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CONTENTS Welcome to our Menzies Code of Conduct.

Our Code provides a set of principles 
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cision-making and to set the behaviour 
expected of us. This is our guide to doing 
the right thing, at the right time and in 
the right way.
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our reputation or our operations. Failure to do 
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OUR CODE
Our Code of Conduct details the ethics and behaviours we expect and promote to help 
guide our People make the correct choices in a consistent and ethical manner, whatever 
we do and wherever we do it.

Our Code applies to every Group employee at every level across the business, and 
covers all of our Group companies (including subsidiaries and joint ventures in which we 
have a majority or controlling interest). There are no exceptions.

Whether you are new to the Group or have been with us for many years, it is important 
you become familiar with this Code, understand it, and apply it in all that you do.

You have a responsibility for ensuring that you, and those around you, follow this Code.

This Code is our roadmap and compass for doing business the right way.

OUR VALUES
The Menzies values are at the core of our business. Each value reflects an key ingredient 
for making Menzies a great business. Together, these values help us create and main-
tain an inclusive culture, guide our decisions and actions and deliver the best for our 
customers.

Safety & Security
Safety & Security always comes first, that’s why we never 
compromise.

Teamwork
Building relationships with those around us makes us all 
stronger and more successful.

Integrity
We’re open and honest in all we say and do, creating 
trust, and growing our reputation for high standards.

Agility
Every day is different; we have the energy and expertise 
to respond successfully to any situation.

Customer Focus
We deliver the best service for our customers and create 
relationships built on trust.

ALL IN
The Group is more committed than ever to being a sus-
tainability leader. All In is our strategy and plan to help 
us deliver on that commitment with initiatives, goals and 
targets set across each of the environmental, social and 
governance (ESG) pillars. 

By embedding All In in our strategy, decision making, and delivering on our key initia-
tives, goals and targets, we can grow our business ethically and responsibly, make pos-
itive changes for our people and the communities we work in, and ensure a sustainable 
and successful future. 

We want everyone to be All In! 

Menzies is also signatory of the UN Global Compact and is committed to progressing 
the 10 principles of the compact and the Sustainable Development goals. You can find 
out more here: 

https://www.unglobalcompact.org/what-is-gc/mission/principles

https://sdgs.un.org/goals

OUR PURPOSE
Our purpose is to provide safe and trusted aviation services, for every customer, every time.

We aim to deliver the safest, most secure and sustainable landside and airside services 
tailored to our customers’ needs, and by doing so, be recognised as a solution provider 
and the leading aviation services provider in our marketplace.

Aligned with being a safe and trusted aviation services partner, our culture is built on 
strong ethics and integrity, underpinned by our values and behaviours. We hope our 
People are guided and inspired to deliver their best, every day.

We may be spread far and wide but we are bound together by shared goals, living the 
same Menzies values and guided by this Code.

HELPFUL RESOURCES

Throughout this Code, we will highlight helpful resources via sections such as this.

You can find translations of this Code, along with all the policy documents, proce-
dures and manuals referred to throughout, on our Group Intranet at:  
intranet.jmenzies.com

https://www.unglobalcompact.org/what-is-gc/mission/principles
https://sdgs.un.org/goals
http://intranet.jmenzies.com
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CODE OF CONDUCT KEY PRINCIPLES

ONE CODE FOR EVERYONE
Our Code of Conduct applies to all Group employees, whatever their position, grading or loca-
tion; we embrace and promote the same ethical values wherever we operate.

We expect and encourage all of our third party business partners and their employees to follow 
our Third Party Code of Conduct, which reflects the principles and values in this Code, in all 
dealings with us or on our behalf.

INTEGRITY & COMPLIANCE
We expect our employees to behave honestly and with integrity in all dealings with fellow em-
ployees, customers, suppliers, contractors, partners, stakeholders and competitors, wherever 
they are located.

We must comply with the applicable laws and regulations of those countries in which we do 
business. As John Menzies plc is a UK-based company, UK law may also apply in such countries.

This Code of Conduct is the foundation of the Group’s Compliance Programme.

RESPECT, NOT RETALIATION
Retaliation against anyone who reports suspected violations of this Code in good faith will not 
be tolerated.

It is important for us to create an environment where individuals are treated with respect and 
feel they can be open and honest about any concerns they have.

We will investigate every report of a potential or perceived violation of our Code and may take 
disciplinary action if considered appropriate, including termination of employment.

IF IN DOUBT, ASK
Our Code does not cover every difficult situation or possible scenario that may arise in the 
workplace.

Being part of the Menzies family means behaving ethically at all times and, if you are unsure how 
to proceed or if you have any question in respect of this Code, there are lots of people who can 
help advise you.

Helpful resources are flagged throughout this Code. Be sure to consult them whenever you have 
a question.

OUR PRINCIPLES
Our People are our most highly-valued resource: our operational performance and delivery of 
shareholder value are dependent upon attracting and retaining a highly-skilled, motivated and 
talented employee base. We are committed to having a diverse workforce and creating a work-
place that promotes mutual trust and respect. Everyone should feel they are treated with dignity 
and empowered to reach their full potential.

Employees with any concerns or issues are encouraged to discuss these with their Line Manager 
or an HR representative to ensure prompt resolution.

OUR EXPECTATIONS
A WORKPLACE FREE FROM 
HARASSMENT AND INTIMIDATION
We all have a right to work free from intimi-
dation and harassment and in an environment 
where we feel safe and comfortable. Any 
form of abuse or harassment is strictly for-
bidden and this includes actions that might 
reasonably be considered to be offensive or 
discriminatory.

We expect all employees to treat each other 
with courtesy, dignity and respect.

 > Help create a work environment free from 
harassment and intimidation.

 > Report any incidents to your Line Manager 
or HR representative.

DIVERSITY AND INCLUSION
We actively promote tolerance and diversity 
at every level of our business. As a global 
organisation, we aim for a workforce that is 
representative of the societies in which we 
operate. As such, we are committed to provid-
ing equal opportunities and avoiding any form 
of unfair discrimination in the workplace. We 
seek to create an environment of inclusion and 
acceptance.

EQUAL OPPORTUNITIES
Our policies and procedures for recruitment, 
training, promotion and reward promote equal-
ity of opportunity, regardless of background 
and personal circumstances.

 > All work-related decisions are based on 
merit, not on race, colour, national origin, 
religion, gender, age, sexual orientation, 
gender identity, marital status, disability or 
any other characteristic protected by appli-
cable laws.

 > Offensive remarks, messages or jokes and 
inappropriate behaviour are never accept-
able and will not be tolerated.

TREAT EVERYONE 
WITH DIGNITY  
AND RESPECT

RESPECT 
DIFFERENT 

BACKGROUNDS  
AND CULTURES

OUR PEOPLE

ENCOURAGE AND 
SUPPORT THOSE 

AROUND  
YOU
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HUMAN RIGHTS
The Group is committed to promoting human 
rights and ensuring it complies with all relevant 
laws. As such, we respect employees’ right to 
freedom of association and collective bargain-
ing in accordance with applicable legislation; 
we have a zero-tolerance approach to any 
form of modern slavery in our operations, 
including human trafficking and forced or child 
labour; and we expect our business partners to 
promote equivalent standards.

 > Ensure that proper recruitment procedures 
are followed and our employees are paid at 
least the legal minimum for the work they 
undertake.

 > Use our Business Partner Procedure when 
appointing business partners and ensure 
they agree to abide by our Third Party 
Code of Conduct.

 > Report any actual or perceived violation 
of human rights in our business or in our 
business partners’ operations immediately 
to your Line Manager or Group Compliance.

 > Follow our Anti-Slavery and Human 
Trafficking Policy at all times.

PROTECTING PERSONAL DATA
Wherever we do business, we are committed 
to complying with those laws, regulations and 
relevant standards governing how personal 
data about current/former employees and 
other third parties is collected, used, managed, 
transferred between countries and ultimately 
destroyed. Transfer of personal data between 
countries must satisfy all relevant legislative 
and regulatory requirements.

HELPFUL RESOURCES

 > Anti-Slavery and Human Trafficking 
Policy

 > Business Partner Procedure
 > Conflicts of Interest Policy
 > Corporate People Policy
 > Data Protection Policy
 > Data Retention Policy
 > Equality, Diversity & Inclusion Policy
 > Information Security Policy
 > Third Party Code of Conduct

COMMONLY ASKED QUESTIONS
Q: Whenever I ask my Manager a question, they publicly mock me. What should I do?
A: This behaviour may be considered bullying and is inconsistent with our Code. Talk to your HR 
representative or contact our SPEAK UP hotline via phone or web, 24 hours a day.

Q: Where can I find details for contacting SPEAK UP?
A: To make a web report: https://www.speakupfeedback.eu/web/menzies

Look for you local telephone phone number or local web address details on breakroom notice 
boards or via the SPEAK UP button on the front page of our intranet:

When making a report, make sure you quote reference: 90485

More information can be found on pages 28-29 of this Code.

Q: During a casual conversation with colleagues, one of them made a comment about another 
colleague that I found offensive. What should I do?
A: If you feel comfortable doing so, speak to them about it. If you need guidance, speak to your 
Line Manager or HR representative.

Keep all information concerning individuals up-to-date, relevant and secure. Only collect person-
al data we have a legitimate requirement for.

 > Personal data in any form must be kept confidential, held securely and disclosed only to 
those who have a lawful and legitimate business need to access it.

 > Adequate measures must be taken to prevent unauthorised, accidental or deliberate loss, 
damage or destruction of personal data.

 > When retaining, destroying or transferring personal information, refer to our Data Protection 
Policy and Data Retention Policy.

 > Report any concern that personal data is not being properly protected or has been/may be 
compromised as soon as possible to the Group’s Data Protection Officer.

For any HR related query or concern, 
please contact your local HR team.

For any data protection query or con-
cern, please email:

dataprotection@menziesaviation.com

CONTACT

mailto:dataprotection%40menziesaviation.com?subject=
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OUR INTEGRITY
OUR PRINCIPLES
As a forward-looking business, we recognise that nurturing a strong ethical culture is vital to our 
success. We are committed to conducting our business fairly, honestly, safely and in compliance 
with all applicable laws, regulations and ethical standards. We aim to deal with our business 
partners with integrity and in good faith and we expect them to adhere to business ethics and 
behaviours which are consistent with our own, regardless of where they are located.

OUR EXPECTATIONS
ANTI-BRIBERY AND ANTI-CORRUPTION
Bribery and corruption damage economic and 
social development, create an uneven playing 
field and are illegal under both local and inter-
national anti-bribery and anti-corruption laws. 
Individuals and companies who violate these 
laws may face severe criminal and civil penal-
ties, in addition to reputational damage and 
business disruption.

 > Bribery and corruption in any form will not 
be tolerated within Group operations, either 
directly or through third parties.

 > All Group employees are prohibited from:
• offering or giving a bribe, whether directly 
or indirectly, to any person or entity;
• requesting or receiving a bribe, whether 
directly or indirectly, from any person or 
entity; and
• offering or making facilitation payments 
to public officials.

 > All demands for bribes or kickbacks must 
be expressly rejected.

 > Keep accurate records and receipts of all 
payments made and received.

 > Never engage public officials to provide 
services/products without advance approv-
al from Group Compliance, or pay more 
than the fair market value for such services/
products.

 > Follow our Anti-Bribery and Anti-
Corruption Policy, Gifts and Hospitality 
Policy and Business Partner Procedure at all 
times, and report any known, suspected or 
potential violation immediately.

An allegation of bribery or corruption can 
seriously damage our reputation: it is better to 
miss out on business than to compromise our 
behaviours and standing.

In addition, all dealings with customers and 
suppliers must be open and honest. Particular 
care needs to be taken in the development of 
new business and the negotiation of contracts.

When bidding for and/or negotiating con-
tracts, the Group requires that its officers, 
employees and representatives will:

 > Not knowingly make untrue statements or 
provide inaccurate information.

 > Provide all information required by law or 
regulation.

 > Observe the laws, regulations and pro-
cedures relevant to the particular tender 
process.

 > Not try to illegitimately influence the out-
come of the process or seek confidential 
information about competitors’ positions.

 > Adhere to all relevant competition and 
anti-trust laws and regulations and to 
anti-corruption laws.

GUIDANCE NOTE
Even if your home country or the country you work in does not have legislation in force 
which addresses bribery and/or corruption, this is an issue you do need to be concerned 
about.

As the Group has operations in both the UK and USA, you must, as a Group employee, 
assume that the anti-bribery and anti-corruption legislative and regulatory requirements 
of these, and other, countries extend to the whole of the Group and our global operations 
(including those engaged to provide services on behalf of the Group).

RELATIONSHIPS WITH 
BUSINESS PARTNERS
The Group may be liable for the illegal ac-
tivities of third parties who act on its behalf, 
even if any such activity was not expressly 
authorised by a Group employee. For that 
reason, our Business Partner Procedure must 
always be followed when proposing to retain 
or engage business partners.

Business Partners includes suppliers, custom-
ers, sub-contractors, agents and new joint 
venture partners.

 > Ensure all business partners sign up to our 
Third Party Code of Conduct and agree 
to the relevant contractual obligations (as 
advised by Group Legal).

 > Report any violation of our Third Party 
Code of Conduct by a business partner 
immediately to your Line Manager or Group 
Compliance.

 > Always follow our Business Partner 
Procedure when entering into or renewing 
relationships with business partners and 
seek guidance from Group Compliance 
whenever necessary.

 > Seek guidance from Group Compliance on 
appropriate due diligence before engaging 
with new Business Partners.
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 > Always follow our Conflicts of Interest 
Policy.

 > Be aware of situations that might lead to a 
conflict occurring such as:
• investments in other companies;
• having a relationship with another 
member of staff, particularly where you 
may influence decisions over each other’s 
salary, promotions or appraisals; or
• other employment with, or serving as an 
officer of, another company.

 > Raise any situations you are concerned 
may create an actual or potential conflict or 
the appearance of a conflict with your Line 
Manager - these should also be notified to 
Group Compliance. This ensures any risk 
can be managed and resolved.

INSIDER DEALING
In the course of your work, you may become 
aware of information about the Group that is 
not publicly available and which may be con-
sidered relevant to an investor when deciding 
whether or not to invest in the Company’s 
shares (“Inside Information”).

Trading in the Company’s shares when you 
have Inside Information, or sharing it with 
others, is illegal and can result in severe 
penalties.

 > Never buy or sell shares in the Company, 
or encourage others to do so, if you are in 
possession of Inside Information.

 > Follow the same principles in relation to the 
Inside Information of other listed compa-
nies, and remember these rules continue to 
apply when you are no longer an employee 
of the Group.

 > Always follow our Inside Information Policy 
and related share-dealing policies.

ANTI-COMPETITIVE BEHAVIOUR
It is important that we comply with the com-
petition laws of the UK (or, if we work outwith 
the UK, the competition or related laws of the 
country in which we work) because violations 
of such laws can carry serious consequences.

Competition laws are complicated and will 
often depend on the particular facts. If 
youhave any questions or concerns from a 
competition law perspective, please contact 
Group Legal.

10

GIFTS AND HOSPITALITY
In selecting and dealing with current and 
prospective business partners, you are ex-
pected to act impartially and with the best 
interests of the Group in mind. Please be 
aware that accepting gifts and hospitality may 
create the appearance of a conflict of interest 
even though there may not be one. Gifts and 
hospitality must not be offered, provided or 
accepted in return for any business, service, 
confidential information or where the intention 
is to influence a decision or secure business.

 > All gifts and hospitality given or received 
must be logged in the Gifts and Hospitality 
Register and approved.

 > Gifts and hospitality must never be exces-
sive and only those of nominal or propor-
tionate value may be given or received.

 > Always follow the Gifts and Hospitality 
Policy.

Crucially, you should never give or receive any 
gift or hospitality when you are negotiating a 
new or existing contract or agreement with a 
customer, supplier, business partner or other 
third party.

CONFLICTS OF INTEREST
Acting with integrity as an employee involves, 
amongst other things, putting our Group’s in-
terests first. Any interest, relationship or activ-
ity that is incompatible with the best interests 
of our business may be considered a “conflict 
of interest”.

Conflicts of interest can arise when your out-
side interests or activities affect your ability to 
make objective decisions for the Group. They 
also arise when you or, for example, a member 
of your family receive improper personal 
benefits as a result of your position within the 
Group.

COMMONLY ASKED QUESTIONS
Q: Can I go to a regular season sporting 
event with a supplier who offers me a 
ticket?
A: Generally yes, this is acceptable if the 
sporting event is near to where you live and 
does not involve excessive travel or accom-
modation. Consult the Gifts and Hospitality 
Policy prior to accepting such hospitality.

Q: What if the supplier offers me and my 
family use of their holiday home for a 
week?
A: No, this is outside the scope of Group 
business and not of nominal value.

Q: When is information considered to be 
“Inside Information”?
A: When it would have a significant impact 
on the market price of a company’s shares 
or if a reasonable investor would consider it 
important when deciding to buy, sell or hold 
stock. Inside Information includes facts 
a) about a company’s financial perfor-
mance; 
b) material contracts, acquisitions and 
other significant transactions; and 
c) changes in Management.

 > Do not engage in any form of agreement or 
understanding with competitors to:
• fix prices;
• rig bids;
• divide markets;
• allocate customers; or
• limit supply.

 > Do not share pricing information with 
competitors.

 > Keep a written file note of important or 
sensitive discussions with suppliers or 
competitors.

 > If you attend meetings with competitors, 
do not attend alone. If you think any sensi-
tive information is about to be discussed, 
excuse yourself from the meeting and 
ensure any minutes reflect this.

 > Follow our Competition Law Policy at all 
times.
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CONTACT
For all formal notifications under agree-
ments/ contracts, legal claims, litigation 
and initial pre-claim/ litigation letters, 
please email:

legal@menziesaviation.com

For any Insurance query or concern, 
please email:

insurance@menziesaviation.com

For any Compliance or Secretariat query 
or concern, please email:

compliance@menziesaviation.com

SANCTIONS AND INTERNATIONAL 
TRADE LAWS
Sanctions are complicated but it is vital that 
we comply with all legislative and regulatory 
requirements, together with related Group 
policies and procedures, regulating our inter-
national trading activity and abide by all trade 
sanctions.

Consequences for violating trade control laws 
and sanctions are severe for both the Group 
and the individuals involved, including civil and 
criminal penalties.

We must never handle a sanctioned airline or 
aircraft or provide the means or equipment to 
support the servicing of a sanctioned airline or 
aircraft. We must also never do business with 
any sanctioned supplier, customer or partner 
of any kind.

For an up to date list of those countries and 
individuals with whom we cannot do business, 
please contact Group Compliance.

If you are involved in potential or existing 
business dealings with a sanctioned country, 
company or person, or if you have any ques-
tions about trade controls relating to exports 
and imports, please contact Group Compliance 
and Group Legal for guidance.

LEGAL, INSURANCE, COMPLIANCE 
AND SECRETARIAT MATTERS
All legal, insurance, compliance and secretariat 
issues which arise must be notified to Group

Legal, Group Insurance, Group Compliance and 
Group Secretariat as appropriate. At the time 
of notification you must include a copy of all 
documents, information and paperwork relat-
ing to the matter in question.

Examples of issues which must be immediate-
ly notified to the relevant function(s) are as 
follows:

 > Notify Group Legal of any actual or po-
tential litigation which has come to your 
attention (e.g. letters in relation to potential 
disputes or court paperwork); proposed ac-
quisitions or disposals; any agreements you 
are intending to enter into on behalf of the 
Group, including guarantees and proposed 
involvement in any tenders.

 > Notify Group Insurance of all incidents 
where claims will or may be made by or 
against the Group, or any other insurance 
matter affecting the Group’s business.

 > Notify Group Compliance of any queries or 
requests relating to anti-bribery and cor-
ruption, anti-slavery and human trafficking 
(sometimes called “modern slavery”) or any 
other regulatory or legislative compliance 
matter affecting the Group’s operations.

 > Notify Group Secretariat of any proposals 
to change the Group’s company structure, 
including proposed new company forma-
tions or dissolutions; proposed changes 
to directorships or registered offices; 
board meetings required to approve spe-
cific issues; and the proposed issuance of 
powers of attorney by any Group company.

HELPFUL RESOURCES

 > Anti-Bribery and Anti-Corruption Policy
 > Anti-Slavery and Human Trafficking 

Policy
 > Business Partner Procedure
 > Competition Law Policy
 > Conflicts of Interest Policy
 > Gifts and Hospitality Policy
 > Group-Wide Dealing Policy
 > Inside Information Policy
 > Share Dealing Code
 > Share Dealing Procedures Manual
 > Third Party Code of Conduct

OUR BOARD
The Board of Directors of the Company is 
ultimately responsible to the Company’s 
stakeholders for all policies and activities of 
the Group and the approval of the Board is 
required before the adoption of any material 
policy or the taking of any significant action. 
Any changes to the divisional or legal struc-
ture of the Group must also be approved by 
the Board.

Details of the Board and its Committees can 
be found on our website at:

https://menziesaviation.com/investor-centre/
john-menzies-plc-board/

mailto:legal%40menziesaviation.com?subject=
mailto:insurance%40menziesaviation.com?subject=
mailto:compliance%40menziesaviation.com?subject=
https://menziesaviation.com/investor-centre/john-menzies-plc-board/
https://menziesaviation.com/investor-centre/john-menzies-plc-board/
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OUR ASSETS
OUR PRINCIPLES
All Group employees are responsible for protecting our assets from loss, theft or misuse. This 
includes both tangible and intangible assets such as trade secrets, business information and 
intellectual property.

OUR EXPECTATIONS
PROTECTING OUR ASSETS
In carrying out your role, you must ensure 
that Group assets are only used for legitimate 
business purposes and are properly protected 
at all times.

 > Ensure no damage occurs to our assets and 
protect our information.

 > Keep your passwords, identification and 
security passes secure at all times.

 > Be careful when working in a public place 
where others may be able to see your 
device screen.

 > Do not install, modify or disable any soft-
ware applications or functions without IT 
Service Desk approval.

 > Do not connect to unknown or unsecure 
networks.

 > Do not connect personally-owned memory 
sticks or devices to a Group device.

 > Immediately report any incidents to the IT 
Service Desk, including potential or actual 
loss of Group information or assets, any 
suspected virus infections or suspicious 
software activity or emails on your Group 
computer or device.

PROTECTING CONFIDENTIAL 
INFORMATION AND RECORDS
We consider confidential or commercially 
sensitive information an important asset and 
therefore expect you to maintain the confi-
dentiality of any business information that is 
entrusted to you by the Group or any of our 
business partners.

You should not disclose such information 
unless you have been authorised to do so, nor 
should you remove confidential information 
from Group premises unless it is absolutely 
necessary to do so and you are authorised to 
do so.

 > Only disclose confidential information to 
other Group employees who are so autho-
rised and have a need to know.

 > Do not access information you are not au-
thorised to access or do not need to know.

 > Do not disclose confidential information to 
persons outside the Group without ensur-
ing the proper approvals and protections 
are in place.

 > Ensure that all business development proj-
ects/proposals are properly and accurately 
recorded and reported.

 > Always involve Group Legal or Group 
Compliance (as appropriate) when re-
sponding to a request for information from 
a government or regulatory agency.

 > When sending confidential or commercially 
sensitive information, make sure it is appro-
priately encrypted and password protected.

 > Do not use a Group email address to sign 
up for services unrelated to your role.

MANAGING OUR INFORMATION
If there is no business reason or legal require-
ment for information to be retained then it 
should be destroyed. Keeping information 
longer than is necessary may be illegal and 
increases our need for storage facilities.

 > Follow our Data Protection Policy and Data 
Retention Policy when creating, retaining or 
destroying documents (whether in paper or 
electronic format).

 > Only keep information for the retention 
period set out in the Data Retention 
Schedule.

 > Speak to Group Legal if you have any 
questions or concerns on the retention of 
information.
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COMMITTING TO AGREEMENTS 
AND EXPENDITURE
You must always ensure you have sought the 
appropriate authorisations before you commit 
the Group to a contract or incur expenses.

The Group must have legally binding agree-
ments in place, with agreed terms and condi-
tions, before it commits its resources. Without 
such agreements, the Group is open to legal, 
financial, commercial and tax risks.

The Signing Authority Policy details who 
has the authority to sign an agreement and 
the Finance Manual contains the Principal 
Authority Matrix which details the approvals 
required for various types of agreements/
expenditure.

You are expected to understand how these 
documents apply to your role. No work must 
be carried out either by or for us without a 
signed agreement being in place.

 > Only commit to/sign an agreement when:
• you are authorised to do so in accordance 
with the above documents;
• you have carefully reviewed the agree-
ment and understood its terms; and
• Group Legal has confirmed it is happy for 
us to enter into the agreement.

 > Always follow the Gifts and Hospitality 
Policy and Corporate Travel Policy when 
incurring expenses on behalf of the Group.

CHARITABLE PAYMENTS
Do not commit to any charitable payments on 
behalf of the Group without first seeking ap-
proval from Group Compliance.

You should not use your position with the 
Company to solicit contributions from our 
business partners for charitable fundraising, 
even if the amount appears nominal, without 
seeking approval from Group Compliance. 
We never want our business partners to feel 
obligated to contribute to these activities and 
it is vital that our charitable support does not 
incurr any compliance-related risk.

FINANCIAL INTEGRITY
You must only ever spend Group funds where 
there is a legitimate business need to do so 
and you must know the local expenditure limits 
and financial policies which apply directly to 
your role. Managers have an additional duty to 
ensure their teams manage budgets and spend 
Group money carefully.

 > Understand and apply the Group’s 
Corporate Travel Policy and know 
when you cannot commit Group funds: 
see Committing to Agreements and 
Expenditure for further information.

 > Strive to find the best value when spending 
Group funds.

 > Report suspected violations to your Line 
Manager or the appropriate member of 
your Finance team.

TAX
As a good corporate citizen, the Group is com-
mitted to being a responsible and transparent 
taxpayer, paying the right amount of tax in 
accordance with the laws and regulations of 
the countries in which we operate.

Failure to Prevent Facilitation 
of Tax Evasion
We are committed to complying with the 
UK Criminal Finances Act 2017 (“CFA 2017”), 
including the corporate criminal offence 
of Failing to Prevent the Facilitation of Tax 
Evasion.

“Tax evasion” is conduct that constitutes the 
common law offence of cheating the public 
revenue, or the statutory offences of fraud-
ulently evading taxes. Generally this occurs 
when a person knows that they have a tax 
liability and forms a dishonest intention not to 
declare it.

The corporate criminal offence would arise 
when a person associated with the Group facil-
itates tax evasion when acting in their capacity 
as an associated person. “Associated persons” 
are employees, agents and other persons who 
perform services for or on behalf of the Group. 
Employees, as well as the Group, must take 
reasonable steps to prevent third parties acting 
on the Group’s behalf (e.g. subcontractors and 
suppliers) from being knowingly concerned in 
the facilitation of tax evasion.

PROCESSING CARD PAYMENTS
There are strict global standards we must 
follow when processing card payments for 
passengers and on behalf of our customers. 
Any new requests, equipment or solutions for 
our customers must always be checked with 
Group IT Security and Group Compliance to 
ensure these comply with our standards.

 > Always follow the proper procedures for 
processing card payments.

 > Always keep information confidential.
 > Never write down or copy any card details 

under any circumstances.
 > Further information can be found in the 

Group Security Manual and PCI Policy.

COMMONLY ASKED QUESTIONS
Q: We have won a new contract and the 
customer is keen for us to start work 
immediately; can we start work before the 
agreement is signed?
A: No, no work should be carried out with-
out a signed agreement in place – to do 
so would be a breach of this Code. If, for 
some reason, the full agreement cannot be 
agreed/signed in time for the work starting 
then speak to Group Legal about arranging 
for a temporary agreement.

Q: I am a Manager; can I sign an agreement 
with a new supplier?
A: No, only a duly appointed director of the 
Group company entering into the agree-
ment can sign it. Please see our Signing 
Authority Policy which provides further 
details. 
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SOCIAL MEDIA
While using social media in both the workplace 
and personally, there are certain standards that 
must be adhered to.

While using authorised internal social channels 
and tools, such as MS Teams, you must ensure 
your use complies with Menzies IT Acceptable 
Use Policy and the expectation that the 
workplace will be free from intimidation and 
harassment:

 > Treat everyone with dignity and respect
 > Respect different backgrounds and cultures
 > Encourage and support those around you

Using social media for personal activities 
ourside of working hours is acceptable as long 
as your use does not involve unprofessional or 
inappropriate conduct and does not interfere 
with your professional responsibilities.

 > You must not use personal social media 
accounts to make comments or publish 
articles which risk damaging the reputation 
of the Group.

 > What you publish on social media is 
available to the public and can negatively 
impact our reputation.

 > When using social media services, you must 
be careful not to post or share anything, or 
otherwise act in a manner, that:
• discloses internal confidential, or other-
wise commercially sensitive, information 
belonging to or pertaining to the Group 
including, but not limited to, information 
about Group operations, business, staff, 
customers, suppliers, business partners or 
projects;
• might be construed as attacking or 
abusing colleagues, customers, suppliers, 
competitors or business partners (or their 
employees);
• infringes upon the Group’s intellectual 
property rights or that of its customers, 
suppliers, competitors or business partners; 
and
• might be in any other way detrimental to 
the Group’s image, reputation or interests.

 > Remember that your social posts and 
comments are not anonymous and may be 
re-used by the media.

 > Information you share publicly could also 
be used to target you with a personalised 
malicious email or text message.

HELPFUL RESOURCES

 > Conflicts of Interest Policy
 > Corporate Travel Policy
 > Data Protection Policy
 > Data Retention Policy and Schedule
 > Emergency Response Procedures Manual
 > Finance Manual
 > Gifts and Hospitality Policy
 > Information Security Policy
 > Internal Communications Policy
 > IT Acceptable Use Policy
 > PCI Policy and Procedure
 > Signing Authority Policy
 > Security Manual

CONTACT
For any IT help, please visit: https://menzie-
saviation.service-now.com/maportal  
Log a ticket for an incident, request or to 
chat to one of our Service Desk analysts

You can also call: +44(0)131 515 2020

For any data protection query or concern or 
subject access requests, please email:  
dataprotection@menziesaviation.com

For any legal query or concern, please email: 
legal@menziesaviation.com

For any public communications query or 
concern, please email:  
internal.communications@menziesaviation.com

 > Report any posts you become aware of 
that may be in breach of this Code to your 
Line Manager or Group Compliance.

PUBLIC COMMUNICATIONS
We are committed to delivering accurate and 
honest information to the media, investors and 
other members of the public. It is therefore 
important that our public communications are 
accurate and clear.

Unless otherwise authorised, only the Chief 
Executive Officer, the Chief Financial Officer, 
the Director of Corporate Affairs and/or 
the Head of Communications are permitted 
to answer questions from the media and 
investors.

The Chief Financial Officer must give advance 
approval to any communication that contains 
financial information.

If you receive any enquiries from an external 
third party, the following steps will help us 
present a clear and consistent message:

 > Please direct any enquiries to the Head of 
Communications.

 > Do not answer any questions, even if you 
are being asked about something specific 
to your particular area or role.

 > Do not comment on the situation in ques-
tion, even if you think it is off the record.

CRISIS COMMUNICATIONS
Our Crisis Management Centre will be respon-
sible for the overall co-ordination of public re-
lations activities following an accident or major 
incident. This will include setting the guidelines 
and general objectives as well as controlling 
the issue of information to the media. Please 
refer to the Emergency Response Procedures 
Manual for further information.

COMMONLY ASKED QUESTIONS
Q. I have an opinion about a political situation; can I express my personal political views on 
social media?
A: Yes, but only on your own personal social media account; in doing so you must be respectful 
to others and make it clear you are speaking for yourself and not on behalf of the Group.

https://menziesaviation.service-now.com/maportal
https://menziesaviation.service-now.com/maportal
mailto:dataprotection%40menziesaviation.com?subject=
mailto:legal%40menziesaviation.com?subject=
mailto:internal.communications%40menziesaviation.com?subject=
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OUR PRINCIPLES
The stringent management of the health, safety, security considerations which arise in our day-
to-day operations is vital to both employee welfare and the success of the Group. Our MORSE 
(Menzies Operating Responsibly, Safely and Effectively) Code is part of our cultural DNA - the 
way we work wherever we are and in everything we do that sets us apart from our competitors. 
We seek to enhance safety and security and reduce incidents; ensuring a safe and secure work-
ing environment for our employees and enabling our airline customers and the traveling public 
to trust every journey they take.

OUR EXPECTATIONS
SAFETY AND SECURITY
Everyone has a right to work in places where 
risks to their health and safety are properly 
controlled. All levels of Management are ac-
countable to ensure that the necessary mea-
sures are implemented and adhered to by all 
employees.

By working together, we all co-operate with 
the policies in place to provide safe and trust-
ed aviation services, for every customer, every 
time.

 > Be sure to follow local regulations, policies 
and practices at all times.

 > Intervene and report if something is wrong
 > Take reasonable care of your own, other 

colleagues and customers health and safety
 > Work together as one team
 > Do not undertake work that you are not 

qualified or trained to perform.
 > Know the emergency procedures that 

apply to your working environment
 > Expect and encourage third parties with 

whom we work to comply with applicable 
safety and security requirements.

 > Do not steal or remove any property not 
belonging to you and report all lost proper-
ty immediately.

 > Do not commit fraudulent acts of any kind.
 > Always wear and display permits or ID 

cards in the correct manner and immedi-
ately report their loss.

 > Always take care of uniforms, PPE and 
any materials or equipment issued by our 
business and ensure all are returned to the 
Group upon ceasing employment.

 > Remember, if you think something is 
suspicious, it often is. Always report your 
suspicions.

DRUG AND ALCOHOL FREE WORKPLACE
You may never work under the influence of 
alcohol, illegal drugs or prescription drugs that 
might interfere with your ability to do your job 
safely and effectively, nor possess them at your 
place of work. Doing so could compromise 
your safety and that of your fellow workers.

 > Report any incidents or suspicions of 
people working under the influence of/pos-
sessing alcohol, illegal drugs or prescription 
drugs.

 > If you require support to deal with issues 
affecting your well-being at work, speak to 
your Line Manager or HR representative.

OPERATIONAL RISK MANAGEMENT

COMMONLY ASKED QUESTIONS
Q. If my doctor prescribes me medication, 
do I need to tell my Manager?
A: You must speak to your Line Manager or 
HR representative if you are concerned that 
the medication could affect your ability to 
perform your role (e.g. if it could hinder your 
ability to operate machinery or make you 
drowsy).

Q: Can I have a drink the night before I work 
an early morning shift?
A: You must take care to work free from al-
cohol, drugs or other substances which could 
affect your performance. As such, you must 
ensure you leave a sufficient break between 
having an alcoholic drink and work so that all 
alcohol has left your system and your perfor-
mance is not affected.

RISKS AND CONTROLS
Identifying and actively managing the financial 
and non-financial (which includes environmen-
tal, social and governance) risks that the Group 
faces is key to the success of our organisation.

An effective risk management programme 
helps protect our assets, promote the interests 
of our stakeholders and is fundamental to 
employee welfare.

The Group’s Risk framework is underpinned 
by our ‘8 Pillar’ and 5 Star Programmes from 
which our Group Risk Register is derived. The 
8 Pillar Programme prescribes the minimum 
standards that are expected throughout our 
operations, whilst the 5 Star Programme allows 
us to audit on what matters the most and 
drives improved compliance behaviour.

Both Programmes provide the necessary over-
sight and assurance that risks are adequately 
managed, and continuous improvement is 
achieved.

As a risk-led organisation we seek to establish 
policies, procedures and processes for iden-
tifying, managing and minimising risk-related 
accidents and incidents. It is important that all 
risks are reported to your Line Manager and 
Risk teams. as soon as you become aware of 
them to ensure the appropriate action can be 
taken.

CHARTER C.O.D.E.

I take PRIDE 
in knowing 

and following 
our operating 
procedures.

I have the 
CONFIDENCE to 

speak up and report 
if something does 

not seem right.

I BELIEVE 
that I am more 
effective when 

I work with 
my team.

I VALUE my safety 
and the safety 

of my coworkers 
and customers.

What is a charter?
A charter is a document which 

sets out an individual’s, or a 
group’s, rights, obligations or 
aspirations. It is designed to 

align a group of people around 
those priorities so that they can 

focus on what’s important.

OPERATING
We operate by following 
our procedures.

RESPONSIBLY
We are responsible by 
intervening and reporting 
when something is wrong.

SAFELY
We are safe, caring for ourselves, 
colleagues and customers. We 
stop, think and do the right thing.

EFFECTIVELY
We are effective, working 
together as one team.

SPEAK UP

MENZIES AVIATION
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CONTACT

For any health, safety, security or audit 
query or concern please email:

groupriskleads@menziesaviation.com

For any environmental query or concern 
please email:

environmental@menziesaviation.com

HELPFUL RESOURCES

 > Emergency Response Procedures Manual
 > Environmental Management System
 > Environmental Policy Statement
 > Finance Manual
 > Health & Safety Policy Manual
 > Health & Safety Statement
 > Personal Safety & Security Manual
 > Quality Assurance Manual
 > Security Manual
 > Security Statement

PROTECTING THE ENVIRONMENT
We are fully committed to protecting the environments in which we operate and to play our part 
in addressing the global environmental challenges we all face.

The Group has a key part to play in the aviation industry’s move towards reducing emissions and 
use of environmentally friendly practices.

We strive to conduct business in an environmentally responsible manner and are committed to 
compliance with all applicable environmental laws and regulations. We will set ambitious goals 
to minimize our environmental footprint by reducing greenhouse gas emissions, decreasing 
waste and energy use. We will seek to identify and implement improvements and innovative 
solutions across our business in relation to help us reach our goals and reduce our environemen-
tal impact, as well as safeguard our business for the future.

To help us do this you must:

 > Know and follow the environment policies, procedures and regulations that apply to your 
work.

 > Play your part in protecting the environment.
 > Report any incidents or potential incidents that could negatively impact the environment or 

which breach environmental requirements.
 > Stop work if you observe an unsafe or unhealthy working environment.

Further details on the Group’s approach to social responsibility and sustainability including ESG 
matters can be found in our All In communications and on our website and sustainability reports. 

Examples of risks which should be reported 
include:

 > material projects or significant business 
change;

 > actual or threatened litigation;
 > any accident or hazardous event;
 > invoking the disaster recovery plan or the 

crisis management plan; and
 > any other event which does or may present 

an actual or perceived risk to the Group.

Internal Audit, together with external third par-
ties engaged by the Group to carry out internal 
audit services, are responsible for providing 
independent challenge and assessment of the 
management of risk across the Group. They 
report their findings to the Company’s Board 
of Directors.

It is important that auditors have unhindered 
access to any and all information which they 
feel is relevant to adequately discharge their 
function.

Further details on the Group’s audit 
programme can be found in the Quality 
Assurance Manual and the Finance Manual.

mailto:groupriskleads%40menziesaviation.com?subject=
mailto:environmental%40menziesaviation.com?subject=
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WHAT SHOULD I DO?

I’ve gathered 
all relevant 
information

I know  
it’s legal

I know it 
complies with 
all applicable 
Group policies

I’d feel OK if  
it was reported 
to my Manager 
or in the  
media

It feels right

GO AHEAD
This action 
appears to be 
appropriate

If you cannot agree with all of these statements, DO NOT PROCEED. Seek guidance from Group Legal or Group Compliance. 

This guide can be used to help you make the right choice when you are faced with making a business decision.
Think about the situation you are involved in. Can you agree with all of these statements?

I’m sure it 
won’t damage 
our reputation 
or  
relationships
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We would always encourage you to raise and 
discuss any questions openly with your line 
manager but there may be times when you feel 
that is not possible or where the seriousness 
warrants something more.

YOUR DUTY TO REPORT
If you become aware of any potential or per-
ceived volations of this Code, inlcuding your 
own violations, we expect you to voluntarily 
report them.

You do not need to know all the facts to make 
a report; if, acting in good faith, you suspect 
inappropriate or unlawful conduct, please 
report it.

CONFIDENTIAL TREATMENT 
OF REPORTS
If you report a violation in good faith, we will 
keep your identity and any details you provide 
confidential, to the fullest extent practical and 
as permitted by applicable law and in accor-
dance with good business practices.

CONSEQUENCES OF NON-COMPLIANCE
Anyone discovered to be involved in conduct 
that violates our Code of Conduct, our Group 
policies, procedures and/or applicable laws 
and regulations, may be subject to disciplinary 
action, which may include termination of 
employment or termination of any business 
relationship.

In addition, breaches may involve serious 
consequences under applicable laws and 
regulations, including personal fines, criminal 
prosecution and imprisonment.

USING SPEAK UP
If a situation crops up that you would like to do 
something about, without getting personally 
involved or where you want to raise a concern 
anonymously or confidentially, you can use our 
SPEAK UP service to report your concern.

Operated by an independent reporting service, 
you may contact SPEAK UP via phone or Web, 
with questions or allegations of violations of our 
Code, our policies, our procedures or the law.

It could be fraud, theft or damage to property 
by a Group company, its Management, employ-
ees or suppliers. It may be a personal concern, 
such as discrimination, bullying or harassment. 
SPEAK UP can also be used when you have a 
good idea but do not wish to be identified.

NO RETALIATION
Retaliation against any Group employee who 
seeks advice, makes a good faith report of 
alleged wrongdoing or participates in an in-
vestigation will not be tolerated. If you witness 
suspected retaliation, report it immediately to 
Group Compliance or through SPEAK UP. 

SPEAK UP HOTLINE:
RAISING CONCERNS OR REPORTING VIOLATIONS

COMMONLY ASKED QUESTIONS
Q: What is retaliation?
A: Retaliation can be any form of reprisal, 
direct or subtle, for reporting actual or 
suspected issues in good faith. Retaliation 
against anyone raising concerns will not be 
tolerated.

SPEAK UP!
REPORTING A VIOLATION OF OUR CODE 
We are committed to operating honestly, with integrity and to the highest ethical standards 
wherever and whenever we do business. As part of this, creating a culture of openness in 
which we all feel comfortable raising questions and concerns related in any way to our Code of 
Conduct, is key to our success.

Can you speak to 
your Line Manager 

our your local 
HR team about 
your concerns?

Can you speak to 
another Manager or 
Regional SVP/ EVP?

Can you contact 
a relevant Central 

support team 
e.g. Compliance, 

IT, Legal, HR?

If not, take your concern to SPEAK UP® via phone 
or web, 24 hours a day, quoting reference: 90485

HELPFUL RESOURCES

 > SPEAK UP Policy & Guidance

CONTACT

To report online:  https://www.speakupfeedback.eu/web/menzies

To call:   Local free telephone numbers can be found on posters or on the 
intranet: https://intranet.jmenzies.com/

https://www.speakupfeedback.eu/web/menzies
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Anyone with management responsibilities 
is expected to lead by example and rein-
force the importance of this Code.

You must ensure that those you are re-
sponsible for understand our Code, are 
encouraged to follow it and complete all 
compliance training as well as other train-
ing and learning when required.

You must never act in a way, or encourage 
others to act in a way, that violates our 
Code, the law or any of our internal poli-
cies, for any business reason.

You must never ignore any action or be-
haviour that contravenes our Code, the law 
or any of our internal policies.

You should always offer an environment 
where employees feel comfortable raising 
concerns and treat any concerns or reports 
of unethical or unlawful behaviour serious-
ly, reporting them to Group Compliance.

You should always encourage employees 
to share new ideas and help create an 
open and welcoming working environment.

Ensure employees are familiar with our 
SPEAK UP hotline.

If you are unsure how to respond to 
employee questions, or how to provide 
guidance or advice in line with this Code, 
please do not hesitate to contact Group 
Compliance for help.

GUIDANCE FOR MANAGERS

GUIDANCE NOTE

Group employees – This includes em-
ployees of the Company or any Group 
company (including subsidiary or joint 
venture companies in which we have a 
majority or controlling interest) and may 
also include agents, contractors or other 
third parties engaged to work on our 
behalf.

CONTACT
For guidance on any aspect of our Code, 
please email:

compliance@menziesaviation.com

mailto:compliance%40menziesaviation.com?subject=
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victoria.moore@menziesaviation.comjohn.geddes@menziesaviation.com

owen.harkins@menziesaviation.comkaty.reid@menziesaviation.com 
compliance@menziesaviation.com

mark.reid@menziesaviation.com juliet.thomson@menziesaviation.com

yogesh.parekh@menziesaviation.com

gordon.simpson@menziesaviation.com wilma.kruger@menziesaviation.com

bronwyn.torrie@menziesaviation.com
internal.communications@menziesaviation.com

steven.kay@menziesaviation.com

KEY CONTACTS

Victoria Moore
Chief Legal Counsel

John Geddes
Corporate Affairs Director 
& Group Company 
Secretary

Owen Harkins
Assistant Company 
Secretary

Katy Reid
Head of Sustainability & 
Corporate Responsibility

Mark Reid
Group Chief Information 
Officer

Juliet Thomson
EVP People

Yogesh Parekh
SVP Group Risk

Gordon Simpson
VP Insurance

Wilma Kruger
VP Security  
Management Systems

How to contact us:
If, having read this Code of Conduct, you require further information, you should contact:

Head of Sustainability &  
Corporate Respinsibility,  
Menzies Aviation,  
2 Lochside Avenue 
Edinburgh 
EH12 9DJ

compliance@menziesaviation.com

+44 (0)131 225 8555

Steven Kay
Group Chief Information 
Security Officer

Bronwyn Torrie
Head of Communications

mailto:victoria.moore@menziesaviation.com
mailto:john.geddes@menziesaviation.com
mailto:owen.harkins@menziesaviation.com
mailto:katy.reid%40menziesaviation.com%20%20?subject=
mailto:compliance@menziesaviation.com
mailto:mark.reid@menziesaviation.com
mailto:juliet.thomson@menziesaviation.com
mailto:yogesh.parekh@menziesaviation.com
mailto:gordon.simpson@menziesaviation.com
mailto:wilma.kruger@menziesaviation.com
mailto:bronwyn.torrie@menziesaviation.com 
mailto:internal.communications@menziesaviation.com
mailto:steven.kay@menziesaviation.com
mailto:compliance%40menziesaviation.com?subject=
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