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Conflict of Interest Policy
 
Purpose:

To prevent associates from engaging in activities that conflict with Airline Hotels and its afflicted Brands’ best interests.

Policy:
1. General
a) In some situations, an Associates personal or business activities and interests may be in conflict with those of Airline.  In order to prevent such disruptions, all Associates must abide by our conflict of interest guidelines.
b) It is the Associate’s responsibility to identify and report any possible or actual conflict of interest, regardless of whether or not they will benefit from it.
c) Any exceptions to this policy are at the discretion of your General Manager and must be documented on the Associate Certification form attached to this policy and placed in your Associate File. 
d) Any Associate acting contrary to this policy will be subject to discipline, up to and including dismissal.

2. Conflicts of Interest
We have listed below activities and interests that are potential conflicts of interest and should be disclosed. This list is not exhaustive because it is impossible to describe every potential conflict of interest. Airline relies on your commitment to exercise good judgment, to seek advice when appropriate and to adhere to the highest ethical standards in the conduct of your professional and personal affairs. You should also disclose any other personal or business interest that may interfere with your business responsibility to Airline or may have the appearance of doing so. Your Hotel Franchise Company may have additional specific policies regarding conflicts of interest. You are responsible for knowing and complying with the relevant policies applicable to you. Where there is a conflict in policies, all Associates will require guidance from their Manager.

a) Outside Employment, Business or Volunteer Activities
i. An Associate may not engage in outside employment, directorships, business or volunteer activities that:
· Cause an actual or apparent conflict of interest
· Are performed in such a way as to appear to be an official act of or to represent Airline

· Unduly interfere with their ability to exercise independent judgment or perform the duties or their job

Conflicts of Interest (Continued)

ii. Associates may not conduct activities that are not work related during working hours, including looking for a new job
iii. Associates may not use company equipment or facilities for activities that are not work related unless they get approval in advance.
iv. We encourage our Associates to engage in community or civic activities that do not create a conflict of interest.
b) Entertainment and Gifts
i. An Associate may not accept gifts for themselves, entertainment or services from customers or suppliers, other than the customary exchange of gifts, such as Christmas gifts, that are of nominal value (less than $100).
ii. If an Associate receives a gift that is of more than nominal value or are uncomfortable with the gift they have been offered, they must speak to their supervisor for guidance.
iii. It is not considered a conflict of interest if any Associate receives a gift that is of more than the nominal value while attending an activity, at the specific request of Airline, not at their own initiative. 
c) Public Appearances
i. An Associate may not make any public appearances or publish any documents in which they appear to be representing Airline or its properties, without prior approval from the General Manager.
ii. An Associate may not use company or property letterhead for personal correspondence.
d) Nepotism - An Associate may not have anyone who is related to them report directly to them or work in the same department that the manager is directly responsible for.

3.  Conflicts of Interest – Expanded definitions and examples
Potential conflicts of interest include knowingly:
a) Accepting fees or commissions from any person or business involved in any transaction with Airline.
b) Accepting entertainment, meals, gifts, discounts, services, transportation or any other personal benefit or favor from a current or would-be supplier, customer, owned brand (brand) or competitor of Airline: (1) that is in violation of section b above (Entertainment and Gifts), (2) that are offered in order to obligate you or influence your decision making in any way or (3) if acceptance in fact obligates you or influences your decision making in any way or could create the appearance of a conflict of interest. 

Here is an example of how Airline’s conflict of interest rules apply to gifts and entertainment that may be offered to you. Suppose a supplier offers you tickets to a sporting event (for the work you have done, as contra, or for no apparent reason). If you are interested in accepting the offer, you should disclose it to your supervisor. If the tickets have only minimal value or are offered in connection 
with a hosted event at which business will be conducted, there is a potential conflict, but participation may be allowed.

c) Offering or supplying entertainment, meals, transportation, gifts or other favours other than those reasonable and appropriate for the individuals involved and the business at hand.
d) Soliciting or accepting money for your personal benefit in any amount from a current or potential supplier, customer, brand or competitor of Airline.
e) Having a financial or management interest in a supplier, customer, brand, competitor or any enterprise that you know has a business relationship with Airline. A financial interest is not a potential conflict of interest if it involves less than 5% of a company, unless the financial interest in question is of significant value to you. 
f) Borrowing from or lending to suppliers, customers, or brands of Airline except for normal banking transactions with financial institutions.
g) Engaging in business with, or as, a supplier, customer or competitor of Airline or having any business transaction with Airline other than in the ordinary course as an associate or a public consumer.
h) Arranging or facilitating any business transaction between any of your relatives and Airline or any supplier, customer of Airline, without the involvement or specific approval of another Associate. (Unless the transaction is a part of a process that is approved under a specific policy of the affiliated brand)  
i) Maintaining concurrent employment with Airline and with any other organization if the employment adversely affects your business responsibility to Airline. 
j) Facilitating a known conflict of one of our suppliers, customers or brands or of government officials, for example, by making a payment to an individual when you know the funds should go to his or her employer.  
k) Being in a position of influence (a position that can directly impact another person or organization), and having a member(s) of your immediate family (defined as: your spouse, domestic partner, parents and minor children) or, to your knowledge, your adult children or siblings, employed by a supplier, customer, brand or competitor of Airline, without disclosing this potential conflict to your Manager. This situation does not require disclosure where the relationship is insignificant (E.g. - Your relative works for competitor in the hospitality industry in a capacity that does not have significant impact on business strategy).   You should also disclose if any member of your immediate family proposes to do anything, own any interest or serve in any position you would be required to disclose.

4. Disclosing and Addressing Potential Conflicts of Interest
a) Airline requires that you disclose in writing, any personal business or other relationship that could potentially affect your business judgment on behalf of Airline or conflict with your responsibilities to Airline. 
b) The existence of a potential conflict of interest, such as one or more of the situations discussed above, does not necessarily constitute a violation of Airline’s conflict of interest rules. Our policy is one of disclosure and review of potential conflicts and prohibition of actual conflicts of interest. In some cases, disclosure may be all that is required. In others, the situation may require additional action to avoid a conflict of interest or to remedy one. But remember, in all cases, you must disclose all potential conflicts. 
c) Your disclosure of potential conflicts of interest should be made on the Associate Certification form, located at the end of this document. 
d)  You must complete a new Associate Certification form any time you become aware of a new potential conflict of interest or if your initial disclosures require updating. You should return this updated form to your Human Resources or General Manager .You may obtain additional copies of this form from your Human Resources or General Manager.
e) If it is determined that an actual conflict of interest may exist, Airline will determine what additional actions are required to be taken by you, and/or Airline with respect to the situation. Airline’s determination that a particular situation does not give rise to an actual conflict of interest will not be considered a waiver of its conflict of interest rules.

Here is an example of how Airline’s disclosure and review process works. Suppose your child works for a supplier of Airline and you are not sure if your or your child’s position is considered significant. You are required to disclose this potential conflict of interest. If you are not responsible for making decisions that directly affect the supplier, Airline likely will determine that no actual conflict of interest exists. If, on the other hand, you are responsible for purchasing decisions that affect the supplier, Airline will likely determine that an actual conflict of interest exists.

Finally, nothing in this policy is intended to prohibit you or any family member from engaging in regular consumer transactions with Airline. 




























Associate Certification Form

I hereby certify that I have received and read the Airline Hotels Ltd. Conflict of Interest Policy, and I understand its contents. I agree to comply with the standards, policies and procedures contained in this policy.  I further certify that: a) I have disclosed below all potential conflicts of interest involving me or my immediate family of which I am aware and (b) except as noted below, I am otherwise in full compliance with the policy. I also understand that failure to comply with the Conflict of Interest Policy is reason for disciplinary action, up to and including dismissal.

[bookmark: _GoBack]________________________   				_____________________
Name (Please Print)						Title

________________________
Signature

Exceptions and Potential Conflicts of Interest (continue on additional pages if necessary):
Once completed, please return a copy of this page to Human Resources if you list any potential conflicts of interest.





























Airline Hotels Confidentiality Agreement


THIS AGREEMENT made the _______ day of _______, 20		.

BETWEEN:	
Airline Hotels duly incorporated pursuant to the laws of Saskatchewan, Hereinafter called Airline.

								OF THE FIRST PART

AND:
		______________________________, (hereinafter called the “associate”)
		
								OF THE SECOND PART

WHEREAS Airline operates a business and hotels.

AND WHEREAS the associate is employed by the organization.  

AND WHEREAS the associate has received and will continue to receive confidential and proprietary information of the organization.

NOW THEREFORE, in consideration of the continuing employment of the associate by Airline, parties agree as follows:
1. Definition
“Confidential Information” means all information and other information and data provided by the company or affiliated hotels or information learned by the associate about the organization through his/her employment or otherwise.	
2. Use of Confidential Information
The associate shall only use “Confidential Information” for purposes of fulfilling his/her obligation and responsibilities as an associate of the organization.

3. Ownership of Confidential Information
The associate recognizes and agrees that any and all such “Confidential Information” shall be the sole and exclusive property of Airline.

4. Maintenance of Confidentiality
The associate agrees not to divulge, disclose or release any such “Confidential Information” to any third party except as required for the associate to fulfill his/her functions as an associate of Airline.

5. Responsibilities after Termination of Employment
The associate recognizes acknowledges and agrees that the “Confidential Information” shall continue to be the sole and exclusive property of Airline.  Notwithstanding that the associate/employer relationship has ended or may come to an end in the future and agrees upon termination of their employment whether or not for just cause or otherwise.  The associate agrees to return any papers, documents, information files to Airline upon termination of such employment and not to disclose any such information after the termination of such employment.

6. Breach
The associate recognizes acknowledges and agrees that in the event that the associate breaches the terms and conditions of this Agreement the associate shall be liable for substantial damages to the organization.  The associate recognizes and acknowledges that the organization may seek other remedies including injunctive relief.

7. Agreement Binding
This Agreement is binding upon the parties and their respective subsidiaries, successors and assignees.

8. Governing Law
The Agreement shall be governed by the laws of the Province.

9. Severability
Should any part of this Agreement be declared invalid or unenforceable by any Court of competent jurisdiction, such declaration shall not affect the validity of the remaining portions of this Agreement which shall remain in full force and effect to the fullest extent permitted by law.


IN WITNESS THEREOF, the parties have executed this Agreement as of the day and year written above.	  


Per: _________________________________

					

	_______________________________________
	Associate Printed Name

______________________________________
Associate Signature
This policy communicates  …a brief summary of what this policy needs to tell associates

Guidelines:

1.  


Other Details:
1.  






Put all required Forms/Template on Next Page
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