else will take care of it.

Refer to the Alcohol and Drug Policy and Procedure for more 
detailed guidance.

| EFAP is a confidential counselling and information 
service available to you and your immediate family 
members to help with any problems affecting your 
family life, work life or well-being |

Our Responsibility to Each Other



Dispute Resolution
Disagreements can happen in any workplace and whenever 
possible, we encourage you to try to resolve disputes with your 
leader before initiating any formal dispute process. Simply 
treating others with respect, letting them state their point of 
view and being open-minded can go a long way toward resolving 
differences.

If you and / or your leader’s attempts fail to resolve a dispute, 
it is then important to seek further assistance in resolving the 
matter by elevating it to the next level of leadership, your People 
department representative or, where applicable, a member of the 
WestJet Employee Association. We believe that disputes should be 
resolved fairly and equitably within a reasonable time frame. If you 
have a concern about the outcome of a specific dispute resolution 
or the application of progressive discipline, you can appeal by 
following the steps outlined in the applicable Dispute Resolution 
Policy and Procedure, or any other applicable dispute resolution 
mechanism.

Our Responsibility to Each Other



WestJet Assets
Assets include everything that WestJet owns, such as buildings, 
equipment, aircraft, parts, computers, furniture, travel privileges, 
intellectual property, etc. Information is an important WestJet 
asset that also needs to be properly safeguarded. All WestJetters, 
consultants and contractors must use our assets responsibly and 
in accordance with our policies and business needs. You should 
take reasonable steps to protect our assets against undue risks, 
abuse, loss, theft, damage and unauthorized use. You must also 
return all assets, documents and files (including electronic records) 
that are the property of WestJet if you voluntarily or involuntarily 
end your employment or engagement with WestJet.

Personal use
WestJet has many assets that could be used for personal purposes 
such as phones, computers and copiers. We do allow occasional 
and infrequent use of assets but this privilege must not be abused. 
Examples of acceptable personal use include:

 » Making a small number of short local telephone calls to  
 a friend, family member, doctor, or the like
 » Making a personal long distance call only in an emergency
 » Sending and receiving a small number of personal email   

 messages on WestJet computers (note: if personal emails  
 become excessive, WestJet reserves the right to block  
 such email)
 » Making a few personal copies on an infrequent basis.

Access to our systems and the Internet is provided for business 
purposes; however, limited personal use is permitted provided 
that it does not impede or reduce your ability to perform your 
duties or negatively impact WestJet in any way. You may not use 
WestJet resources for the purposes of transmitting or viewing 
objectionable material like sexually explicit images or messages, 
offensive messages, solicitations, harassing messages, or threats. 
You are responsible for any action taken while using our systems 
and misuse may lead to disciplinary action up to and including 
termination.

Our Responsibility  
to Protect Our Assets



There is no expectation of privacy in the personal use  
of WestJet assets. Computer systems and other devices provided 
for work purposes are the property of WestJet. All communications 
and information transmitted by, received from, created or stored 
in our computer system (whether through email, the Internet, 
documents or otherwise) are also the property of WestJet. 
Authorized personnel may open and read any email, electronic 
messages and any data stored on our computer systems. We may 
also find it necessary, as a part of an investigation, to open locked 
desks, file cabinets, or lockers without prior notice; however, these  
are not arbitrary actions and occur only with good reason.

Refer to our Acceptable Use Policy for more information.

Travel Privileges
WestJetters and retirees are extended travel privilege benefits 
including reduced-fare travel for themselves and others who may 
be gifted a buddy pass or designated as a companion, dependent 
or parent. Travel privileges are to be used solely for personal travel 
by you and your designates. You are prohibited from selling these 
benefits for a personal gain (monetary or otherwise) or using the 
privileges for business travel or commuting that is not related to 
WestJet employment. These actions would constitute a misuse or 
theft of company assets and a potential conflict of interest and 
would lead to disciplinary action. Refer to the Travel Privileges 
Policy for more details.

| Limited personal use of our assets is permitted 
provided it is done responsibly and in accordance 
with our policies |

Our Responsibility  
to Protect Our Assets



Intellectual Property
Intellectual property includes items such as trademarks copyrights, 
patents, trade secrets, strategic plans, confidential information, 
photos, videos, data, computer software, creative ideas and 
inventions. Any intellectual property created or developed by 
a WestJetter within the performance of their duties, during or 
outside working hours is the property of WestJet.

You must not use or publish any of WestJet’s intellectual 
property for any purpose unrelated to your work with WestJet. 
Our trademarks, including the term “WestJet”, WestJet logos, 
and tag lines are not to be used for any purpose other than in 
association with WestJet’s business, unless specifically approved 
by the Marketing Communications team. This includes use on the 
Internet, including on websites, chat rooms, social media, etc. Any 
improper use or publication of WestJet’s intellectual property may 
lead to disciplinary and legal action.

WestJet complies with copyright laws and requires you to do so as 
well. You must not use our system or  company-issued computers 
or devices to download, install or make unauthorized copies of any 
photos, software, music, videos or other  file-sharing services that 
violate copyrights. You are also expected to comply with copyrights 
on books, training materials, etc. and this material should not  
be copied or published without the permission of the  
copyright holder.

Our Responsibility  
to Protect Our Assets



Categories of Information
While aircraft, hangars, buildings, office equipment and spare 
parts are obvious assets we can all see, information is also an 
important WestJet asset that must be protected and carefully 
controlled. A classification system has been developed to establish 
specific standards for each category of information. Unless 
specifically published for external use, all WestJet information, 
records, reports, data, policies and plans are considered company 
information and should not be disclosed without proper 
authorization. Refer to the Data Security Policy for more details on 
how you should handle the four categories of WestJet information:

 » Restricted: most sensitive information intended strictly for   
 use within WestJet where unauthorized disclosure could 
 seriously and adversely impact WestJet, our business  
 partners and guests; for example, strategic plans, trade   
 secrets, litigation memos, earnings forecasts, new product,   
 route launches or route profitability
 » Confidential: less sensitive information intended for use 

 within WestJet where unauthorized disclosure could  
 adversely impact WestJet, our business partners and guests   
 for example, financial information, employee performance   
 evaluations, passwords, supplier lists, internal audit reports
 » Internal use: information that is not sensitive to internal   

 disclosure but could harm WestJet if disclosed externally  
 for example, internal policies and procedures, internal  
 memos, emails, videos, corporate communications, Westnet   
 updates and articles
 » Public: information that has been authorized for public  

 disclosure and may be freely disseminated as it would not   
 harm WestJet, our business partners or guests; for example,  
 job postings, product and service brochures, advertisements,   
 approved press releases and publicly issued financial reports

Our Responsibility  
to Protect Our Information



Remember that non-public information, or information that is 
classified as either restricted, confidential or internal can take 
on many forms including hardcopy documents such as memos 
and letters as well as information in electronic form such as 
spreadsheets, computer programs, emails, social media posts, 
display screens, computer files and flash drives.

Unauthorized Release and Access
It is important to understand that any unauthorized release or 
use of WestJet’s non-public information can directly harm WestJet, 
causing us to lose a competitive advantage, impair investor 
confidence and damage relationships with guests and suppliers.  
If you release non-public information without proper authorization 
or use it for personal gain, you will be subject to internal discipline 
measures and face potential legal implications. This obligation also 
continues after your employment or working relationship  
with WestJet ends and for as long as the information remains  
non-public.

There are many ways in which our systems can be misused or 
WestJet’s information or security compromised, causing risk to 
WestJet and to others connected to or using our systems. Always 
protect your work-related user IDs and passwords and keep your 
security cards safe. You must never allow unauthorized people to 
use or access them. Whenever you leave your personal computer, 
laptop or work station unattended, make sure you log off or 
otherwise lock your system and secure any paper documents that 
may contain any restricted or confidential information.

| It is inappropriate to externally share, release or 
post our non-public information unless you have 
the proper authorization to do so |

Our Responsibility  
to Protect Our Information



Non-Disclosure Agreements
You may occasionally become aware of confidential information 
about suppliers, contractors, consultants or other persons, or have 
knowledge from a prior employer which is not generally known to 
the public. It is against our principles to take personal advantage 
of this knowledge and you should not share any proprietary 
information you have gained. Other companies may wish to share 
what they characterize as restricted or confidential information 
with you or WestJet, or we may need to share our information with 
other companies in certain circumstances. There are many legal 
dangers in accepting or providing such information without proper 
agreements in place. For that reason, WestJet’s Legal department 
should be involved so that non-disclosure agreements are created 
and signed to protect both parties before the transfer of any 
restricted or confidential information occurs.

 

Our Responsibility  
to Protect Our Information



Electronic Communications and Social Media
Email, texts, instant messages and various social media options 
allow us to communicate quickly and from almost anywhere using 
any device. This ease of use and high accessibility makes it even 
more important that you communicate respectfully and carefully 
in all electronic formats. You need to be mindful that electronic 
communications are permanent and can easily and quickly be 
shared with a larger audience. Messages sent from WestJet’s 
systems and devices should not be considered private and may  
be monitored and used during the course of an investigation.

Before sending any  work-related message, you should ensure 
the communication is respectful and is only sent to those people 
who need to know the information. You should consider personal 
conversation alternatives if the information is especially sensitive. 
Outside of work, you should never send or post any restricted, 
confidential, internal or otherwise non-public information or 
any messages or images that could tarnish WestJet’s reputation. 
Your online conduct is held to the same standard as your in-
person interactions and you are responsible to communicate 
appropriately and protect WestJet’s reputation and non-public 
information.

While all WestJetters are welcome to participate in online 
commentary, when it comes to representing WestJet, it is 
important that you understand and follow our guidelines  
and participate in online social media in a meaningful, respectful 
and relevant way that protects our reputation and adds value(or 
does not diminish or harm) to our business and our culture.

| Posting any material that damages  
or negatively impacts WestJet’s reputation  
or image is unacceptable |

Our Responsibility  
to Communicate Respectfully



Publishing or posting material on the Internet that damages or 
negatively impacts WestJet’s reputation or image is not permitted. 
The following are some examples of prohibited conduct, occurring 
either offline or online, including on websites, chat rooms, bulletin 
boards, newsgroups, blogs, or similar media forums such as 
Twitter,Facebook, Instagram and YouTube:

 » Using WestJet’s name or trademarks in connection with  
 illegal, defamatory, offensive or  sexually-oriented images,   
 photographs or statements;
 » Making any comments or statements about our guests  

 or publishing images of our guests without consent
 » Posting or publishing images of yourself or other  

 WestJetters in uniform, or otherwise identifying you or    
 others as WestJetters in online publications or messages   
 that are in some way associated with illegal, negative,  
 offensive or  sexually-oriented images or any material that   
 could damage or negatively impact WestJet’s reputation.

Refer to our Social Media Guidelines and the Acceptable Use Policy 
for more information.

News about WestJet
Information distributed to traditional media sources such as 
television, radio, newspapers, and magazines and similar forms  
of media must be consistent with our communications policies  
and the law. It is extremely important that only designated persons 
communicate with representatives of the media. If you are  
contacted or questioned, always refer members of the media  
to media@westjet.com. Before you make external presentations 
on behalf of WestJet, please submit a request to do so through the 
speakers bureau form found in the media and investor relations 
section of westjet.com. Ensure the material is reviewed by WestJet’s 
Marketing Communications department and additionally by  
the Finance department if it contains any financial information.

Our Responsibility  
to Communicate Respectfully



Our Responsibility  
to Communicate Respectfully

Investigations and Lawsuits
If you suspect there has been a violation of the Code, report your 
concern but do not take it upon yourself to conduct any sort 
of investigation. All reports are reviewed and if an investigation 
is required it will be performed by appropriately designated 
individuals to ensure it is conducted in accordance with the law 
and our policies. If you are interviewed or requested to provide 
information as part of an investigation, you have a responsibility  
to cooperate and provide the information you know in an honest 
and respectful manner.

All investigations are confidential and you are not to advise anyone 
in the workplace, or otherwise connected with the workplace, that 
the investigation is going on.  It is expected that you will keep 
confidential all information you discuss with the investigator and 
will not ask individuals if they have participated in the process, nor 
speak to any individuals who may participate in this process about 
the subject matter of the investigation or the contents of their 
discussions with the investigator.  It is also our expectation that 
while the investigation is ongoing, you will not reach out to the 
media or provide comment if you are contacted by the media. 

If you are ever served with documents related to a lawsuit, or given 
any other legal documents pertaining to WestJet, including any 
documents where you or another WestJet employee is named  
and WestJet is not named, but relates to you or another 
employee’s work at WestJet, you shall immediately contact and 
forward the documents to the Legal department. Do not discuss 
the particulars of a lawsuit or other legal action with the media  
or others outside of WestJet and never throw out, shred,  
or otherwise discard or destroy papers, electronic documents,  
or other evidence related to any legal action without the approval  
of the Legal department.

| Report any violations or suspected violations but 
do not take it upon yourself to conduct any sort 
of investigation. Investigations should only be 
performed by designated individuals |



Understanding When a Conflict Can Exist
A conflict of interest occurs when you place or find yourself  
in a position where your private interests conflict with the interests 
of WestJet or have an adverse effect on your motivation or the 
proper performance of your job.

Any actions or decisions that could result in improving your own 
personal interest or monetary gain or someone with whom you 
are associated while at the same time hurting WestJet’s interest  
or otherwise adversely affecting WestJet, is a conflict of interest.

An actual conflict of interest need not be present to constitute 
a violation of this Code. Activities that create the appearance of 
conflict of interest must also be avoided in order not to negatively 
affect WestJet. Never put yourself in a position where you are 
competing against WestJet or in a conflict of interest while 
employed by WestJet. Even after your WestJet employment ceases, 
you must not take advantage of any corporate opportunity that 
is available through the use of our property or through access to 
non- public information available to you.

The following sections are presented as a guide, not an exhaustive 
list, of different situations where the potential for a conflict of 
interest may arise.

Family Members and Close Personal Relationships
A conflict of interest could occur if you have the ability to influence 
or enhance the interests of a family member, friend or someone 
you have a close personal relationship with. Your personal 
relationship with another WestJetter or contractor should not 
influence your judgement regarding matters related to their hiring, 
promotion, compensation, performance evaluation or discipline. 
If your judgement regarding work related matters is or could be 
perceived as being impaired due to a personal relationship, you 
must disclose that relationship to your leader and/or your People 
department representative.

Our Responsibility to Avoid  
a Conflict of Interest



If your family member, friend or someone you have a close 
personal relationship with is one of our guests, you must avoid 
providing any unauthorized preferential treatment to them. It is 
important that you follow our acceptable processes regarding 
ticket reservation, pricing, issuance and exchange and that you 
legitimately apply or credit any form of payment. Unless there 
is a valid business reason for doing so, you should never waive 
fees or inappropriately award a guest discounts, preferential 
boarding, upgrades or complimentary products due to a personal 
relationship you have with them.

To avoid a conflict of interest or the appearance of a conflict, 
you should not use Sabre Interact or TTS (our guest reservation 
systems) to directly access a booking or travel bank account for 
yourself, your travel designates, family members or someone that 
you have a close personal relationship with, unless you are doing 
so to cancel a booking. Any unauthorized access or unethical 
manipulation of a booking, travel bank or WestJet dollar account 
will lead to disciplinary action up to and including termination.

Outside Employment and Consulting Work
WestJet does not strictly prohibit outside employment or 
consulting work; however, you cannot participate in outside 
work that results in divided loyalties or that encroaches on the 
time or attention that should be devoted to your WestJet duties. 
To determine if divided loyalties are a possibility, consider the 
following questions:

 » Could the outside work provide an incentive to make  
 decisions or to take actions while performing your WestJet   
 job that would be unfair or detrimental to WestJet?
 » Could the appearance of improper influence be possible  

 if you took the outside employment?

| A conflict can exist when your personal or 
financial interests conflict with the interests  
of WestJet |

Our Responsibility to Avoid  
a Conflict of Interest



The following are examples of employment outside of WestJet that 
are prohibited:

 » Working for any supplier, customer or vendor of WestJet  
 that could result in divided loyalties
 » Performing activities that support or promote a competitor
 » Working as a travel agent, either independently or for  

 an agency
 » Working a job that interferes with your personal  

 performance or time requirements of your WestJet position.

Working for a competitor (such as another airline), either as 
an employee or as a consultant, may be allowed in limited 
circumstances. Such employment must be disclosed to the People 
department who will assess, based in part on consideration of the 
questions above, whether it would be permitted. If we determine 
that your outside work interferes with your performance or 
ability to meet the requirements of WestJet, you may be asked to 
terminate the outside employment if you wish to remain employed 
by WestJet.

Personal Benefit From WestJet Business
There is always the potential for a conflict of interest when 
personal benefit from a business situation is involved. In most 
cases, you should receive no additional benefit from a business 
transaction beyond your WestJet compensation. The following  
are examples of situations where personal benefit conflicts  
might occur:

 » Receiving any form of payment or personal benefit from   
 suppliers for purchasing their products for WestJet use 
 Taking advantage of inside information for personal gain  
 (i.e. renting space in a building in which WestJet intended  
 to rent space and then trying to sublease it to WestJet  
 at a profit)
 » You represent WestJet in any transaction where you or  

 a family member has a material financial or other significant   
 personal interest in the transaction
 » Making use of or disclosing, for personal gain or otherwise,   

Our Responsibility to Avoid  
a Conflict of Interest



 any information concerning WestJet which is not generally   
 known to the public
 » Participating in purchasing decisions without disclosing that   

 a relative or close friend is associated with a supplier

Investment in Other Businesses
You should avoid creating divided loyalties or the appearance of 
divided loyalties in your personal investment decisions. This issue 
is most likely to occur if you invest a significant amount of money 
in either a WestJet supplier or competitor and you are in a position 
to influence WestJet decisions that could affect your investments.

The following are examples of a conflict in interest involving the 
investment in other businesses:

 » You have the authority to purchase items from a company  
 in which you are heavily invested
 » You have influence over the choice of new routes and  

 recommend against entering a market that is already very   
 profitable to a competitor in whose stock you are heavily 
 invested.

If you are not in a position to influence WestJet decisions,  
or if the amount of your investment in a supplier or competitor  
is relatively small then a conflict of interest is more unlikely.

Our Responsibility to Avoid  
a Conflict of Interest



Outside Directorships
The following restrictions apply to you in relation to membership 
on the board of directors of another organization:

 » Outside directorships, other than homeowner or  
 neighborhood association boards, must be disclosed to the  
 People department, and upon review, may require the  
 approval of the Legal department or CEO
 » You may not serve on the board of directors of a competitor
 » You may not serve on the board of directors of an  

 organization that promotes the interests of a competitor   
 without the approval of the WestJet Board of Directors
 » If, as a member of the board of directors of another  

 organization, you encounter a situation where your role as   
 a director may be in conflict with WestJet’s interests, you   
 must withdraw from that situation or resign the directorship

Disclosing a Potential Conflict
If there is any possibility that you may be involved in a scenario, 
outside activity or investment that might be considered a conflict 
of interest, as has been defined above, you must promptly report 
it to your leader.

If WestJet determines that there is a conflict of interest, you 
will receive written instructions detailing the specific steps you 
must take to resolve the conflict. You will also be notified if it is 
determined that no conflict exists; however, you have an ongoing 
obligation to report any significant changes in the situation. Any 
breach of the conflict of interest provisions may lead to disciplinary 
action up to and including termination.

| Any conflict or potential conflict scenario 
you may be involved in should be immediately 
disclosed to your leader |
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Dealing with Suppliers
We expect our suppliers will demonstrate values of the same 
or higher standards as our own. We strive to ensure suppliers 
are aware of all WestJet policies that apply to the work and 
responsibilities they have been engaged for and that they 
understand our expectation of compliance. It is in WestJet’s 
best interests to select suppliers based on the merits of their 
offerings. This can mean more than just the lowest price; suppliers 
are selected based on several criteria including technological 
capabilities and compatibilities, quality of product, responsiveness, 
delivery capability, financial stability, etc. You should never select 
suppliers because of personal favours or advantages they may 
offer you and should avoid the appearance of such favouritism.

You should not provide WestJet’s non-public information or 
accept similar information from a supplier without a signed non-
disclosure agreement. Supplier prices are generally not considered 
sensitive information and do not typically require a non- disclosure 
agreement unless the supplier insists upon it. Pricing information 
may be shared within WestJet on a need-to-know basis; however, 
you should not share the pricing information of one supplier with 
another supplier.

WestJet prohibits our suppliers from using our name, logo or 
trademarks in their advertising, promotions or press releases 
without the approval of the Marketing Communications team.  
You can provide references to other prospective customers of  
a supplier provided it is truthful and factual regarding the product 
or service provided; however, you may not provide pricing 
information to anyone seeking a reference about  
a supplier.

Refer to the Procurement Policy for further details regarding 
sourcing and dealing with suppliers.

Our Responsibility to Our  
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Gifts and Entertainment
You should not receive from or give any supplier, guest  
or business associate any gifts or entertainment, including meals, 
or other benefits if it is intended to unduly persuade or influence 
someone to make a business decision. When appropriate 
business reasons exist and proper accounting is made, reasonable 
expenses for entertaining suppliers, guests or other business 
associates are allowed. For example, occasionally taking a business 
associate to lunch at a location nearby is acceptable, but providing 
lavish weekly entertainment is not. When receiving or providing 
gifts and entertainment you will comply with the following:

 » It should conform to general and accepted business  
 practices and ethical standards and, if subsequently  
 disclosed to the public, should not in any way embarrass   
 WestJet or the other party
 » It should not be extended or accepted if it could  

 be seen as extravagant, unduly frequent, or would not  
 be in compliance with our policies or those of the  
 recipient’s employer
 » It should never be solicited or requested
 » The offer or acceptance of a payment of cash or other  

 monetary gift is strictly prohibited
 » It cannot be construed as bribes or kickbacks
 » It does not violate any law or regulation

Decisions made on behalf of WestJet must be free from personal 
influence. Accepting gifts and entertainment from suppliers, 
guests, business partners, or others can create a sense of 
obligation, or give the impression that an obligation has been 
created. For that reason, you must exercise great caution when 
you are offered any kind of a gift, promotional item, invitation to 
dinner or sporting event, or the like. 

Caution must also be applied if gifts are offered to your spouse 
or partner. You may, however, accept promotional items and 
gifts, which do not go beyond common courtesies and generally 
accepted business practices, such as reasonable business meals 

Our Responsibility to Our  
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and attendance at entertainment events provided a representative 
of the supplier/business partner is in attendance with you.

Business conditions may require that certain departments of 
WestJet impose more restrictive limitations on the acceptance of 
gifts and entertainment. The standards of conduct in this section 
cannot, however, be superseded by less restrictive departmental 
standards. If you are unsure about a situation concerning the offer 
of a gift as discussed in this section, please contact your leader to 
determine the proper course of action.

Fair Competition
WestJet must never make agreements with competitors that set 
prices, divide up customers, markets, or otherwise restrict supply. 
Agreements of this kind are likely to be illegal and subject to 
criminal sanction. If you have contact with persons working for  
a competitor, you must avoid discussing or exchanging 
information on prices, fares, costs, market share, route plans  
or schedules, marketing programs, vendor and labour costs and 
any other competitively sensitive or strategic information.

Under no circumstances should you participate in, or knowingly 
assist others in conduct which is in violation of competition or 
business practices, laws and regulations of any jurisdiction in 
which WestJet does business. Prohibited activities may include 
items such as:

 » Agreements of any kind with competitors, unless approved   
 by the Legal department including joint ventures and  
 strategic alliances
 » Agreements of any kind with a competitor in response to   

 requests for bids or tenders
 » Making false representations in advertising or promotional   

 materials.

Contact the Legal department with respect to any questions 
or activity that may fall within these categories. Refer to the 
Competition Law Policy for more information.

Our Responsibility to Our  
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Competitive Information
You may obtain and use information about a competitor that 
is in the public domain or that can be obtained by legal means; 
however, the following are not permitted in any circumstance:

 » Corporate espionage actions such as using listening devices,   
 gaining access to buildings by deception, buying information   
 from competitors’ employees, hacking employee 
 computer systems, and the like
 » Contracting a consultant, lawyer, auditor, or other person   

 who has worked at a competitor with the intention of  
 gathering sensitive information that was shared with that   
 person during the course of their work with the competitor
 » Misrepresenting oneself to gain access to a competitor’s  

 information (i.e. pretending to be a reporter or a repair  
 person)
 » Requesting information from business partners, suppliers,   

 and others who may have access to sensitive information   
 about competitors that is otherwise unavailable.

Trade Associations
Before joining a trade association, please contact the Legal 
department for approval. In general, to be consistent with 
applicable competition laws, a trade association must serve  
a legitimate purpose. Discussions must adhere to a clear and 
written agenda and discussions about competition, prices, plans 
or any other competitive factor must be avoided. Caution should 
be used in any written or oral communications; in particular, 
ambiguity and statements that imply any unlawful activity, 
agreements with competitors or other unlawful activity should  
be avoided. Refer to the Competition Law Policy for more 
information and definitions related to fair competition.

| No gift or entertainment can be given or 
accepted if it is intended to unduly persuade  
or influence a business decision |
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Dealing With Public Officials
Applicable anti-bribery laws, including Canada’s Corruption of 
Foreign Public Officials Act, the Criminal Code and the U.S. Foreign 
Corrupt Practices Act, prohibit giving or offering to give money, 
advantages or benefits of any kind to a domestic or foreign public 
official in order to gain a business advantage. A public official is  
a person holding one of the following types of jobs:

 » Any employee, official or agent of any governmental or  
 regulatory agency, authority or instrumentality
 » Any person who holds a legislative, administrative or judicial   

 position with any governmental or regulatory agency,  
 authority or instrumentality
 » Any employee of a wholly or partially state owned or  

 controlled corporation or enterprise
 » Any employee, official or agent of a public international   

 organization.

Refer to our Business Integrity Policy which sets out clear 
expectations for all WestJetters, agents and contractors in their 
interactions with all public officials, whether they are domestic or 
foreign. No WestJetter shall provide any form of gift or benefit to 
a public official we deal with without first obtaining approval of 
the Legal department. You should never make, authorize or cover 
up an improper payment to a public official. Any violation of the 
Business Integrity Policy is grounds for disciplinary action up to 
and including termination.

Our Responsibility to Our  
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Lobbying
Lobbying can involve any contact regarding WestJet’s business 
with elected or public service officials of government at any level 
(i.e. municipal, provincial/state, or federal), other than for simple 
information requests. WestJet is registered under the Canadian 
Lobbying Act and expects that all WestJetters will conform to 
it. Under this act, we must file monthly reports revealing any 
communications we have had with designated public officials. 
Prior to contacting or communicating with any public official, you 
should consult with WestJet’s Government Relations department to 
make certain you understand and comply with the applicable laws 
related to lobbying activity and to ensure this activity is captured in 
the required monthly reports.

Political Contributions
You are entitled to support the political party of your choice using 
your own funds; however, in no circumstances are you allowed 
to associate WestJet with your activities or donations without 
proper approval. For example, do not use WestJet letterhead when 
submitting a donation.

Our Responsibility to Our  
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Privacy
Protecting the privacy of our guests, WestJetters and other  
individuals is an important legal requirement. The Personal  
Information Protection and Electronic Documents Act (PIPEDA)  
was designed to ensure that companies storing and managing 
personal information (whether electronically or in paper form) 
responsibly collect, use and disclose it in accordance with PIPEDA.

The following points outline WestJet’s commitment to 
maintaining privacy:

» When collecting information about a guest, we are obligated 
to tell them why we collect that information. If we then want 
to use the information for other reasons, we must notify the 
guest and request their approval

» Information about a guest cannot be disclosed to others 
without the guest’s permission or consent

» Personal information about an employee shall not be 
disclosed to anyone outside the organization without the 
employee’s knowledge and permission, and personal 
information about an employee may only be disclosed within 
WestJet or to WestJet’s external consultants for the purposes 
of administering the employee relationship

» An employee or guest has the right to view their personal 
information that we have collected and can request changes 
if it is not accurate or up to date

Personal information that WestJet stores electronically must be 
strongly protected so that only authorized people can access it. 
Paper files containing personal information must also be kept  
in a restricted area and locked up when not in use. Refer to the 
Employee Privacy Policy for details regarding our commitment to 
maintaining the privacy of WestJetters’ information. Refer to the 
Privacy Policy link on westjet.com for details about our commitment 
to maintaining the privacy of our guests’ personal information.

| We are committed to maintaining the privacy of 
our guests and WestJetters |

Our Responsibility to Our Guests 
and the Public



Respect for Our Community
We have a responsibility to the communities in which we live and 
operate and we comply with local laws, rules and regulations.  
We operate in an environmentally responsible manner, even  
in the absence of regulation.

Refer to the Environmental Policy and the Corporate Environmental 
Manual for more information.

When possible, WestJet will support selected not-for-profit  
organizations that meet a compelling need within a community  
in which WestJet has a business presence and an employee base. 
We strongly encourage you to take part in volunteer activities 
to support your community. Unless otherwise approved by your 
leader, volunteer work should be performed outside your working 
hours and must not present a conflict of interest or a detriment to 
your performance at WestJet. An organization you volunteer with 
cannot use WestJet’s name or trademarks without prior approval 
from the Marketing Communications team and you may not solicit 
other WestJetters or guests on WestJet premises or at airports 
without express approval from leadership.

Refer to the Internal Donation Requests Policy and Procedure for 
more information.

Our Responsibility to Our Guests  
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Our Responsibility  
to Our Shareholders

Insider Trading and Tipping
Insider trading is the buying or selling of a security (stocks) when 
you have certain undisclosed material information about  
a company whose securities you are trading. Closely related to the 
concept of insider trading is that of “tipping” which is the sharing 
of undisclosed material information with another individual. 
Insider trading and tipping are against our policies and are illegal.

You are prohibited from purchasing or selling securities of WestJet 
or any other company if you have knowledge of undisclosed 
material information with respect to that company. Undisclosed 
material information is non-public information that would 
reasonably be expected to have significant effect on the market 
price of a company’s securities. In other words, it is information 
that a reasonable investor would consider important in making  
a decision to evaluate, purchase, hold or sell securities and which 
the company has not publicly disclosed.

The following are examples of the types of events or information 
which may be considered material: financial results; financial 
forecasts; new securities issues; possible mergers, acquisitions, 
divestitures, joint ventures and other purchases and sales of or 
investments in companies; gaining or losing important contracts; 
significant new partnering or code-sharing arrangements; 
introduction of major new routes outside our historical business 
model; litigation developments; major changes in business 
direction; and labour disputes. This list is not exhaustive in 
describing what may constitute material information, so if you 
are ever uncertain, contact the Legal department before trading 
WestJet securities.

Refer to the Disclosure, Confidentiality and Trading Policy which 
more fully outlines insider trading terms, conditions and 
restrictions. 



Accounting and Business Practices
WestJet is required to prepare its financial statements in 
accordance with International Financial Reporting Standards (IFRS) 
in Canada. To ensure the reliability of our financial reporting, you 
must execute transactions in accordance with our policies and 
procedures. We have created finance policies that define how 
goods and services are sourced, contracted and purchased, how 
expenditures are authorized, what expenditures are permitted  
and how the items are accounted for. Refer to the following 
policies for more details: Procurement Policy, Contract Policy, 
Signature Authorization Policy, Capital Assets Accounting Policy, 
and the Corporate Expense Policy.

We are required under securities laws, tax laws, and other laws and 
regulations to keep books, records and accounts that accurately 
reflect all transactions and to provide an adequate system of 
internal accounting controls. You are expected to ensure that 
those portions of WestJet’s books, records and accounts for which 
you are responsible are valid, complete, accurate and supported 
by appropriate documentation in verifiable form.

You may NOT do any of the following:

 » Make false or misleading entries in WestJet’s books or    
 records (financial, training, etc.) for any reason; Improperly   
 accelerate or defer expenses or revenues to achieve  
 financial results or goals
 » Use WestJet’s assets or funds for any unlawful or improper   

 purpose;
 » Make or approve any payments without adequate  

 documentation that supports the business purpose
 » Sign any documents believed to be inaccurate or untruthful
 » Conceal from leadership or WestJet’s internal and external   

 auditors, any operational or financial transaction, record,   
 asset, liability or other information

The above list is by no means exhaustive and any suspected 
breach of our accounting practices, record maintenance and 
internal controls should be reported.

Our Responsibility  
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Resources
The Code provides some detailed guidance but cannot address 
every situation you might face. We rely on you to live our values, 
act with honesty and integrity, and exercise good judgment when 
making decisions. If you are ever uncertain, please seek guidance 
from your leader, a member of the People or Legal department 
or, where applicable, your WestJet Employee Association 
representative. Remember that you are also responsible to report 
anything that does not seem right, either to one of the resources 
above or through WestJet’s Confidential and Anonymous Reporting 
Hotline or AQD.

Waivers
It is not intended that there be any waivers from complying 
with this Code and one would only be granted in extraordinary 
circumstances. The Board of Directors must approve any waiver 
for a board member or executive officer which would then be 
disclosed as required by applicable securities laws. Non-executive 
WestJetters can only be granted a waiver by an executive officer, 
with the concurrence of the Corporate Secretary, and such waivers 
would be disclosed promptly to the Board of Directors.

Other Resources and Waivers



Other policies
The various other policies and procedures referenced in this Code 
are available on Westnet or can be obtained by request to the 
People department. Review the following additional documents  
for more details as it pertains to your situation:

» Alcohol and Drug Policy and Procedure 
» Acceptable Use Policy
» Business Integrity Policy
» Capital Assets Accounting Policy 
» Competition Law Policy 
» Contract Policy
» Corporate Expense Policy 
» Data Security Policy
» Disclosure, Confidentiality and Trading Policy
» Dispute Resolution Policy and Procedure
» Employee Privacy Policy
» Environmental Policy and Corporate Environmental Manual
» Internal Donation Requests Policy and Procedure
» Procurement Policy
» Progressive Discipline Policy
» Refusal of Dangerous Work Handbook
» Respect in the Workplace Policy and Procedure 
» Signature Authorization Policy
» Social Media Guidelines 
» Travel Privileges Policy
» WestJet Confidential and Anonymous Hotline Policy and 

Procedure 
» Workplace Violence Prevention Policy and Procedure

Other Resources and Waivers



Q A co-worker has complimented me on my 
improved fitness level but recently started 

telling me I look sexy in certain outfits.  
This made me uncomfortable so I told him to 
stop. What should I do if this continues or am 
I just overreacting?

A You have the right to a workplace free 
from harassment where behaviour reflects 

mutual respect. The comments would  
be considered harassment and you should report 
your concern if this type of behaviour continues.

Q A co-worker often tells racial jokes that 
don’t seem to offend others on the team 

but that are clearly inappropriate. 
What should I do?

A Joking about discrimination is no laughing 
matter and this behavior  

is something that is not condoned. You can 
respectfully discuss your concerns with the 
WestJetter making the jokes and request that it 
stop. If you are not comfortable having that direct 
discussion or you have the discussion and the 
jokes persist, you should report your concerns.

Q One of my direct reports advised me 
about a potential safety issue in the 

baggage handling area but it can’t be all that 
serious or I would have heard about it from 
others. Should I take any additional action?

A You have a responsibility to fully 
understand the concern and ensure 

it is properly reported and addressed. Safety  
is our top priority and concerns should never 
be brushed aside.

Q A co-worker has been coming to work 
with alcohol on her breath. She doesn’t 

seem intoxicated and I know she is having some 
personal issues at home so should I just hope it 
improves over time?

A You should report your concerns 
immediately as we must place the safety 

of our workplace, our guests and each other first 
and ensure your colleague gets the help and 
support they may need.

Q I suspect that my leader is selling his 
buddy passes but I don’t have any 

concrete evidence. Should I worry about my own 
reputation or employment if I come forward with 
the concern?

A You have an obligation to report what 
doesn’t seem right. If you report a concern 

in good faith because you have a reason to 
believe or suspect a violation has occurred then 
you will be protected from any retaliation.

Q Can I recommend a family member for 
a posted position at WestJet or would  

this create a conflict of interest?

A You can recommend a family member for 
employment but you must ensure that 

you are not involved in the hiring decision and 
that you would have no ability to influence or 
enhance the person’s interests if they are hired, 
for example, they could not work directly for you.



Q A vendor has offered me tickets for  
an upcoming hockey game but I was 

 not sure if I could accept them.

A You can accept the tickets if the 
circumstances meet our general and 

accepted business practices and ethical 
standards. In other words, it is not extravagant or 
unduly frequent, a representative

Q I was attending an airline industry 
conference and an employee from a 

competitor mentioned that they are adjusting 
their fares in a particular market and that we 
would be crazy not to do the same. I excused 
myself from the conversation immediately, 
without commenting, but did I really have to be 
concerned as he was a fairly junior employee?

A You did the right thing by avoiding any 
discussion with competitors on fares or 

markets. Discussions with competitors about any 
competitive or commercially sensitive matters are 
prohibited by our policies and may be illegal.

Q A close friend is having issues at home 
and is suspicious about her husband’s 

business trips. She does not have consent to 
access his bookings so she asks me to check his 
recent itineraries to see if someone else has been 
travelling with him. Can I provide this information?

A No. You are not allowed to disclose 
personal information of our guests to 

anyone that does not have the proper consent to 
access that information.

Q My neighbor finds the airline industry 
fascinating and is always asking me about 

our upcoming earnings projections and whether 
he should become an owner. He is not active in 
the stock market so I casually share what I know 
about our undisclosed financial performance and 
upcoming strategies, is that okay?

A No. You should never discuss WestJet’s non-
public information with people outside of 

WestJet, even if done casually, as this would be 
considered “tipping” and it is a serious breach of 
the law and our internal policies. You should also 
avoid discussing any restricted or confidential 
information with other WestJetters unless they 
have a need to know the information.



Thank You




