
Our Code of Conduct
It’s how we work. It’s how we play. It’s how we behave.

It’s how we decide. It’s who we are.
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Hi everyone, 

Virgin Australia is a company that’s big on passion and authenticity, a spirit that 

is embodied by our people. We are determined to make a difference every single 

day, embracing our uniqueness and bringing Virgin Flair to everything we do. 

At the centre of this are our values, which represent our Virgin way of working and 

our Virgin way of being. 

• WE PUT SAFETY FIRST - we put the health and safety of our people, customers 

and communities above all else.

• WE HAVE A BIG HEART - our customers live at the centre of everything we do.

• WE DO THE RIGHT THING - everything we do for our people, our customers and 

our community - is done with absolute integrity, always.

• WE OWN IT - we’re different and that’s not going to change. We all, in our own 

way, embody Virgin’s flair and laid back, authentic spirit.

As Australia’s most loved airline, it’s critical that we always act with absolute 

integrity and uncompromised ethics. Our success relies on the trust of our 

customers, our community, business partners and one another - each and every 

day. We build trust when we make decisions consistent with our values and take 

responsibility for our actions.

INTRODUCTION

A note from Jayne

Our Code of Conduct reflects 

who we are as a company and 

how we bring our values to life in 

our work every day. Take some 

time, read it, and use it to help 

guide your everyday decisions 

and choices.

Thank you for your passion and 

commitment to bringing our 

vision and our values to life.

CONTENTS RESOURCES
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WE PUT SAFETY FIRST

We put the health and safety of our 

people, customers and communities 

above all else. So, it’s on all of us to 

ensure everything - whether on the 

ground or in the air - is done as safely 

as possible. It’s something we never 

compromise on.

• Safety always comes first.

• Everyone’s responsible, no matter 

the role.

• When it comes to safety, we don’t 

compromise.

WE HAVE A BIG HEART

Our customers live at the centre of 

everything we do. We always put 

them first, listen to what they want, 

and treat them with genuine care and 

respect. We believe we can make a 

posititve difference for our guests. 

We’re honest, authentic, passionate 

and proud to wear our hearts on our 

sleeves (or wings).

• We’re good humans.

• Care for our people, customers and 

community.

• Always customer led.

• We deliver magic moments our 

customers love.

WE DO THE RIGHT THING

Everything we do - for our people, 

our customers and our community - is 

done with absolute integrity, always. 

We constantly question and change 

the way we work. And we’re not afraid 

to challenge ourselves and others 

to do the right thing. It’s the simple 

everyday actions that have an impact. 

It’s a unique approach that sets us 

apart from the competition.

• Absolute integrity always.

• Challenge everyone to do the right 

thing.

• Constantly change and improve 

everything we do.

WE OWN IT

We’re different. That’s not going 

to change. We all (in our own way) 

embody Virgin’s flair and laid back, 

authentic spirit. And because we’re 

free to be ourselves, we’re better able 

to own our personal responsibilities, 

we work together as one team to 

make amazing things happen and go 

the extra mile to help our customers.

• Free to be ourselves.

• Embrace responsibility

• Work collaboratively. We are better 

together.

• Challenger spirit. Commercial focus.

INTRODUCTION

Our Values
Our values are the cornerstones of our Code of Conduct, they reflect 

who we are, what we stand for and how we make decisions every day. 

CONTENTS RESOURCES
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Overview

Responsibilities

Make Good Decisions

Speak Up

No Retaliation

Leaders Set the Tone

How Our Code Helps 
Us Live Our Values
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Our Code sets out how we behave and make decisions here 

at Virgin Australia including the legal and policy requirements 

which guide us while we perform work for Virgin Australia.

Overview

PLEASE NOTE

When we say Virgin Australia, we mean Virgin Australia Holdings Pty 

Ltd, Virgin Australia International Airlines Pty Ltd, and each of their 

respective subsidiaries, including: Virgin Australia Holdings, Virgin 

Australia International Airlines, Virgin Australia Regional Airlines, 

Velocity Frequent Flyer and Virgin Australia Cargo.

HOW OUR CODE HELPS US LIVE OUR VALUES

CONTENTS RESOURCES

We’ve included a Values in Action section in each area of the Code which 

sets out examples of the behaviours required from everyone who works at 

Virgin Australia. Keep in mind that the Code is designed to guide you, but 

it can’t cover every situation. If something comes up in any of the areas 

covered in the Code and you need more detail, take a look at our company 

policies or ask someone for guidance. Your leader or manager, the People 

Team and the Ethics and Compliance Team are equipped to help you.
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All of the team at Virgin Australia — employees, officers, directors, consultants and contractors — 

are expected to uphold both the letter and the spirit of the law, and this Code.

We take this expectation seriously.

HOW OUR CODE HELPS US LIVE OUR VALUES

Responsibilities

• No one can ask you to break the law or the Code.

• You can’t direct someone to break the law or the Code.

• Breaking the law or violating the Code cannot be justified by saying that it helped Virgin Australia.

• Violations of both the law and the Code can land you in a world of trouble. You could face disciplinary action 

(including termination of employment or engagement) as well as criminal and civil penalties.

CONTENTS RESOURCES

PLEASE NOTE

The Code of Conduct applies to all Team Members in the workplace, during and outside of normal 

working hours, outside of the workplace if the conduct takes place in a setting which is in connection with 

work (e.g. during layovers, while on staff or duty travel or at work related events) or otherwise while Team 

Members are representing Virgin Australia.

The Code of Conduct also applies to conduct which occurs online or through other electronic media 

where it is connected with work or the interests of Virgin Australia. For example, it may apply to conduct 

online where Team Members interact with other Team Members, guests or members of the public (e.g. on 

social media, through text messaging or email) whether this occurs inside or outside of the workplace or 

during or outside of normal working hours.

PLEASE NOTE
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We get it, life is complicated, and sometimes it’s not always 

clear what the right thing to do is. When you’re faced with 

a difficult ethical or compliance decision or situation, do 

the smart thing: 

HOW OUR CODE HELPS US LIVE OUR VALUES

Make Good Decisions

PAUSE: When in doubt, step back and 

think about things. Do I have enough 

information? Does the situation make 

me uneasy? Are my instincts telling 

me something is not quite right? Pause 

before taking any action and consider 

how to approach the situation.

THINK: Before making a decision, ask 

these questions. Act only if the answer 

to ALL of them is “yes”:

• Is the decision or action legal?

• Is it consistent with our Values, our 

Code, and Virgin Australia policies?

• Is it the right thing to do for 

customers, team members, 

shareholders, suppliers, and other 

third parties?

• Would I feel OK about my action if I 

read about it on social media?

ASK: Not sure if the answer to each 

question is “yes”? Ask for help. 

Remember, you are never expected to 

make tough decisions alone.

VALUES IN ACTION

Follow the law. Learn about the laws that apply to your role and our 

business.

Be honest. Be transparent and make decisions that reflect our Values.

Lead by example. Challenge yourself and others to do the right thing. 

Talk about our Code and our Values.

Be accountable. Embrace the responsibility. Being ethical means doing 

the right thing even when no one’s watching.

CONTENTS RESOURCES
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If you see something that violates the law, the Code, or Virgin Australia policies, say something, because 

it’s the right thing to do. Trust your instincts. If something doesn’t seem quite right, then it probably isn’t. 

And remember, you don’t have to have all the details or be sure that something is wrong to raise a concern.

HOW OUR CODE HELPS US LIVE OUR VALUES

Speak Up

GOT A QUESTION OR CONCERN? 

WE’RE HERE FOR YOU.

A good place to start is by talking 

to your leader or manager. If you’re 

not comfortable using these avenues 

or don’t feel they have resolved your 

concern, Virgin Australia provides these 

other options:

These resources are available to help you but keep 

in mind that nothing in this Code or in any company 

policy or agreement prevents you from making 

a report to outside government or regulatory 

authorities if you have reasonable grounds to do so.

You can trust that we’ll treat your reports seriously, 

fairly and promptly. If something needs to be fixed, 

we’ll take action based on what we learn.

People Team on 1300 215 414 or 

PeopleTeamQueries@virginaustralia.com

Ethics and Compliance Team at  

ethicsandcompliance@virginaustralia.com

Our Ethics Hotline: This 24/7 resource is managed by 

a leading third-party reporting service. You have the 

option to remain anonymous. Australia 1800 829 466 

(free call); New Zealand 0800 934 742 (free call); 

International +6139278 1017. 

You can raise concerns including Whistleblower 

reports through this service.

LEARN MORE

Whistleblower Policy

Workplace Behaviour Policy

CONTENTS RESOURCES
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We don’t tolerate retaliation – ever. Anyone who 

reports a possible violation of the law, this Code or 

any company policy in good faith is protected from 

retaliation. Any team member who is found to have 

retaliated will be subject to disciplinary action, up 

to and including termination of your employment.

HOW OUR CODE HELPS US LIVE OUR VALUES

No Retaliation
Q&A’S - GUIDING EXAMPLES

What do we mean by no retaliation?  When we say 

that you will not be retaliated against for making 

a report, we mean that you will be protected from 

adverse action against you.

This action could include:

• Threatening to discipline or actually disciplining you

• Negative comments in communications (like on 

social media) about you

• Not promoting you because you made a report

CONTENTS RESOURCES
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If you are a leader, you have a special responsibility for setting the culture and the work environment 

for your team. The way you make decisions, and handle concerns, different opinions, and even bad 

news, will set the foundation for trust with your teams, our customers, and stakeholders.

HOW OUR CODE HELPS US LIVE OUR VALUES

Leaders Set the Tone

VALUES IN ACTION

Talk to your team about ethics and integrity and be clear that you expect work to 

be done ethically.

Call out and recognise those that do the right thing.

Take care of problems before they become bigger problems.

Lead by example, by modelling ethical decision-making.

Ensure your team knows that for results to matter, they must be achieved in the 

right way. Then, satisfy yourself that results have been achieved the right way.

Make sure your team knows you will listen, even if they have something difficult to 

say. Let them know that speaking up is the right thing to do.

Demonstrate zero tolerance for retaliation. No one gets punished for raising a 

ethical concern or possible legal, Code or Virgin Australia policy violation.

CONTENTS RESOURCES
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Workplace Health and Safety

Bullying, Discrimination and Sexual Harassment

We Put Safety First

CONTENTS RESOURCES
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We put the health and safety of our people, 

customers, and communities above all else.  

So, it’s on all of us to ensure everything we do 

– whether on the ground or in the air – is done 

as safely as possible. It’s something we never 

compromise on.

WE PUT SAFETY FIRST

Workplace Health 
and Safety VALUES IN ACTION

Know the health and safety policies and procedures 

that apply to your role and follow them.

Present for work fit for duty. Comply with the Drug 

and Alcohol Management Program (DAMP). This 

means do not attend work, undertake or perform 

any work (including being on-call), impaired with 

drugs or alcohol or with alcohol or other drugs 

present in your system above the limits clearly 

outlined in DAMP.

Complete required training.

Challenge unsafe behaviours in others.

Identify and report any health and safety hazards 

and security concerns.

Resolve problems respectfully, and never resort to 

acts or threats of violence.

Wear the right personal protective equipment and 

know what to do in case of an injury or emergency.

LEARN MORE

Safety and Welfare on Layovers Policy

Safety Policy

Safety Culture Policy

Information Security Policy

Drug and Alcohol Management Policy (DAMP)

Employee Assistance Program

Better Me, Axis onsite physiotherapy and Injury 
Illness Reporting (VA Care)

Q&A’S - GUIDING EXAMPLES

CONTENTS RESOURCES
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We’re good humans. We are committed to a workplace that 

is free of bullying, sexual harassment, and discrimination. 

We do not tolerate any behaviour that diminishes the 

dignity of a person, inappropriately or unreasonably 

interferes with work performance, or creates an intimidating, 

hostile, or otherwise offensive work environment.

WE PUT SAFETY FIRST

Bullying, Discrimination 
and Sexual Harassment

VALUES IN ACTION

Listen to and respect different points of view. 

Work to maintain a workplace free of bullying, sexual harassment, or 

discrimination.

Avoid telling inappropriate jokes, making statements, or writing or 

sending communications of an inappropriate nature.  

Never make unwelcome sexual advances toward anyone.

Speak up for others if you witness any form of inappropriate 

behaviour towards them. 

LEARN MORE

Workplace Behaviour Policy

Whistleblower Policy

Q&A’S - GUIDING EXAMPLES
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WE PUT SAFETY FIRST

Bullying, Discrimination and Sexual Harassment

WHAT IS BULLYING?

Bullying is repeated verbal, physical, social or 

psychological abuse of a worker by a person 

or group of people at work. This would include 

any behaviour that is victimising, humiliating, 

intimidating or threatening. This could include:

• maliciously excluding or isolating team 

members from workplace activities

• using abusive, insulting or offensive 

language about a person

• making comments or using gestures which 

humiliate or embarrass a person

WHAT IS SEXUAL HARASSMENT?

Sexual harassment may include unwelcome 

touching, suggestive comments or jokes, 

insults of a sexual nature, sending sexually 

explicit emails or messages. The impact of the 

action or behaviour on the recipient, not just 

the intent, is considered when determining 

whether the action or behaviour is harassment.

WHAT IS DISCRIMINATION?

Discrimination can be direct or indirect. Direct 

discrimination is when a person or a group 

of people are treated less favourably than 

another because of a specific attribute or 

characteristic. Indirect discrimination is when 

a person or a group of people with a specific 

attribute or characteristic cannot comply with 

a particular policy or condition because of 

their attribute or characteristic and the policy 

or condition is unreasonable. It doesn’t matter 

what our intention is – our actions can still be 

discriminatory.

CONTENTS RESOURCES
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Diversity and Inclusion

Privacy

Sustainability

We Have a Big Heart

CONTENTS RESOURCES
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We’re different and that’s not going to change. We all (in 

our own way) embody Virgin Flair – the laid back, authentic 

spirit. We believe having team members with different 

backgrounds, styles, experiences, identities, and opinions 

makes us a better company. Inclusion is an intentional act 

– it’s investing time and energy to understand, support, 

and champion the uniqueness of each and every one of 

us. Diversity and inclusion promote individual expression, 

creativity, innovation, and achievement, and helps us better 

understand and serve our customers.

WE HAVE A BIG HEART

Diversity and Inclusion

VALUES IN ACTION

Think about how words and actions may affect others.

Always base employment decisions entirely on merit, 

qualification and talents.

Examine unconscious biases and take steps to create an 

inclusive culture that makes every team member feel welcome.

LEARN MORE

Workplace Behaviour Policy

Whistleblower Policy

Diversity and Inclusion Policy

Recruitment Policy

Q&A’S - GUIDING EXAMPLES

CONTENTS RESOURCES

17Virgin Australia Group — Code of Conduct

https://virginaustralia.sharepoint.com/sites/Vine/people/SitePages/CoC-Diversity_Inclusion.aspx?csf=1&web=1&e=ma2nJb&xsdata=MDN8MDF8fDQxNDU4NGNmMjQwZDRlOWRiZDUwOGMxNmM3NDc2MzI3fDBmMjg5ZDQzYmJlZjQ0NDY5Y2VjNTdkMDQxOWExNWMyfDF8MHw2Mzc3Njg2NTc2NDU1Nzk2NTF8R29vZHxWR1ZoYlhOVFpXTjFjbWwwZVZObGNuWnBZMlY4ZXlKV0lqb2lNQzR3TGpBd01EQWlMQ0pRSWpvaUlpd2lRVTRpT2lJaUxDSlhWQ0k2TVRKOQ%3D%3D&sdata=MWR6R3hxbDdqOFUzdndNNzNld29Bbyt3bFVBM0s5OHFYb2p0dVZoZmgrRT0%3D&ovuser=0f289d43-bbef-4446-9cec-57d0419a15c2%2CKiara.Tarrant%40virginaustralia.com&OR=Teams-HL&CT=1641269336352&cid=3d0f1fb8-a7ae-4de9-bd7d-303ac150f7dd
https://virginaustralia.sharepoint.com/sites/Vine/SitePages/Virgin%20Australia%20Policies.aspx
https://virginaustralia.sharepoint.com/sites/Vine/people/Documents/Forms/AllItems.aspx?id=%2Fsites%2FVine%2Fpeople%2FDocuments%2F0%2E%20People%20Place%20Home%20Page%2F3%2E%20Do%20best%20work%20of%20your%20life%2FCode%20of%20conduct%2FFINAL%20%2D%20VA%5FQA%5F%2Epdf&parent=%2Fsites%2FVine%2Fpeople%2FDocuments%2F0%2E%20People%20Place%20Home%20Page%2F3%2E%20Do%20best%20work%20of%20your%20life%2FCode%20of%20conduct


Privacy matters to us. Honouring it in everything we do 

enables us to maintain trust with each other, our customers 

and with our stakeholders.

Committing to privacy means embedding accountability, 

designing with privacy in mind in everything we do, and 

ensuring that we continue to safeguard the privacy and 

security of the personal information we are entrusted with.

WE HAVE A BIG HEART

Privacy

VALUES IN ACTION

Understand and follow Virgin Australia’s privacy policies and 

procedures, and controls that apply to your role and follow them 

when handling personal information.

Do not access personal information unless it is required to perform 

your duties and you have appropriate authorisation.

Be thoughtful. We must protect the personal information we collect, 

so make sure we need it before you collect it. Always do it in a lawful 

and fair manner.

Seek guidance if you have questions about how to handle personal 

information, identify privacy risks or which laws and policies apply. 

Do it before you start.

Immediately notify the Privacy Team at PrivacyAlert@virginaustralia.

com of any known or suspected misuse, interference, unauthorised 

access, disclosure, or loss of personal information.

CONTENTS RESOURCES
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WE HAVE A BIG HEART

Privacy
We have obligations to protect 

personal information of people that 

interact with Virgin Australia. This 

can be guests, suppliers, employees, 

contractors or other members of the 

public (like those who engage with us 

on social media). Personal information 

can include:

• Name, address, phone number and 

email address

• Date of birth and gender

• Passport or driver licence number

• Velocity membership number

• Personal interests or preferences

There are also some other pieces 

of personal information which are 

sensitive, and attract additional 

obligations when we collect, use or 

disclose these categories of personal 

information. Sensitive personal 

information can include information 

about a person’s:

• Health (including records like 

special assistance requirements or 

vaccination records)

• Race

• Ethnicity

• Political opinions

• Sexual orientation

• Trade or professional memberships 

or affiliations

LEARN MORE

Privacy Policies and Statements

Privacy Management Manual

Q&A’S - GUIDING EXAMPLES
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At Virgin Australia, we know that our commitment to 

sustainability is one of the most import things we do. We 

are passionate about empowering individuals to address 

issues that matter to them, and we collaborate with our 

customers, partners and communities to take on shared 

global challenges—bringing value to both our business 

and our society. By fully leveraging our people’s diverse 

experiences, backgrounds, and insights, we can inspire 

innovation, challenge the status quo to reduce our planetary 

impact and create new, sustainable sources of value.

WE HAVE A BIG HEART

Sustainability
VALUES IN ACTION

Recognise, respect and promote human rights, including supporting 

better working conditions and prohibiting modern slavery, such 

as, forced and compulsory labour, forced marriage, debt bondage, 

and human trafficking, across Virgin Australia and Virgin Australia’s 

supply chains.

Work to improve our longer-term social, economic and environmental 

performance.

Pursue sustainable design principles in our business decisions.

Promote the efficient and responsible use of fuel, energy, water and 

other resources throughout our business.

Speak up if you see an environmental incident or risk.LEARN MORE

Sustainability Portal

Q&A’S - GUIDING EXAMPLES

COMMITMENT

Virgin Australia is proudly committing to Net Zero Emissions by 2050. 
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We Do The Right Thing. 
Always.

Fair Competition

Conflict of Interest

Gifts and Entertainment

Bribery and Corruption

Anti-Money Laundering and Trade Sanctions
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The way we compete is as important as the 

result we achieve.

WE DO THE RIGHT THING. ALWAYS

Fair Competition
VALUES IN ACTION

Know the competition and consumer laws that apply to your role and 

follow them.

Never discuss competitively sensitive information with a competitor 

or make business decisions in agreement with a competitor. Example: 

prices we offer, bids we make, products and services we offer, 

geographies we compete in, which customers we aim for, strategic 

plans, etc.

Immediately notify the Legal Team if you become aware of any 

conduct that might be anti-competitive. 

Competing fairly means that we:

make independent business decisions and 

comply with relevant competition laws; 

are truthful in marketing and advertising, comply 

with relevant consumer laws; and 

seek legal advice in case of any doubt.

By competing fairly, we ensure that we meet our 

business objectives with our integrity intact. Competing 

fairly also ensures that we are providing our customers 

the best price, quality, and service possible.

What do we mean by competitor? A competitor is 

any organisation or person that offers, or is capable 

of offering, the same, similar, linked or substitutable 

products or services as Virgin Australia.

Q&A’S - GUIDING EXAMPLES

REMEMBER

Competition and consumer laws are designed to promote competitive 

markets and protect consumers. Noncompliance with these laws can 

lead to substantial penalties against Virgin Australia and the individual 

employees involved in any breach.
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Lots of us have personal interests and relationships 

outside of work. It’s important that those interests and 

relationships don’t get in the way of being loyal to and 

doing what’s best for Virgin Australia. If they do, that’s 

called a conflict of interest.

WE DO THE RIGHT THING. ALWAYS

Conflict of Interest

VALUES IN ACTION

We act in the best interests of Virgin Australia.

Avoid or withdraw from situations where a personal relationship, 

financial interest in another company or interest might influence how 

we make decisions in our jobs.

When an actual or potential conflict of interest arise, we disclose 

them and get advice or approval.

Understand that a conflict of interest can exist, or appear to exist, 

even if we are convinced that our decisions will not be affected by 

the outside interest, activity or relationship.

A conflict of interest is hard to define 

because it can take many forms. 

Put simply, it’s when your loyalties 

are divided. When your personal or 

financial interests, or other activities, 

influence —or could reasonably appear 

to others to influence— decisions you 

make on Virgin Australia’s behalf. 

Sometimes conflicts seem innocent. 

After all, maybe you’re just trying to 

help a friend or relative. Or you’re 

confident the activity, interest or 

relationship won’t affect your work for 

Virgin Australia. 

But to make sure you’re doing the 

right thing, don’t try and make that 

determination on your own. Talk over 

the situation with your Leader and 

then submit a conflict review request. 

The Head of Ethics and Compliance 

will review the situation and advise 

you what to do. And remember, 

a conflict of interest itself is not 

necessarily a problem but it must 

be promptly disclosed and properly 

managed.
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WE DO THE RIGHT THING. ALWAYS

Conflict of Interest

LEARN MORE

Conflict of Interest Policy

SITUATIONS WHERE A CONFLICT OF INTEREST COULD ARISE

Accepting any outside position or serving on an outside Board of Directors 

(including on the Board of a not-for-profit organisation)

A family member, close friend, or someone with whom you have a romantic 

relationship also works, or is applying to work, at Virgin Australia

Hiring or supervising a family member, close friend, or romantic partner at 

Virgin Australia

Owning or investing in a company that competes or seeks to do business with 

Virgin Australia 

Participating in the selection of a third party that your family member, close 

friend or romantic partner works for or owns

Taking for yourself a business opportunity that belongs to Virgin Australia

Working a second job

Using Virgin Australia’s name or resources to support an outside charitable or 

political activity

Hiring a former employee of the government, a competitor or supplier or 

customer

Q&A’S - GUIDING EXAMPLES
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WE DO THE RIGHT THING. ALWAYS

Gifts and Entertainment
VALUES IN ACTION

Seek guidance and prior approval before exchanging gifts or offers 

of entertainment that exceed the $200 threshold.

Obtain approval for and correctly record any donations, 

sponsorships, charitable contributions, gifts, and hospitality you 

accept from, or give to, a third party on behalf of Virgin Australia.

During contract negotiations with customers and suppliers, decline 

all gifts, entertainment and offers to pay for or reimburse travel 

expenses.

It’s fine if you attend a social function hosted by a vendor or 

supplier. Just talk with your Leader first and make sure the event 

meets these conditions.

In situations involving government officials, offering or providing a 

gift or entertainment (including meals) is OK only with prior approval 

by the Ethics and Compliance team and Government Relations team.

Immediately return any gift of cash or cash equivalent and explain 

that Virgin Australia’s policies don’t permit you to accept it. If 

you’re unable to return the gift, ask your Leader or the Ethics and 

Compliance team for guidance.

Never ask our suppliers, customers, or other third parties for gifts or 

entertainment.

We responsibly invest in our business relationships but 

never offer or accept gifts, entertainment, or anything else 

of value to improperly influence people. These actions can 

create conflicts of interest, be seen as a form of bribery or 

corruption, or raise questions about our judgement.
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WE DO THE RIGHT THING. ALWAYS

Gifts and Entertainment

LEARN MORE

Gifts and Entertainment Policy

Q&A’S - GUIDING EXAMPLES

It’s generally OK to offer or accept gifts and entertainment, so long as 

these conditions are met:

• They’re legal and serve a legitimate business purpose

• They’re not an effort to influence a business decision or gain special 

treatment and are not likely to be seen as one

• They do not involve a government official

• They would not embarrass Virgin Australia or harm our reputation

• The gift is not cash (or a cash equivalent)

• The entertainment is not frequent or routine

• The gifts or entertainment you give are accurately reflected in 

accounting records and expense reports
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We win on our merits. We never – directly or indirectly 

through a third party – offer, give, promise, or receive 

anything of value to influence a business decision, policy 

decision or create a reciprocal obligation.

WE DO THE RIGHT THING. ALWAYS

Bribery and Corruption VALUES IN ACTION

Know enough about the people we do business with to determine 

whether they are reputable, and whether they are government 

officials.

Be cautious when giving or receiving gifts or entertainment, 

especially when a government official is involved. The same goes for 

requests for donations to charities or organisations as they could be 

affiliated with a government official.

Before engaging a third party that will be interacting with 

government officials on Virgin Australia’s behalf, contact the Ethics 

and Compliance team to evaluate whether we need to conduct 

additional due diligence.

Maintain complete and timely records and accounts to accurately 

reflect all business transactions.

What do mean by anything of 

value? We mean, improper gifts; 

entertainment, gratuities, favours, 

donations, sponsorship; or any 

other inappropriate transfer of 

something valuable.

Keep in mind that the laws around 

bribery of government officials 

are especially strict. Make sure to 

follow our policies and never offer 

anything that could even give the 

appearance of something improper. LEARN MORE

Anti-Bribery and Corruption Policy

A government official is:

• An elected official 

• A candidate for political office 

• An official or employee of a political party 

• An official or employee of a government 

department, ministry or agency 

• An official or employee of a government-

owned entity 

• An individual with dual capacity in 

government and private business 

• An official or employee of a public non-

governmental organisation
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WE DO THE RIGHT THING. ALWAYS

Bribery and Corruption

WHAT IS BRIBERY?

Bribery is offering, giving, promising, 

soliciting, or accepting anything of 

value (financial or non-financial) to 

a government official or any other 

person, directly or indirectly through 

a third party, to improperly influence 

a person, reward or induce a person 

to act improperly, or to obtain or 

retain business or any business or 

personal advantage. 

WHAT IS CORRUPTION?

Corruption is the abuse of entrusted power for personal 

gain. Bribery and fraud are considered corrupt practices. 

WHAT ARE FACILITATION PAYMENTS?

Facilitation payments (also known as kickbacks) are 

a type of bribe. They are usually defined as payments 

made to expedite or facilitate the performance by a 

government official of a non-discretionary, routine 

governmental action. Facilitation payments, whether 

legal or not in a country, are prohibited under this Policy.  

WHAT IS FRAUD?

Fraud involves all situations where a person 

dishonestly or deceptively makes a false 

representation, wrongfully fails to disclose 

information, or abuses a position of trust with intent 

to make a gain or cause a loss or to expose a person, 

Virgin Australia or other entities to a risk of loss. 

Examples of fraud include, but are not limited to:  

• manipulating, falsifying or altering information; and 

• theft or unauthorised use of Virgin Australia assets. 

Anti-bribery laws can be complex. It is important to understand the terminology 

involved. Here are some definitions of important anti-bribery terms.

Q&A’S - GUIDING EXAMPLES
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WE DO THE RIGHT THING. ALWAYS

Anti-Money Laundering 
and Trade Sanctions
Organised crime and terrorism are 

global problems, with serious social, 

economic, and political impacts for 

every country in the world, including 

Australia. Money laundering is the use 

of transactions by criminals, terrorists, 

or others to conceal the illegal source 

of their funds. We are committed to 

the highest standards of anti-money 

laundering compliance to prevent 

use of our products and services for 

money laundering purposes or for 

financing of terrorism.

We must also comply with global 

trade controls and economic sanctions 

that prohibit us from doing business 

with certain countries, governments, 

entities, and individuals. Sanctions 

differ depending on the target party 

and the nature of the transaction, and 

they can change frequently. Contact 

the Ethics and Compliance team with 

questions on how sanctions laws may 

affect your Virgin Australia business 

relationships or transactions.

VALUES IN ACTION

Avoid any activity that conceals or disguises the nature, location, 

source, ownership, or control of funds.

Conduct business only with reputable third parties, for legitimate 

business purposes, with funds derived from legitimate sources.

Use due diligence when selecting and monitoring third parties such 

as suppliers, agents, or other service providers.

Detect, manage, and mitigate the risk of money laundering and the 

financing of terrorism using defined processes in your area.

Reach out to Ethics and Compliance team with any questions or 

if you have any doubts or suspicions related to a third party or 

transaction.

CONTENTS RESOURCES
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We Own It

Communications

Collaborating with Third Parties

Assets, Confidential Information, and 

Intellectual Property

Accurate Record Keeping and Reporting

Political Contributions and Engagement
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As Virgin Australia team members, everything 

we say and share reflects on us individually and 

on Virgin Australia. Whether we are in a meeting, 

having a coffee, walking together, or communicating 

online, what we say and how we say it matters.

WE OWN IT

Communications
VALUES IN ACTION

Be accountable for what you do and say on social media. Comply 

with all applicable laws and Virgin Australia’s policies when 

using social media in your personal and work capacity. Doing so 

means you will protect Virgin Australia’s confidential information, 

reputation, and brand.

Be clear, truthful, transparent, courteous, and professional in internal 

and external communications.

Take care to use time on social media responsibly so that it doesn’t 

interfere with work commitments.

Don’t speak to the media (on or off the record) about Virgin 

Australia related matters unless explicitly authorised to do so.

Promptly forward all press and media inquiries to the Corporate 

Affairs team.

Make sure that any communications about our services and products 

are honest and accurate.

Seek approval before agreeing to a speaking engagement or 

publishing an article on behalf of Virgin Australia.

LEARN MORE

Social Media Policy

Internal Communications Policy

Media Policy

Q&A’S - GUIDING EXAMPLES

CONTENTS RESOURCES

31Virgin Australia Group — Code of Conduct

https://virginaustralia.sharepoint.com/sites/Vine/people/SitePages/CoC-Communication.aspx?csf=1&web=1&e=pyhPmL&xsdata=MDN8MDF8fDAyODg4NGZiZWExMjQ3YjI4NjZmMzQwODA3NjM2YTA5fDBmMjg5ZDQzYmJlZjQ0NDY5Y2VjNTdkMDQxOWExNWMyfDF8MHw2Mzc3Njg2NDY4MzQwNjU4OTV8R29vZHxWR1ZoYlhOVFpXTjFjbWwwZVZObGNuWnBZMlY4ZXlKV0lqb2lNQzR3TGpBd01EQWlMQ0pRSWpvaUlpd2lRVTRpT2lJaUxDSlhWQ0k2TVRKOQ%3D%3D&sdata=NGZlalEzOFU0TmlCeXdBdXRuVjBUa1ZEcWpzdmJURllwK0FyNEw3TWdidz0%3D&ovuser=0f289d43-bbef-4446-9cec-57d0419a15c2%2CKiara.Tarrant%40virginaustralia.com&OR=Teams-HL&CT=1641267894356&cid=e4d89426-f597-4445-8fc9-b54d43993c2c
https://virginaustralia.sharepoint.com/sites/Vine/SitePages/Virgin%20Australia%20Policies.aspx
https://virginaustralia.sharepoint.com/sites/Vine/people/Documents/Forms/AllItems.aspx?id=%2Fsites%2FVine%2Fpeople%2FDocuments%2F0%2E%20People%20Place%20Home%20Page%2F3%2E%20Do%20best%20work%20of%20your%20life%2FCode%20of%20conduct%2FFINAL%20%2D%20VA%5FQA%5F%2Epdf&parent=%2Fsites%2FVine%2Fpeople%2FDocuments%2F0%2E%20People%20Place%20Home%20Page%2F3%2E%20Do%20best%20work%20of%20your%20life%2FCode%20of%20conduct


We look for third parties who share our values — who are 

ethical, hard-working, and customer-focused. We want 

them to share our commitment to diversity, human rights 

and business practices that are fair and considerate of their 

workers and the environment.

WE OWN IT

Collaborating with 
Third Parties VALUES IN ACTION

Follow procurement and contracting policies, compliance screening, 

and onboarding requirements to ensure that we only engage third 

parties who will comply with applicable laws and policies, and who 

will not tarnish Virgin Australia’s brand or reputation.

Base decisions on objective criteria, such as quality, price, service, 

reliability, availability, technical excellence and delivery, as well as 

ethical business practices.

Clearly communicate our values and non-negotiables, such as those 

included in our contracts, our Supplier Commitments and Supplier 

Code of Conduct.

Stay alert and report to your Leader any activity by third parties that 

is inconsistent with Virgin Australia’s policies and ethical standards.

SPEAK UP

Our annual Modern Slavery Statement outlines our commitment to 

identifying and addressing any modern slavery in our operations and 

supply chain. Speak up if you become aware of any conduct (including 

that of any our people, a supplier, third party or other individual), which 

you believe might be violating another person’s human rights.

Q&A’S - GUIDING EXAMPLES
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WE OWN IT

Assets, Confidential 
Information, and 
Intellectual Property
Let’s all take care of Virgin Australia. 

Use such things like company funds, 

property, equipment, and office 

supplies first and foremost for 

company business. Try not to lose or 

waste them and take common sense 

steps to protect them from theft.

We’re in a fiercely competitive 

industry. Our success is based on our 

ability to use our business information 

and Virgin Flair to create experiences 

that our customers love. We keep this 

valuable intellectual property (IP) and 

commercial information confidential.

We don’t disclose it to anyone 

outside the company unless we 

get advanced approval from 

our Leader. That goes for any 

confidential company information 

- like product plans, acquisition, 

divestiture financial information 

and details about our network, 

and also for Virgin Australia’s IP 

– like our trademarks, copyrights, 

designs, patents, trade secrets 

and know-how.

VALUES IN ACTION

Follow established policies to protect Virgin Australia’s IP and all 

confidential information.

Respect the IP rights and confidential information of everyone, 

including third parties and competitors.

When researching, developing, or preparing to launch new brands, 

products, services, designs, inventions, advertising, and promotional 

materials, ensure all necessary IP clearance searches have occurred 

and any steps required to secure Virgin Australia’s IP rights under 

relevant laws such as registration have been taken.

Only use our brands or permit others to do so in accordance with our 

applicable brand guidelines, subject at all times to our policies and 

processes for approving brand use.

Use Virgin Australia’s assets and resources with care and for 

legitimate business purposes—assets should not be stolen, wasted, or 

used for personal gain.

Respect and safeguard the property of guests, contractors, fellow 

team members and members of the public.

Q&A’S - GUIDING EXAMPLES
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Accurate, clear, and complete records are essential to 

making the best business decisions, preserving our 

reputation for financial integrity, and meeting our obligations 

to our stakeholders. Virgin Australia, our community, 

investors, regulators, and others rely on the information we 

provide to understand our financial results and measure our 

success as a company.

WE OWN IT

Accurate Record 
Keeping and Reporting VALUES IN ACTION

Record, maintain and file financial transactions and business records 

truthfully, accurately, on time and with the appropriate detail, 

including supporting documentation.

Follow relevant internal controls, accounting and reporting standards 

and policies.

Follow all Virgin Australia policies and procedures for entering into 

contracts.

Manage budgets and handle company financial resources carefully 

and honestly, including cash, cash in kind (including Travel Bank and 

Velocity Points), ticketing, reservation changes and corporate credit 

cards.

Prevent fraud and misleading representations by carefully checking 

the truthfulness and accuracy of financial information, such as on 

expense claims, supplier invoices and operational reports.

Comply with all applicable laws, regulations and Virgin Australia 

policies concerning record-keeping and records retention.

Q&A’S - GUIDING EXAMPLES
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Virgin Australia wants to inform and guide 

government decisions that impact our business, 

people, customers, and communities, so we 

actively participate in the political process.

WE OWN IT

Political 
Contributions 
and Engagement

We engage the right way—by following all applicable 

contribution and advocacy laws and ethical standards. 

Keep in mind that only authorised employees are allowed 

to lobby government officials on behalf of Virgin Australia.

We encourage you to support causes that you care about, 

but keep in mind that political participation (including 

volunteer efforts and donations) must remain separate 

from your work at Virgin Australia.

CONTENTS RESOURCES
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WE OWN IT

Political 
Contributions 
and Engagement

LEARN MORE

Political Contributions and Engagement Policy

VALUES IN ACTION

Report to Government Affairs all interactions with the political and bureaucratic arms 

of government outside of the day-to-day operations and meetings that Virgin Australia 

would ordinarily engage in.

Seek approval from Government Affairs prior to:

• engaging with political stakeholders or the political or bureaucratic levels of government 

as it relates to policy proposals and submissions;

• attending political functions, forums, or events in your capacity as a Virgin Australia 

team member, regardless of whether they are paid or complimentary; or

• providing prizes or in-kind donations for fundraising or charitable purposes in 

connection with events held by political stakeholders. This includes indirect requests by 

third parties made with the intention of benefitting political stakeholders.

Always make it clear that your personal political views and actions are your own, and not 

those of Virgin Australia.

Never make any direct or indirect political contributions on behalf of Virgin Australia 

without advance approval.

Never use improper means in attempting to influence political stakeholders to produce an 

outcome that is favourable to Virgin Australia.

Follow all applicable rules regarding disclosure and reporting requirements related to 

political contributions and advocacy activities.

CONTENTS RESOURCES
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Resources FOR RESOURCE CONTACT INFORMATION

Reporting Code of Conduct 

Concerns 

Your Leader, People Leader 

or ELT Member. Alternatively, 

the Head of Ethics and 

Compliance or Ethics Hotline 

People Team on 1300 215 414 or 

PeopleTeamQueries@virginaustralia.com

Kiara Tarrant, Head of Ethics and Compliance 

Kiara.Tarrant@virginaustralia.com

Ethics Hotline Australia 1800 829 466 (free call);  

New Zealand 0800 934 742 (free call); International +6139278 1017.

People related policy and 

procedure questions 

People Team People Team on 1300 215 414 or  

PeopleTeamQueries@virginaustralia.com

Whistleblower Complaints Chief People Officer or 

Chief Legal & Risk Officer

Lisa Burquest, Chief People Officer 

Lisa.Burquest@virginaustralia.com 

Susan Schneider, Chief Legal and Risk Officer 

Susan.Schneider@virginaustralia.com

Legal, Ethical or Compliance 

questions 

Legal Team 

Ethics and Compliance Team

LegalTeamReview@virginaustralia.com

ethicsandcompliance@virginaustralia.com

Safety questions or concerns Safety Team Safety Systems (sharepoint.com)

Privacy questions Privacy Team Privacy@virginaustralia.com

Conflict of interest and gift and entertainment 

policy and procedure questions 

Ethics and Compliance Team ethicsandcompliance@virginaustralia.com

Accounting and finance policy and 

procedure questions

Finance Team Finance - Meet the team (sharepoint.com)

Questions about our Code of Conduct Ethics and Compliance Team ethicsandcompliance@virginaustralia.com

CONTENTS RESOURCES
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Our Code of Conduct

Q&A - Guiding Examples

It’s how we work. It’s how we play. It’s how we behave.

It’s how we decide. It’s who we are.
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Q. WHAT ARE SOME OF THE TYPICAL TYPES OF MATTERS THAT SHOULD 

BE REPORTED?

A. You can contact the Ethics Hotline to report any conduct by a team 

member of Virgin Australia which you have reasonable grounds to suspect is:

• Corrupt;

• Dishonest;

• Fraudulent;

• Unlawful or contrary to any state or federal legislation;

• Unethical;

• In breach of Virgin Australia’s policies, including the Code of Conduct;

• Serious improper conduct;

• An unsafe work practice; or

• Any other conduct which may cause loss or potentially be detrimental to the 

interests of Virgin Australia.

See our Whistleblower policy and Workplace Behaviour policy for further 

information.

HOW OUR CODE HELPS US LIVE OUR VALUES

No Retaliation Q. CAN I BE PENALISED OR GET IN TROUBLE FOR REPORTING 

INAPPROPRIATE CONDUCT?

A. If you report a matter (provided you haven’t been involved in the conduct 

you’re reporting), you won’t be penalised or personally disadvantaged 

because you’ve reported that matter.

It’s important to note that any team member who is found to have dismissed, 

demoted, harassed, discriminated against, or engaged in adverse action, or 

threatened to engage in adverse action against a person because that person 

made a report, may be subjected to disciplinary action, including dismissal.

Q. I AM A CONTRACTOR WORKING WITH VIRGIN AUSTRALIA AND 

I HAVE A CONCERN TO REPORT. CAN I USE THE ETHICS HOTLINE?

A. Yes, the Ethics Hotline is for employees and contract workers, as 

well as suppliers and business partners.
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WE PUT SAFETY FIRST

Workplace Health and Safety
Q: I AM WORRIED ABOUT MY TEAM MEMBER. I HAVE ALWAYS KNOWN HIM TO BE 

OUTGOING, RELIABLE AND A GREAT TEAM PLAYER. THE PAST COUPLE OF MONTHS, 

HOWEVER, HE HAS NOT SEEMED HIMSELF: HE IS WITHDRAWN, ERRATIC AND 

HOSTILE AT TIMES AND HE HAS MISSED IMPORTANT DEADLINES. HOW CAN I MAKE 

SURE HE’S OKAY WHILE ALSO LOOKING OUT FOR THE TEAM? 

A. We care about our people and their physical and mental well-being. Situations like 

this should be handled with great sensitivity and confidentiality, and you should connect 

with the People Team or your leader before taking any next steps. If you’re concerned 

he may pose a risk of harm to himself or others, you should contact emergency services 

in your state immediately and report to VA Care.

Q. I WAS MARSHALLING ON THE TARMAC AND I NOTICED A PIT CREW TEAM 

MEMBER DRIVE PAST ME WHO WASN’T WEARING A SEATBELT. WHAT SHOULD I DO?

A. Not wearing a seatbelt is in breach of the seat belt policy and the team member 

could be injured if there is an accident. If practicable and you feel comfortable to do 

so, you should remind the team member that they should be wearing the seatbelt. You 

should also report this as soon as possible to your leader and make a Safety Report.

Q. I WORK AS A CABIN SUPERVISOR. THIS YEAR I’VE BEEN TROUBLED BY 

HAY FEVER AND MY WORK COLLEAGUE SUGGESTED THAT I TAKE SOME 

ZYRTEC. CAN I TAKE THIS MEDICATION AND ALSO OPERATE SAFELY?

A. It’s good that you’re asking this question. Some over the counter 

medications are acceptable and safe under normal circumstances and won’t 

generally be detected in DAMP testing, but if you’re unsure, always seek 

advice from your doctor, pharmacist and VA Care before taking the medication 

or attending work.

Q. I’M ON A LAYOVER AND WANT TO GO OUT WITH MY FRIENDS FOR A 

FEW DRINKS. MY SIGN ON IS AT 7AM TOMORROW MORNING. IS IT OK TO 

DRINK ALCOHOL?

A. You can certainly go out with your friends while on layover but remember 

that you mustn’t drink alcohol within eight hours of your sign on. Additionally, 

you can’t sign on for work if your Blood Alcohol Content (BAC) is equal to 

or greater than 0.02%. Depending on the amount of alcohol a team member 

drinks and the strength of the drinks, it may take longer than eight hours to 

measure below the required BAC, so be mindful of this prior to going out for 

a drink. And of course, you also need to ensure you’ve had sufficient rest to 

enable you to be fit for duty the next day.
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WE PUT SAFETY FIRST

Bullying, Discrimination 
and Sexual Harassment

Q. DURING MY SHIFT THIS MORNING, I OVERHEARD A TEAM MEMBER 

MAKING INAPPROPRIATE AND DEROGATORY COMMENTS ABOUT A 

PASSENGER THAT THEY CHECKED IN AT THE SERVICE DESK. IT’S NOT 

THE FIRST TIME I’VE HEARD THIS TEAM MEMBER MAKING OFFENSIVE 

COMMENTS ABOUT PASSENGERS. IT WORRIES ME THAT THIS TYPE OF 

BEHAVIOUR REFLECTS POORLY ON VIRGIN AUSTRALIA AND I WANT IT TO 

STOP. WHAT SHOULD I DO?

A. In the first instance, you should report this conduct to your leader or 

manager. Alternatively, you can email eeo@virginaustralia.com or contact a 

member of the People Team, who’ll provide you with support and advice on 

the appropriate course of action to take. The Ethics Hotline is another fully 

confidential resource where you can report your concerns.

Whatever channel you choose to take, the most important thing is that you 

report what you witnessed.

Q. I FEEL UNCOMFORTABLE WHEN MY LEADER ASKS ME OUT FOR DRINKS 

OR TALKS ABOUT EXTRA-MARITAL AFFAIRS WHEN NO ONE ELSE IS 

AROUND. WHAT SHOULD I DO? 

A. If you feel comfortable to do so, you could raise this with your leader and 

ask them to stop. If this makes you uneasy, talk to a member of the People 

Team. They’ll be able to give you advice and assistance. You could also report 

the matter to the Ethics Hotline.
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WE HAVE A BIG HEART

Diversity and Inclusion
Q. A HEARING-IMPAIRED MEMBER OF OUR TEAM TALKS IN A DIFFERENT 

WAY FROM MOST OF US. SOME OF MY COLLEAGUES MAKE FUN OF THEM 

BEHIND THEIR BACK. I THINK THIS IS DISRESPECTFUL AND BAD FOR THE 

TEAM, BUT WHAT CAN I DO ABOUT IT?

A. This sort of behaviour is totally unacceptable. You could initially raise this 

with your team members directly and ask them to stop. Alternatively, you 

could raise your concerns with your leader or a member of the People Team. 
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WE HAVE A BIG HEART

Privacy
Q. I’M A HUGE FAN OF TV REALITY SHOW, 

THE BACHELOR AUSTRALIA. THIS YEAR’S 

‘BACHELOR’ WAS ON BOARD AN AIRCRAFT 

WHERE I WAS A CABIN CREW MEMBER. 

AFTER HE DISEMBARKED THE FLIGHT, I 

NOTICED HIS BOARDING PASS HAD BEEN 

LEFT BEHIND. I WANT TO SHARE A PHOTO 

OF THIS WITH MY FRIENDS ON FACEBOOK 

AND INSTAGRAM. IS THIS A GOOD IDEA?

A. No. It’s exciting when we welcome 

celebrities on board but sharing the 

information on their boarding pass or any other 

information about their flight is not permitted. 

Not only is this a privacy breach, it reflects 

poorly on the Virgin Australia brand and 

reputation. It may even affect their – and other 

celebrities’ – decision to fly with us again.

Q. I NEED TO TRANSFER PERSONAL INFORMATION ABOUT CUSTOMERS 

TO A THIRD PARTY. WHERE SHOULD I GO FOR ADVICE ON HOW TO DO 

THIS CORRECTLY? 

A. We need to be very careful that we don’t transfer personal information 

to a third party without ensuring they have made contractual commitments 

to comply with our standards for protecting that information. Contact the 

Legal Team by emailing Legalteamreview@virginaustralia.com who’ll be able 

to advise you appropriately and identify any legal requirements that must be 

observed.

Q. I ACCIDENTALLY SENT AN EMAIL WITH THE FLIGHT BOOKING DETAILS 

OF A GUEST TO THE WRONG EMAIL ADDRESS. WHAT DO I DO NOW?

A. This is what’s known as a data breach, so you need to advise the Privacy 

Team by emailing privacy@virginaustralia.com straight away. If the incident 

occurred outside business hours, you’ll also need to call the Privacy Team on 

07 3333 6668. 

By giving the Privacy Team details about who you sent the email to, when 

you sent it and what information it contained, they can make an assessment 

about the severity of the data breach and take appropriate action. This 

breach will also need to be recorded in the Privacy Incident Register 

maintained by the Privacy Team. 

Protecting the privacy of our guests’ personal information is the 

responsibility of each employee. The team member will need to be counselled 

on their obligations to protect the confidentiality of customer data.
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WE HAVE A BIG HEART

Sustainability
Q. WE’RE RELEASING A NEW SNACK AS PART OF OUR INFLIGHT MENU. 

OUR SUPPLIER SAID THE PACKAGING WAS RECYCLABLE, SO CAN I GO 

AHEAD AND PUT THAT STATEMENT ON OUR PRODUCT?

A. Whether you can do so depends on two things: if the supplier can 

provide evidence that the product can definitely be recycled through our 

systems, and whether the Sustainability Team have approved it.

Q. I SEE AN OPPORTUNITY TO REDUCE THE NUMBER OF PRODUCTS WE 

LOAD ON OUR AIRCRAFT WHICH WOULD SAVE BOTH MONEY AND FUEL 

BUT IT’S NOT MY AREA OF RESPONSIBILITY. DO I ASSUME SOMEONE 

ELSE IS LOOKING INTO IT? 

A. No, never make that assumption. We all have a role to play in helping 

improve the efficiency and environmental performance of our business. If 

you have an idea, please speak up!
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WE DO THE RIGHT THING. ALWAYS

Fair Competition
Q. WE’RE HAVING A FARE SALE AND WANT TO GO TO MARKET WITH THE 

TAGLINE ‘UP TO 50% OFF ALL FLIGHTS’. SOUNDS ENTICING! HOWEVER, 

THE SALE DOESN’T EXTEND TO INTERNATIONAL DESTINATIONS; TRAVEL 

BLACKOUT PERIODS APPLY; AND THERE ARE ONLY A COUPLE OF SEATS 

THAT ARE 50% OFF. IS THIS OKAY?

A. It’s the tagline that’s problematic because it doesn’t tell our customers 

the whole story. So, not only are they likely to be disappointed when they 

want to book a flight, we’re also likely to have misled them in breach of the 

Australian Consumer Law. This could result in the ACCC taking enforcement 

against us, including by seeking financial penalties and undertakings, and 

asking us to compensate customers.

Q. OUR DOMESTIC NETWORK IS QUITE COMPREHENSIVE BUT THERE 

ARE STILL A FEW GAPS. THIS MEANS THAT SOME OF OUR CUSTOMERS 

HAVE TO WAIT FOR HOURS FOR THEIR CONNECTING FLIGHTS WITH ONE 

OF OUR SMALLER COMPETITORS. WOULD IT BE OKAY IF WE REJIG OUR 

SCHEDULES BY TALKING WITH THE OTHER AIRLINE?

A. Absolutely not. Discussing schedules to optimise our passengers’ time is 

likely to be considered a cartel, for which considerable jail time and hefty 

penalties could be imposed for both officers of Virgin Australia and the 

individuals involved in the conduct.
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WE DO THE RIGHT THING. ALWAYS

Conflict of Interest
Q. I SUGGESTED THAT MY FATHER-IN-LAW APPLY FOR A JOB AT VIRGIN 

AUSTRALIA. IS HE CONSIDERED TO BE A FAMILY MEMBER? 

A. Yes, he is. Family Members can include (but are not limited to), live-

in relationship/s, persons living with you, romantic relationship/s, spouse, 

former spouse, children, parents, grandparents, grandchildren, in-laws, de 

facto partners, siblings, siblings of spouse/de facto partner, step children and 

adoptive children or others with you have any type of personal relationship. 

It’s also a good idea to take care when dealing with Close Friends even 

though they’re not Relatives.

It’s important to be able to carry out your work impartially, so be careful 

not to allow any relationships to affect how well you work, or to even create 

an appearance that your work is being affected. If you’re uncertain about 

whether your relationship could create a conflict or not, you should speak 

with your Leader.

Q. MY SPOUSE OWNS AN INTEREST IN A BUSINESS WITH WHOM VIRGIN 

AUSTRALIA IS CONSIDERING PARTNERING. HOWEVER, IN MY POSITION I 

WON’T HAVE ANY DECISION-MAKING INFLUENCE AS TO WHICH SUPPLIER 

IS SELECTED. DO I STILL NEED TO REPORT THIS?

A. Yes. All potential conflicts – even the appearance of a conflict – can 

damage your reputation or that of the company, so must be disclosed in 

accordance with the Code and Virgin Australia’s Conflict of Interest Policy. 

Your reporting doesn’t necessarily mean a business relationship with that 

entity won’t be considered, but it enables the conflict to be managed and for 

Virgin Australia to make an informed decision.

Q. MY FRIEND WANTS ME TO SEE IF THERE’S A JOB OPENING FOR A 

FAMILY MEMBER AND HAS ASKED WHETHER I CAN ‘PULL ANY STRINGS’. 

HOW SHOULD I RESPOND? 

A. Advise them that they can apply through the Careers section on our 

website. It’s important that you ensure you’re not involved in, or have any 

influence on, the decision to hire that individual, as it could be seen by 

others as a conflict of interest. However, recommending someone via the 

employee referral programme is not a conflict of interest and that’s definitely 

something that you could let them know you’re willing to do.

Q I WAS RECENTLY PROMOTED TO A LEADER. MY GIRLFRIEND ALSO 

WORKS AT VIRGIN AUSTRALIA AND NOW REPORTS TO ME. WE BOTH WANT 

TO KEEP OUR JOBS AT VIRGIN AUSTRALIA. WHAT SHOULD WE DO?

A. Managing your girlfriend creates a conflict of interest. Talk over the situation 

with your Leader and then submit a conflict review request. The Ethics and 

Compliance Team will review the situation and advise you what to do.
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WE DO THE RIGHT THING. ALWAYS

Gifts and Entertainment
Q. A GRATEFUL CUSTOMER GIVES ME A $5 MERLO COFFEE CARD EVERY 

TIME SHE TRAVELS. CAN I KEEP THEM?

A. No. Gifts of cash or cash equivalents (such as gift cards and gift 

certificates) in any amount are never permitted. Politely decline the cards and 

tell her they are not necessary.

Q. CAN I ACCEPT PERSONAL DISCOUNTS FROM SUPPLIERS THAT I AM 

RESPONSIBLE FOR DEALING WITH FOR PURCHASES SUCH AS HOTEL 

STAYS, CAR HIRE, RETAIL, OR OTHER PRODUCTS?

A. No, that’s unacceptable. You can only accept discounts if they’re approved 

by the company and are clearly available to all Virgin Australia team members.

Q. ONE OF MY TEAM’S SUPPLIERS RECENTLY SENT MY TEAM A BOTTLE 

OF EXPENSIVE WINE OUT OF THE BLUE, WITHOUT A NOTE. I REACHED 

OUT TO THE SUPPLIER TO THANK THEM AND GET MORE INFORMATION 

ABOUT THEIR GIFT. IT TURNS OUT THE SUPPLIER IS IN THE MIDDLE OF AN 

INTENSE CONTRACT NEGOTIATION WITH ANOTHER VIRGIN AUSTRALIA 

TEAM AND WAS HOPING I MIGHT HELP FIND OUT MORE ABOUT THE 

PROCESS. SHOULD I ACCEPT THE WINE? 

A. Although the wine’s market value is likely less than $200, receiving it out 

of the blue while the supplier is bidding for new Virgin Australia projects may 

suggest the supplier hopes you’ll influence the decision to select the supplier 

for this contract. Since it is not clear that the wine was sent to promote 

goodwill, reach out to your Leader or the Legal Team to discuss before 

accepting it.
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WE DO THE RIGHT THING. ALWAYS

Bribery and Corruption
Q: I AM RESPONSIBLE FOR NEGOTIATING A CORPORATE SALES 

AGREEMENT FOR A LARGE AUSTRALIAN SPORTING ORGANISATION. AT 

THE END OF MY FIRST MEETING TO TALK THROUGH THE COMMERCIAL 

DEAL, THE RELEVANT DECISION MAKER FROM THE SPORTING 

ORGANISATION PULLS ME TO ONE SIDE AND SAYS THAT IF I ARRANGE 

FOR AN INCREASE IN THE LEVEL OF CORPORATE DISCOUNTS 

BEING OFFERED TO THEM, HE WILL PROVIDE ME WITH A LIFETIME 

MEMBERSHIP TO THE ORGANISATION, WHICH COMES WITH LOTS OF 

GREAT PERKS LIKE FREE SPORTING EVENT TICKETS AND ACCESS TO 

THEIR VIP LOUNGE. CAN I ACCEPT HIS OFFER?

A: No. As an employee of Virgin Australia, it is a breach of our Code of 

Conduct to offer, give, promise or receive anything of value in return for 

influencing a business decision. You should decline the offer and promptly 

report the interaction to your manager.
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WE DO THE RIGHT THING. ALWAYS

Anti-Money Laundering 
and Trade Sanctions

Q. ONE OF VIRGIN AUSTRALIA’S CHARTER CUSTOMERS IN ASIA HAS 

OVERPAID AND ASKS FOR THE EXCESS AMOUNT TO BE REPAID BY 

TRANSFERRING IT TO AN ACCOUNT HELD IN SWITZERLAND. IS THIS OKAY?

A. Do not accept the suggestion readily. This kind of request requires an 

explanation. Ask the customer why the amount cannot be repaid in the same 

way it was originally paid. Seek advice from the Legal Team.
Q. WE ARE CURRENTLY SELLING AN AIRCRAFT TO A PURCHASER BASED 

IN DUBAI. HOWEVER, THE PURCHASER HAS REQUESTED THAT WE 

DELIVER THE AIRCRAFT TO IRAN. THE PURCHASER HAS NOT PROVIDED 

ANY INFORMATION ON THE FINAL DESTINATION OF THE AIRCRAFT. HE 

ALSO INDICATED THAT THE PAYMENT WILL COME VIA AN UNRELATED 

THIRD PARTY. THE PURCHASER IS PREPARED TO PAY WELL ABOVE 

MARKET PRICE.THIS SEEMS LIKE A GOOD FINANCIAL DEAL FOR VIRGIN 

AUSTRALIA, CAN I JUST PROCEED WITH THE TRANSACTION?

A. No. This situation raises a number of sanctions and money laundering ‘red 

flags’. Do not proceed with the deal and immediately contact the Legal Team 

for advice. Sanctioned entities, and entities in sanctioned countries, often 

try to obtain goods by concealing their participation in the transaction and 

operating through a third party. Because sanctions prevent the sanctioned 

party from lawfully purchasing certain types of goods or services, they are 

often prepared to pay above-market prices. Proceeding with this transaction 

could mean that you and Virgin Australia are committing a criminal offence 

under trade sanctions laws applicable to Virgin Australia, especially as there 

are clear warning signs that a sanctioned party may be involved. The Legal 

Team can investigate the matter and provide you with advice on next steps.
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WE OWN IT

Communications
Q. I’M ON THE VIRGIN AUSTRALIA FACEBOOK PAGE AND I SEE A 

NEGATIVE COMMENT SOMEONE HAS POSTED ABOUT THE SERVICE 

THEY RECEIVED ON BOARD ONE OF OUR FLIGHTS. I WANT TO 

DEFEND VIRGIN AUSTRALIA - SHOULD I RESPOND?

A. It’s great that you want to defend our service! But, no, as a general 

rule, you should avoid responding directly to negative posts. Remember, 

we have dedicated teams who are responsible for responding to customer 

enquiries or complaints. If in doubt, contact the Corporate Affairs Team.

Q. A JOURNALIST CONTACTED ME ON LINKEDIN TO ASK ABOUT ANY 

UPCOMING CHANGES TO THE ROUTES THAT ARE SERVICED BY VIRGIN 

AUSTRALIA. WHAT CAN I SAY?

A. Any changes to our network are often confidential and shouldn’t be 

shared with anyone until Virgin Australia has publicly announced them. 

You should direct the journalist to the Corporate Affairs Team.

CONTENTS

14Virgin Australia Group — Code of Conduct 14Virgin Australia Group — Code of Conduct



WE OWN IT

Collaborating with Third Parties
Q. IN THE COUNTRY WHERE ONE OF OUR SUPPLIERS IS BASED, IT IS LEGAL TO HIRE SOMEONE WHO IS 12 

YEARS OLD. I RECENTLY LEARNED THAT THIS SUPPLIER EMPLOYS A NUMBER OF 12 YEAR OLDS. IS THIS 

ACCEPTABLE TO VIRGIN AUSTRALIA? 

A. No. Virgin Australia is committed to the elimination of child labour and will not work with third parties that 

use child labour in their operations. The International Labour Organisation (ILO) sets the general minimum age 

for employment or work at 15 years (13 for light work) and the minimum age for hazardous work at 18 (16 under 

certain strict conditions). You should speak up and report it to your Manager or the Ethics and Compliance 

Team, or report via the Ethics Hotline so necessary next steps can be taken.

Q. I AM NEGOTIATING A NEW CONTRACT WITH AN EXISTING SUPPLIER FOR THE SUPPLY OF GROUND 

HANDLING SERVICES WHICH WILL COST $5 MILLION OVER THE TERM OF THE CONTRACT.  VIRGIN 

AUSTRALIA CURRENTLY PURCHASES GROUND HANDLING EQUIPMENT FROM THIS SUPPLIER UNDER 

PURCHASE ORDER TERMS AND CONDITIONS. I KNOW FROM READING THE VIRGIN AUSTRALIA CONTRACT 

POLICY, THAT BECAUSE OF THE CONTRACT VALUE, I AM REQUIRED TO SEND THE CONTRACT TO THE LIFTT 

(LEGAL, INSURANCE, FINANCE, TAX AND TREASURY) FOR REVIEW.  MY MANAGER TOLD ME THAT THE 

CONTRACT NEEDS TO BE SIGNED BY THE END OF THIS WEEK. GIVEN WE HAVE AN EXISTING RELATIONSHIP 

WITH THIS SUPPLIER, I TOLD MY MANAGER WE CAN SKIP THE LIFTT REVIEW PROCESS. IS THIS OKAY? 

A. No. The Virgin Australia Contract Policy applies to all new agreements, including those with existing suppliers 

where a contract is not in place for the provision of the relevant goods or services. If your new agreement 

meets the threshold for review by the LIFTT stakeholder team, you must submit the contract for review prior 

to presenting the contract for review and execution. The Contract Policy is designed to ensure that all new 

agreements entered into by the Group are reviewed by stakeholders who will help you identify and manage any 

risks associated with the new agreement.
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WE OWN IT

Assets, Confidential 
Information and 
Intellectual Property

Q. I’M LOOKING TO BRING A NEW VELOCITY PARTNER ON BOARD, BUT 

WE NEED TO GIVE THEM SOME INFORMATION ABOUT HOW OUR SYSTEMS 

WORK, BEFORE WE ENTER INTO A CONTRACT WITH THEM. CAN I JUST 

GIVE THE PARTNER THE INFORMATION THAT THEY NEED?

A. Information about our systems and how we use them for our business 

can be confidential. We might need to look at entering into a non-disclosure 

agreement (NDA) with the partner before we can share information and 

explore the possibility of bringing the supplier on board. You can find Virgin 

Australia’s standard NDAs on the Legal Vine page, or you can reach out to the 

Ethics and Compliance Team for assistance.

Q. IS IT EVER OK TO GIVE INFORMATION TO A FORMER TEAM MEMBER? 

SOMEONE WHO USED TO WORK HERE WITH ME HAS ASKED ME 

FOR COPIES OF MATERIALS WE WORKED ON TOGETHER. I’VE ALSO 

DISCOVERED THAT THEY ALREADY HAVE A LOT OF PRINTED AND DIGITAL 

VIRGIN AUSTRALIA MATERIALS AND DATA. WHAT SHOULD I DO? 

A. Under no circumstances should you give your former team member the 

information they’ve asked for, which may be confidential. They’ve breached 

our Code by taking Virgin Australia’s information with them when they left the 

company, and there could be further issues if they’ve used or revealed any of 

it to others. The obligation to keep confidential Virgin Australia information 

secure applies not only during, but also following, employment. 

Talk to your leader immediately. They will decide what action is needed to 

protect our information in this case.

Q. ONE OF OUR PARTNERS HAVE ASKED US IF THEY CAN 

USE THE VIRGIN AUSTRALIA LOGO IN THEIR MARKETING 

COLLATERAL. CAN I ALLOW THEM TO DO THIS?

A. We have to be careful when allowing third parties to use 

the Virgin Australia logo. There are some strict requirements 

for other parties using our name and logo in marketing 

collateral, so be sure to check in with the Virgin Australia 

Brand Marketing team and the Ethics and Compliance Team.
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WE OWN IT

Accurate Record 
Keeping and Reporting

Q. A TEAM MEMBER I WORK WITH TOOK ANNUAL LEAVE BUT HASN’T 

SUBMITTED A LEAVE FORM FOR IT YET. I’M NOT SURE IF OUR MANAGER 

KNOWS ABOUT IT. WHAT SHOULD I DO?

A. Taking leave without proper approval is fraudulent and deceptive, as it 

means that the person is being overpaid. Raise it with your manager or with 

your People Team representative.

Q. A TEAM MEMBER NEEDS TO AMEND A TRAVEL BOOKING FOR 

THEMSELF AND THEIR FAMILY. IS IT OK FOR THEM TO MAKE THIS 

CHANGE DIRECTLY IN THE RESERVATION SYSTEM?

A. No. Team members are not permitted to make direct changes to their 

own bookings. Instead, all amendments must be completed through the 

normal customer channels available (e.g. online).

Q. A TEAM MEMBER THAT I WORK WITH JUST MADE AN UNAUTHORISED 

TICKET WAIVER TO A BOOKING BELONGING TO THEIR FAMILY 

WITHOUT COLLECTING THE RELEVANT FEES. WHAT SHOULD I DO?

A. Unauthorised modifications to bookings and abuse of the reservation 

system for the benefit of self, family or friends can result in revenue loss 

for Virgin Australia. You need to raise this issue with your manager or 

contact the Ethics Hotline or your People Team.
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WE OWN IT

Political Activity and Contributions

Q. I HAVE BEEN ASKED IF VIRGIN AUSTRALIA WILL SUPPLY FLIGHTS 

FOR A LUCKY DOOR PRIZE AT A YOUTH POLITICAL ORGANISATION 

FUNCTION IN RETURN FOR MARKETING EXPOSURE AT THE EVENT. WHO 

SHOULD I CONTACT?

A. You will need to get prior approval from the Ethics and Compliance team 

and Sponsorships and Partnerships Committee.

Q. I HAVE AN OPINION ABOUT THE POLITICAL SITUATION(S) IN MY COUNTRY. MAY 

I EXPRESS MY PERSONAL POLITICAL AFFILIATIONS OR VIEWS VIA SOCIAL MEDIA?

A. Yes, you are free to do so. However, always remember to be respectful of others 

and make it clear that you’re speaking for yourself and not for Virgin Australia.
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