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B. Professional Conduct Standards for Passenger Service Employees

American Airlines team members are expected to demonstrate professional conduct that reflects
commonsense, integrity, responsibility, initiative, efficiency and good judgment at all times. Team members
should not act in a way that is detrimental to the welfare of, or reflects unfavorably on, the company or its
team members. By way of example only. the following types of conduct are prohibited and may result in
discipline up to and including termination:

-Misrepresentation of facts or falsification of recerds (including, for example, training records, employment
applicatians, pay records, etc.) for any reason including to obtain travel passes, benefits, compensation for
the team member ar a coworker, or ather privileges.

-Submitting incorrect timesheets or other time records, or allowing incorrect timesheats or other time
records to be submitted. Please note that this applies to both your own timesheets or time records. and
those of others. Working unauthorized overtime (the company will pay team members for all time worked
regardless of whether it was authorized, but working without autharization may be treated as a disciplinary
matter).Intentional work slow-downs, encouraging work slow-downs, or intentional restriction of output,
productivity or workmanship.

-Loafing, sleeping on the job, or "nesting.”

-Insubgrdination, or willful refusal or failure to follow a direction from management or refusal to perform
assigned work.

-Failure to report any injury, accident, dangerous, unsafe or hazardous situation or condition to a member
of management as soon as possible. or failure to follow all posted and/or published safety rules or any other
disregard for safety.

-Unauthorized use of property or information owned or maintained by the campany, its team members, or
vendors, including, as example only. information and data related to our customers and team members,
equipment, and electronic assets.

-Selling goods or services to the company or other team members while at work or using company
property, information or assets for persanal gain.

-Saoliciting, collecting, or accepting contributions from coworkers on company time without company
authorization.

-Utilizing audio recording or video-taping equipment (for example, the use of camera / video features on
cell phones or glasses} on company property or while on duty, except where such equipment is provided by
the company and then only in performing duties assigned by the company. unless the company provides
prior written approval.

-Certain criminal offenses, whether committed on duty or off duty.

-Any failure to follow TSA or FAA regulatians, or any applicable security regulations.
-Pilferage, theft, or attempted theft.

-Violence, physical assault. or horseplay on company premises at any time or while on duty

-While at any company warkplace, or perfarming duties on behalf of the company, using any weapans,
firearms or explosive devices, or knowingly permitting another team member to possess or use the
foregoing, unless authorized by the company. Failure to abide by the company’s Equal Employment / Non-
Harassment policy.
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-Participation in any effort, including those offsite that may constitute support of a potentially dangerous or
disruptive effort against the airline and / or our team members.

-False or slanderous statements about the company, its team members, its vendors or patrons.
-Any violation of drug and alcohol policies.

-Use of inappropriate language.

-Gambling on company premises or while on duty.

-Failing to check in or off duty in the prescribed manner. Clocking in or out for others.

-Failure to safeguard corporate resources or property of others, including the destruction defacing or
damaging of airport or company property. Assisting any person in gaining unauthorized entrance to, or exit
from American Airlines facilities or offices, including airport property

-Solicitation and / or acceptance of gratuities {tips) of any kind from customers, vendors or visitors, unless
specifically approved by your manager and Human Resources.

-Using employee travel privileges while absent or on a leave of absence unless authorized or allowed by
travel policy or manager.

The above list is not all-inclusive and cannot address all possible situations or every practice or principle
related to honest and ethical conduct Unprofessional conduct will be dealt with according to the
sariousness of the offense, and violators will be subject to appropriate disciplinary action up to and
including termination.

Generally, if conduct does not meet these expectations, yeur management team will wark with you to
address the issue through the use of a progressive counseling process. The process may include a non-
disciplinary coaching discussion, a Level 1, Level 2, Level 3, or termination of employment. Some behavior,
even if committed for the first time, may be serious enough standing alone to warrant termination or other
discipline, even in the absence of prior discipline.

If you have any questions about the Professional Conduct Standards, please reach out to your supervisor /
manager.

C. Review of Facts and Action

We will conduct a review of facts prior to the application of any discipline, including discharge. Depending
upon the circumstances, a team member may be suspended while we gather the necessary details. And, the
following may be considered as part of the review and in the determination of what discipline, if any, is
warranted:

The nature and serigusness of the offense

The duration of the problem

The number of attempts to counsel you regarding your previous performance infractions
Your work history

Your general behavior and willingneass to improve

We will track performance over a 12-month period of active service (as defined in the attendance
guidelines) leading up to the performance issue. Once a disciplinary step has been issued, the discipline will
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remain active for a period of 12 months of active service ("effective period”). If additional progressive
discipline is necessary during that 12-month period, all discipline will remain effective until 12 months
following the most recent step of the progressive discipline.

D. EAP

The Employee Assistance Program (EAP) is separate from one’s professional conduct. If a team member has
committed an offense warranting discipline, the discipline should be administered, even if the team
member seeks assistance through the EAP.
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