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Compliance with legal requirements alone does not necessarily guarantee the safety of operations. For this reason, the Safety function complements the Compliance Monitoring function, ensuring that all Company activities are conducted both legally and safely.
The Compliance Monitoring and Safety functions operate collaboratively and are inherently interdependent.
The Compliance Monitoring System ensures that all activities comply with applicable regulations, that internal procedures are correctly implemented, and that these procedures are effective in achieving their intended outcomes.
The Safety Management System (SMS) supports all key management personnel by facilitating the analysis of internal events and the conduct of safety studies. This enables the identification of safety issues through reactive, proactive, and predictive means, and the implementation of appropriate safety barriers.
Achieving the highest standard of safety is a primary objective of COMPANY. COMPANY maintains this commitment through a robust organisational structure founded upon the principles of Compliance and Safety.
COMPANY adopts a proactive approach to safety by undertaking not only the activities necessary to ensure compliance with legislative frameworks, regulatory requirements, and approved procedures, but also additional activities deemed effective in preventing accidents.
The COMPANY Safety Management System is underpinned by the following fundamental cornerstones:
A Comprehensive Corporate Approach to Safety
Ultimate accountability for corporate safety is assigned to the Accountable Manager and a board of Senior Executives, demonstrating a clear corporate commitment to safety from the highest levels of the organisation.
A clearly articulated Safety Philosophy, supported by corporate policies, including a non-punitive policy for disciplinary matters.
Corporate safety goals, accompanied by a detailed plan for achieving these objectives.
Well-defined roles and responsibilities, with specific accountabilities relating to safety.
An independent Safety Manager appointed to oversee safety matters.
A commitment to a safety oversight process that remains independent of line management.
A documented system outlining business policies, principles, procedures, and practices with safety implications.
Regular review and updating of safety improvement plans.

Involvement of All COMPANY Personnel
The management of safety is the responsibility of all COMPANY personnel:
All personnel are responsible for reporting any breaches of safety.
Personnel will not be punished or blamed for reporting errors and/or violations intended to enhance the company’s safety, in accordance with the COMPANY No Blame Policy.

Effective Organisational Processes and Tools for Delivering Safety Standards
The following processes and tools support safety delivery:
Hazard identification, risk assessment, and the effective management of resources to control identified risks.
Selection, recruitment, development, and training of personnel.
Implementation of Standard Operating Procedures (SOPs) developed in collaboration with affected personnel.
Defined standards for, and auditing of, internal products, procedures, asset acquisitions, and contracted services.
Controls for monitoring and recording the organisation’s overall safety standards.
Provisions for managing organisational changes.
Mechanisms enabling staff to communicate significant safety concerns to the appropriate management level, with resolution and feedback provided.
Emergency response planning, including simulated exercises to test the effectiveness of the plans.
Assessment of commercial policies in relation to their impact on safety.

A Formal System for Safety Oversight
Safety oversight is based on:
Systematic processes for hazard identification and risk safety management.

An Organisation-wide System for the Capture of Safety Reports
This includes:
A planned and comprehensive safety audit and review system, with the flexibility to focus on specific safety concerns as they arise.
A system for conducting internal safety analyses and investigations, implementing remedial actions, and disseminating safety information to all affected personnel.
Effective use of safety data for performance analysis and for monitoring organisational changes as part of the risk management process.
Systematic review and integration of best safety practices from manufacturers and other operators.
Safety promotion based on measured internal safety performance and external safety information and data.

Comprehensive Oversight of Continuous Compliance 
Continuous compliance will be maintained with:
European regulations
National laws
National and international standards
Customer requirements
Industry best practices
Process and procedure effectiveness
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All variations introduced in the latest revision are indicated by a vertical bar on the left-hand side.
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Following any change, the whole SM Manual will be updated to the latest edition and/or revision.
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Following are the meanings of the terms used within this document.
	Wording
	Meaning
	Reference

	Accident
	An occurrence associated with the operation of an aircraft which, in the case of manned aircraft, takes place between the time any person boards the aircraft with the intention of flight until such time as all persons have disembarked, in which:
(i) a person is fatally or seriously injured as a result of:
· being in the aircraft,
· direct contact with any part of the aircraft, including parts which have become detached from the aircraft, or
· direct exposure to jet blast, except when the injuries are from natural causes, self-inflicted or inflicted by other persons, or when the injuries are to stowaways hiding outside the areas normally available to the passengers and crew; or
(ii) the aircraft sustains damage or structural failure which adversely affects the structural strength, performance or flight characteristics of the aircraft, and would normally require major repair or replacement of the affected component, except for engine failure or damage, when the damage is limited to a single engine, (including its cowlings or accessories), to propellers, wing tips, antennas, probes, vanes, tires, brakes, wheels, fairings, panels, landing gear doors, windscreens, the aircraft skin (such as small dents or puncture holes) or minor damages to main rotor blades, tail rotor blades, landing gear, and those resulting from hail or bird strike, (including holes in the radome); or
(iii) the aircraft is missing or is completely inaccessible
	Reg. 996/2010

	Accountability
	Term that refers to an obligation which cannot be delegated. It’s the liability created for the use of authority
	Reg. 965/2012

	As Low As Reasonably Practicable (ALARP)
	Means that the residual risk shall be as low as reasonably practicable. For a risk to be ALARP it must be possible to demonstrate that the cost involved in reducing the risk further would be grossly disproportionate to the benefit gained. The ALARP principle arises from the fact that infinite time, effort and money could be spent on the attempt of reducing a risk to zero. It should not be understood as simply a quantitative measure of benefit against detriment. It is more a best common practice of judgement of the balance of risk and societal benefit
	

	Assessment
	In the context of Safety Management System performance monitoring, continuous improvement and oversight, refers to a planned and documented activity performed by competent personnel to evaluate and analyse the achieved level of performance and maturity in relation to the organisation’s policy and objectives. An assessment focuses on desirable outcomes and the overall performance, looking at the organisation as a whole. The main objective of the assessment is to identify the strengths and weaknesses to drive continual improvement
	Reg. 1321/2014

	Dangerous Goods (DG)
	Articles or substances which are capable of posing a risk to health, safety, property or the environment and which are shown in the list of dangerous goods in the Technical Instructions, or which are classified according to those Instructions
	Reg. 965/2012

	Dangerous Goods Accident (Reg. 965/2012)
	An occurrence associated with and related to the transport of dangerous goods by air which results in fatal or serious injury to a person or major property damage
	Reg. 965/2012

	Dangerous Goods Incident
	(1) An occurrence other than a dangerous goods accident associated with and related to the transport of dangerous goods by air, not necessarily occurring on board an aircraft, which results in injury to a person, property damage, fire, breakage, spillage, leakage of fluid or radiation or other evidence that the integrity of the packaging has not been maintained
(2) any occurrence relating to the transport of dangerous goods which seriously jeopardizes an aircraft or its occupants
	(3) 

	Error
	An action or inaction by a person that may lead to deviations from accepted procedures or regulations
	Reg. 1321/2014

	Fatal Injury
	An injury which is sustained by a person in an accident and which results in his or her death within 30 days of the date of the accident
	Reg. 996/2010

	Hazard
	A situation or an object with the potential to cause death or injury to a person, damage to equipment or a structure, loss of material, or a reduction of ability to perform a prescribed function
	Reg. 376/2014

	Human Factors
	Anything that affects human performance, which means principles that apply to aeronautical activities, and which seek safe interface between the human and other system components by proper consideration of human performance
	Reg. 1321/2014

	Human Performance
	Refers to human capabilities and limitations which have an impact on the safety and efficiency of aeronautical activities
	Reg. 1321/2014

	Incident
	An occurrence, other than an accident, associated with the operation of an aircraft, which affects or could affect the safety of operations.
	Reg. 996/2010

	Just Culture
	Just culture is a culture in which front line operators or other members of staff are not punished for actions, omissions or decisions taken by them that are commensurate with their experience and training, but where gross negligence, willful malicious violations and destructive acts are not tolerated. A just culture facilitates reporting, as staff do not fear being blamed for the facts they report
	Reg. 376/2014

	Likelihood or Probability
	Likelihood is used in this manual as a synonym for probability. It is a rating of how likely or probable an unwanted safety event might occur (or reoccur). It can be assessed using terminology such as ‘very low’, ‘low’, ‘medium’, ‘high’, and ‘very high’.
Note: In the ICAO Doc 9859 Safety Management Manual, Fourth Edition, safety risk probability is defined as the likelihood or frequency with which a safety consequence or outcome might occur.
	

	Management of Change
	Management of Change, or Change Management, is a formal process used to manage changes within an organisation in a systematic manner, ensuring that changes which may impact identified hazards and risk mitigation strategies are properly addressed before their implementation. This documented process begins with the identification of internal and external changes that may have an adverse effect on safety. It subsequently applies the existing hazard identification, risk assessment, evaluation, and control processes, as described in the SMM, to manage these changes and the associated risks they may present.
	

	May
	The application of a procedure or provision is optional
	

	Near-miss
	An event in which an occurrence to be mandatorily reported according to Reg. (EU) No. 376/2014 was narrowly averted or avoided
	Reg. 1321/2014

	Negligence
	Negligence is considered in this text as an unwanted deviation from a rule, occurring due to a lack of diligence, care, or attention in performing specific or general tasks. The individual must have a legal duty to perform the task in a particular manner in order to achieve a specified outcome.
	

	Occurrence
	Any safety-related event which endangers or which, if not corrected or addressed, could endanger an aircraft, its occupants or any other person and includes, in particular, an accident or serious incident
	Reg. 376/2014

	Organisational Factor
	A condition that affects the effectiveness of safety risk controls, related to the culture, policies, processes, resources, and workplace of an organisation.
	Reg. 1321/2014

	Preventive action
	The action to eliminate the cause of a potential non-conformity or other undesirable potential situation
	Reg. 1321/2014

	Probability
	See likelihood
	

	Responsibility
	A term that refers to an obligation that can be delegated
	Reg. 965/2012

	Risk Assessment
	A risk management process composed of assessment and description (in terms of likelihood or probability and severity of occurrence) and evaluation (in terms of tolerability) and control or mitigation of risks to an acceptable level. The evaluation is based on engineering and operational judgement and/or analysis methods in order to establish whether the achieved or perceived risk is acceptable or tolerable.
	Reg. 1321/2014

	Risk Tolerability Matrix
	A matrix (or table) combining Risk Likelihood or Probability and Risk Severity
	

	Safety
	The state in which risks associated with aviation activities, related to, or in direct support of the operation of aircraft, are reduced and controlled to an acceptable level 
	ICAO Annex 19

	Safety Assurance
	Safety assurance assesses the safety performance of the organisation and enables continuous improvement. It is the process of assuring safety, which includes the processes of safety performance monitoring and measurement, management of change, and continuous improvement of the SMS.
	

	Safety Culture
	An enduring set of values, norms, attitudes, and practices within an organisation concerned with minimising the exposure of the workforce and the general public to dangerous or hazardous conditions. In a positive safety culture, a shared concern for, commitment to, and accountability for safety is promoted
	Reg. 1321/2014

	Safety data
	A defined set of facts or safety-related values collected from various sources, used to maintain or improve safety.
	

	Safety Information
	Safety data processed, organised or analysed in a given content as to make it useful for safety management purposes
	

	Safety Investigation
	A process conducted by a safety investigation authority for the purpose of accident and incident prevention which includes the gathering and analysis of information, the drawing of conclusions, including the determination of cause(s) and/or contributing factors and, when appropriate, the making of safety recommendations
	Reg. 996/2010

	Safety Management System
	A systematic approach to managing aviation safety including the necessary organizational structures, accountabilities, policies and procedures, and includes any Safety Management System that, independently or integrated with other Safety Management Systems of the organization, addresses the management of safety.
	Reg. 376/2014

	Safety Performance
	Safety achievement as defined by the organisations Safety Performance Targets and Safety Performance Indicators
	

	Safety Performance Indicator (SPI)
	A data-based parameter used for monitoring and assessing safety performance
	

	Safety Performance Monitoring
	The process by which the company’s safety performance is monitored and assessed against its safety policy and safety objectives.

	

	Safety Performance Target (SPT)
	The planned or intended objective for safety performance indicator(s) over a given period
	

	Safety Recommendation
	A proposal of a safety investigation authority, based on information derived from a safety investigation or other sources such as safety studies, made with the intention of preventing accidents and incidents
	Reg. 996/2010

	Safety Risk (ICAO)
	The predicted probability and severity of the consequences or outcomes of a hazard
	Reg. 1321/2014

	Safety Risk Value or Risk Index Value
	Values in the cells of a risk matrix that allow differentiation of risk levels for the purposes of risk assessment, description, evaluation, and control.
	

	Safety training
	Dedicated training to support safety management policies and processes, including human factors training
	Reg. 1321/2014

	Serious Incident
	An incident involving circumstances indicating that there was a high probability of an accident and is associated with the operation of an aircraft, which in the case of a manned aircraft, takes place between the time any person boards the aircraft with the intention of flight until such time as all such persons have disembarked
	Reg. 996/2010

	Serious Injury
	An injury which is sustained by a person in an accident and which:
a) requires hospitalisation for more than 48 hours, commencing within seven days from the date the injury was received; or
b) results in a fracture of any bone (except simple fractures of fingers, toes, or nose); or
c) involves lacerations which cause severe haemorrhage, nerve, muscle or tendon damage;
d) involves injury to any internal organ;
e) involves second or third-degree burns, or any burns affecting more than 5 % of the body surface;
f) involves verified exposure to infectious substances or injurious radiation
	ICAO Annex 13

	Severity
	Severity is the extent of harm that could reasonably occur as a consequence or outcome of an identified hazard.
	

	Shall or must
	Used for a provision that is binding, compulsory sense
	

	Should
	Used for a provision that is used in a sense of strong recommendation
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The following is a list of acronyms used throughout this manual and commonly by the authorities:
	AIB
	Aviation Investigation Bureau

	ALARP
	As Low As Reasonably Practicable

	AM
	Accountable Manager

	AMC
	Acceptable Means of Compliance

	CAA
	Civil Aviation Authority

	CMS
	Compliance Monitoring System

	DG
	Dangerous Goods

	ECCAIRS2
	European Co-ordination Centre for Accident and Incident Reporting Systems

	ERCS
	European Risk Classification Scheme

	ERP
	Emergency Response Planning or Plan

	ESPN-R
	European Safety Promotion Network – Rotorcraft (former EHEST)

	EU
	European Union

	HF
	Human Factor

	ICAO
	International Civil Aviation Organization

	KPI
	Key Performance Indicator

	KPO
	Key Performance Objectives

	MoC
	Management of Change

	MOR
	Mandatory Occurrence Report

	NAA
	National Aviation Authority

	OM
	Operations Manual

	RA
	Risk Assessment

	RCA
	Root Cause Analysis

	SAG
	Safety Action Group

	SD
	Safety Department

	SM
	Safety Manager

	SMM
	Safety Management Manual

	SMS
	Safety Management System

	SO
	Safety Objective

	SO
	Safety Officer

	SOP
	Standard Operating Procedure

	SoP
	Standard of Performance

	SPI
	Safety Performance Indicator

	SPO
	Safety Performance Objective

	SPT
	Safety Performance Target

	SRB
	Safety Review Board

	SRM
	Safety Risk Management

	UE
	Unwanted Event

	UOS
	Unwanted Operations State

	VOR
	Voluntary Occurrence Report
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Within this document, any reference to the male gender shall be considered to include both male and female persons.
[bookmark: _Toc190627543][bookmark: _Ref196587172][bookmark: _Toc228090788]SMS Documents and Documentation Control
AMC2 ORO.GEN.200(a)(5)
[bookmark: _Scope_and_applicability][bookmark: _Ref134801319][bookmark: _Toc190627544][bookmark: _Toc228090789]Structure of the SMS Manual
[bookmark: _Toc190627545][bookmark: _Toc228090790]Page Layout and Paragraph Identification
The SMS manual has the following page layout:
Company logo
Edition.Revision
Manual Name
Main chapter name
Page / Total pages
Chapter No.


Codes are explained in the following legend:
Header, left corner — ‘Company logo’: Logo of the company.
Header, centre — ‘Manual Name’: Title of the manual.
Header, centre — ‘Main Chapter Name’: Title of the chapter (first level).
Header, right corner — ‘Chapter No.’: Chapter number (first level).
Header, right corner — ‘Edition.Revision’: Edition and revision of the SMS, formatted as “Ed.Rev”.
Header, right corner — ‘Page / Total Pages’: Current page number / total number of pages in the manual.
The revision number applies equally to any chapter of the manual; this means that the revision number is absolute within a specific manual. Whenever the manual is revised, the entire manual will adopt the new Edition/Revision number. Accordingly, the ‘List of Effective Pages’ (LEP) reports the number of pages within each main chapter (first level) and the relevant Edition/Revision number, which will be identical across all chapters.
Chapters within a manual are broken down into subchapters, paragraphs, and sub-paragraphs (e.g., § 1.3.2.1 meaning Chapter 1, Subchapter 3, Paragraph 2, Sub-paragraph 1). The numbering of paragraphs may extend to a maximum length of nine digits.
[bookmark: _Toc196603218][bookmark: _Toc190627546][bookmark: _Toc228090791]Amendment of the SMS Documentation
The SM is responsible for the management and the amendment of the Safety Management System manual and related documents.
[bookmark: _Toc190627547][bookmark: _Toc228090792]Distribution of the SMS Documentation
SMS documents are distributed by e-mail to all COMPANY personnel, or personnel are informed that SMS documents are available on the company server.
[Alternatively, describe the COMPANY procedures for distributing the documents to personnel]
[bookmark: _Toc190627548][bookmark: _Toc228090793]SCOPE OF THE SAFETY MANAGEMENT SYSTEM MANUAL
AMC2 ORO.GEN.200(a)(5)
The scope of the SMS covers the following company functions and their related implementing rules under Regulation (EU) 2018/1139 (Basic Regulation):
FLIGHT OPERATIONS – Commission Regulation (EU) No 965/2012
TRAINING – Commission Regulation (EU) 1178/2011
AIRCREW – Commission Regulation (EU) 1178/2011
CONTINUING AIRWORTHINESS – Commission Regulation (EU) 1321/2014
MAINTENANCE – Commission Regulation (EU) 1321/2014
[bookmark: _Ref134864348][bookmark: _Toc190627549][bookmark: _Toc228090794]SMS POLICIES AND OBJECTIVES
AMC2 ORO.GEN.200(a)(5)
[bookmark: _Toc190627550][bookmark: _Toc228090795]General
Following are the policies and the objectives set forth by COMPANY for the Safety Management System (SMS).
[bookmark: _Ref134801352][bookmark: _Ref134860268][bookmark: _Ref134860272][bookmark: _Toc190627551][bookmark: _Toc228090796]Safety Policy
By means of the corporate Safety Policy, COMPANY states its intention to maintain and, where practicable, improve safety in all its activities and levels, and to minimize its contribution to the risk of an aircraft accident as far as is reasonably practicable keeping attention and looking always to comply with rules and company standards.
The Safety Policy is reviewed annually during the first SRB board of the year to ensure it remains current.



SAFETY POLICY

Safety is one of our core business functions. We are committed to developing, implementing, maintaining, and continuously improving strategies and processes to ensure that all our aviation activities are conducted under an appropriate allocation of organisational resources, aimed at achieving the highest level of safety performance and meeting regulatory requirements, while delivering our services. 
All levels of management and all employees are accountable for delivering the highest level of safety performance, starting with the Accountable Manager [Chief Executive Officer (CEO), Executive Director (ED), or Managing Director (MD), as appropriate to the organisation].
We are committed to: 
Supporting the management of safety through the provision of all appropriate resources, fostering an organisational culture that promotes safe practices, encourages effective safety reporting and communication, and actively manages safety with the same attention to results as that given to other organisational systems. 
Ensuring the management of safety is a primary responsibility of all managers and employees.
Clearly defining, for all staff, managers, and employees alike, their accountabilities and responsibilities for the delivery of the organisation’s safety performance and the operation of the Safety Management System.
Establishing and operating hazard identification and risk management processes, including a hazard reporting system, to eliminate or mitigate the safety risks associated with our operations and activities, and to achieve continuous improvement in our safety performance.
Ensuring that no action will be taken against any employee who discloses a safety concern through the hazard reporting system, unless such disclosure indicates, beyond reasonable doubt, gross negligence or a deliberate or wilful disregard of regulations or procedures.
Complying with, and wherever possible exceeding, legislative and regulatory requirements and standards.
Ensuring that sufficient skilled and trained human resources are available to implement safety strategies and processes.
Providing all staff with adequate and appropriate aviation safety information and training, ensuring they are competent in safety matters, and assigning them tasks commensurate with their skills.
Establishing and measuring our safety performance against realistic safety performance indicators and safety performance targets.
Continuously improving our safety performance through ongoing monitoring and measurement, regular review and adjustment of safety objectives and targets, and the diligent achievement of these objectives.
Ensuring that externally supplied systems and services supporting our operations meet our safety performance standards.


(Signed and dated)


Accountable Manager


[bookmark: _Toc190627552][bookmark: _Toc228090797]Just Culture Policy
[Note: for a more in-depth information about just culture refer also to “Roadmap to a Just Culture: Enhancing the Safety Environment” (flightsafety.org) (https://flightsafety.org/files/just_culture.pdf .]

James Reason [Reason, 1997] refers to a just culture as “an atmosphere of trust in which people are encouraged, even rewarded, for providing essential safety-related information, but in which they are also clear about where the line must be drawn between acceptable and unacceptable behaviour.”
This concept is also reflected in the definition provided by the European Commission, where: “‘Just culture’ means a culture in which front-line operators or others are not punished for actions, omissions, or decisions taken by them that are commensurate with their experience and training, but where gross negligence, wilful violations, and destructive acts are not tolerated” [Commission Regulation (EU) No 691/2010].
Just culture recognises that a violation is not always to be considered gross negligence; rather, it may result from deeper safety or organisational issues.
The following table is used to analyse the level of violation.



Y
Y
Y
Y
Y
Y
N
N
N
N
N
N
Y
N
N
N
Start
Are there clear & practical standards in place regarding the action?
Was the individual trained satisfactory to be able to accomplish the standard?
Does the management enforce all standards equally?
Did the individual do what they were supposed to do?
Was the job understood?
Was the action as intended?
Were the results as intended?
Individual failure:
· Human error
· Negligent conduct
· Reckless conduct
· Intentional violation
Reckless violation
Intentional violation
Negligent error
Knowingly violated
Are the procedures clear?
Is it likely that others would do the same?
Defective training or selection experience?
History of violation procedures?
Repeated error with similar root cause
No blame error
N	Y
May indicate a System’s Induced Error. Management & supervisors will evaluate what part of the system failed and what corrective and preventive action is required. Corrective and preventive actions are documented for management review.

Management failure – Senior or mid mgt.
System failure - Training
Management / supervisory failure
Has this happened before?
Has this happened before?
Has this happened before?
Determine root cause for failure to set standards. Review current standards to ensure adequacy
Inform all management and supervisors that the failure to enforce standards will result in disciplinary action
Determine root cause of the training programme. Review all training to ensure adequacy
Council supervisor to enforce standards
Add to training programme
Set appropriate standard
Y
Y
Y
Recognise & encourage or reward outstanding behaviour
Y
Y
Y
Y
Y
N
N
N
N
N
N




COMPANY just culture policy is presented below.



JUST CULTURE

[Company] is committed to operating according to the highest safety standards.
To achieve this goal, it is imperative to ensure the uninhibited reporting of all accidents, incidents, events, hazards, risks, and any other information that may compromise the safe conduct of our operations. To this end, every staff member is strongly encouraged and responsible for reporting any safety-related information.
Reporting is free from any form of reprisal. The primary purpose of reporting is to control risks and prevent accidents and incidents, not to attribute blame. No action will be taken against any staff member who discloses a safety concern through the reporting system, unless such disclosure reveals, beyond reasonable doubt, an illegal act, gross negligence, or a deliberate or wilful disregard of regulations or procedures.
Our method for collecting, recording, and disseminating safety information guarantees, to the extent permissible by law, the protection of the identity of those who report safety information.

(Signed and dated)


Accountable Manager



[bookmark: _Toc190627553][bookmark: _Toc228090798]Support Programme Policy
The support programme is applicable to all COMPANY flight crew and, if implemented, to all personnel.
The COMPANY support programme is described in the COMPANY Support Programme Manual.
COMPANY has a responsibility not only for the safe conduct of operations, but also for fulfilling its moral, legal, and duty of care obligations towards employees.
The support programme embraces the principles of ‘just culture’ and ‘watchful waiting’, whereby senior management, mental health professionals, trained peers, and, in some cases, representative organisations of crew members work together to enable self-declaration, referral, advice, counselling, and/or treatment, where necessary, in the event of a decrease in medical fitness.
The aim of the programme is to provide pilots with an opportunity to discuss, resolve, or maintain their wellbeing in a confidential and trusted environment. The programme is easily accessible and offers adequate means of support at the earliest possible stage.
The programme is based on the following basic principles:
It is fully supported by, and accessible to, flight crew within the Company.
It remains independent of COMPANY and the National Aviation Authority (NAA).
It is confidential, just, and trusted, so that pilots and all personnel are less likely to hide a condition and are more likely to report and seek help.
Access to the support programme:
Enables self-declaration or referral in the event of a decrease in a flight crew member’s medical fitness, with an emphasis on prevention and early support.
Where appropriate, allows the pilot to be temporarily removed from the flying roster and referred for relevant professional advice.







SUPPORT PROGRAMME POLICY

COMPANY recognises that a relaxed working environment and the wellbeing of its personnel contribute to fostering a high level of safety in daily operations. To achieve this, COMPANY has developed a support programme for pilots, which is also open to all personnel.
Proactive and predictive safety is one of our core business values and functions. We are committed to developing, implementing, maintaining, and continuously improving strategies and processes to manage safety within COMPANY and to achieve the highest possible level of safety performance for our staff and customers, in accordance with national and international standards.
All levels of management and all staff are responsible for promoting a high level of assistance to personnel by advocating the company’s support programme.
All personnel are responsible for maintaining the required level of medical fitness in order to exercise the privileges of their licence, or otherwise for seeking aero-medical advice in the event of a recognised decrease in medical fitness.
Through the implementation and promotion of the support programme, COMPANY will ensure confidentiality and data protection by outsourcing part of the programme to an independent external organisation.
COMPANY will provide temporary relief from duties without fear of dismissal and will manage the risks associated with fear of loss of licence whenever necessary and whenever such situations arise from the support programme.


(Signed and dated)


Accountable Manager






[bookmark: _Toc190627554][bookmark: _Toc228090799]Safety Objectives
Safety objectives define what COMPANY aims to achieve with respect to safety outcomes. Safety objectives represent the organisation’s safety priorities and define what the organisation intends to achieve in terms of safety.
Safety Performance Indicators (SPIs) and Safety Performance Targets (SPTs) are used to monitor the achievement of these safety objectives.

The safety objectives:
1. Form the basis for safety performance monitoring and measurement.
Reflect the organisation’s commitment to maintain or continuously improve the overall effectiveness of the Safety Management System (SMS).
Are communicated throughout the organisation.
Are periodically reviewed to ensure they remain relevant and appropriate for the organisation.

The process for determining quantitative safety performance objectives for a given period consists of:
Measuring the baseline against which safety improvements are to be assessed.
Setting reasonable yet ambitious targets.
Monitoring target achievement over time and reviewing targets as necessary.
[bookmark: _Ref196579679][bookmark: _Ref196586765][bookmark: _Toc190627555][bookmark: _Toc228090800]ORGANIZATION, MANAGEMENT, AND SUPERVISION
[bookmark: _Toc190627556][bookmark: _Toc228090801]SMS Organisation Chart
The Safety Department supports the work of the SRB, advises on safety matters, and collaborates with PHs/NPs/MNGs on the performance of risk analyses.
The COMPANY first-level organisation chart is shown below:
[Note: Except where otherwise stated in the rules, different functions may be performed by the same person within the organisation. Adapt the text to reflect the Company’s specific organisation.]
[If the organisation chart is provided in other manuals or documents, consider inserting only a reference to those documents.]
Accountable Manager (AM)
[…]
Compliance Monitoring Manager
(CMM) […]
Flight Operations PH (FOPH)
[…]
Continuing Airworthiness PH (CAMO PH) […]
Crew Training PH (CTPH)
[…]
Ground Operations PH (GOPH)
[…]
Maintenance Manager (MM)
[…]
ATO Head of Training (ATOHT)
[…]
Safety support, facilitation, and advice
Safety Review Board
Safety Manager (SM)
[…]
Safety Officer (SO)
[…]
Safety Action Group(s)

[bookmark: _Toc190627557][bookmark: _Toc228090802]Meaning of the Terms ‘Accountability’ and ‘Responsibility’
GM3 ORO.GEN.200(a)(1)
In the English language, the notion of accountability differs from that of responsibility. Whereas ‘accountability’ refers to an obligation that cannot be delegated, ‘responsibility’ refers to an obligation that can be delegated.
[bookmark: _Toc190627558][bookmark: _Toc228090803]Safety Accountability of the Accountable Manager
[AMC2 ORO.GEN.200(a)(5)]
The AM bears overall safety accountability, meaning that he is ultimately accountable for safety within COMPANY.
He establishes and promotes the Safety Policy (including a statement on the protection of reporters and the Support Programme Policy).
He provides the human and material resources necessary for operating the SMS and achieving the safety objectives.
He ensures the availability of a Peer Support Programme to assist and support crews in recognising, coping with, and overcoming any problem that might negatively affect their ability to safely exercise their duties.
He nominates the SM, the CMM, the SRB, and the SAG.
The AM chairs the SRB and endorses the safety objectives, as well as the Safety and Compliance Monitoring reports.
[bookmark: _Toc190627559][bookmark: _Ref196586806][bookmark: _Toc228090804]Safety Responsibilities of Key Safety Personnel
AMC2 ORO.GEN.200(a)(5)
[bookmark: _Ref134881093][bookmark: _Ref134881096][bookmark: _Toc190627560][bookmark: _Toc228090805]Safety Manager
The SM acts as the focal point and is responsible for the development, administration, and maintenance of the SMS. He leads the Safety Department and assists and supports PHs, NPs, and MNGs in fulfilling their responsibilities for safety.
[bookmark: _Toc190627561][bookmark: _Toc228090806]Accountabilities
The SM’s accountabilities are:
Defining the Safety Department’s budgetary needs.
Defining and evaluating the Safety Department’s manpower plan.
Verifying and proposing revisions to the Safety Policy.
Defining the Safety Department’s processes and procedures.
[bookmark: _Toc190627562][bookmark: _Toc228090807]Responsibilities
The SM is responsible for COMPANY’s accident prevention and flight safety programme. The SM’s functions include managing the entire SMS across all operational areas and flight safety analysis programmes, which include:
Facilitating hazard identification, risk analysis, and risk management.
Preparing valid and objective data as the basis for informed decision-making by the AM in matters relating to safety.
Monitoring the implementation of actions taken to mitigate risks, as listed in the Safety Action Plan.
Providing periodic reports on safety performance.
Making recommendations to management, following safety analyses, to minimise or eliminate hazards.
Ensuring the maintenance of safety management documentation.
Ensuring that safety management training is available and meets acceptable standards.
Providing advice on safety matters.
Initiating and following up internal occurrence and accident investigations.
Monitoring the implementation of actions taken to mitigate safety risks.
Ensuring that safety reporting assessment processes are implemented and maintained.
Completing and transmitting Mandatory Occurrence Reports (MORs) to the Competent Authorities and involved Type Design Organisations.
Supporting the investigation of accidents, serious incidents, and incidents affecting airworthiness and safety, and recommending appropriate corrective actions.
Preparing safety reviews and reporting to the AM.
Ensuring that all processes under his responsibility are documented and implemented.
Communicating and coordinating with operational PHs, NPs, and MNGs.
Verifying the application of ‘Just Culture’ principles.
Monitoring safety performance indicators (Company safety goals and key indicators) in accordance with the guidelines established by the SRB.
Acting as Secretary of the SRB.
Ensuring the dissemination of relevant safety information to management and non-management personnel to promote organisational awareness of safety issues.
The SM has direct access to the AM and acts as the focal point for collecting hazards, facilitating hazard analysis, and maintaining the register of hazards, risks, and risk controls (safety barriers and mitigations).
Regardless of the organisational structure, the SM remains the focal point for the development, administration, and maintenance of the SMS. However, accountability for the overall functioning of the SMS lies with the AM, not the SM.
[bookmark: _Toc196603236][bookmark: _Toc228090808]Prerequisites
For the appointment of the Safety Manager, the candidate shall demonstrate the following prerequisites:
For a CAMO organisation, as per Regulation (EU) 1321/2014 - AMC1 CAMO.A.305(c) Personnel Requirements:
· A relevant engineering degree or an aircraft maintenance technician qualification with additional education.

Note 1: ‘Relevant engineering degree’ refers to an engineering degree in aeronautical, mechanical, electrical, electronic, avionic, or other disciplines relevant to the maintenance and/or continuing airworthiness of aircraft or aircraft components.

Note 2: The above prerequisite may be replaced by five years of additional experience, beyond that already required as per the point below. These five years shall cover an appropriate combination of experience in tasks related to aircraft maintenance, continuing airworthiness management, and/or the surveillance of such tasks.

Five years of relevant work experience, of which at least two years must be within the aeronautical industry.
Experience in aviation Safety Management Systems, as a Safety Manager, Compliance Monitoring Manager, Safety Risk Manager, or in a comparable position.
Practical experience and expertise in the application of aviation safety standards and safe operating practices.
Operational experience related to the activities of COMPANY.
Experience in risk management.
Experience and qualifications in conducting safety and/or quality audits and inspections.
Sound knowledge of COMPANY operations, procedures, and activities related to its AOC operations specifications and CAMO terms of approval.
Sound knowledge of aviation regulatory frameworks, including ICAO Standards, European requirements, and provisions relating to safety management.
Knowledge of Safety Management Systems, including Compliance Monitoring Systems.
Sound knowledge of SMS principles and completion of appropriate SMS training.
Knowledge of safety investigation techniques and root cause analysis methodologies.
Knowledge of human factors principles.
Knowledge of maintenance methods and practices.
Ability to communicate effectively at all levels both inside and outside COMPANY.
Ability to promote a positive safety and just culture while maintaining an open and non-punitive environment for safety reporting.
Ability and confidence to communicate directly with the Accountable Executive as an advisor and confidant.
Well-developed oral and written communication skills, along with strong interpersonal, influencing, and leadership skills, with the ability to liaise with a variety of individuals and organisational representatives, including those from diverse cultural backgrounds.
Strong data management, analytical, and problem-solving skills.
Demonstration of professional integrity.
Computer literacy and superior analytical skills.
Completion of the defined internal training and continuation training programme.
[bookmark: _Toc190627564][bookmark: _Toc228090809]Appointment
The SM is appointed by the AM and accepted by the NAA. Approval by the NAA of the company manuals containing the nominated SM constitutes the formal acceptance of the SM by the NAA.
[bookmark: _Toc190627565][bookmark: _Toc228090810]Safety Officer [if implemented]
Safety Officer(s) (SO) report functionally to the SM. The SO supports the SM in his role and carries out any additional duties assigned by the SM. The SO’s job content includes:
Maintaining the Risk Register up to date.
Monitoring the effectiveness of the SMS.
Initiating Safety Recommendations when necessary.
Drafting safety documentation and publications.
Ensuring that safety-related documentation and records are available and kept up to date.
Processing Safety Reports and completing and sending MORs to the competent authorities.
Conducting and facilitating hazard identification, risk analysis, and risk management activities.
Monitoring the implementation of actions taken to mitigate risks.
Providing safety management training material and verifying that it meets acceptable standards.
Providing advice on safety matters.
Monitoring industry developments for safety concerns that could affect COMPANY.
Conducting safety audits and surveys on aspects of COMPANY operations.
Attending safety meetings and working groups.
Ensuring that safety-related information, such as Safety Flashes and Safety Bulletins [Insert COMPANY Safety Bulletin’s name], including organisational goals and objectives, is made available to all personnel through established communication channels.
[bookmark: _Toc190627566][bookmark: _Toc228090811]Pre-requisites
For the appointment of the Safety Officer, the candidate shall demonstrate the following prerequisites:
Knowledge of COMPANY operations and activities, as well as in-depth knowledge of COMPANY SMS procedures.
Understanding of risk management principles and techniques to support the SM in implementing and continuously improving the SMS.
Competence in computer literacy and strong analytical skills.
Ability to communicate effectively at all levels both inside and outside COMPANY.
Ability to be firm in conviction, promote a just and fair culture, and foster an open and non-punitive environment for reporting.
Ability to write technical reports and edit documentation.
Ability to manage multiple tasks concurrently and work under time pressure.
Strong data management, analytical, and problem-solving skills.
Demonstration of professional integrity.
Completion of the defined internal training and continuation training programme.
[bookmark: _Toc190627567][bookmark: _Toc228090812]Appointment
The SO is appointed by the SM. The SM verifies that the applicant complies with the above prerequisites. Following a positive assessment by the SM, a Declaration of Competence is issued, authorising the applicant to operate as an SO.
[bookmark: _Toc190627568][bookmark: _Toc228090813]Post Holders and Managers
[bookmark: _Toc136163109][bookmark: _Toc190627569][bookmark: _Toc190627570][bookmark: _Toc190627571][bookmark: _Toc190627572][bookmark: _Toc190627573][bookmark: _Toc190627574][bookmark: _Toc190627575][bookmark: _Toc190627576][bookmark: _Toc190627577][bookmark: _Toc190627578][bookmark: _Toc190627579][bookmark: _Toc190627580][bookmark: _Toc190627581][bookmark: _Toc190627582][bookmark: _Toc190627583][bookmark: _Ref135204294][bookmark: _Ref135226833][bookmark: _Ref135226837][bookmark: _Ref135322493][bookmark: _Ref135322496]A group of persons, referred to as ‘Post Holder(s) (PH)’, ‘Nominated Person(s) (NP)’, or ‘Manager(s) (MNG)’ in the COMPANY manual(s), has been nominated by the COMPANY AM with the responsibility of ensuring that the organisation remains in compliance with the applicable requirements (regulations, standards, company procedures, etc.) and that operations are conducted in accordance with the conditions and restrictions of the AOC/ATO/CAMO/AMO. These persons are ultimately responsible to the AM.
They:
Promote the company’s Safety Policy within their department.
Establish safety objectives and performance standards.
Provide the required human and material resources necessary to ensure compliance with COMPANY safety standards.
Facilitate and manage safety reports.
Identify and report safety non-conformities and implement corrective actions regarding safety issues.
Coordinate all activities concerning safety issues with the SM.
Identify, evaluate, and implement safety recommendations.
Distribute the SMS within their department to all employees.
Document and implement all safety processes under their responsibility.
Ensure adequate safety training for personnel.
[bookmark: _Ref196436743][bookmark: _Toc190627584][bookmark: _Toc228090814]Organisation of the Safety Management System
[bookmark: _Toc190627585][bookmark: _Toc228090815]Purpose of the Safety Management System
The Safety Management System (SMS) aims to manage safety through a systematic approach to hazard identification and risk management. Risks are controlled by eliminating or mitigating them. The goal is to minimise the potential for loss of human life, property, environmental damage, financial loss, and harm to societal reputation.
The SMS provides COMPANY top management with knowledge of the organisation’s safety performance. Based on this knowledge, management makes decisions on the allocation of resources to achieve the desired level of safety performance. Following the results of analysis, conclusions are drawn, actions are taken, and their effectiveness is monitored. This process ensures that risks are maintained at or below an acceptable level (As Low As Reasonably Practicable – ALARP).
COMPANY’s SMS addresses the risks associated with activities related to flight and ground operations, training operations, and the continuing airworthiness and maintenance of aircraft.
The main inputs and outputs of the SMS are schematically shown in the figure below:
Personnel qualification requirements
Safety
Management
activities
Safety requirements (Policy & Objectives)
Legal
Risk
Occurrence information
Hazard information
Risk information
Safety information
SMS facilities
Contractor support
SMS resources
Documentation
Residual risk level awareness
Safety barriers and mitigations

[bookmark: _Toc196603245][bookmark: _Toc228090816]Components of the Safety Management System
Below are the four components and twelve elements of the COMPANY Safety Management System (SMS), in accordance with ICAO Annex 19.
(1.) Safety policy and objectives
(2.) Safety risk management
(3.) Safety assurance
(4.) Safety promotion
(1.1) Management commitment
(1.2) Safety accountability and responsibilities
(1.3) Appointment of key safety personnel
(1.4) Coordination of emergency response planning
(1.5) SMS documentation
(2.1) Hazard identification, analysis & barriers
(2.2) Safety risk assessment
(3.1) Safety performance monitoring and measurement
(3.2) The management of change
(4.1) Training and education
(4.2) Safety communication
(3.3) Continuous improvement of the SMS
SAFETY MANAGEMENT SYSTEM
AM
AM
AM
AM
SM
All Personnel
PHs / MNGs
SM
PHs / MNGs
PHs / MNGs
SM
SM
RESPONSIBLE
SMSM Ch. 3.2

SMSM Ch. 4
SMSM Ch. 4.4
SMSM Ch. 8
SMSM Ch. 1.7, Ch. 11
SMSM Ch. 5.2
SMSM Ch. 5.1
SMSM Ch.7
SMSM Ch. 5.11
SMSM Ch.0
SMSM Ch. 10.2
SMSM Ch.7.5
REFERENCE
SMS COMPONENT
SMS ELEMENT



The following tables present the main SMS tasks associated with the SMS components and elements.
(1.)
Safety policy and objectives
· (1.1) Management commitment
· (1.2) Safety accountability and responsibilities
· (1.3) Appointment of key safety personnel
(1.4)
Coordination of emergency response planning
(1.5)
SMS documentation
Annual ERP drill or exercise
ERP manual review
Annual review:
· Safety & No Blame Policy
· Open safety recommendations
· Open safety report
· Safety Performance Indicators and Objectives
· Annual safety report
Periodic revision:
· Open safety recommendations
· Open safety reports
· Safety Performance Indicators and Objectives
· Safety studies
Safety Manual review 
Safety reports database
Risk Register
Safety recommendation log
Investigation final report
Safety report analysis
Management of Change (MOC)
Mandatory Occurrence Report (MOR)
Statistics
Annual safety report
Company’s key personnel variation
(2.)  MOC
Suggestions to Training, CRM, HF
(1.5.)  Safety recommendation log
SAFETY PROCESSES
(1.) - Safety policy and objectives




Legend:
SMS Component / Element
Link to other Component / Element
SMS task

(2.)
Safety risk management
(2.1)
Hazard identification, analysis & barriers
(2.2)
Safety risk assessment
SOP
Voluntary
MOR
CAA
MOC
Safety study
Reporting
(1.5.)  Safety reports database
(1.5.)  Risk Register
(1.5.)  Safety recommendation log
(3.1.)  Safety performance monitoring
Acceptable risk level?
Yes
No
(1.5.)  Investigation final report
(1.5.)  Risk assessment doc.
(1.5.)  MOC
(1.5.)  Safety report analysis
Investigation
(4.2.)  Divulgation
CMP non-conformities
(4.1.)  Recurrent safety training
SAFETY PROCESSES
(2.) - Safety risk management
 
 
 
 
Legend:
SMS Component / Element
Link to other Component / Element
SMS task


(3.)
Safety assurance
(3.1)
Safety performance monitoring and measurement
(3.2)
The management of change
(3.3)
Continuous improvement of the SMS
Three-monthly review of safety performance against the safety objectives
Whenever a major change occurs or is planned 
Safety organisation/procedure change or improvement
(2.)  MOC
(1.5)  Safety Manual review
Safety audit
(1.5)  Safety Manual review
(6.)  Audit plan
(7.)  Auditing
(1.5)  Annual review
SAFETY PROCESSES
(3.) - Safety assurance
 
 
 
 
Legend:
SMS Component / Element
Link to other Component / Element
SMS task

(4.)
Safety promotion
(4.1)
Training and education
(4.2)
Safety communication
Initial and recurrent safety training to management
Initial and recurrent safety training to safety department personnel
Initial and recurrent safety training to personnel
Safety bulletin
Safety Notice
Divulgation
Safety survey
(2.)  Safety study
SAFETY PROCESSES
(4.) - Safety promotion
 
 
 
 
Legend:
SMS Component / Element
Link to other Component / Element
SMS task




The table below provides a summary of the core components of the SMS in accordance with the applicable regulations:
	Element of SMS
	Responsible
	Description
	Reference

	Lines of responsibility and accountability
	AM
	Clearly defined lines of responsibility and accountability throughout the organisation, including direct safety accountability of the Accountable Manager.
	SMSM 
Ch. 4

	Safety Policy
	AM
	Overall philosophies and principles of the operator with regard to safety
	SMSM 
Ch. 3.2

	Hazard identification processes
	All Personnel
	Reactive and proactive schemes for hazard identification
Reporting systems, including confidential reporting schemes
	SMSM 
Ch. 5.2

	Risk assessment and mitigation processes
	PHs/NPs/MNGs 
AM
	Implementation of a formal risk management process.
Defined levels of management who have the authority to make safety-related decisions.
	SMSM 
Ch. 5.1

	Internal safety investigation
	SM
	Internal safety investigations scope that extends beyond the scope of occurrences
	SMSM 
Ch. 6.2

	Safety performance monitoring and measurement
	SM
	Safety performance of the operator vs. safety policy and objectives
The process includes:
safety reporting, safety cases, safety reviews, safety audits, safety surveys
	SMSM 
Ch. 7

	Management of change
	PHs/NPs/MNGs 
	Identification of external and internal changes that may have an adverse effect on safety
	SMSM 
Ch. 5.11

	Continuous improvement
	SM
	Achieved through:
· Proactive and reactive evaluations of then whole organisation through safety audits and surveys
· Proactive evaluation of individuals’ performance to verify the fulfilment of their safety responsibilities
· Reactive evaluations in order to verify the effectiveness of the system for control and mitigation of risk
	SMSM 
Ch. 7.5

	Emergency response plan (ERP)
	AM
	Provision of the actions to be taken by the operator or specified individuals in an emergency.
	ERP ensures:
· An orderly and safe transition from normal to emergency operations
· Safe continuation of operations or return to normal operations as soon as practicable
· Coordination with other organisations’ emergency plans where appropriate.
	SMSM 
Ch. 8

	Personnel training
	PHs/NPs/MNGs 
	Maintaining personnel trained and competent to perform their tasks.
	SMSM 
Ch. 0



[bookmark: _Toc190627587][bookmark: _Toc228090817]Decision boards
[bookmark: _Ref196578021][bookmark: _Ref196578037][bookmark: _Toc190627588][bookmark: _Toc228090818]Safety Review Board (SRB)
The SRB is a high-level committee that considers strategic safety matters in support of the AM.
Permanent members of the SRB are as follows:
Accountable Manager (President)
Safety Manager (Secretary)
Compliance Monitoring Manager
Flight Operations Post Holder
Crew Training Post Holder
Ground Operations Post Holder
CAMO Post Holder
Maintenance Manager
ATO Head of Training
Other persons (e.g., stakeholders, representatives of contracted organisations, etc.) may attend SRB meetings upon invitation by the AM.
The COMPANY SRB:
Reviews the Safety Policy to ensure that it remains relevant and appropriate to COMPANY’s organisation and operations.
Ensures that appropriate resources are allocated to achieve the established safety performance.
Monitors safety performance against the Safety Policy and safety objectives.
Monitors that safety actions are taken in a timely manner and that the SMS remains effective.
Reviews the evaluation and implementation of safety recommendations addressed to PHs/NPs/MNGs.
Issues evaluations of risk analyses and highlights related exposure levels, including defining acceptable levels of risk.
Suggests SPIs/KPIs targets judged reasonably practicable to the AM.
Ensures significant issues arising from COMPANY’s SMS are reviewed.
Evaluates and reviews the COMPANY SMS for its robustness and effectiveness.
Reviews the results of Compliance Monitoring for safety issues and monitors the implementation of related corrective and preventive actions.
Reviews results from the Support Programme, evaluating its effectiveness and proposing improvements where needed.
The SRB’s activities are formally recorded in meeting minutes. Decisions and items agreed upon are documented in the meeting minutes, and the closure of action items is reported at the subsequent SRB meeting.
The SRB meeting standard agenda covers, as a minimum, the following items:
	Item
	Relator(s)

	Opening statement
	AM

	Review of Safety Policy (first meeting of the year)
	AM

	Review of Compliance Policy (first meeting of the year)
	AM

	Status of actions from previous SRB meetings
	SM

	Review of significant safety issues
	SM

	Status of risk assessments
	SM

	Status of Risk Register updating
	SM

	Discussion of risk assessments’ results
	All PHs/NPs/MNGs

	Decision on mitigating actions
	All PHs/NPs/MNGs

	Status of Safety reports, voluntary and mandatory
	SM

	Status of Safety investigations
	SM

	Safety Performance Indicators, data and trends
	SM

	Status of personnel training on Safety (initial/recurrent) and SMS
	SM; CMM

	Results of ERP drills
	ERPM

	Review of Safety communications, bulletins, divulgation
	SM

	Others
	All PHs/NPs/MNGs

	Conclusions
	AM



The SRB meeting agenda is prepared by the SM and distributed to all participants at least one week prior to the meeting.
Meeting minutes are prepared by the meeting secretary under the responsibility of the meeting chair. Both roles may be performed by the same individual, if deemed appropriate.
The Minutes of Meeting must include, at a minimum, the following information:
1. Date, time, and place of the meeting
2. List of participants (present, excused, absent)
3. Items discussed
4. Agreed actions, assigned responsibilities, and corresponding timeframes for completion
Minutes of Meeting (and any accompanying documents) or a link to these documents are distributed via e-mail to meeting participants and any additional relevant recipients. Minutes of Meeting are formally recorded.
The meeting chair is responsible for ensuring that the minutes (and any supporting documents) are properly saved in the COMPANY server. Hardcopies may also be archived in a centralised physical location, if applicable.
Through the acceptance of the SRB meeting minutes, the AM and high-level management participating in the SRB attest that they have been made aware of COMPANY’s hazard status. The SM communicates all necessary information to the AM to support decision-making based on safety data.
The SRB is held on a regular basis every six months (i.e., twice per year) or at the request of the SM in the event of extraordinary circumstances. 
[bookmark: _Ref135322629][bookmark: _Ref135322632][bookmark: _Toc190627589][bookmark: _Toc228090819]Safety Action Group (SAG)
The SAG is an ad-hoc [or “standing” – Operator’s choice] group established to assist or act on behalf of the SRB. The SAG has a specific scope and objectives consistent with the issues for which it has been created. Working members of the SAG are defined in accordance with the specific task and are selected from among specialists from relevant operational or technical areas.
The SAG includes at least the following persons:
SM, or his delegate.
Responsible PH(s)/NP(s)/MNG(s) concerned, and/or expert(s) designated by such PH(s)/NP(s)/MNG(s).
The team may be expanded at any time if considered necessary by the SM. More than one SAG may be established depending on the scope of the task and the specific expertise required.
The duties assigned to the SAG may include:
Monitoring operational safety.
Performing safety studies.
Conducting hazard identification.
Performing risk assessments.
Monitoring safety performance.
Assisting the Safety Management System in reducing identified risks to an acceptable level.
Assessing the impact of organisational or operational changes on safety.
Defining actions to mitigate identified safety risks.
Evaluating risk mitigation options and alternatives.
Ensuring that safety actions are implemented within agreed timescales.
Reviewing the effectiveness of previous safety actions and safety promotion efforts.
The activities of SAGs are recorded in meeting minutes, which include, where appropriate:
Meeting purpose.
Safety performance.
Safety investigations.
Hazard identification.
Safety risk evaluation.
Safety recommendations.
Other relevant matters.
The SAG reports to the SRB and operates under its strategic direction.
[bookmark: _Toc190627590][bookmark: _Toc228090820]Safety Responsibilities of All COMPANY Personnel
In the context of the Safety Management System (SMS), all COMPANY employees have the following responsibilities:
Ensure safe operations for themselves and other personnel within the working environment.
Interrupt or discontinue work if safety is at risk.
Ensure that they are physically, mentally, and medically fit to perform their duties without any restrictions.
In case of any doubt, immediately call in sick and inform COMPANY without delay.
Perform their duties and tasks in compliance with applicable laws, regulations, COMPANY procedures, and within the scope of their qualifications and authorisations.
Know, follow, and promote the COMPANY Safety Policy.
Report hazards, safety-related events, and any relevant information to the responsible department or to the Safety Department through the internal reporting system.
Immediately report to the relevant manager any situation that may endanger safe operations or cause errors, mistakes, or procedural issues.
Identify weaknesses in processes and procedures and report them before an incident or accident can occur.
Use the internal reporting system to propose improvements to procedures, processes, and operational safety.
Take note of lessons learned from incidents and accidents, remain mindful of associated risks, and take appropriate measures to protect themselves and others in daily activities.
Participate in safety briefings, meetings, and events.
Participate, where applicable or required, in safety analyses.
Be familiar with their role in the COMPANY Emergency Response Plan (ERP).
All employees receive training from the Safety functions on the procedures established under the SMS. Every COMPANY staff member has a role to play in the successful implementation of the SMS. It is not merely the responsibility of a few specialists; rather, it is the duty of everyone at COMPANY to identify and report hazards. All members of staff are required to inform the SM and their direct supervisor of any situation deemed hazardous to flight safety, personal safety, or the safety of others.
[bookmark: _Toc190627591][bookmark: _Toc228090821]HAZARD IDENTIFICATION AND RISK MANAGEMENT SCHEMES
AMC2 ORO.GEN.200(a)(5)
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[bookmark: _Toc190627593][bookmark: _Toc228090823]General
The safety risk management process is initiated whenever one of the following situations arises:
When COMPANY experiences an unexplained increase in safety-related events or regulatory infractions (e.g., an increase in compliance findings), or when major operational changes are foreseen, including rapid growth or contraction, corporate mergers, acquisitions, downsizing, or outsourcing of services.
Prior to any substantial change in the organisation or operations, as part of the Management of Change process (e.g., appointment of a new nominated person, introduction of a new or modified type of flight or maintenance task/operation, introduction of a new aircraft type into the fleet, substantial changes in regulations, etc.).
Following an operational or maintenance event, incident, or accident.
Following a safety report highlighting a breach of safety within the organisation.
Whenever there is any doubt regarding the safety of flight.
[bookmark: _Toc190627594][bookmark: _Toc228090824]Scope
The scope of safety risk management within the SMS is limited to the safety of flight. Hazard identification and analysis relating to general workplace safety fall under the scope of workplace safety legislation.
[bookmark: _Toc190627595][bookmark: _Toc228090825]Applicability
The procedure described hereafter relates to the safety process covering all COMPANY macro areas:
Flight Operations
Crew Training
Ground Operations
Continuing Airworthiness
Maintenance
ATO (Approved Training Organisation)
Commercial Department
[bookmark: _Toc190627596][bookmark: _Toc228090826]Definitions
Hazard: A condition or an object with the potential to cause or contribute to an aircraft incident or accident.
Severity: The extent of harm that might reasonably be expected to occur as a consequence or outcome of the identified hazard.
Probability / Likelihood: The possibility that a safety consequence or outcome will occur.
Probability is a calculated value derived from statistical data.
Likelihood is based on human judgment.
Risk Index: The assessment of the consequence(s) or outcome(s) of a hazard, based on the most foreseeable situation, by combining the results of the probability and severity scores.
Safety Risk: The predicted probability and severity of the consequences or outcomes of a hazard.
Risk Mitigation: The process of incorporating defences, preventive controls, or recovery measures to lower the severity and/or likelihood of a hazard’s projected consequence.
[bookmark: _Toc190627597][bookmark: _Toc228090827]Risk Management Process Chart
The Safety Risk Management (SRM) includes the following elements:
Hazard identification and analysis
Risk analysis (likelihood/probability)
Risk analysis (severity)
Risk assessment and tolerability
Risk control and mitigation

The relationships between the SRM elements are illustrated in the following scheme.
Hazard 1
Hazard 2
Hazard …
Consequence 1
Consequence 2
Consequence …
Consequence …
Consequence …
Consequence …
Consequence …
Barrier 1
Barrier 2
Barrier …
Barrier …
Barrier …
Barrier …
Barrier …
Analyse the likelihood of each
consequences occurring
Evaluate the seriousness of each
consequence if it does occur
Is the assessed risk(s) acceptable and within the organization’s safety performance criteria?
Yes - monitor
No - take action to
reduce the risk(s) to
an acceptable level
HAZARD IDENTIFICATION
&
ANALYSIS
RISK ANALYSIS PROBABILITY
RISK ANALYSIS SEVERITY
RISK ASSESSMENT
AND TOLERABILITY
RISK CONTROL / MITIGATION
UE/UOS 1
UE/ UOS …
(optional)
UE/ UOS …
UE/ UOS …
(optional)
UE/ UOS …
UE/ UOS …
(optional)

[bookmark: _Toc190627598][bookmark: _Toc228090828]Risk Management Process Initiation
The risk management process can be reactive, proactive, or predictive in nature:
Reactive: The reactive hazard identification scheme consists of analysing accidents and incidents that have already occurred.
Example: Elements that contributed to an incident or an accident.
Proactive: The proactive hazard identification scheme consists of analysing the organisation’s activities, including near misses, which could result, or could have resulted, in an occurrence.
Example: Elements identified following the analysis of an unwanted event or a safety report that did not result in an incident or accident, but which highlight the need to implement additional safety barriers to prevent possible negative outcomes.
Predictive: The predictive hazard identification scheme captures system performance in real time to proactively identify potential problems. The effective use of the predictive hazard identification scheme characterises a mature SMS.
Example: A preventive study on a specific operation (safety study) that is new for the organisation or that, at the moment, has not revealed any safety weaknesses.
Those involved in the operation can consistently, accurately, and reliably identify hazards. They are a valuable resource and are therefore actively involved in the hazard identification process.
[bookmark: _Toc190627599][bookmark: _Toc228090829]Safety Database
All safety data is entered into a structured safety database, which is used for data analysis and where individual events can be easily retrieved. The safety database facilitates various types of statistical analyses, including charts displaying event numbers, risk levels, and rates, sorted by different criteria.
[Describe COMPANY safety database]
[bookmark: _Ref196579994][bookmark: _Ref196587246][bookmark: _Toc190627600][bookmark: _Toc228090830]Hazard identification
[bookmark: _Toc190627601][bookmark: _Toc228090831]Hazard Definition and Classification
A hazard is defined as a condition, object, or activity that has the potential, either individually or in combination, to cause injury to personnel, damage to equipment or structures, loss of material, or a reduction in the ability to perform prescribed functions.
The hazard identification process enables the collection, recording, analysis, action on, and generation of feedback about hazards that affect the safety of operations.
It is important to distinguish between ‘hazards’ and the ‘consequences of hazards’.
Hazards are situations, conditions, elements, or environments that naturally exist or are part of normal operations, and which represent a source of danger without necessarily leading directly to incidents or accidents.
Hazard consequences are the negative outcomes that can result if a hazard materialises.

For example (source Airbus Helicopters):
	Examples of Hazards and Their Effects

	Workplace Hazard
	Example of Hazard
	Example of Hazard Consequence (Harm Caused)

	Tool
	Knife
	Cut

	Substance
	Benzene
	Leukaemia

	Material
	Asbestos
	Mesothelioma

	Source of Energy
	Electricity
	Shock, electrocution

	Condition
	Wet Floor
	Slip, falls

	Weather
	Clouds
	Inadvertent IMC with CFIT



Hazards can be identified from various internal and external sources by asking the following key question:
What elements, in isolation or in combination, may have contributed to, or could contribute to, an incident or accident?
In COMPANY Safety Risk Management organisation, the term “HAZARD” encompasses all starting points used for analysis across various methodologies. 
These starting points may include:
Hazard
Cause
Threats
Top event
Contributing factors
Triggering events and occurrences
Initial Unwanted Events (UE) and Undesirable Operational State (UOS)

Hazards are classified into the following six main groups:
1. Natural/environmental hazards (including but not limited to):
· Severe weather (e.g., thunderstorms, turbulence, hurricanes)
· Adverse weather (e.g., icing, wind, rain, snow)
· Geographical terrain
· Environmental (e.g., wildlife, bird concentrations, ash clouds)
· Others
Organisational hazards (including but not limited to):
· Organisational set-up
· Complex operational and maintenance arrangement
· Others
Technical hazards (including but not limited to):
· Aircraft component
· Aircraft system
· Maintenance facilities
· Tools and equipment
· Subcontracted activities
· Pollution
· Others
Operational or mission specific hazards (including but not limited to):
· Unfamiliar environment
· Demanding landing site
· Low visibility conditions
· Others
Human factors related hazards (including but not limited to):
· Human performance degradation
· Physical limitation
· Poor Crew Resource Management (CRM)
· Poor teamwork
· Lack of training
· Others
Economic hazards (including but not limited to):
· Competition
· Company growth
· Economic recession
· Pandemics
· Climate change and other changes
· Cost of resources, equipment, etc.
· Others
[bookmark: _Toc136163277][bookmark: _Toc190627602][bookmark: _Toc228090832]Hazard Identification Sources
Hazards are identified by evaluating various sources or past experiences, whether internal or external to the company, that may highlight elements which, alone or in combination, could lead to an unwanted event, incident, or accident.
COMPANY internal sources are, but not limited to:
Safety Assessment of systems and operations
Voluntary Reporting System
Mandatory Occurrence Reports (MORs)
Safety Audits and Reviews 
Maintenance Reports
Compliance Monitoring System (CMS) audits
Normal operation observations
Safety Indicators trend analysis
Feedback from instructors
Feedback from training department
Ground operation reports
Internal investigation process
Others
COMPANY external sources are, but not limited to:
European Plan for Aviation Safety (EPAS)
National State Safety Program
Safety Information Bulletins, Safety Alerts and other Safety publications from EASA, European Commission, National Aviation Authorities, ICAO, Eurocontrol, the FAA and other Authorities worldwide
Accident Reports databases
Professional journals, conference proceedings, safety campaigns
Investigation database
Manufacturer Reports
Websites such as SKYbrary
Social media
Others
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[The risk management methodology presented in this manual is provided as an example and does not represent the only acceptable approach.
The selection of the risk management matrix and methodology is at the discretion of the Company, and should be based on its specific operational needs, organisational structure, and safety objectives.
Alternative risk assessment tools and matrices may be used, provided they are appropriate, consistent, and support the effective implementation of the Company Safety Management System (SMS).]
[bookmark: _Toc190627604][bookmark: _Toc228090834]General
The safety analysis process, within the SRM process, is used to understand:
How a hazard may develop into one or more consequences.
The possibility (likelihood, probability) that a hazard may develop into each specific foreseeable consequence.
The severity of the outcomes if each of the possible consequences is triggered.
The risk level of each possible consequence, determined using the risk matrix by combining the likelihood and the severity of the consequence.
[bookmark: _Toc196603265][bookmark: _Toc228090835][bookmark: _Toc190627605]Probability/Likelihood
Probability / likelihood refers to the possibility that an unsafe event or condition might occur.
In the absence or scarcity of data, probability can be assessed through system analysis, expert judgment, or industry trends. Probability may subsequently be reassessed and refined based on historical data collected in the safety database.
The probability (P) is classified into one of the five levels (from 1 to 5) as detailed in the figure below.
Unlike severity evaluation, the likelihood for a reported condition is evaluated based on fleet monitoring and the rate of related reported occurrences, as recorded in the Safety Database.
	Probability Level
	ICAO Probability Definition
	One out of Flights
	Probability Value
	Description

	5
	Frequent
	5
	2.5 x 10-3
	Probability: Almost certain. Very high history: significant past history, it has occurred many times and is considered most likely under these circumstances.

	4
	Occasional
	50
	2.5 x 10-4
	Probability: Likely. High history: past history and it will probably occur under most circumstances.

	3
	Remote
	500
	2.5 x 10-5
	Probability: Possible. Medium history: some past history, it has occurred occasional, and it is considered quite likely under these circumstances.

	2
	Improbable
	1000
	2.5 x 10-6
	Probability: Low, possible under certain circumstances. History: some past history and it is considered possible under these circumstances.

	1
	Extremely Improbable
	5000
	2.0 x 10-7
	Probability: Very low. Unlikely history: it has occurred rarely, it has happened, but a credible statistical frequency is difficult to establish.


[bookmark: _Toc190627606][bookmark: _Toc228090836]Severity
Safety risk severity is defined as the extent of harm that might reasonably be expected to occur as a consequence or outcome of an identified hazard.
Severity has many dimensions and may represent different things depending on the business unit under analysis. For this reason, the person involved in the analysis must select the appropriate "Severity nature" line in the table below, in accordance with their competence and responsibility.
When assessing the severity of the outcomes of the consequences, the following types of questions may apply:
How many lives are at risk?
What is the extent of property or financial damage?
What is the environmental impact (e.g., fuel spills, damage to natural habitats)?
What is the level of media interest? How much could the COMPANY’s image be affected?

Below is the COMPANY Severity Table. This table presents different severity criteria understandable and usable across various organisational areas within COMPANY.
During a risk management study, different department managers or staff may be involved in the analysis or evaluation of severity and probability, based on expert judgement.
Each participant will assess severity by referring to the matrix below, selecting the row that best describes their area of operation.
In the case of disagreement among raters on severity, the highest assessed severity shall be selected.

	SEVERITY LEVEL
	A
	B
	C
	D
	E

	Severity nature
	Minor
	Low
	Medium
	High
	Extreme

	ICAO Severity Definition
	Negligible
	Minor
	Major
	Hazardous
	Catastrophic

	Property Damage Cost
	< 10.000 Eur
	10.000 Eur to 100.000 Eur
	100.000 Eur to 1M Eur
	1M Eur to 10M Eur
	>10M Eur

	Injury
	No or minor injuries (First aid treatment).
	Injuries requiring medical first aid treatment only.
	Serious but non-permanent injuries (e.g., loss time injury).
	Fatalities and/or permanent disability with serious illness or health impairment.
	Multiple fatalities and/or permanent disabilities with serious illness or health impairments.

	Compliance
	Minor breaches by individual staff members.
	No fine and no disruption to scheduled services.
	Substantial fine but no disruption to scheduled services.
	Substantial fine and disruption to scheduled services.
	Significant disruption to scheduled services over an extended period of time.

	Environmental
	Minor or negligible oil spill with reduced contamination
	A spill, release, or potential release of a known, non-combustible variety of oil from a limited source. No deaths, and, if injuries, they are minor.
	A spill, release or potential release of oil that poses an uncertain risk to the environment. No deaths, but injuries can be minor to severe.
	Release or potential release of a hazardous substance with an associated fire, explosion, or toxic/corrosive cloud. Injuries or deaths may have already occurred.
	A major spill or release of a hazardous substance that has resulted in a serious fire, explosion, or environmental contamination over an extended area.

	Customer Impact
	1 flight rescheduled or delayed.
	Between 2 and 5 flights rescheduled or delayed.
	Between 1 and 5 flights cancelled, rescheduled or delayed.
	More than 5 flights cancelled, rescheduled or delayed.
	Extensive shut down of services for an extended period.

	Operational Impact
	Aircraft delayed less than 4 hours
	Aircraft grounded 4 to 48 hours
	1 aircraft grounded for 2 days
	Fleet grounded up to 2 days
	Fleet grounding for extended period

	Reputation and Public Confidence
	None
	Negative local media coverage
	Short term nationwide negative media coverage
	Extended nationwide negative media coverage
	Fundamental change in the public perception of COMPANY as a quality operator



[bookmark: _Toc190627607][bookmark: _Toc228090837]Risk Matrix (Assessment of the Risk)
Based on the severity (S) and probability (P) values calculated during the analysis, these values are entered into the risk matrix, where a risk level value (code) is defined.
If the risk level falls within the green area (green cell), the operation is acceptable, and operations may continue. Operations are to be monitored.
If the risk level falls within the yellow area, careful consideration must be given to the existing risk controls. If practical and deemed necessary (risk considered not acceptable), controls should be reinforced or modified, or additional controls should be implemented.
If, after the introduction of additional safety barriers, the risk remains in the yellow area, operations may continue, provided that the AM has evaluated and formally authorised the acceptability of the residual risk.
If the risk level falls within the red area, the risk is high, and the operation must not proceed until the residual risk (after the application of additional safety barriers) is rendered tolerable and formally accepted by the AM.

	Risk Probability
	Risk Severity

	
	A
Minor
	B
Low
	C
Medium
	D
High
	E
Extreme

	Frequent	5
	5 A
(625)
	5 B
(2.500)
	5 C
(10.000)
	5 D
(40.000)
	5 E
(160.000)

	Occasional	4
	4 A
(125)
	4 B
(500)
	4 C
(2.000)
	4 D
(8.000)
	4 E
(32.000)

	Remote	3
	3 A
(25)
	3 B
(100)
	3 C
(400)
	3 D
(1.600)
	3 E
(6.400)

	Improbable	2
	2 A
(5)
	2 B
(20)
	2 C
(80)
	2 D
(320)
	2 E
(1.280)

	Extremely improbable	1
	1 A
(1)
	1 B
(4)
	1 C
(16)
	1 D
(64)
	1 E
(256)




	Tolerability description
	Risk Index Code
	Risk Index Value
	Evaluation Criteria

	Unacceptable
	5E, 5D, 5C, 
4E, 4D, 
3E
	R.I. > 3.000
	Unacceptable under the existing circumstances. Additional controls required to mitigate the risk to tolerable or lower.

	Tolerable
	5B, 5A, 
4C, 4B, 
3D, 3C, 
2E, 2D
	300 ≤ R.I. ≤ 3.000
	Tolerable based on risk mitigation.  It requires management decision by PHs/NPs/MNGs  involved, including cost-benefit analysis, to make the risk ALARP, and final risk acceptance by AM.

	Acceptable
	4A, 
3B, 3A, 
2C, 2B, 2A, 
1E, 1D, 1C, 1B, 1A
	R.I. < 300
	Acceptable as it is. No further risk mitigation required. Acceptance by PHs/NPs/MNGs. 



The combination of probability and severity determines the safety risk level of the consequences associated with the hazard under analysis.
A second output of the COMPANY-customised Risk Matrix is a numerical value, referred to as the Risk Index Value. This number provides a quantitative relative measure of risk and is used for statistical analysis.
[bookmark: _Toc190627608][bookmark: _Toc190627609][bookmark: _Toc190627610][bookmark: _Toc136163344][bookmark: _Toc190627611][bookmark: _Toc228090838]Risk Assessment Flow Chart
The following chart depicts the risk assessment phase within the safety risk management process.
For feedback purposes, record the hazard identification and safety risk assessment and mitigation
A safety concern is perceived
Identify hazards consequences and assess risks
Define the level of risk
Define the level of severity
Define the level of probability
Is the risk level acceptable?
 NO
Can the risk be eliminated?
 NO
Can the risk be mitigated?
Can the residual risk (if any) be accepted?
 NO
YES
YES
YES
YES
Take action and continue the operation 
CANCEL THE OPERATION
Take action and continue the operation 
Take action to mitigate the risk
Take action and continue the operation 
RISK ANALYSIS PROBABILITY / SEVERITY
RISK ASSESSMENT AND TOLERABILITY

[bookmark: _Toc190627612][bookmark: _Toc228090839]Risk Control and Mitigation
Based on the assessment of the risk, a decision shall be made as to whether one or more safety barriers should be introduced.
Following the identification of a risk level, the following actions are performed:
Unacceptable risk level – Red risk matrix area – Effective safety barriers must be defined and implemented.
Tolerable risk level - Yellow risk matrix area – New safety barriers are discussed. If the available safety barriers are not effective (i.e., they do not lower the risk significantly, are unlikely to be properly applied or maintained by personnel, require too much time to implement, etc.), or if they have been evaluated as too difficult or costly to implement, the Accountable Manager (AM) may decide to continue operations, accepting a higher risk level. In this case, the AM’s decision is formally recorded, and personnel are duly informed. A regular review of the risks are carried out (at least once per year) to verify the consistency of the analysis and the validity of the risk level.
Acceptable risk level – Green risk matrix area – Further definition and implementation of new safety barriers are not required. Nevertheless, if low-cost and easily implementable safety barriers are identified, consideration should be given to their introduction to further reduce the risk level.
NOTE: It is the responsibility and the accountability of the Accountable Manager to accept a Tolerable risk level.
Risk level may change after a while because of changing situations (dismissed flight operation, new hazards, implementation of safety barriers, etc.).
“Tolerable” risk levels are verified regularly, at least once a year, for consistency or modification.
The verification is reported in the SMS-05-AUTOL form.

The following questions may assist in defining possible safety barriers:
1. Can we do something about the risk?
2. If yes, what?
3. How difficult and expensive would it be?
4. Will the residual risk be acceptable?
Answers to these questions are essential for Top Management to evaluate the feasibility and profitability of a new or ongoing operation.
[bookmark: _Toc190627613][bookmark: _Toc228090840]Safety Action Planning
AMC2 ORO.GEN.200(a)(5)
A Safety Action Plan consists of a list of corrective actions, associated timelines, and precise allocation of responsibilities to the involved PHs/NPs/MNGs.
Corrective actions related to a Risk Assessment are proposed directly by the concerned PHs/NPs/MNGs to the Safety Manager (SM).
Once an agreed corrective action has been implemented, the responsible PH/NP/MNG shall communicate all details and provide supporting evidence to the SM to allow proper monitoring of the implementation.
[bookmark: _Toc190627614][bookmark: _Toc228090841]Safety Recommendations
Safety Recommendations are formal communications containing safety information and instructions addressed to specific PHs/NPs/MNGs when corrective action is required to mitigate a safety issue identified by the Safety Department (SD).
There are two processes for issuing a Safety Recommendation:
1. Safety Recommendation discussed and issued during an SRB meeting and accepted by the PH/NP/MNG concerned.
2. Safety Recommendation issued directly to a PH/NP/MNG by the SM. In this case, the PH/NP/MNG must state acceptance or rejection of the recommendation within 15 days of notification.
In both cases, Safety Recommendations are registered in the database and made available to SRB members.
Each Safety Recommendation includes:
Identification code and issue date.
Reference to generating document.
Due date.
PH/NP/MNG responsible and its distribution list.
Description of hazard/threat, possible consequence, and control in place.
Initial and final safety risk.
Description of the recommendation.
Additional control implemented or reason for not acceptance by PH/NP/MNG.
Risk evaluation.
Status of the recommendation.
The full implementation of Safety Recommendations is verified through compliance auditing activities by the Compliance Monitoring System (CMS).
The effectiveness of the Safety Recommendations is verified through safety auditing activities and monitoring of Safety Performance Indicators (SPIs) by the Safety Department (SD).
[bookmark: _Toc196603273][bookmark: _Toc196603274][bookmark: _Toc190627615][bookmark: _Toc228090842]Risk Management Methodologies
[Definition and usage of risk management methodologies is at the discretion of the Company. Company shall indicate in the following paragraphs the used methodologies.]
[bookmark: _Toc190627616][bookmark: _Toc228090843]General
Any appropriate analytical methodology may be applied at any stage of the risk management process or at any phase of a system’s life cycle.
The main methodologies used include:
Bow-Tie method.
Root Cause Analysis.
Delphi Technique (brainstorming).
European Risk Classification Scheme (ERSC).
Risk Register.
Other methodologies may also be used depending on the specific nature of the safety study to be performed.
[bookmark: _Toc228090844]Bow-Tie Method
[bookmark: _Toc190627617]The Bow-Tie method is a diagrammatic technique that visualises risk in a single, easy-to-understand image. The diagram is shaped like a bow tie, clearly distinguishing between proactive (preventive) and reactive (recovery) risk management measures.
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A barrier can be any measure taken to act against an undesirable force or intention, in order to maintain a desired state.
In the Bow-Tie methodology, there are two types of barriers:
Preventive or Proactive Barriers (positioned on the left side of the Unwanted or Top Event) that aim to prevent the Unwanted or Top Event from occurring.
Recovery or Reactive Barriers (positioned on the right side of the Unwanted or Top Event) that aim to prevent the Unwanted or Top Event from leading to unwanted Potential Outcomes, or to reduce the severity of the consequences of such Potential Outcomes.
[Note: For a more in-depth information about BowTie methodology refer to:
https://www.caa.co.uk/safety-initiatives-and-resources/working-with-industry/bowtie/]
[bookmark: _Ref135225222][bookmark: _Toc190627618][bookmark: _Toc228090845]Root Cause Analysis
A cause is a factor involved in, or leading to, a problem, occurrence, failure, or loss. Eliminating any cause reduces the likelihood of the problem occurring or reoccurring.
A root cause (there may be more than one) is the highest-level cause in a chain of causes and effects that leads to the problem or occurrence. Eliminating a root cause is the most effective way to prevent an event from occurring or reoccurring, or a problem from developing.
The primary aim of the Root Cause Analysis (RCA) method is to identify the factors that contributed to the nature, magnitude, location, and timing of the harmful outcomes (consequences) of one or more past events. This process helps to determine what behaviours, actions, inactions, or conditions must be changed to prevent recurrence of similar harmful outcomes and to identify lessons learned to promote better outcomes in future operations.
The RCA process is illustrated by the ‘Fishbone Diagram’ shown below:
[image: Immagine che contiene diagramma, linea, schermata, testo
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To be effective, Root Cause Analysis (RCA) must be performed systematically, typically as part of an investigation, with conclusions and root causes supported by documented evidence. A team effort is usually required. There may be more than one root cause for an event or a problem; the challenge lies in demonstrating persistence and sustaining the effort necessary to identify them.
The root causes identified depend heavily on how the problem or event is defined. Effective problem statements and event descriptions (such as describing failures accurately) are helpful — and often required — to carry out an effective RCA.
RCA is critical for successful corrective action because it directs corrective measures toward addressing the primary root cause of the problem.
There may be more than one root cause for a single issue, and a single root cause can give rise to several issues.
RCA follows these steps:
1. Define the problem or describe the event to be prevented in the future.
Include both qualitative and quantitative attributes (properties) of the harmful outcomes. This usually involves specifying the nature, magnitude, location, and timing of the events. In some cases, "lowering the risks of reoccurrences" may be a reasonable target. For example, "lowering the risks" of future automobile accidents may be a more reasonable objective than "preventing all" future automobile accidents.
Gather data and evidence,
Classifying it along a timeline of events leading up to the final failure or crisis. For every behaviour, condition, action, and inaction, specify in the timeline what should have been done, especially where it differed from what was actually done.
Ask "why" and identify the causes associated with each step in the sequence leading to the defined problem or event.
"Why" is understood to mean "what factors directly produced this effect."
Classify causes into causal factors (relating to specific events in the sequence) and root causes (whose elimination would have interrupted or prevented a step in the chain).

The outputs from an RCA include:
1. Documentation of data and evidence gathered
2. Hypotheses considered
3. Conclusion about the most likely root causes for the problem, occurrence, failure or loss
4. Recommendations for corrective action

[Note: For a more in-depth information about RCA refer to:
CAP1760: Effective Problem Solving and Root Cause Identification (caa.co.uk)
PowerPoint Presentation (caa.co.uk)]
[bookmark: _Toc190627619][bookmark: _Toc228090846]Delphi Technique (Brainstorm)
The Delphi technique is a procedure used to obtain a reliable consensus of opinion from a group of experts. The term is often used to refer to any form of structured brainstorming.
An essential feature of the Delphi technique, as originally formulated, is that experts express their opinions individually and anonymously, while having access to the views of other experts as the process progresses.
The Delphi technique involves collecting subject matter expert opinions and reaching consensus on the topic under discussion. The steps of the Delphi method process are summarised below:
1. Formation of a team to undertake and monitor the Delphi process.
2. Selection of a group of experts (which may involve one or more panels of experts).
3. Development of a structured panel brainstorming.
4. Testing and validation of the brainstorming results.
5. Review of the brainstorming results by panellists, with the process repeated until consensus is reached.
[bookmark: _Ref180233635][bookmark: _Ref180233650][bookmark: _Toc190627620][bookmark: _Toc228090847]European Risk Classification Scheme (ERSC)
Individual safety events may reflect a high level of risk and consequently require urgent action. Therefore, all incoming events and reports must be evaluated within an acceptable timeframe (one week) in order to react promptly and prevent any urgent issues that may arise.
The main objective of the ERCS is to provide an initial screening of all incoming safety data. It must be kept in mind that the ERCS serves only as the first step in the risk management process and may be revised following any further investigation.
The ERCS can be used to screen individual events and to escalate a series of events into a safety issue, which can then be formally risk-assessed. Every report received by the Safety Department (SD) is initially classified using a standard taxonomy and then evaluated using the matrix presented below.
The ERCS is not intended to serve as an exhaustive risk assessment but is instead a criterion for identifying safety issues.
Essentially, it is a decision-making tool.
The ERCS value is determined based on two questions (steps):
If the event had escalated into an accident, what would have been the most credible accident outcome?
What was the effectiveness of the remaining barriers between this event and the most credible accident outcome?
The ERCS is introduced and explained in Commission Delegated Regulation (EU) 2020/2034.
The ERCS and the tool for determining the ERCS risk score of an occurrence are provided in Attachment SMS-A10.
The following schematisation illustrates the ERCS procedure, as found in the "Intro" sheet of the ERCS tool:
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[bookmark: _Toc190627621][bookmark: _Toc228090848]Risk Register
The risk register is a Word or Excel document that lists the identified hazards along with their related potential consequences.
Based on the existing safety barriers, an initial risk level is defined and assessed (evaluated for acceptability). If necessary, new barriers are identified and implemented, and a new (final) risk level is subsequently assessed.
The risk register is used in conjunction with other risk management methodologies to maintain a structured record of hazards and their evaluations. 
[Note: Other software could be used. Report and attach your own software/form.]
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[bookmark: _Toc190627622][bookmark: _Toc228090849]Safety Studies
Safety studies, often referred to as "risk assessments," are in-depth analyses of operations within the company. They make use of the safety risk management processes.
[bookmark: _Toc136163369][bookmark: _Toc228090850][bookmark: _Ref196581420][bookmark: _Ref196587331][bookmark: _Toc190627623]Management of Change 
(including organisational changes with regard to safety responsibilities)
AMC2 ORO.GEN.200(a)(5)
[bookmark: _Toc190627624][bookmark: _Toc228090851]General
The Management of Change (MoC) is a systematic approach to identifying and analysing internal and external changes, whether planned or unplanned, that have the potential to affect the functionality of the organisation, and to assessing and controlling the risks associated with such changes.
The MoC is a proactive and predictive hazard identification and risk management activity.
Changes may affect the appropriateness or effectiveness of existing safety risk mitigation strategies. Additionally, new hazards and related safety risks may be inadvertently introduced into operations whenever major changes occur.
The MoC is a documented process that utilises the existing hazard identification, risk assessment, and mitigation processes. Following an MoC analysis, the Risk Register must be reviewed and updated accordingly for each internal or external change assessed.
[bookmark: _Toc190627625][bookmark: _Toc228090852]Scope
Key areas requiring the application of the MoC process include:
Organizational Changes (e.g., change in facilities, scope of work, appointment of new key personnel such as a PH/NP/MNG and/or large numbers of personnel, significant staff turn-over, changes in organization structure, roles or responsibilities moved from one job or department to another one, relocation to new sites, shifts in roles or responsibilities, etc.)
Technology Changes (e.g., Introduction of new aircraft types, new or modified equipment, hardware or software, addition of aircraft of the same or a similar type, etc.)
Procedural Changes (e.g., change of documentation, policies, and procedures, new or amended regulatory requirements, etc.)
Outsourcing (e.g., change of supplier for operations or engineering, or having a significant impact on the business, etc.)
Commercial strategy or economic situation (e.g., expansion or reduction of fleet size, new safety-related operations, changes to schedules, commercial or financial pressure, etc.)
Budget allocation (e.g. significant changes in resource allocation impacting operational or safety capabilities).
[bookmark: _Toc190627626][bookmark: _Toc228090853]MoC Process
The MoC process consists of four basic phases:
1. Change Identification
Change Analysis
Change Implementation
Change Implementation Review
Both the effects of the change and the effects of implementing the change are considered.
Changes may also introduce or exacerbate human factors issues. Integrating human factors considerations into the change management process is crucial to minimise potential risks by specifically assessing the impact of changes on people within the system.
The four phases are explained in detail below:
1. Change identification 
Identify the nature and scope of the change. This phase involves an initial impact study on:
1.1. COMPANY operations.
1.2. Work organisation (staffing, team composition, scheduling, additional training, etc.).
1.3. Infrastructure (relocation, operating base, etc.).
1.4. Maintenance of equipment or aircraft.

2. Change analysis 
Develop a risk analysis of the change by applying standard risk management procedures:
2.1. Identification of change effects, hazards and possible consequences.
2.2. Identification of exiting risk controls.
2.3. Assessment of the initial risk.
2.4. Definition of mitigation actions, the responsible PH/NP/MNG and the deadlines for implementation.
2.5. Assessment of the final risk.
Note 1: Involvement of key stakeholders enhances the effectiveness of the change management process.

Note 2: Existing risk assessments and hazards must be reviewed to evaluate potential effects related to the change. 

3. Change implementation 
Develop, document, approve, and distribute an Action Plan addressing the change.

4. Change implementation review 
Review the effectiveness of the implemented change and verify whether safety objectives were achieved.
[bookmark: _Toc190627627][bookmark: _Toc228090854]MoC Accountability
COMPANY PHs/NPs/MNGs are accountable for managing changes within their respective areas of responsibility. 
Each PH/NP/MNG is responsible for:
Assessing the scale and impact of the change.
Providing appropriate guidance and allocating sufficient resources.
Communicating effectively to ensure successful completion of the change process.
Managers must always consider:
The significance of the change.
The intended outcomes of the change.
The potential impact on the organisation should the change fail to be correctly implemented.
That the change management process must add value and not become a bureaucratic burden. 
Management is involved in the change process by:
Ensuring the change management process is initiated and operating properly.
Providing adequate resources.
Reviewing safety accountabilities, authorities, and responsibilities.
Approving changes within their areas of responsibility.
Initiating and participating in after-action reviews of the change management process.
For larger projects or major purchases, a responsible Project Manager is appointed.
The Project Manager is tasked with coordination throughout the project and ensures that meeting minutes are produced, containing clearly defined responsibilities, coordination points, actions, and follow-up activities.


A table illustrating the relationship between the risk management process and the management of change process, as well as their interactions, follows below.
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[bookmark: _Toc190627628][bookmark: _Toc228090855]Protection of Safety Information
The protection of safety information from inappropriate use is essential to ensure its continued availability, in terms of accessibility, preservation, and readability.
The use of safety information for purposes other than safety-related activities may inhibit the availability of such information.
Exceptions to the protection of safety information shall be granted when:
There is evidence that the occurrence was caused by an act considered to involve intent to cause damage, reckless conduct, gross negligence, or wilful misconduct.
An appropriate authority considers that circumstances reasonably indicate the occurrence may have been caused by conduct with intent to cause damage.
A review by an appropriate authority determines that the release of the safety information is necessary for the proper administration of justice.
Copies of Safety Reports (SRs) and internal investigation documents are stored by the Safety Department (SD) in dedicated folders on the COMPANY server.
Hard copies of occurrence reports are destroyed once the information has been transferred and securely stored in the electronic database system.
Internal investigation reports related to accidents and serious incidents are stored in both electronic and paper format. To protect personal information included in the investigation reports:
All paper documents are stored in a locked cabinet.
Electronic documents are subject to daily backups and are protected by secure access via password authentication..
[bookmark: _Toc136163413][bookmark: _Toc136163414][bookmark: _Toc190627629][bookmark: _Toc228090856]Support Programme
COMPANY has established a (Peer) Support Programme that enables, facilitates, and ensures easy access to a proactive and non-punitive system designed to assist and support Flight and Cabin Crews in recognising, coping with, and overcoming any problem that might negatively affect their ability to safely perform their duties.
Access to the COMPANY Support Programme is available to all Flight Crews.
This proactive programme applies the principles of Just Culture within a non-punitive working environment. COMPANY senior management, mental health professionals, trained peers, and representatives of Crew members work together to:
1. Enable self-declaration or referral in case of a decrease in a Crew’s medical fitness, with an emphasis on prevention and early support.
1. If appropriate, allow the Crew member to receive temporary relief from flight duties and be referred to professional advice.
The objectives of the Support Programme are to:
Improve the ability of Crew members to cope with personal or work-related difficulties.
Establish effective emotional management processes to prevent future complications and better control stress.
Provide access to a network of professionals to assist Crew members with arising difficulties.
Enhance motivation and achieve optimal professional performance by increasing job satisfaction.
Improve the overall mental health of Crew members, thereby supporting their motivation and performance.
To encourage use of the programme and to ensure its effectiveness and integrity, all collected data are confidential and protected. Confidentiality means that any information provided remains strictly within the programme, regardless of its form or source. Information collected can only be used for the purpose for which it was obtained — specifically to provide support to Crew members.

Disclosure of data may only be granted in an anonymised manner, such as through aggregated statistical data, and only for safety management purposes to ensure voluntary participation is not compromised, thereby protecting flight safety.
Crew members can access the programme through a dedicated helpdesk, available via website or telephone, including options for anonymous contact. This ensures early and easy access to support at the initial stages of any issue. Early recognition and reporting of issues are essential to enable prompt resolution.
Life events and psychological stressors can affect anyone. Flight and Cabin Crews are not immune to mental health challenges that affect the general population. It is essential they have an easily accessible route for seeking assistance when under pressure or when symptoms first arise, ensuring that they can seek help without fear of reprisal.
A known and trusted peer support system benefits both individuals by maintaining fulfilling careers and COMPANY by sustaining a safe operation.
Participation in the Support Programme does not remove the Crew member’s obligation to seek aero-medical advice in accordance with Part-MED of Commission Regulation (EU) No 1178/2011 in the event of a decrease in medical fitness.
COMPANY managers are aware of the support methods available for Flight and Cabin Crews returning to work after illness or during a significant life event. This includes engaging occupational health support, exercising flexibility (e.g., considering ground duties, graduated increases in hours), and managing rosters carefully during the early return-to-work period.
The COMPANY Support Programme forms an integral part of its Safety Management System.
The COMPANY Peer Support Programme is described in a separate manual.
[bookmark: _Toc190627630][bookmark: _Toc228090857]INCIDENT REPORTING AND INVESTIGATION 
AMC2 ORO.GEN.200(a)(5)
This chapter presents the procedures for internal occurrence reporting and for mandatory and voluntary safety reports to the Accident Investigation Board (AIB), National Aviation Authority (NAA), and manufacturers.
[bookmark: _Toc136163570][bookmark: _Toc136163571][bookmark: _Toc136163572][bookmark: _Toc136163573][bookmark: _Toc136163574][bookmark: _Toc136163575][bookmark: _Toc136163576][bookmark: _Toc136163577][bookmark: _Toc136163578][bookmark: _Toc190627631][bookmark: _Ref134879859][bookmark: _Toc228090858]Internal Occurrence Reporting System
The overall purpose of the internal safety reporting scheme is to make the best possible use of reported information to improve the level of safety performance, and not to attribute blame.
The scope of this scheme also includes occurrences not mandatorily reportable to the Authorities.
The objectives of the occurrence reporting scheme are to:
Enable an assessment of the safety implications of each relevant incident and accident, including review of previous similar occurrences, so that necessary action can be initiated.
Provide feedback to reporters regarding any actions taken (or not taken), thereby making personnel an active part of COMPANY’s Safety Management System (SMS).
Ensure knowledge of relevant incidents and accidents is disseminated through safety communications and during recurrent training sessions, so that all personnel can learn from them.
The reporting scheme is an essential part of COMPANY’s overall monitoring function. It complements the normal day-to-day operational procedures and control systems without duplicating or superseding them.
The system also enables the identification and analysis of cases where procedure implementation has failed.
All occurrence reports contain information deemed reportable by those who submitted them. All reports are retained, as their significance may become apparent only at a later stage.
[bookmark: _Toc190627632][bookmark: _Toc228090859]Safety Report
Personnel may report any safety event, issue, or concern by completing a Safety Report form and sending it to the relevant Post Holder/Manager or directly to the Safety Department (SD).
The use of the standard Safety Report form is encouraged but not mandatory.
Personnel may submit reports using any available method (e.g., Word document, email, handwritten report) to ensure timely transmission of critical information.
Upon receipt of a Safety Report, the SD creates a new entry in the SD database.
For standardisation, the report is named as follows:
SR
-
XX
-
YY
Number of SR
Year of SR
The following “Attributes” are set
· Safety Status:		“Open”, Pending” or “Closed”
· Target date:		Due date
· Details:			Short description
· Severity:		Risk Level
· Fault Category:		Use safety Categories
· Root cause:		Use safety Categories

[bookmark: _Toc190627633][bookmark: _Toc228090860]Safety Reports Flow Chart

[bookmark: _Toc190627634][bookmark: _Toc228090861]Responsibilities of Reporting and Analysis of Reports
COMPANY crew members, technicians, ground/office personnel, and management all have an active role in the Safety Management System (SMS) and the reporting process.
Each crew member, technician, ground/office employee, and, generally, any COMPANY staff member has the responsibility to report to the relevant Post Holder/Manager (PH/MNG) and/or to the Safety Department (SD), as soon as the event is perceived but no later than 72 hours after its occurrence, any of the following:
1. Accident.
2. Serious Incident.
3. Incident/Occurrence classifiable as a Mandatory Occurrence Report (MOR).
4. Other safety-related information perceived by the reporter as an actual or potential hazard to aviation safety.
Once received, the SD processes and analyses the report, evaluates the severity of the occurrence, and, if the event requires mandatory reporting, forwards the report to the Competent Authority.
Based on the risk associated with the event, an in-depth safety investigation may be required and carried out accordingly.
In the case of an occurrence arising from, or relating to, any failure, malfunction, or defect in the aircraft or its equipment, the Pilot-in-Command, in addition to reporting the event, must ensure that all known or suspected technical defects and all exceedances of technical limitations occurring during their responsibility for the flight are properly recorded in the aircraft technical log.
Without prejudice to the Pilot-in-Command's responsibilities, any staff member involved in the occurrence is encouraged to submit their personal report to the Safety Manager (SM).
[bookmark: _Toc190627635][bookmark: _Toc228090862]Confidentiality of Reporting
All COMPANY reports are considered confidential, even if confidentiality is not specifically requested by the reporter.
The COMPANY confidential reporting system provides personnel with a means to report situations which, based on their expert judgement, may signal a potential danger to the system.
All safety-related occurrences are investigated. Confidentiality is vital to the success of the COMPANY reporting system and is guaranteed by the Safety Manager (SM) through the elimination of any data that could identify the reporter.
However, confidentiality does not relieve the reporter of their responsibility for the content of the report.
Reports submitted voluntarily that clearly fall within the mandatory reporting category are treated as mandatory and are notified to the Competent Authority without necessarily informing the reporter.
[bookmark: _Toc190627636][bookmark: _Toc228090863]Anonymous Reporting
Anonymous reports are not part [or specify otherwise] of the COMPANY procedures and safety policy.
Personnel may submit a confidential report directly to the SM, who ensures that no information disclosing the reporter’s identity is issued.
[bookmark: _Toc136163581][bookmark: _Toc190627638][bookmark: _Toc228090864]Reporting to the Investigation Authorities
In case of Accident / Serious incident, the following organisations are notified:
	#
	Authority
	Event
	Mean

	1
	ANSV – Agenzia Nazionale Sicurezza Volo
[Insert your National AIB contact]
	Serious Incidents and Accidents only
	Phone (H24): +39 06 82078207
Fax: +39 06 8273 672 or 822
E-mail: safety.info@ansv.it
By using form: SMS-F30

	2
	Air Accident Investigation Authority of the State where the event took place
	Serious Incidents and Accidents only
	By Fax and/or e-mail

	3
	National Aviation Authority (NAA)
	Serious Incidents and Accidents only
	By Fax and/or e-mail



In case of an Accident or Serious Incident, and in accordance with Regulation (EU) No 996/2010, the event must be notified to the Competent Safety Investigation Authority within one hour from the time COMPANY becomes aware of the occurrence.
The Local National Aviation Authority (NAA) and other required organisations must be notified as soon as possible thereafter.
The Safety Manager (SM) is responsible for notifying the event on behalf of the Pilot-in-Command (PIC)/Commander and COMPANY.
This initial notification is subsequently followed by the submission of the related Mandatory Occurrence Report (MOR).
[bookmark: _Toc190627639][bookmark: _Toc228090865]Accident to be Reported
All accidents must be reported.
[bookmark: _Toc190627640][bookmark: _Toc228090866]Serious Incidents to be Reported
All serious incidents are to be reported.
However, difficulties may be encountered when judging whether an occurrence qualifies as a serious incident. In case of doubt, contact the local Accident Investigation Body (AIB) for clarification.
The following list presents typical serious incidents as per Regulation (EU) No 996/2010:
a near collision requiring an avoidance manoeuvre to avoid a collision or an unsafe situation or when an avoidance action would have been appropriate,
controlled flight into terrain only marginally avoided.
aborted take-offs on a closed or engaged runway, on a taxiway, or from an unassigned runway,
take-offs from a closed or engaged runway, from a taxiway, or from an unassigned runway,
landings or attempted landings on a closed or engaged runway, on a taxiway,
gross failures to achieve predicted performance during take-off or initial climb,
fires and smoke in cargo compartments or engine fires; even though such fires were extinguished by the use of extinguishing agents,
events requiring the emergency use of oxygen by the flight crew,
aircraft structural failure or engine disintegration, including uncontained turbine engine,
failures, not classified as an accident,
multiple malfunctions of one or more aircraft systems seriously affecting the operation of the aircraft,
flight crew incapacitation in flight,
fuel quantity requiring the declaration of an emergency by the pilot,
runway incursions classified with severity A, according to the Manual on the Prevention of Runway incursions (ICAO Doc. 9870) which contains information on the severity classifications,
take-off or landing incidents. Incidents such as undershooting, overrunning or running off the side of runways,
system failures, weather phenomena, operation outside the approved flight envelope or other occurrences which could have caused difficulties controlling the aircraft,
failure of more than one system in a redundancy system mandatory for flight guidance and navigation.
[bookmark: _Toc190627641][bookmark: _Toc228090867]Protecting an Accident Scene
The following general rules are laid down:
1. Until the arrival of safety investigators, no one can change the status of the accident site, take any samples, move or remove the aircraft or any parts of it, unless it is required for safety reasons or to assist people injured or under explicit authorisation of the responsible authorities for the site and, where possible, in consultation with the AIB.
Any individual involved shall take all necessary measures to protect documents, records and materials related to the occurrence. This includes taking all necessary precautions to ensure that any recordings—such as cockpit conversations or audible alarms—are preserved and not deleted, overwritten, or otherwise compromised.
[bookmark: _Toc190627642][bookmark: _Toc228090868]Crew Involved in an Accident or Serious Incident
A crew involved in an accident or serious incident shall perform the following tasks:
Complete all required operational duties (procedures, checklists, etc.).
Secure the aircraft in the safest condition possible.
In the case of Dangerous Goods on board, notify ATC and/or emergency services about their presence and location.
Check the condition of crew members.
Inform ATC (provide only factual information necessary to satisfy reporting requirements; avoid giving statements or opinions).
Inform COMPANY via the Operations Control Centre (OCC) or by any other available means.
Inform local authorities (provide only factual information necessary to satisfy reporting requirements; avoid giving statements or opinions).
Initiate the securing of the Flight Data Recorder (FDR) and Cockpit Voice Recorder (CVR).
Gather as much evidence as possible, including flight documentation, photographs, Aircraft Technical Log (ATL), loadsheet, etc.
Document all relevant details: time, events, individuals involved, and contact information.
The Pilot-in-Command (PIC)/Commander must be the last crew member to leave the aircraft and the accident site.
[bookmark: _Toc190627643][bookmark: _Toc228090869]Internal Investigation
In the event of an accident or serious incident, and whenever a safety-relevant incident occurs, an internal investigation is carried out by the Safety Manager (SM) on behalf of the Accountable Manager (AM).
An internal investigation is conducted even if an official government investigation is underway (by the Accident Investigation Body (AIB) or the National Aviation Authority (NAA)).
A government investigation may become a protracted process, whereas COMPANY needs to ascertain promptly whether immediate changes to procedures or systems are necessary.
In the case of an accident or serious incident, and whenever COMPANY decides that an investigation is required, the SM is responsible for the management of the investigation process.
The investigation team is formally nominated by the SM through a letter of appointment.
The investigation results must be documented in a written report.
The sole purpose of an internal investigation is to analyse the facts and to identify the causes of safety-relevant incidents and accidents.
Safety Investigations involve:
Collecting and analysing relevant data about the event.
Determining causal, contributing, and escalation factors.
Drawing conclusions.
Leading to Safety Recommendations and corrective actions, as applicable.

The investigation procedure is summarised in the table below:
	Step:
	Description:

	Decision to launch an investigation
	Assemble an investigation team.

	Activity Planning
	Define and break down the activities required.

	
	Identify the specific investigation needs.

	Data Collection
	Collect evidence regarding the event from relevant sources, including:
1. Rules and regulations.
2. Certificates and licences.
3. Documents and procedures.
4. Flight, technical and involved staff records.
5. Interviews with the persons involved.
6. Human performance indicators.
7. Physical examination of any equipment used.
8. Direct observation of actions performed by staff in working environment.
9. Simulations or reconstructions of the occurrence.
10. Internal or external expert consultancy.
11. Safety database analysis.
12. Other relevant sources.

	Scenario Identification
	Identify/reconstruct the scenario.

	Scenario analysis
	Analyse the facts, determine causes and identify associated hazards.

	
	Integrate all investigation elements.

	Risk Assessment
	Determine risk level and assess risk acceptability.

	Risk Control/Mitigation Analysis
	Identify and assess possible risk controls and mitigation measures.

	Correction/Prevention
	Define appropriate corrective and preventive actions.

	Safety Communication
	Communicate the investigation results and conclusions to all concerned personnel.

	Completion of the investigation
	Officially close and archive the investigation file.




The final report is written by the Safety Manager (SM).
Safety investigations are stored by the Safety Department (SD) and are made available upon request to the involved staff and to the Competent Authority.
Safety-critical issues identified during the analysis are addressed in coordination with the relevant Post Holder/Nominated Person/Manager (PH/NP/MNG) responsible for the affected area.
Together, they develop a Safety Action Plan, which includes corrective and/or mitigating actions scheduled within a suitable timetable, depending on the needs and the level of risk identified.
These actions are recorded using the Safety Recommendation form.
The Safety Investigation process is illustrated schematically in the figure below:
[image: Immagine che contiene testo, schermata, Carattere, numero

Descrizione generata automaticamente]


[bookmark: _Toc190627644][bookmark: _Toc228090870]Format of Internal Investigation Report
[The ICAO Annex 13 investigation report format is to be used for reference purposes only to help provide the methodology guidelines.
The content and scope of the report within the Safety Management System (SMS) shall be adapted to suit the needs of the organisation, and shall be proportionate to the nature, severity, and extent of the event.]
The final investigation report contains the following information (according to Appendix to ICAO Annex 13):
Title
The Final Report begins with a title including the name of the operator, manufacturer, model, nationality and registration marks of the aircraft, place and date of the accident or incident.
Synopsis
Following the title, the synopsis briefly describes all relevant information regarding:
Notification of accident or serious incident to the relevant department and to national and foreign authorities.
Nomination of the internal investigation team.
Indication, if relevant, of the Government Authority carrying out the official investigation.
Date of publication of the internal report.
Brief resume of the circumstances leading to the accident/serious incident Body.
Body
The body of the Final Report includes the following main headings:
1. FACTUAL INFORMATION
1.1. History of the flight. A brief narrative giving the following information:
· Flight number, type of operation, last point of departure, time of departure (local time or UTC), point of intended landing.
· Flight preparation, description of the flight and events leading to the accident, including reconstruction of the significant portion of the flight path, if appropriate.
· Location (latitude, longitude, elevation), time of the accident (local time or UTC whether day or night.
1.2. Injuries to persons (Crew, Passengers, Others)
· Fatal
· Serious
· Minor/none
1.3. Damage to aircraft. Brief statement of the damage sustained by aircraft in the accident (destroyed, substantially damaged, slightly damaged, no damage).
1.4. Other damage. Brief description of damage sustained by objects other than the aircraft.
1.5. Personnel information:
a) Pertinent information concerning each of the flight crew members including age, validity of licences, medical information, ratings, mandatory checks, flying experience (total and on type) and relevant information on duty time.
b) Brief statement of qualifications and experience of other crew members.
c) Pertinent information regarding other personnel, such as air traffic services, maintenance, etc., when relevant.
1.6. Aircraft information:
a) Brief statement on airworthiness and maintenance of the aircraft (indication of deficiencies known prior to and during the flight to be included. if having any influence on the accident).
b) Brief statement on performance, if relevant, and whether the mass and centre of gravity were within the prescribed limits during the phase of operation related to the accident. (If not and if of any influence on the accident give details).
c) Type of fuel used.
1.7. Meteorological information:
a) Brief statement on the meteorological conditions appropriate to the circumstances including both forecast and actual conditions, and the availability of meteorological information to the crew.
b) Natural light conditions at the time of the accident (sunlight, moonlight, twilight, etc.).
1.8. Aids to navigation. Pertinent information on navigation aids available, including landing aids such as ILS, MLS, NDB, PAR, VOR, visual ground aids, etc., and their effectiveness at the time.
1.9. Communications. Pertinent information on aeronautical mobile and fixed service communications and their effectiveness.
1.10. Aerodrome/site information. Pertinent information associated with the aerodrome/site, its facilities and condition, or with the take-off or landing area if other than an aerodrome.
If applicable:

1.11. Flight recorders. Location of the flight recorder installations in the aircraft, their condition on recovery and pertinent data available there from.
1.12. Wreckage and impact information. General information on the site of the accident and the distribution pattern of the wreckage. Detected material failures or component malfunctions. Details concerning the location and state of the different pieces of the wreckage are not normally required unless it is necessary to indicate a break-up of the aircraft prior to impact. Diagrams, charts, and photographs may be included in this section or attached in the Appendices.
1.13. Medical and pathological information. Brief description of the results of the investigation undertaken and pertinent data available there from.
1.14. Fire. If fire occurred, information on the nature of the occurrence, and of the firefighting equipment used and its effectiveness.
1.15. Survival aspects. Brief description of search, evacuation and rescue, location of crew and passengers in relation to injuries sustained, failure of structures such as seats and seat-belt attachments.
1.16. Tests and research. Brief statements regarding the results of tests and research.
1.17. Organizational and management information. Pertinent information concerning the organizations and their management involved in influencing the operation of the aircraft. The organizations include, for example, the operator, the air traffic services, airway, aerodrome and weather service agencies, and the regulatory authority. The information could include, but not be limited to, organizational structure and functions, resources, economic status, management policies and practices. and regulatory framework.
1.18. Additional information. Relevant information not already included in 1.1 to 1.17 above.
1.19. Useful or effective investigation techniques. When useful or effective investigation techniques have been used during the investigation, briefly indicate the reason for using these techniques and refer here to the main features as well as describing the results under the appropriate sub-headings 1.1 to 1.18.
2. ANALYSIS
Analyse, as appropriate, only the information documented in 1. Factual information and only that which is relevant to the determination of conclusions and causes.
3. CONCLUSIONS
List the findings and causes established in the investigation. The list of causes must include both the immediate and the deeper systemic causes.
4. SAFETY RECOMMENDATIONS
Where appropriate, briefly state any recommendations made for the purpose of accident prevention, as well as any resultant corrective actions.
5. APPROVAL
The investigation report must be formally approved by signatures from:
· The investigation team,
· The Safety Manager (SM),
· The Accountable Manager (AM) on behalf of the Safety Review Board (SRB).
6. APPENDICES (include as appropriate)
[bookmark: _Toc190627645][bookmark: _Toc228090871]Recommendation Issued Following the Investigation
The main target of an internal investigation is the identification of Safety Recommendations and actions to eliminate or mitigate the safety deficiencies identified by the investigators.
Safety Recommendations usually address a weakness discovered during the accident, serious incident, or occurrence, and specify the corrective measures required to improve the situation.
Safety Recommendations issued during an internal investigation may be accepted or rejected by the Post Holder (PH) responsible for the affected area.
In the case of rejection, the rationale for the decision must be provided in writing to the Safety Manager (SM).
The full implementation of Safety Recommendations is monitored by the Compliance Monitoring System (CMS).
The effectiveness of the corrective actions is assessed by the Safety Department (SD) through a reactive process using Safety Performance Indicators (SPIs).
[bookmark: _Toc190627646][bookmark: _Toc228090872]Flight Data Recorder & Cockpit Voice Recorder
The preservation of the FDR and CVR recordings following a serious incident or accident is the responsibility of both COMPANY and the Pilot-in-Command (PIC)/Commander, until otherwise directed by the investigating or government authority.
Following an accident, serious incident, or occurrence identified by the investigating authority, the following responsibilities apply:
The PIC/Commander must immediately inform the SM and follow SM’s instructions and this procedure.
The SM must liaise with the investigating authority to confirm the need to preserve the original recorded data. If required, the SM coordinates COMPANY personnel to ensure all necessary actions are taken to preserve the original recorded data for a minimum period of 60 days or until otherwise directed by the investigating authority.
The need for removal of the recorders from the aircraft is determined by the investigating authority, considering the seriousness of the occurrence and operational circumstances.
The SM must secure the flight recorders as quickly as possible following a reportable occurrence and coordinate with:
CAMO Post Holder (CAMO PH),
Maintenance Manager (MM),
Flight Operations Post Holder (FOPH),
and the PIC/Commander.
Upon SM request, the CAMO PH coordinates with the Continuing Airworthiness Management Organisation (CMO) on-site to:
Remove the FDR/CVR from the aircraft and deliver it to the SM for segregation for a minimum of 60 days (or longer as required by the investigating authority/SM), or
Download the recorded data from the FDR/CVR and deliver it in accordance with the instructions from the investigating authority or SM.
The SM shall ensure:
1. Unless explicit permission has been granted by the investigating authority, the flight recorders must not be removed from the aircraft, and under no circumstances should FDR or CVR data be downloaded.
2. If access to the aircraft is prevented by any external agency prior to the arrival of the investigating authority, the authority must be promptly advised.
3. In addition to traditional flight recorder data, other avionics systems (such as GPWS, TCAS, etc.) may contain vital information. The SM coordinates with the CAMO PH to ensure the preservation of this data and notifies the investigating authority as required.
4. Additional data sources such as QAR-type devices, ACARS, or similar systems must also be preserved following the same process.
[bookmark: _Ref136071081][bookmark: _Ref136071087][bookmark: _Ref136101019][bookmark: _Ref136101022][bookmark: _Toc190627647][bookmark: _Toc228090873]Mandatory Occurrence Reporting
[bookmark: _Toc190627648][bookmark: _Toc228090874] General
In accordance with applicable regulations, COMPANY has established a system for Mandatory Occurrence Reporting (MOR) to provide the Competent Authorities and manufacturers with suitable safety information.
Flight Crews, CAMO and Maintenance Staff, Ground Staff, and Office Staff must submit any incident or occurrence by completing a Safety Report and sending it to the SM within 72 hours of becoming aware of the event.
The SM must then notify the Competent Authorities as soon as possible, and no later than 72 hours from the time the SM becomes aware of the occurrence.
NAA


[bookmark: _Toc136163612][bookmark: _Toc136163613][bookmark: _Toc136163614][bookmark: _Toc136163615][bookmark: _Toc136163616][bookmark: _Toc136163617][bookmark: _Toc136163618][bookmark: _Toc190627649][bookmark: _Toc228090875]Definitions
The following definitions apply to this section of the manual:
	Reporter
	(Regulation (EU) No 376/2014) means a natural person who reports an occurrence or other safety-related information.

	Disidentified information
	(Regulation (EU) No 376/2014) means information arising from occurrence reports from which all personal data such as names or addresses of natural persons have been removed.

	Event
	(Regulation (EU) No 376/2014) means an operational interruption, defect, fault, or other irregular circumstance that has or may have influenced flight safety and that has not resulted in an accident or serious incident.

	Occurrence
	(Regulation (EU) No 376/2014) means any safety-related event which endangers or which, if not corrected or addressed, could endanger an aircraft, its occupants or any other person and includes in particular an accident or serious incident.

	Anonymisation
	(Regulation (EU) No 376/2014) means the removal from occurrence reports of all personal details relating to the reporter and to the persons mentioned in occurrence reports and any details, including the name of the organization(s) involved in the occurrence.

	Hazard
	(Regulation (EU) No 376/2014) means a situation or an object with the potential to cause death or injury to a person, damage to equipment or a structure, loss of material, or a reduction of ability to perform a prescribed function.



[bookmark: _Toc190627650][bookmark: _Toc228090876]MOR – Process Flowchart
Safety Report
Internal analysis of the occurrence:
a) Identify Safety Hazards (if any)
b) Entry in the Risk Register (if any)
c) Definition of corrective and/or preventive actions
d) Definition of process to monitor the implementation and effectiveness of the action
Evaluation of Safety Report
MOR?
End
Initial Notification to ECCAIRS 2, NAA, CAA of State of Registry, and Design Organisation
Intermediate Notification to ECCAIRS 2,  NAA and CAA of State of Registry:
· Preliminary results of analysis performed
· Any action taken / defined
Final Notification to ECCAIRS 2, NAA and CAA of State of Registry:
· Final results & MOR closure
Implementation of corrective / preventive actions and/or Safety Recommendations
Follow up
No
Yes
72 hrs
72 hrs
30 days
3 months
Timeline
Responsibilities
Concerned personnel (reporter)
Safety Department
Safety Department
Safety Department
Safety Department with the concerned PH/MNG
Safety Department
Concerned PH/MNG
Safety Department
Safety Department







[bookmark: _Toc190627651][bookmark: _Toc228090877]MOR Reporting Times
1. The following COMPANY staff must report occurrences to the Safety Department (SD) by submitting a Safety Report, within 72 hours of becoming aware of the occurrence, unless exceptional circumstances prevent this:
· The Pilot-in-Command (PIC)/Commander; or, if the PIC/Commander is unable to report the occurrence, any other crew member next in the chain of command.
· Any person engaged in continuous airworthiness monitoring, maintenance, or modification of an aircraft or any equipment or part thereof.
· Any person who signs a release to service in respect of an aircraft or any equipment or part thereof.
· Any person performing a function connected with ground handling of aircraft, including fuelling, loadsheet preparation, loading, de-icing, and towing.

Following notification of an occurrence, the Safety Manager (SM) shall complete the ECCAIRS2 form with the details of the occurrence as soon as possible, and in any case no later than 72 hours after the occurrence was notified to the SM via the COMPANY’s Mandatory Occurrence Reporting (MOR) system as managed under the Safety Management System (SMS) of COMPANY.

Within 30 days from the date of notification of the occurrence by the reporter, the SM shall submit to the National Aviation Authority (NAA) the preliminary results of the analysis performed, and any actions taken or planned, if applicable.

The SM shall report the final results of the analysis to the NAA, where required, as soon as they are available and, in principle, no later than 3 months from the date of notification of the occurrence.

[image: ]

[bookmark: _Toc190627652][bookmark: _Toc228090878]MOR Contents
The issuance of Mandatory Occurrence Reports (MORs) is subject to a process of anonymisation.
This means that all personal details relating to the reporter and to any persons mentioned in the occurrence are removed from the report.
MORs must contain, at a minimum, the information specified in Annex I of Regulation (EU) No. 376/2014, summarised below:
1. COMMON MANDATORY DATA FIELDS
a. Headline: Headline
b. Filing Information: Responsible Entity – File Number – Occurrence Status
c. When: UTC Date
d. Where: State/Area of Occurrence – Location of Occurrence
e. Classification: Occurrence Class – Occurrence Category
f. Narrative: Narrative Language – Narrative
g. Events: Event Type
h. Risk Classification
1. SPECIFIC MANDATORY DATA FIELDS
a. Aircraft Identification: State of Registry – Make/Model/Series – Aircraft serial number – Aircraft Registration – Call sign
b. Aircraft Operation: Operator – Type of operation
c. Aircraft Description:  Aircraft Category – Propulsion Type – Mass Group
d. History of Flight: Last Departure Point – Planned Destination – Flight Phase
e. Weather: Weather relevant.
1. DATA FIELDS RELATING TO AIR NAVIGATION SERVICES
1. AERODROME-RELATED DATA FIELDS
1. AIRCRAFT DAMAGE OR PERSONAL INJURY-RELATED DATA FIELDS
[bookmark: _Toc190627653][bookmark: _Toc228090879]Reporting to Competent Authorities and to External Organizations
The Safety Manager (SM) is responsible for transmitting the Mandatory Occurrence Report (MOR).
COMPANY uses the ECCAIRS 2 system to complete and transmit occurrence reports to the Competent Authorities, i.e., NAA and the Authority of the State of Registry. The official COMPANY MOR format is the printout generated from the EASA ECCAIRS2 system.
In the case of occurrences subject to mandatory reporting, the following agencies are notified:
	1
	NAA
	Every MOR
	By EASA ECCAIRS2 website: https://e2.aviationreporting.eu/reporting  

	2
	Authority of the State of Registry
	Every MOR
	By EASA ECCAIRS2 website: https://e2.aviationreporting.eu/reporting 

	3
	Design Organizations (see note below)
	Occurrences related to A/C or A/C components only
	By specific website or e-mail or fax

	4
	Local Security Agency
	Occurrences related to Security only
	By specific website or e-mail or fax

	5
	Appropriate air navigation, aerodrome, or ground agency
	For reports relating to air traffic, aerodrome occurrences or bird strike
	By specific website or e-mail or fax

	6
	NAA, Authority of the State of Registry and appropriate Authority of the State of occurrence
	Dangerous Goods events
	By EASA ECCAIRS2 website or specific website or e-mail or fax


Note: the ‘Design Organization’ can be anyone or a combination of the following Organizations:
1. Holder of Type Certificate (TC) of an Aircraft or Engine
Holder of a Supplemental Type Certificate (STC) of an Aircraft or Engine
Holder of a European Technical Standard Order (ETSO) Authorisation; or
Holder of a European Part Approval (EPA)
[bookmark: _Toc190627654][bookmark: _Toc228090880]MOR analysis
[bookmark: _Toc190627655][bookmark: _Toc228090881]Occurrence Safety Risk Classification
Mandatory occurrence reports must include a safety risk classification for the occurrence concerned.
The main objective of the European Risk Classification Scheme (ERCS) is to act as an initial screening tool for all incoming occurrences and to identify when urgent action is necessary.
This type of screening is required regardless of the methodology used for further risk assessment.
The ERCS assessment generally takes place within 72 hours of receipt of the occurrence report and is carried out by the Safety Manager (SM) and/or Safety Officer (SO).
Details of the ERCS procedure are described in chapter 5.8.5 European Risk Classification Scheme (ERSC). 
[bookmark: _Toc190627656][bookmark: _Toc228090882]MOR Internal Investigation
The purpose of the internal investigation is to gain a deeper understanding of the event, its causes, contributing factors, and any latent and/or active conditions.
The investigation may determine appropriate actions required to improve the safety of operations.
Details of the occurrence investigation procedure are provided in chapter 6.2 Safety investigation. 
[bookmark: _Toc190627657][bookmark: _Toc228090883]MOR Follow-Up
The occurrence analysis will determine any necessary corrective or preventive actions to improve safety.
When, following the analysis referred to in the previous paragraphs, the SM and the concerned PH/NP/MNG identify appropriate corrective or preventive actions to address actual or potential safety deficiencies, they shall:
1. Ensure that the concerned PH/NP/MNG implements the actions in a timely manner.
Ensure that the SM monitors the implementation and assesses the effectiveness of these actions.
Once the corrective and/or preventive actions have been fully implemented and verified by the SM, the occurrence can be declared closed by the SM.
[bookmark: _Toc190627658][bookmark: _Toc228090884]MOR File and Retention
SM is responsible to retain each MOR file.
The MOR file must contain:
MOR printout from EASA ECCAIRS2 system
Related Safety Report
Any other documentation such as copies of ATL pages, investigation reports, conclusions, Safety Recommendations, etc.
[bookmark: _Ref134896874][bookmark: _Ref134896878][bookmark: _Toc190627659][bookmark: _Toc228090885] List of Mandatory Occurrences
The list of examples of reportable occurrences is neither definitive nor exhaustive.
Judgement by COMPANY regarding the degree of hazard or potential hazard involved is essential in determining reportability.
[bookmark: _Ref136071117][bookmark: _Ref136071120][bookmark: _Toc190627660][bookmark: _Toc228090886]Voluntary Occurrence Reporting
[bookmark: _Toc190627661][bookmark: _Toc228090887]General
Following a safety event, the Operator and/or personnel may elect to submit a Voluntary Occurrence Report (VOR) to the designated national authority or Accident Investigation Body (AIB).
In the case of voluntary-classified occurrences, the following agencies are notified:
	Authority
	Address
	Means of Submission

	Agenzia Nazionale Sicurezza Volo (ANSV)
[Insert the name of the relevant National AIB]
	Agenzia Nazionale per la Sicurezza del Volo ANSV
Segnalazioni volontarie
Via Attilio Benigni, 53
00156, Roma
[Insert the address of the relevant National AIB]
	By regular mail
(in a sealed envelope marked “CONFIDENTIAL”)


[bookmark: _Toc190627662][bookmark: _Toc228090888]Reporting Procedure
The voluntary reporting system is used to facilitate the collection of:
1. Details of occurrences that may not be captured by the mandatory reporting system.
Other safety-related information perceived by the reporter as an actual or potential hazard to safety.
In the case of a voluntary report, each COMPANY personnel member must complete the AIB form entitled: "[Insert the name of the relevant National AIB Voluntary Occurrence Reporting (VOR) form]" available on the official AIB website at: [Insert the web page to access the form e.g. https://national_AIB/forms/VOR_form/], under the section titled: [Insert the section title, e.g. “Voluntary Reporting Forms”] [Insert any additional applicable National AIB reporting references as required.]
[bookmark: _Toc190627663][bookmark: _Toc228090889]Report Filling and Sending Instruction
When completing the AIB form, the following points must be taken into account [Insert specific National AIB instructions if needed]:
The form must be completed clearly and legibly; it is recommended to use only capital letters.
AIB will not process reports submitted anonymously.
When specifying the date of the event, only the following information should be included: 
· The month (e.g., 04, 06, 12), 
· The year (e.g., 2024), and 
· The day of the week (Monday, Tuesday, etc.).
All times must be indicated in Coordinated Universal Time (UTC).
Once completed, the form must be sent by regular mail AIB’s official postal address. It must be enclosed in a sealed envelope, clearly marked with the word “CONFIDENTIAL” on the outside.
In addition, a copy of the report should be sent to the COMPANY Safety Department for internal analysis and archiving.
[bookmark: _Toc190627664][bookmark: _Toc228090890]Personal Data
Voluntary reports that do not include personal data will not be considered by AIB for safety analysis purposes.
Upon receipt of the completed AIB form, the section of the form containing the personal data of the reporter will be separated from the remainder of the form and returned to the sender.
This procedure serves both as a confirmation of receipt and as a guarantee of anonymity.
The AIB has committed not to retain any paper, digital, or other personal information regarding the author of a voluntary report beyond the time necessary to process the report.

[bookmark: _Ref196580403][bookmark: _Ref196587301][bookmark: _Toc190627665][bookmark: _Toc228090891]SAFETY PERFORMANCE MONITORING
AMC2 ORO.GEN.200(a)(5)
[bookmark: _Toc190627666][bookmark: _Toc228090892]General
COMPANY adopts different systems to monitor safety performance:
Safety audits
Safety performance indicators and objectives (SPI / SPO)
Reporting system to capture safety events
Periodic Safety Surveys and Safety Reviews
Periodic review of the continued effectiveness of the Safety Management System by the AM
[bookmark: _Toc190627667][bookmark: _Toc228090893]Safety Audits
Audit typology related to the safety department are:
Compliance audits – Used to verify compliance of the safety programme with applicable standards (regulations, manuals, external stakeholders’ requirements, etc.). These audits are generally planned and conducted by the Compliance Monitoring Department or by external stakeholders (e.g., customers, auditing companies, standardisation organisations, Oil & Gas industry, etc.).
Safety audits – Used to collect information about safety elements (e.g., safety effectiveness, safety trends). These audits are generally planned and initiated by the Safety Department and can be recurrent or ad-hoc. Typical safety audits include:
· Risk mitigations effectiveness (ref. Reg (EU) __.GEN.200(a)(3)). Audits aimed at verifying whether the implemented safety barriers effectively reduce specific risks by lowering the recurrence of similar events. In small organisations where quantitative verification is not feasible, alternate audits are used to assess effective implementation of safety barriers (e.g., audits verifying positive and effective implementation of Safety Department recommendations).
· “Tolerable” risk level consistency. Each risk level assessed as “tolerable” during safety analysis must be re-evaluated annually to ensure the risk has not increased and to identify if new valid safety barriers have become available.
The result of this audit is presented to the AM for acceptance of the residual “Tolerable” risk level.
The SM issues an annual “Safety Audits” plan at the beginning of each year and is responsible for performing and verifying the audit results by the end of the year.
[bookmark: _Toc190627668][bookmark: _Toc228090894]Surveys
Safety Surveys are qualitative or quantitative (statistical) studies targeting specific safety topics.
They allow evaluation of particular elements or procedures of operations, such as identifying problem areas in daily activities, gathering perceptions, opinions, satisfaction levels, and feedback from operational personnel and customers.
Surveys may be conducted through questionnaires in either paper or web format.
Safety Surveys are not performed on a regular basis but initiated as necessary.
[bookmark: _Toc190627669][bookmark: _Toc228090895]Safety Performance Indicators / Objectives (SPI/SPO)
Safety Performance Indicators and Objectives (SPI/SPO) are also referred to as Key Performance Indicators and Objectives (KPI/KPO).
The SM provides a list of SPIs/SPOs to the first SRB meeting of the year for approval.
The list of SPIs/KPIs defined by COMPANY is detailed in a separate document.
The SPIs / KPIs document is reviewed at the first SRB of the year in order to:
Verify the achievement of objectives set in the previous year.
Confirm the relevance and appropriateness of SPIs/KPIs for the current year, adjusting them if necessary (e.g., due to exceptional circumstances like a pandemic).
Verification of objective fulfilment is conducted at least annually by the SD.
[bookmark: _Ref134878164][bookmark: _Toc190627670][bookmark: _Toc228090896]Continuous Improvement
[bookmark: _Toc190627671][bookmark: _Toc228090897]General
COMPANY is committed to the continuous improvement of safety performance, achieved through:
Proactive and reactive evaluations of facilities, equipment, documentation, and procedures through audits and surveys.
Proactive evaluations of individual performance to verify fulfilment of safety responsibilities.
Reactive evaluations to verify the effectiveness of risk control and mitigation systems.
Continuous improvement of the SMS is achieved through:
Assessment of SMS functionality and effectiveness.
Identification and analysis of issues or challenges.
Implementation and monitoring of changes aimed at system improvement.
Evaluation of incident and occurrence recurrence.
Analysis and review of safety performance indicators and safety information.
Adoption of measures to:
· Simplify procedures.
· Improve surveys, studies, and audits (including those by external bodies).
· Enhance reporting and analysis tools.
· Improve hazard identification, risk assessment processes, and risk awareness.
· Foster better relations with subcontractors, suppliers, and customers regarding safety.
· Improve communication processes, including personnel feedback.
· Identify and integrate lessons learned.
Continuous improvement of the Safety Management System (SMS) targets any component of the system. In other words, it applies to any subject addressed within the SMS that contributes to increasing the system’s overall effectiveness over time.
The Safety Manager (SM) provides an annual report to the Safety Review Board (SRB) that covers:
Safety performance (i.e., how effectively safety is being managed), and
The effectiveness of the SMS (i.e., implementation progress, identified issues or challenges, and proposals for improvement).
[bookmark: _Toc190627672][bookmark: _Toc228090898]Management Evaluation
Evaluation of the Safety Management System is performed during the first SRB meeting of the year.
The SM submits an Annual SMS Report to the AM, detailing Safety Department activities and achievements.
This data is presented during the first SRB meeting of the year.
During these meeting, guidelines are also reviewed with a view to pursuing continuous organization improvement, taking also into consideration the annual analysis of the SPI/SPOs.
[bookmark: _Ref196581514][bookmark: _Ref196586859][bookmark: _Toc190627673][bookmark: _Toc228090899]EMERGENCY RESPONSE PLAN
AMC2 ORO.GEN.200(a)(5)
The SM coordinates and maintains an Emergency Response Plan (ERP) that ensures an orderly and efficient transition from normal to emergency operations, and subsequently, a return to normal operations.
The COMPANY Emergency Response Plan is described in a separate manual: COMPANY-ERP.
[bookmark: _Ref134802271][bookmark: _Ref134802623][bookmark: _Ref136268819][bookmark: _Ref136268828][bookmark: _Ref136268835][bookmark: _Toc190627674]




[bookmark: _Toc211878691][bookmark: _Toc228090900]SAFETY TRAINING AND QUALIFICATION
ICAO Annex 19 / Doc 9859; EASA ORO.GEN.200; AMC1 ORO.GEN.200(a)(4); GM1 ORO.GEN.200(a)(4); Part-CAMO
[bookmark: _Toc211878404][bookmark: _Toc211878692][bookmark: _Toc211878693][bookmark: _Toc228090901]Objectives
The Safety Management System (SMS) Training Program ensures that all personnel are competent to fulfil their safety responsibilities. The program applies competency-based principles to strengthen safety culture, support informed decision-making, and promote continuous improvement across all operational and management functions. 
[bookmark: _Toc211878694][bookmark: _Toc228090902]Safety Training Principles
Training Philosophy (CBTA Context)
The organization’s SMS training program is based on Competency-Based Training principles. It focuses on developing practical competence—observable behaviour combining knowledge, skills, and attitudes—required for safe, effective, and proactive participation in the management system. Competence is context-dependent and performance-based, emphasizing real-world understanding and application.
Safety Culture Integration 
SMS training is a key component of the organization’s safety culture strategy. It reinforces Just Culture, leadership engagement and open communication, with emphasis on human and organizational factors, proactive hazard reporting and informed decision-making.
Competence Development Framework
The SMS competence model follows a progressive structure:
1. Foundation (Initial Basic): Awareness and understanding of SMS principles and responsibilities.
2. Application (Initial Advanced): Practical implementation of risk management, performance monitoring and leadership skills.
3. Sustainment (Recurrent): Continuous reinforcement, contextual updates and integration of new organizational learning.
This ensures personnel competence is aligned with their level of accountability under EASA ORO.GEN.200(a)(2) and Part-CAMO.A.305(b).
Continuous Improvement and Feedback Mechanism
Training effectiveness and relevance are evaluated through feedback, safety reporting trends, audit results and management reviews. These inputs inform syllabus updates and targeted micro-learning modules addressing specific risks or performance gaps.
Management System Performance & Continuous Review
Training highlights how management system performance is monitored using KPIs, safety data, audit outcomes and corrective action effectiveness. Outputs of this monitoring feed management review and drive improvement actions.
Document Control and Traceability
Training covers documentation structure, version control, revision logs and traceability across manuals and records to ensure audit readiness and system coherence.
Audit, Feedback, and Improvement Loop
Participants learn the internal audit lifecycle: planning, sampling, evidence gathering, reporting, CAPA follow-up and effectiveness verification; and how these elements update procedures, training and risk controls.
Integration with Other Management Systems
The SMS training integrates Safety, Compliance and Quality elements, and cross-references Continuing Airworthiness (Part-CAMO), Flight Operations (ORO) and Ground Operations to ensure a unified approach.
Instructor and SME Qualification 
Training is delivered by competent personnel knowledgeable in safety management, compliance, human factors or relevant operations. Trainers understand CBTA methods and are authorized by the Safety Manager and Compliance Monitoring Manager.
Learning Reinforcement Strategy
Competence retention is supported by short-form safety promotion activities, including monthly safety briefings, newsletters, quarterly Safety Action Group sessions, and micro-learning following major changes or safety events.
Performance Indicators for Training Effectiveness
The Safety Manager monitors effectiveness via completion rates, safety report trends, audit findings and culture survey results. These metrics drive continual improvement and management review discussions.
[bookmark: _Toc211878695][bookmark: _Toc228090903]Training Delivery Methods
Both Basic and Advanced Initial SMS training courses are preferably conducted through classroom sessions.
However, general (non-COMPANY-specific) SMS principles may be addressed through e-learning or similar methods provided by qualified training providers.
The Recurrent SMS Training may consist of:
Self-instruction materials (e.g., newsletters, flight safety magazines).
Classroom training.
E-learning or similar training delivered by qualified service providers, provided the training content complies with the approved syllabus.
[bookmark: _Toc228090904]Training Delivery and Trainer Qualification
Safety training required under the COMPANY Safety Management System (SMS) are delivered by competent and authorised instructors, either through appropriately qualified internal personnel or, where necessary, by external training service providers, depending on the nature, complexity, and safety criticality of the training.
Internal trainers may include the Safety Manager, nominated Post Holders, Compliance Monitoring personnel, or other designated subject-matter experts, provided they have demonstrated adequate competence to deliver SMS-related instruction.
In accordance with the “train-the-trainer” principle and ICAO Annex 19 / EASA Part-ORO requirements (ICAO Annex 19 – Safety Management, EASA Part-ORO.GEN.200(a)(3) – Personnel training and competence, SMS implementation guidance (Doc 9859)), all personnel assigned to deliver SMS training:
· possess sufficient knowledge of SMS principles, hazard identification, risk management, and COMPANY safety procedures;
· have relevant operational and/or technical experience in the area being instructed;
· demonstrate appropriate instructional and communication skills in support of effective adult learning;
· be capable of assessing trainee understanding and confirming training effectiveness.

Where applicable, trainers have successfully completed a recognised instructional skills programme or equivalent competency-based trainer qualification.
When external training providers are utilised, the COMPANY remains responsible for ensuring that such providers:
· hold appropriate professional credentials and recognised safety expertise;
· deliver training that meets applicable regulatory standards;
· ensure training content is aligned with COMPANY SMS processes, safety objectives, and organisational context.

The COMPANY retains documented evidence of trainer competency, authorisation, and training delivery records, ensuring that only competent personnel are assigned to provide safety-critical SMS training, IAW internal training department processes. 
[bookmark: _Toc228090905]Trainer Approval and Oversight Process
To ensure the consistent quality and regulatory compliance of SMS safety training, the COMPANY establishes and maintains a process for the approval and monitoring of training instructors.
The Safety Manager is responsible for:
[NOTE: The following represents one potential configuration; alternative accountability may be vested in the Accountable Manager or the Training Department. Instructional delivery may also be outsourced.
Report your own training and surveillance organisation.]
· verifying that internal trainers meet the required competency and experience criteria prior to assignment;
· ensuring that trainers are familiar with COMPANY SMS documentation, safety policy, and reporting processes;
· maintaining an approved list of authorised SMS trainers and training providers;
· confirming that trainer competence is reviewed periodically, particularly following changes in regulations, SMS procedures, or operational scope.

All trainers are subject to continued suitability monitoring, which may include:
· feedback from course participants;
· periodic observation of training delivery;
· review of training effectiveness and learning outcomes;
· refresher or recurrent trainer qualification where required.

Where external service providers are contracted, the COMPANY ensures appropriate oversight through:
· evaluation of provider credentials and course content prior to engagement;
· contractual definition of training scope, standards, and deliverables;
· post-training review to confirm alignment with COMPANY SMS requirements.

Records of trainer approvals, supporting qualifications, and oversight activities are retained as part of the COMPANY training and competence management system.
Training Effectiveness Evaluation Forms are periodically reviewed to assess the effectiveness and regulatory compliance of the training program. (Refer to “SMS Trainer Authorisation Form”, “SMS External Training Provider Approval Form” and “Training Effectiveness Evaluation Form”)
[bookmark: _Toc228090906]Trainer Competency and Qualification Matrix
The COMPANY maintains a Trainer Competency Matrix to ensure that all personnel delivering SMS-related training meet defined qualification and competency requirements.
	Trainer Category
	Minimum Operational Experience
	SMS Knowledge Requirement
	Instructional Competency (“Train-the-Trainer”)
	Authorised by

	Safety Manager (Internal)
	Minimum 2 years in safety-related role
	Full SMS system knowledge
	Required / Equivalent qualification
	Accountable Manager

	Post Holder / Nominated Person
	Relevant operational management experience
	SMS awareness + role-specific SMS procedures
	Recommended for recurrent delivery
	Safety Manager

	Subject Matter Expert (SME)
	Demonstrated expertise in technical area
	SMS interface knowledge (hazards, reporting)
	Required if conducting formal training
	Safety Manager

	Compliance Monitoring Personnel
	Regulatory compliance experience
	SMS compliance monitoring integration
	Recommended
	Compliance Manager

	External Training Provider
	Recognised industry track record
	SMS training aligned with ICAO/EASA
	Instructor certification required
	Safety Manager



Trainer authorisation is only granted once the above competence requirements have been verified and documented.
[bookmark: _Toc228090907]External Safety Training Provider Assessment Checklist
Where safety training is outsourced, the COMPANY evaluates external providers prior to approval, ensuring compliance with SMS and regulatory expectations.
The following criteria are assessed and documented:
Provider Competence and Credentials
· recognised aviation safety training experience
· qualified instructors with instructional certification
· proven understanding of ICAO Annex 19 / EASA SMS framework

Training Content and Regulatory Compliance
· syllabus covers relevant SMS elements (hazard reporting, risk assessment, safety culture)
· course material reflects applicable operational environment
· training outcomes align with COMPANY SMS objectives

Quality and Delivery Standards
· defined learning objectives and assessment methodology
· participant evaluation and feedback mechanisms
· evidence of continuous improvement in training delivery

Organisational Alignment
· provider willing to tailor content to COMPANY procedures
· integration of COMPANY safety reporting channels and policies
· compatibility with COMPANY competence management process

Contractual and Documentation Requirements
· formal scope of training and deliverables agreed
· attendance certificates and records provided
· COMPANY retains oversight responsibility

The Safety Manager approves external providers only when satisfactory evidence is available and retains assessment records in accordance with document control requirements.
[bookmark: _Toc211878696][bookmark: _Toc228090908]Safety Training
[bookmark: _Toc211878697][bookmark: _Toc228090909]CBTA Principles (applies to all tables)
This program follows Competency-Based Training / and Assessment (CBT/CBTA) principles. 
Each module develops one or more competency elements: Knowledge (K), Skills (S), and Attitudes/Behaviours (A). Training emphasizes role-relevant performance, progressive difficulty, and integration with operations, compliance monitoring, and continuing airworthiness (Part-CAMO). 
CBTA is a systematic training approach designed to develop and assess the competencies (knowledge, skills, attitudes) needed to perform specific tasks safely and effectively in an operational environment. Instead of measuring training success by time or test scores, CBTA measures how well personnel demonstrate competence — that is, their ability to apply what they’ve learned in context.

Framework of Standards of Performance
Rather than emphasizing only theoretical knowledge or training hours, CBTA sets Performance Standards that serve as observable, measurable outcomes for competence validation under the organization’s CBTA program. 
Each Standard of Performance - SoP is defined across three domains of competence:
	Domain
	Description
	Demonstrated By

	Knowledge
(K)
	Understanding of SMS principles, regulatory requirements, and internal procedures.
	Correctly explaining, identifying, or recalling key SMS elements and processes.

	Skills 
(S)
	Ability to apply SMS and compliance processes in practical situations.
	Demonstrating hazard reporting, risk assessment, and communication skills in case studies or operational settings.

	Attitudes 
(A)
	Behaviours and values supporting a positive safety culture.
	Consistently displaying openness, accountability, and proactive engagement in safety matters.



Assessment methods
Assessment methods are intentionally not prescribed, allowing each organization to determine the need for and the approach to evaluation. Assessment within CBTA SMS Training is conducted through a combination of different methods that may include:
· Knowledge verification: short knowledge checks, group review, oral questioning, or reflection exercises.
· Skill demonstration: observed practical tasks, case studies, or participation in safety/audit simulations.
· Attitude evaluation: behavioural observation, scenario discussion, feedback from group exercises, or supervisor validation.

[bookmark: _Toc211878698][bookmark: _Toc228090910]Competency-Based SMS Training Tables
The following sections present the detailed competency-based training syllabi for Initial Basic, Initial Advanced, and Recurrent phases: 
· Initial Basic SMS Training – including organizational overview, SMS principles, policy, and hazard identification.
· Initial Advanced SMS Training – covering leadership, risk management, data analysis, and compliance integration.
· Recurrent SMS Training – focused on review, trends, emerging risks, and continuous improvement.
Initial Basic and Initial Advanced training phase develops specific competencies linked to SMS responsibilities. Recurrent training verifies that those competencies are maintained and adapted to evolving operational and regulatory environments.
[bookmark: _Toc211878699][bookmark: _Toc228090911]Additional Enhancements
· Event-driven refreshers tied to SPI alerts, significant occurrences, or major organizational changes.
· Localization of examples and terminology to match the organization’s risk profile and operating environment.
· Link crew training touchpoints with EBT/LOFT or recurrent training events.
[bookmark: _Toc211878700][bookmark: _Toc228090912]Continuous Improvement
· Standards of performance are periodically reviewed during Management Review and Safety Board meetings.
· Feedback from audits, safety performance indicators, and occurrence investigations are used to refine training content and update competence standards.
· This ensures the SMS training system remains effective, current, and directly linked to organizational safety outcomes.




[bookmark: _Toc211878701][bookmark: _Toc228090913][bookmark: _Toc211878702]SMS Training Role Mapping 
Summary of SMS Training Role Mapping: Functional Competence Focus
	Function Category
	Competence Core
	Development Objective

	Executive & Postholders
	Leadership & Oversight
	Ensure SMS/CMS effectiveness and safety governance

	Safety & Compliance Functions
	Analytical & Assurance
	Conduct risk and compliance oversight; ensure system feedback loop

	Operational Departments
	Application & Reporting
	Apply SMS principles in daily operations; support occurrence reporting

	Technical (CAMO/Maintenance)
	Risk & Reliability
	Manage continuing airworthiness and technical risk analysis

	Administrative / Support
	Awareness & Communication
	Contribute to safety culture and organizational learning

	Flight Crew & ERP Roles
	Operational Execution
	Maintain readiness, apply just culture, and ensure ERP competence




Detailed Training Role Mapping
	Role / Function
	Initial Basic Training
	Initial Advanced Training
	Recurrent Training
	Key Competence Emphasis (K/S/A)
	Core SMS/CMS/ERP Focus
	Performance Responsibility

	Accountable Manager
	✔ Full Basic (ORG → ERP → CMS)
	✔ Leadership, SMS Implementation & Economics, Oversight Integration (SMS-ADV1, ADV8, ADV9)
	24m
✔ All recurrent modules
	K / A – Leadership, oversight, governance
	SMS policy, objectives, safety leadership, just culture
	Accountable for SMS/CMS/ERP effectiveness and resource allocation. Leads crisis response strategy and coordination.

	Nominated Persons (Postholders)
	✔ Full Basic (All modules)
	✔ All Advanced (SMS-ADV1–9, CMS-ADV1, ERP-ADV1)
	24m
✔ All recurrent modules
	K / S / A – Decision-making, risk management, data-driven safety
	Integration of SMS, CMS, CAMO, and operational risk
	Manage departmental safety and compliance performance; lead crisis decision-making for their domain.

	Safety Manager
	✔ Full Basic
	✔ All Advanced (focus on hazard ID, risk, data analysis, safety promotion, investigation, integration, ERP coordination)
	12m
✔ All recurrent modules
	K / S / A – Analytical, leadership, coordination
	SMS performance, risk control, safety data, ERP integration
	Directly responsible for SMS implementation and ERP safety learning feedback.

	Compliance Monitoring Manager
	✔ Full Basic
	✔ CMS-ADV1, SMS-ADV8, ERP-ADV1
	12m
✔ All recurrent modules
	K / S – Compliance oversight, risk integration
	Compliance monitoring, CAPA, ERP regulatory interface
	Ensures compliance assurance and alignment of ERP documentation and oversight.

	Deputies (Safety / Compliance / NPs)
	✔ Full Basic
	✔ Selected Advanced (SMS-ADV1–6, CMS-ADV1, ERP-ADV1 optional)
	12-24m
✔ All recurrent modules
	K / S / A – System continuity, operational support
	Risk review, compliance continuity
	Support SMS/CMS operation and ERP activation continuity in absence of primary holders.

	Safety & Compliance Office Staff
	✔ Basic + CMS + ERP
	✔ Selected Advanced (SMS-ADV2–8, CMS-ADV1)
	12-24m
✔ All recurrent modules
	K / S – Analytical, procedural, communication
	Risk analysis, data collection, CAPA tracking
	Support audits, investigations, ERP recordkeeping, and data analysis.

	Safety Action Group (SAG) Members
	✔ Basic (SMS-1–6, CMS)
	✔ Selected Advanced (SMS-ADV1–6)
	12-24m
✔ All recurrent workshops
	S / A – Collaborative safety analysis
	Hazard review, risk evaluation, safety promotion
	Participate in SAG and ERP post-exercise review sessions.

	Flight Operations Staff
	✔ Core Basic (ORG, SMS-1–6, ERP)
	✖ N/A
	24m
✔ Selected Recurrent (SMS-REC1–4, 6–9)
	K / S / A – Operational hazard awareness
	Operational hazard ID, reporting
	Identify, communicate, and mitigate operational hazards. Participate in ERP exercises as needed.

	Crew Training Department
	✔ Basic (SMS, CMS, ERP)
	✖ N/A
	24m
✔ Recurrent (SMS-REC1–9, ERP-REC1)
	K / A – Culture reinforcement, awareness
	Training oversight, SMS integration
	Embed SMS/ERP concepts into crew training and assessment.

	Ground Operations Staff
	✔ Core Basic (ORG, SMS-1–6, ERP)
	✖ N/A
	24m
✔ Selected Recurrent (SMS-REC1–4, 6–9)
	K / S / A – Safety awareness, procedural adherence
	Ground safety, risk mitigation
	Apply ground safety standards and support ERP response actions.

	CAMO Staff
	✔ Basic (ORG, SMS-1–6, CMS, ERP)
	✔ Selected Advanced (SMS-ADV2, ADV3, ADV8, CMS-ADV1)
	24m
✔ All recurrent modules
	K / S – Risk, reliability, oversight
	Continuing airworthiness risk control
	Manage CAMO risk data, compliance interfaces, and ERP technical response.

	Maintenance / Engineering Staff
	✔ Basic (ORG, SMS-1–6, CMS, ERP)
	✖ N/A
	24m
✔ Selected Recurrent (SMS-REC1–4, CMS-REC1)
	K / S / A – Risk reporting, compliance
	Technical safety, reliability
	Identify and report maintenance hazards; support ERP technical investigation and recovery.

	Administration & Commercial Staff
	✔ Basic (ORG, SMS-1–6, ERP)
	✖ N/A
	24m
✔ Selected Recurrent (SMS-REC1–6)
	K / A – Awareness, communication
	Reporting process, safety communication
	Support reporting, ERP communication flow, and document coordination.

	Flight Crew Members (ER)
	✔ Basic + ERP
	✖ N/A
	24m
✔ SMS-REC1, REC2, ERP-REC1
	K / A – Just culture, HF awareness
	Occurrence reporting, emergency coordination
	Apply safety principles, manage in-flight ERP duties, and report occurrences promptly.

	ERP Team / Crisis Management Roles
	✔ ERP modules + SMS-1–6
	✔ ERP-ADV1 (Planning, coordination, communication, authority interface)
	24m
✔ ERP-REC1 (Drill review and improvement)
	K / S / A – Emergency response leadership, communication, coordination
	ERP structure, notification process, internal/external coordination
	Demonstrates readiness and leadership in ERP execution, crisis management, and recovery follow-up; ensures communication accuracy and procedural adherence.


✔ = Participation required  ✖ = Not applicable or covered elsewhere
K/S/A = Primary competence emphasis per ICAO CBTA model
Each role’s competence is maintained through recurrent training, assessment, and on-the-job validation.

[bookmark: _Toc211878703][bookmark: _Toc228090914]Initial Basic SMS Training 
[bookmark: _Toc211878704][bookmark: _Toc228090915]Scope
· Provide foundational understanding of the organization, SMS, ERP, and Compliance Monitoring.
· Enable personnel to participate effectively in reporting, risk identification, and safety communication.
[bookmark: _Toc211878705][bookmark: _Toc228090916]Objectives
· Explain the purpose, structure, and regulatory basis of the SMS and Compliance Monitoring System.
· Recognize individual roles and responsibilities within the SMS.
· Apply occurrence reporting procedures and cooperate in SMS/CMS processes.
· Understand how SMS integrates with operations, CAMO, and quality/compliance activities.
[bookmark: _Toc211878706][bookmark: _Toc228090917]Prerequisites
· Employment/contract engagement with the Company; no prior SMS training required.

[bookmark: _Toc211878707][bookmark: _Toc228090918]Training Modules – Initial Basic SMS Training
	Code
	Module Title
	Content Summary
	Hours 
	K/S/A Focus
	Target Audience
	Performance Standard (Expected Observable Outcome)

	ORG
	Organisation, Scope, Certifications & Policies
	Company structure, scope of activity, certifications/approvals, competent authorities, locations/facilities; how SMS is integrated into business processes.
	1 h
	K
	All personnel
	Describes the organization’s scope of activity, approvals, and the relationship between the organization’s structure and its Safety Management System. Identifies the competent authorities and can explain how SMS is embedded into daily operations.

	SMS-1
	Safety Management Principles
	ICAO Annex 19 / Doc 9859 and EASA ORO.GEN.200 overview; SMS components; roles and responsibilities.
	0.5 h
	K
	All personnel
	Explains the four SMS components (policy, risk management, assurance, promotion) and their practical application in the organization. Identifies personal and departmental roles within the SMS.

	SMS-2
	Safety Policy & Leadership
	Safety policy, objectives, governance, leadership expectations; just culture foundations.
	0.5 h
	K/A
	All personnel; supervisors and managers
	Demonstrates understanding of the organization’s safety policy and leadership expectations. Acts in a manner consistent with just culture principles, encouraging open and fair reporting.

	SMS-3
	Hazard Identification & Risk Management
	Hazard sources, reporting, basic risk assessment, mitigation hierarchy, residual risk concept.
	1 h
	S
	All personnel
	Identifies hazards in the work environment and correctly applies a simple risk matrix. Reports hazards or occurrences using the approved system with adequate detail and timeliness.

	SMS-4
	Safety Assurance & Performance Monitoring
	SPIs/SPTs basics, monitoring and feedback, link to audits/surveys and reliability, change effectiveness checks.
	1 h
	S
	All personnel; office/SAG
	Recognizes key organizational SPIs/SPTs and explains their purpose. Participates in data collection, surveys, or assurance activities by providing accurate, relevant input.

	SMS-5
	Safety Promotion & Communication
	Reporting channels, feedback loops, safety notices, meetings/briefings, campaign examples.
	0.5 h
	A
	All personnel
	Demonstrates proactive engagement in safety communication activities. Can identify appropriate channels for reporting and feedback, and communicates safety concerns effectively.

	SMS-6
	Management of Change (Intro)
	When change triggers SRM, simple change evaluation and documentation awareness.
	0.5 h
	S
	All personnel
	Recognizes situations that may require a Management of Change (MoC) process and reports potential safety impacts to responsible management.

	SMS-7
	Human Factors & Error Management
	Error management, TEM concepts, workload/communication, reporting psychology; just culture in practice.
	0.5 h
	K/A
	All personnel
	Identifies human performance limitations and error traps; applies human-factors principles to common operational examples. Demonstrates willingness to report occurrences, understanding the principles of just culture and non-punitive reporting.

	CMS
	Compliance Monitoring System
	Compliance policy and structure, monitoring program, nonconformity classification, correction/corrective/preventive actions; SAFA/SACA/SANA overview; integration with SMS.
	2 h
	K/S
	All personnel; office/SAG
	Describes the compliance monitoring process, differentiates between correction and corrective/preventive actions, and identifies the role of compliance findings in the SMS improvement cycle.

	ERP
	Emergency Response Plan (Overview)
	ERP structure, roles and responsibilities, notifications and coordination; link to learning/continuous improvement.
	1 h
	K/S
	All personnel; ERP designees
	States own ERP responsibilities and communication lines. Participates effectively in basic ERP exercises or briefings, demonstrating readiness to act in assigned roles.

	CI
	Continuous Improvement & Feedback
	How reports, audits, surveys, SPIs, and lessons learned drive updates to procedures, training, and risk controls.
	0.5 h
	A
	All personnel
	Demonstrates understanding of continuous improvement principles by contributing to feedback or identifying opportunities for improvement based on operational experience.


Notes on Use:
· K/S/A - Competency Focus.
· Hours Duration is indicative; delivery may be modular or combined depending on role.
· Performance Standards form the minimum observable competence required for successful completion of each module.
· Training results should be documented in competence records, validated by instructor or assessor observation.
· This table aligns with ICAO Annex 19, Doc 9859, Doc 9868, EASA ORO.GEN.200 / Part-CAMO.A.305(b) principles.


[bookmark: _Toc211878420][bookmark: _Toc211878708][bookmark: _Toc211878421][bookmark: _Toc211878709][bookmark: _Toc211878423][bookmark: _Toc211878711][bookmark: _Toc211878424][bookmark: _Toc211878712][bookmark: _Toc211878426][bookmark: _Toc211878714][bookmark: _Toc211878427][bookmark: _Toc211878715][bookmark: _Toc211878429][bookmark: _Toc211878717][bookmark: _Toc211878430][bookmark: _Toc211878718][bookmark: _Toc211878431][bookmark: _Toc211878719][bookmark: _Toc211878432][bookmark: _Toc211878720][bookmark: _Toc211878433][bookmark: _Toc211878721][bookmark: _Toc211878434][bookmark: _Toc211878722][bookmark: _Toc211878435][bookmark: _Toc211878723][bookmark: _Toc211878436][bookmark: _Toc211878724][bookmark: _Toc211878437][bookmark: _Toc211878725][bookmark: _Toc211878438][bookmark: _Toc211878726][bookmark: _Toc211878440][bookmark: _Toc211878728][bookmark: _Toc211878441][bookmark: _Toc211878729][bookmark: _Toc211878442][bookmark: _Toc211878730][bookmark: _Toc211878443][bookmark: _Toc211878731][bookmark: _Toc211878445][bookmark: _Toc211878733][bookmark: _Toc211878446][bookmark: _Toc211878734][bookmark: _Toc211878447][bookmark: _Toc211878735][bookmark: _Toc211878448][bookmark: _Toc211878736][bookmark: _Toc211878449][bookmark: _Toc211878737][bookmark: _Toc211878450][bookmark: _Toc211878738][bookmark: _Toc211878451][bookmark: _Toc211878739][bookmark: _Toc211878452][bookmark: _Toc211878740][bookmark: _Toc211878453][bookmark: _Toc211878741][bookmark: _Toc211878455][bookmark: _Toc211878743][bookmark: _Toc211878456][bookmark: _Toc211878744][bookmark: _Toc211878457][bookmark: _Toc211878745][bookmark: _Toc211878458][bookmark: _Toc211878746][bookmark: _Toc211878459][bookmark: _Toc211878747][bookmark: _Toc211878460][bookmark: _Toc211878748][bookmark: _Toc211878461][bookmark: _Toc211878749][bookmark: _Toc211878462][bookmark: _Toc211878750][bookmark: _Toc211878463][bookmark: _Toc211878751][bookmark: _Toc211878464][bookmark: _Toc211878752][bookmark: _Toc211878465][bookmark: _Toc211878753][bookmark: _Toc211878466][bookmark: _Toc211878754][bookmark: _Toc211878467][bookmark: _Toc211878755][bookmark: _Toc211878468][bookmark: _Toc211878756][bookmark: _Toc211878469][bookmark: _Toc211878757][bookmark: _Toc211878470][bookmark: _Toc211878758][bookmark: _Toc211878472][bookmark: _Toc211878760][bookmark: _Toc211878473][bookmark: _Toc211878761][bookmark: _Toc211878474][bookmark: _Toc211878762][bookmark: _Toc211878475][bookmark: _Toc211878763][bookmark: _Toc211878476][bookmark: _Toc211878764][bookmark: _Toc211878477][bookmark: _Toc211878765][bookmark: _Toc211878478][bookmark: _Toc211878766][bookmark: _Toc211878479][bookmark: _Toc211878767][bookmark: _Toc211878480][bookmark: _Toc211878768][bookmark: _Toc211878482][bookmark: _Toc211878770][bookmark: _Toc211878483][bookmark: _Toc211878771][bookmark: _Toc211878484][bookmark: _Toc211878772][bookmark: _Toc211878485][bookmark: _Toc211878773][bookmark: _Toc211878486][bookmark: _Toc211878774][bookmark: _Toc211878488][bookmark: _Toc211878776][bookmark: _Toc211878777][bookmark: _Toc228090919]Initial Advanced SMS Training 
[bookmark: _Toc211878778][bookmark: _Toc228090920]Scope
· Provide personnel with the qualifications and depth of knowledge to perform duties within the SMS at an applied/leadership level.
· Strengthen integration of SMS with Compliance Monitoring and CAMO/Operations oversight.
[bookmark: _Toc211878779][bookmark: _Toc228090921]Objectives
· Apply advanced hazard and risk management methods, including ERCS and barrier-based approaches.
· Plan and monitor safety performance using SPIs/SPTs and data analysis.
· Coordinate SMS implementation, promotion, and continuous improvement across departments.
· Integrate SMS with compliance monitoring and Part-CAMO reliability oversight.
· Lead or contribute to ERP planning and exercises.
[bookmark: _Toc211878780][bookmark: _Toc228090922]Prerequisites
· Completion of Initial Basic SMS Training.


[bookmark: _Toc211878781][bookmark: _Toc228090923]Training Modules – Initial Advanced SMS Training
	Code
	Module Title
	Content Summary
	Hours 
	K/S/A Focus
	Target Audience
	Performance Standard (Expected Observable Outcome)

	SMS-ADV1
	Safety Leadership, Culture & Communication
	Leadership behaviors, accountability, just culture decision-making, cross-functional communication strategies.
	1 h
	A
	Accountable Manager, NPs, Safety/Compliance Managers, SAG
	Demonstrates leadership behaviors consistent with safety accountability; promotes open reporting, manages safety-related decisions under just culture principles, and communicates effectively across functional areas.

	SMS-ADV2
	Advanced Hazard ID & Risk Management
	ERCS/risk matrices, Bow-Tie/Barrier analysis, mitigation effectiveness and ownership, acceptance criteria.
	1 h
	K/S
	Safety/
Compliance Managers; NPs; SAG
	Applies structured hazard identification methods (e.g., Bow-Tie) to real scenarios, evaluates mitigation barriers, and documents risk assessment in accordance with ERCS or equivalent process.

	SMS-ADV3
	Management of Change (Advanced)
	Triggers, change risk evaluation, documentation, approvals, and post-implementation monitoring.
	0.5 h
	S
	Safety/Compliance Managers; Process Owners
	Identifies changes requiring formal evaluation; performs safety impact assessment, prepares MoC documentation, and ensures follow-up monitoring post-implementation.

	SMS-ADV4
	Safety Data Analysis & Performance Monitoring
	Designing SPIs/SPTs, alert levels, trend analysis and visualization; linking to audits and reliability data.
	1 h
	K/S
	Safety & Compliance teams; NPs
	Develops and interprets SPIs/SPTs and trend graphs; correlates performance data with audit and reliability results to identify trends or adverse deviations.

	SMS-ADV5
	Safety Assurance & Continuous Improvement
	Audit/survey program linkage to SRM; effectiveness checks; management review inputs and follow-through.
	0.5 h
	S
	Management; Safety/Compliance
	Integrates safety assurance data into management review; assesses the effectiveness of corrective actions, and ensures findings are addressed and closed within SMS.

	SMS-ADV6
	Safety Promotion & Training Strategy
	Safety campaigns, communication tools, training needs planning; employee engagement techniques.
	0.5 h
	A
	Safety/Compliance; Comms; SAG
	Designs or contributes to targeted safety promotion campaigns or training plans; demonstrates communication that enhances employee engagement and learning.

	SMS-ADV7
	Occurrence Investigation & Learning Integration
	Investigation principles, systemic factors, linkage of findings to risk register, procedures, and training updates.
	0.5 h
	S
	Safety/Compliance Managers
	Conducts or contributes to investigations applying root-cause techniques (e.g., HFACS, 5-Why); integrates lessons learned into risk registers, procedures, and future training modules.

	SMS-ADV8
	Integration of SMS, Compliance & CAMO Oversight
	Unified risk/compliance approach, integrated oversight calendar, cross-references between findings and risks.
	0.5 h
	K/S
	NPs, CAMO, Safety/Compliance
	Demonstrates understanding of integrated SMS/CMS/CAMO oversight; develops or contributes to a unified oversight plan linking risks, findings, and corrective actions.

	SMS-ADV9
	SMS Implementation & Economics
	Implementation plan, resourcing, cost–benefit considerations, performance ROI and prioritization.
	0.5 h
	K
	Accountable Manager; NPs; Safety Manager
	Evaluates resource requirements and justifies safety initiatives through cost-benefit reasoning; prioritizes SMS activities based on risk and organizational objectives.

	CMS-ADV1
	Advanced Compliance Monitoring
	Annual audit plan, audit procedure and auditee involvement, nonconformity classification and management, CAPA, risk evaluation for findings, SAFA/SACA/SANA interfaces.
	3 h
	K/S
	Compliance Managers/Auditors; NPs
	Designs or contributes to annual audit plan; conducts audit per procedure, classifies findings, develops corrective and preventive actions, and evaluates risk associated with findings.

	ERP-ADV1
	Emergency Response Planning & Exercises
	ERP structure and authority coordination, exercise planning, post-event review and improvement tracking.
	1 h
	K/S
	ERP roles; Safety/Compliance; Management
	Leads or supports ERP exercise; coordinates with internal/external authorities; records outcomes and develops measurable improvement actions.


Notes on Use:
· K/S/A - Competency Focus.
· Duration is indicative; delivery may be modular or combined depending on role.
· Performance Standards form the minimum observable competence required for successful completion of each module.
· Training results should be documented in competence records, validated by instructor or assessor observation.
· This table aligns with ICAO Annex 19, Doc 9859, Doc 9868, EASA ORO.GEN.200 / Part-CAMO.A.305(b) principles.
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[bookmark: _Toc211878822][bookmark: _Toc228090925]Scope
· Maintain and strengthen competence by reviewing SMS topics and analyzing current data, risks, and organizational changes.
· Ensure continuous improvement of safety performance and culture.
[bookmark: _Toc211878823][bookmark: _Toc228090926]Objectives
· Stay current with SMS structure, roles, policies, and organizational responsibilities.
· Understand emerging risks and trends, and updates to mitigations/SOPs.
· Reinforce just culture, safety promotion, and cross-functional learning.
· Review ERP drill outcomes and compliance program results to inform improvements.
[bookmark: _Toc211878824][bookmark: _Toc228090927]Prerequisites
· Completion of Initial Basic or Initial Advanced SMS Training.

[bookmark: _Toc211878825][bookmark: _Toc228090928]Training Modules – Initial Advanced SMS Training
	Code
	Module Title
	Content Summary
	Hours 
	K/S/A Focus
	Target Audience
	Performance Standard (Expected Observable Outcome)

	SMS-REC1
	SMS Refresher
	Overview of SMS framework, policy, and organizational responsibilities; current safety objectives.
	0.5 h
	K
	All personnel
	Describes current SMS structure, safety objectives, and personal responsibilities. Demonstrates awareness of any changes to SMS procedures or policy since previous training.

	SMS-REC2
	Safety Leadership, Culture & Human Factors
	Culture maturity check-in, just culture principles, human factors case study tied to recent events.
	0.5 h
	A
	All personnel; SAG
	Demonstrates alignment with just culture principles and actively discusses human performance aspects of recent safety events. Identifies key behavioral lessons that support a positive safety culture.

	SMS-REC3
	Emerging Risks & Safety Performance Trends
	Current SPIs, significant occurrences, trend analysis highlights, new hazards and mitigations.
	0.5 h
	K/S
	Management; Safety/Compliance; Ops
	Interprets recent SPI/SPT data and identifies emerging hazards. Explains actions taken to mitigate risks and monitors safety performance trends in own area of responsibility.

	SMS-REC4
	Hazard ID & Risk Management Review
	Refresher on hazard identification and risk evaluation; risk register updates.
	0.5 h
	S
	All safety and operational staff
	Identifies current top hazards and verifies mitigation measures remain effective. Updates or proposes changes to risk register entries based on operational experience.

	SMS-REC5
	Management of Change Review
	Recent changes, associated risk cases, residual risk monitoring and lessons learned.
	0.25 h
	S
	Management; Process Owners
	Reviews completed or ongoing MoC processes; confirms post-implementation controls are adequate and residual risks remain within acceptable levels.

	SMS-REC6
	Safety Performance & Continuous Improvement
	Audits/surveys outcomes, safety studies and reviews, Safety Board/SAG actions and status.
	0.5 h
	S/A
	All staff involved in SMS/CMS
	Analyses audit and survey results; identifies trends and proposes improvement actions. Demonstrates participation in Safety Board or SAG review discussions with constructive input.

	SMS-REC7
	Safety Promotion & Communication Update
	Summary of campaigns, notices, engagement metrics; planned improvements.
	0.25 h
	A
	All personnel
	Demonstrates awareness of recent safety communications and participates in promoting or sharing lessons within the team. Provides feedback on campaign effectiveness.

	SMS-REC8
	Lessons Learned & Case Study Workshop
	Discussion of internal/external occurrences and how mitigations were implemented; sharing best practices.
	0.5 h
	S/A
	All personnel
	Analyses case studies and articulates how mitigations or procedures were improved. Contributes relevant operational feedback or best practices for future prevention.

	SMS-REC9
	Regulatory & Organizational Updates
	Changes to ICAO/EASA or company procedures affecting SMS/CAMO/operations.
	0.25 h
	K
	Management; Safety/Compliance
	Summarizes relevant regulatory and procedural updates; communicates implications for daily operations or SMS/CMS documentation. Demonstrates understanding of new requirements.

	CMS-REC1
	Compliance Monitoring System Review
	Compliance statement, program status, audits/inspections overview, findings and CAPA status, classification consistency.
	2.5 h
	K/S
	Compliance staff; managers; auditors
	Reviews audit program and findings; ensures CAPAs are tracked to closure and correctly classified. Evaluates consistency of compliance data and identifies systemic trends.

	ERP-REC1
	ERP Review & Drill Results
	Overview of latest ERP drill/exercise outcomes, identified gaps, improvement actions and follow-up.
	1 h
	K/S
	ERP roles; Safety/Compliance; Management
	Evaluates ERP drill results, identifies improvement actions, and confirms that corrective measures are implemented and tracked. Demonstrates operational understanding of ERP roles.


Notes on Use:
· Recurrent training frequency typically every 12–24 months, adjusted per role and regulation. 
· Duration is indicative; delivery may be modular or combined depending on role.
· Performance Standards form the minimum observable competence required for successful completion of each module.
· Evidence of competence is retained in personnel records and reviewed during Management Review or Safety Board evaluation cycles.
· This table aligns with ICAO Annex 19, Doc 9859, Doc 9868, EASA ORO.GEN.200 / Part-CAMO.A.305(b) principles.



[bookmark: _Toc211878826][bookmark: _Toc228090929]Record and Storage of Training Certificates
At the end of each training session, the trainer completes a Certificate of Attendance.
One copy of the certificate is stored in the Safety Department office, and one copy is delivered to the attendee.
All certificates are also retained electronically on the COMPANY server.
Both the National Aviation Authority (NAA) and the internal Compliance Monitoring function have access to all training documentation for audit purposes.

[bookmark: _Toc211878827][bookmark: _Toc228090930]Regulatory Cross-Reference Table
	Training Element / Competency Area
	ICAO Annex 19
	ICAO Doc 9859 (SMM)
	EASA ORO.GEN.200 / Part-CAMO Reference

	Safety Policy & Objectives
	§3.1, §3.2
	Ch. 5 & 8
	ORO.GEN.200(a)(1), CAMO.A.200(a)(1)

	Safety Risk Management
	§3.2
	Ch. 6
	ORO.GEN.200(a)(3), CAMO.A.200(a)(2)

	Safety Assurance
	§3.3
	Ch. 7
	ORO.GEN.200(a)(2), GM1 CAMO.A.200

	Safety Promotion (Training & Communication)
	§3.4
	Ch. 8
	AMC1 ORO.GEN.200(a)(2), CAMO.A.305(b)

	Just Culture & Human Factors
	§3.4.6
	Ch. 2 & 8
	ORO.GEN.200(b), GM1 CAMO.A.200(a)

	Compliance Monitoring Integration
	§3.3.3
	Ch. 7
	CAMO.A.200 & CAMO.A.305(a)

	Emergency Response Planning
	§3.5
	Ch. 9
	ORO.GEN.200(a)(3), CAMO.A.200(a)(3)

	Continuous Improvement
	§3.3.4
	Ch. 10
	ORO.GEN.200(a)(2), AMC1 CAMO.A.305(b)

	Competence Management & CBTA
	§3.4.5
	Ch. 8.5
	ORO.GEN.200(a)(2), Part-CAMO.A.305(b)



[bookmark: _Toc211954762][bookmark: _Toc211954763][bookmark: _Toc211954764][bookmark: _Toc211954765][bookmark: _Toc211954766][bookmark: _Toc211954767][bookmark: _Toc211954768][bookmark: _Toc211954769][bookmark: _Toc211954770][bookmark: _Toc211954771][bookmark: _Toc211954772][bookmark: _Toc211954773][bookmark: _Toc211954774][bookmark: _Toc211954812][bookmark: _Toc211954870][bookmark: _Toc211954871][bookmark: _Toc211954889][bookmark: _Toc211954890][bookmark: _Toc211954926][bookmark: _Toc211954927][bookmark: _Toc211954959][bookmark: _Toc211954960][bookmark: _Toc196603342][bookmark: _Toc196603343][bookmark: _Toc196603344][bookmark: _Toc211954999][bookmark: _Toc211955000][bookmark: _Toc211955001][bookmark: _Toc211955002][bookmark: _Toc211955003][bookmark: _Toc190627682][bookmark: _Toc228090931]SAFETY PROMOTION
AMC2 ORO.GEN.200(a)(5)
[bookmark: _Toc190627683][bookmark: _Toc228090932][bookmark: _Ref134802174][bookmark: _Ref134802704][bookmark: _Ref134802705][bookmark: _Ref136268621][bookmark: _Ref136268629][bookmark: _Ref136268637]General
Safety Promotion is a process aimed at fostering a strong culture of safety by ensuring that all COMPANY personnel understand that they are key players in maintaining and improving safety in their day-to-day activities.
Safety Promotion influences awareness, attitudes, decision-making, and behaviour throughout the organisation. It plays an important supporting role in achieving effective control of safety risks.
It helps to fill the gaps between policies, procedures, and processes, providing a sense of purpose to all safety efforts.
Particularly, Post Holders (PHs), Nominated Persons (NPs), and Managers (MNGs) are key actors within the COMPANY SMS. They must demonstrate their commitment to safety and lead by example, actively promoting safety values within their teams.
Effective communication and training are essential tools supporting safety promotion.
[bookmark: _Toc190627684][bookmark: _Toc190627685][bookmark: _Ref134878197][bookmark: _Toc190627686][bookmark: _Toc228090933]Safety Communication
Safety Communication is intended to systematically promote safety by disseminating critical safety information throughout the organisation.
It encourages open discussion, raises safety awareness, and strengthens the COMPANY’s safety culture.
The purposes of Safety Communication are to:
1. Ensure that all personnel are aware of safety management strategies and activities relevant to their roles.
2. Disseminate safety-critical information, including assessed risks and analysed hazards, and findings from safety investigations.
3. Explain the reasons behind specific actions taken in the interest of safety.
4. Clarify why safety procedures are introduced or amended.
COMPANY's main types of safety communications are described below.
[bookmark: _Toc190627687][bookmark: _Toc228090934]Safety Alert Notice
A Safety Alert Notice contains important safety information and communications, not necessarily related exclusively to COMPANY events.
This publication does not follow a fixed schedule but is issued whenever deemed necessary based on operational or industry needs.
Safety Alerts may be distributed internally within COMPANY and/or shared externally with other relevant stakeholders.
[bookmark: _Toc190627688][bookmark: _Toc228090935]Safety Bulletins
Safety Bulletins provide a review of significant COMPANY events, major developments within the aviation industry, and other relevant safety-related information.
The content of Safety Bulletins is sourced from a variety of internal and external references, including but not limited to:
Safety Information from External Sources. Publications from EASA, National Aviation Authorities (CAAs), manufacturers, and organisations such as the Flight Safety Foundation and Flight Safety Committees. These are collected by the Safety Manager (SM) and shared with COMPANY personnel as deemed necessary.
Industry Occurrence Reports. These reports may be issued by regulatory authorities. For example, the NAA may publish monthly summaries of reportable occurrences involving aircraft, system malfunctions, equipment failures, and other safety-relevant issues.
Industry Accident Reports and Bulletins. Full accident reports are generally released upon completion of formal investigations. The following organisations provide access to accident investigation reports:
· National AIB
· [Insert relevant national AIB reporting website address]
· United States National Transportation Safety Board
· https://www.ntsb.gov/investigations/Pages/Investigations.aspx
· Transportation Safety Board of Canada
· https://www.tsb.gc.ca/eng/rapports-reports/aviation/index.html
· UK Air Accidents Investigation Branch
· https://www.gov.uk/government/publications/aaib-publications/aaib-publications
[bookmark: _Ref196587194][bookmark: _Toc190627689][bookmark: _Toc228090936][bookmark: _Ref134802255][bookmark: _Ref134802657][bookmark: _Ref134864466]SAFETY DOCUMENTATION
An effective system of record-keeping ensures that all safety records are accessible whenever needed within a reasonable timeframe.
Safety documentation is maintained in either hard copy or electronic format:
Hard Copy Documents 
Hard copies are securely stored under lock and key in the Safety Department office. These documents are accessible only to authorised Safety Department personnel.

Electronic Documents 
Electronic safety documents are stored on the internal COMPANY server. Access is granted only to personnel who have internal LAN access and the necessary authorisation for safety documents.
Access to the internal LAN is safeguarded to prevent unauthorised access. 
Backup copies are stored on separate computer hardware located at a different site to ensure redundancy and the physical protection of data. Backup environments are maintained under conditions ensuring data integrity and long-term preservation.

The following table outlines the management of safety documentation:
	Records
	Document identification
	Person in Charge
	Recording/ Archiving means
	Record Keeping period
	Record periodic review

	Safety Management Manual
	SMS-01-SMM
	Safety Manager
	Electronic
	Permanent
	5 years

	Emergency Response Plan
	SMS-02-ERP
	Safety Manager
	Electronic
	Permanent
	3 years

	Annual Audit Plan
	SMS-03-AUPLAN
	Safety Manager
	Electronic
	5 years
	When necessary

	SMS audit - Safety Recommendation Effectiveness
	SMS-04-AUREC
	Safety Manager
	Electronic
	5 years
	1 year

	SMS audit - Tolerable consistency
	SMS-05-AUTOL
	Safety Manager
	Electronic
	5 years
	1 year

	Safety Recommendations Register
	SMS-06-RECREG
	Safety Manager
	Electronic
	5 years
	1 year

	Safety Recommendations Form
	SMS-07-RECF
	Safety Manager
	Electronic
	5 years
	1 year

	Annual Safety Report
	SMS-08-ASR
	Safety Manager
	Electronic
	Permanent
	1 year

	Investigation final report
	SMS-09-INV
	Safety Manager
	Electronic
	Permanent
	When necessary

	Management of change
	SMS-10-MOC
	Safety Manager
	Electronic
	Permanent
	When necessary

	Risk assessment
	SMS-11-RA
	Safety Manager
	Electronic
	Permanent
	1 year (only open issues)

	Safety report form
	SMS-12-SR
	Safety Manager
	Electronic
	Permanent
	When necessary

	SPI-SPO
	SMS-13-SPI
	Safety Manager
	Electronic
	5 years
	1 year

	Safety Review Board meeting minute
	SMS-14-SRBM
	Safety Manager
	Electronic
	5 years
	1 year

	SMS trainer authorisation and approval form
	SMS-15-TAUTH
	Safety Manager
	Electronic
	5 years
	2 years

	External SMS safety training provider approval form
	SMS-16-EXTAUTH
	Safety Manager
	Electronic
	5 years
	2 years

	SMS training effectiveness and feedback evaluation
	SMS-17-TRNEFF
	Safety Manager
	Electronic
	5 years
	If necessary




In the absence of a specific retention period stated elsewhere, all safety records must be kept for a minimum period of five (5) years.
Documents are reviewed according to the schedule specified in the document list or whenever deemed necessary based on operational, regulatory, or organisational changes.
[bookmark: _Toc228090937]Safety Management Manual (SMS-01-SMM)
AMC2 ORO.GEN.200(a)(5) Management system

The safety management manual (SMM) communicates the company’s approach to safety. It documents all aspects of safety management, including the safety policy, objectives, procedures and individual safety responsibilities.
The safety management manual includes the processes and the procedures for the management of the safety organisation.
[bookmark: _Toc228090938]Emergency Response Plan (SMS-02-ERP)
The emergency response plan (ERP) describes the procedures and the related actions for an orderly and safe transition from normal to emergency operations and return to normal operations.
[bookmark: _Toc228090939]Annual Audit Plan (SMS-03-AUPLAN)
This document is prepared at the beginning of the year and lists the annual Safety audits, i.e. the audits created and managed by the Safety Department.
The safety audits are not necessarily linked to the compliance to regulations, but are created in order to verify the safety elements of the SMS, including:
Verification of the effectiveness of the actions implemented to mitigate the risks following the safety recommendations.
Document SMS-04-AUREC - SMS audit - Safety Recommendation Effectiveness
The continuous consistency of the risks assessed as “tolerable”.
Document SMS-05-AUTOL - SMS audit - Tolerable consistency
[bookmark: _Toc228090940]Safety Recommendations Register (SMS-06-RECREG)
Following a safety analysis, the Safety Department suggests safety actions to the management by issuing “Safety recommendations”.
Safety recommendations are identified by the document that generates them (Risk Assessment, MOC, safety report, etc.) followed by a number. For example, the first safety recommendation generated by the risk assessment “SR-26-03” will be identified as “REC SR-26-03-1”, The following recommendations from the same document are identified as “RECC SR-26-03-2”, “RECC SR-26-03-3”, etc.
All safety recommendations are inserted in the safety recommendations register in order to verify their status and implementation.
[bookmark: _Toc228090941]Safety Recommendations Form (SMS-07-RECF)
The Safety Recommendations Form is the document that the safety department uses to issue recommendations to the management.
[bookmark: _Toc228090942]Annual Safety Report (SMS-08-ASR)
The annual safety report is prepared once a year to report the status of the safety activities provided the previous year to the Accountable Manager.
[bookmark: _Toc228090943]Investigation final report (SMS-09-INV)
The investigation final report is used to summarise the safety studies and analysis following an accident or an serious incident.
[bookmark: _Toc228090944]Management of change (SMS-10-MOC)
This document is used to plan a major change in the company asset of operations and to analyse the possible impact that these changes may have on safety.
[bookmark: _Toc228090945]Risk assessment (SMS-11-RA)
This document provides an in-depth explanation and information about a safety study.
[bookmark: _Toc228090946]Safety report form (SMS-12-SR)
This is the form that is available to all personnel for reporting any event, facts, or concern that may involve the safety.
[bookmark: _Toc228090947]SPI-SPO (SMS-13-SPI)
This document lists all the safety indicators to be monitored by the organisation.
Per each indicator, an objective is decided by the SRB at the beginning of the year.
This document is updated regularly (normally monthly) in order to verify the partial fulfilment of the objectives. A full review is performed yearly by the SRB.
[bookmark: _Toc228090948]Safety Review Board meeting minute (SMS-14-SRBM)
This document provides the minute of the Safety Review Board meetings.
[bookmark: _Toc228090949]SMS trainer authorisation and approval form (SMS-15-TAUTH)
This document authorises the trainer to provide specific SMS training to personnel.
[bookmark: _Toc228090950]External SMS safety training provider approval form (SMS-16-EXTAUTH)
This document authorises external trainer providers (person or organisation) to deliver specific SMS training to personnel.
[bookmark: _Toc228090951]SMS training effectiveness and feedback evaluation (SMS-17-TRNEFF)
This document provides an effectiveness feedback to the specific course from the trainer.



[bookmark: _Toc136163504][bookmark: _Toc136163505][bookmark: _Toc136163506][bookmark: _Toc136163507][bookmark: _Toc136163508][bookmark: _Toc136163509][bookmark: _Toc136163510][bookmark: _Toc136163511][bookmark: _Toc136163512][bookmark: _Toc136163513][bookmark: _Toc136163514][bookmark: _Toc136163515][bookmark: _Toc136163516][bookmark: _Toc136163517][bookmark: _Toc136163518][bookmark: _Toc136163519][bookmark: _Toc136163520][bookmark: _Toc136163521][bookmark: _Toc190627690][bookmark: _Toc228090952]MEETINGS
[bookmark: _Toc190627691][bookmark: _Toc228090953]General
Meetings are an essential tool to support the review of the Safety Management System, ensuring its ongoing suitability, adequacy, and effectiveness in the management and control of operations.
Participation in meetings is mandatory for personnel who have been officially invited.
In case of absence, the invitee’s deputy, or another nominated representative, should attend the meeting on their behalf.
For third-party invitees (i.e., individuals who are not COMPANY personnel), participation is encouraged but cannot be enforced.
All meetings are classified as follows:
1. Periodical meetings
Ad-hoc meetings
The content and outcomes of meetings are documented in Minutes of Meeting, which are the responsibility of the meeting’s chairman.
The following table identifies the main periodical meetings and their minimum required frequency [Adapt to reflect Company’s practices]:
	Meeting
	Frequency
	Chairman
	Participants
	Scope / Agenda

	SRB / Management Evaluation Meeting
	Twice a year
	AM
	AM, FOPH, CTPH, GOPH, SEC, CAMO PH, CMM, SM, plus invitees (on request)
	Safety Management System review



The SRB Meeting is described in SMS Chapter 4.6.1 Safety Review Board (SRB).
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[bookmark: _Toc211840411][bookmark: _Toc211955012][bookmark: _Ref134802341][bookmark: _Ref134802591][bookmark: _Ref134805272][bookmark: _Ref134805286][bookmark: _Ref134805311][bookmark: _Ref134859958][bookmark: _Ref134859961][bookmark: _Ref134859974][bookmark: _Ref134859996][bookmark: _Toc190627696][bookmark: _Toc228090954]ATTACHMENTS
[bookmark: _Toc190627697][bookmark: _Toc228090955]List of Attachments
The following attachments are available and downloadable from COMPANY server.
	Title
	Doc No.

	Annual Audit Plan
	SMS-03-AUPLAN

	SMS audit - Safety Recommendation Effectiveness
	SMS-04-AUREC

	SMS audit - Tolerable consistency
	SMS-05-AUTOL

	Safety Recommendations Register
	SMS-06-RECREG

	Safety Recommendations Form
	SMS-07-RECF

	Annual Safety Report
	SMS-08-ASR

	Investigation final report
	SMS-09-INV

	Management of change
	SMS-10-MOC

	Risk assessment
	SMS-11-RA

	Safety report form
	SMS-12-SR

	SPI-SPO
	SMS-13-SPI

	Safety Review Board meeting minute
	SMS-14-SRBM

	SMS trainer authorisation and approval form
	SMS-15-TAUTH

	External SMS safety training provider approval form
	SMS-16-EXTAUTH

	SMS training effectiveness and feedback evaluation
	SMS-17-TRNEFF
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