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Introductory Notes

This generic document was developed by the ICAO Asia/Pacific Aerodrome Assistance Working Group (AP-AA/WG) for reference by States in the APAC Regions. When referring to this generic document, States are expected to customize the content in accordance to the States’ legislations, regulations and situations.

It was approved by AOP/SG/4 (Video Teleconference, 10 – 13 November 2020) and published by ICAO Asia and Pacific Office, Bangkok.

[bookmark: _GoBack]ICAO Standards and Recommended Practices (SARPs), Procedures for Air Navigation Services and Guidance Materials shall take prevalence in the event of any conflict between the aforementioned provisions and this generic document.

Enquiries and feedbacks regarding this generic document can be made to ICAO APAC Office at apac@icao.int.
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[bookmark: _Toc32418860]FOREWORD
Under [CA Act/CAR-Aerodromes], an aerodrome may provide services to the public only when an aerodrome certificate has been granted by the [DG] of [DASS].
The [DG] is responsible for the aerodrome certification process and for promulgating appropriate and clear Aerodrome Standards and Regulations to be complied with by aerodrome operators. These Aerodrome Standards and Regulations are based on the Standards and Recommended Practices stipulated in Volume I and Volume II of Annex 14 (entitled “Aerodromes – Aerodrome Design and Operations” and “Heliports”) to the Convention on International Civil Aviation.
This Procedure spells out the aerodrome certification process that aerodrome operators in [State] are required to follow to ensure [international/public] aerodromes meet the relevant requirements stipulated under [CA Act/CAR-Aerodromes]. 
Aerodrome operators or applicants for an aerodrome certificate should refer to the applicable sections of [CA Act/CAR-Aerodromes], together with this manual, to ascertain the requirements of, and the obligations imposed by or under [State] civil aviation legislation.


_________________________
[Name of Director General]
Director General
[DASS]
[XX XXX XXXX]
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1. [bookmark: _Toc32418864][bookmark: _Hlk32470842][bookmark: _Toc507752356][bookmark: _Toc508028149][bookmark: _Toc508114818][bookmark: _Toc508283804][bookmark: _Toc507752357][bookmark: _Toc508028150][bookmark: _Toc508114819][bookmark: _Toc508283805]Administration and Control of Procedure
1.1 [bookmark: _Toc32418865]General
1.1.1 The original issue of the Aerodrome Certification Procedure (ACP) was dated XX XXX XXXX.
1.1.2 The valid pages of ACP are listed in the List of Effective Pages (LOEP) distributed with every revision.
1.1.3 Whenever there is a significant change of responsibility, guidelines, policy or procedures, a new manual issuance is required. Minor amendments (if any) shall be issued in the form of a revision with effective pages being reviewed not later than the effective date.
1.1.4 Actual changes to the text will be in “red italics” and such changes will also be identified by a vertical line that appears in the outer margin of the page affected.
1.1.5 Minor Changes
A. Few chapters are affected requiring revision change.
B. The changes are made and communicated by way of revising the manual to a higher revision number.
1.1.6 Major Changes
A. Extensive revisions necessitating a complete re-issuance when involving significant changes in responsibility, guidelines, policy or procedures including substantial format change.
B. The next higher issue number will be allocated while the revision number will be reset to zero. 

	Issue Number
	Revision Number
	Effective Date
	Revised By

	XX
	XX
	XX XXX XXXX
	[DASS]
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1.2 [bookmark: _Toc32418866]Filing Instructions
1.2.1 Consult the LOEP.
1.2.2 When updating hard copies and inserting changes, users should exercise caution not to throw away pages from the ACP that have not been replaced. Using the LOEP can help determine the correct content of the ACP.
1.3 [bookmark: _Toc32418867][bookmark: _Hlk32470922][bookmark: _Toc493256752][bookmark: _Hlk495907257]Generation of Amendments
1.3.1 [bookmark: _Hlk32416804]The power to issue and amend this guidance material rests with the [DG], delegated to the [DASS].
1.3.2 Requests for any change in contents of this guidance material may be directed to [DASS].
1.3.3 The need to amend this ACP may be generated by a number of causes, including but not be limited to the following:
A. promotion of safety;
B. promotion of operational process;
C. response to amendments to [DASS] or legislative requirements;
D. response to ICAO Standards, Recommended Practices, Procedures and/or Guidance Materials; or
E. accommodation of new initiatives or technologies; or
F. [lists of any other reasons]
1.4 [bookmark: _Toc32418868]Gender Reference
For the sake of clarity and editorial efficiency, the male gender is used throughout this guidance material to apply (as applicable) to both male and female employees. No discrimination is intended or implied.
……………………………………………………………………
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2. [bookmark: _Toc507752363][bookmark: _Toc508028155][bookmark: _Toc508114824][bookmark: _Toc508283809][bookmark: _Toc32418869]Introduction
2.1 [bookmark: _Toc32418870][bookmark: _Toc493257693][bookmark: _Toc495906604]Purpose
2.1.1 [bookmark: _Toc511049705][bookmark: _Toc511050202][bookmark: _Toc511050669][bookmark: _Toc511050849][bookmark: _Toc511049706][bookmark: _Toc511050203][bookmark: _Toc511050670][bookmark: _Toc511050850][bookmark: _Hlk32416821]This Aerodrome Certification Procedure (ACP), issued by the [DG], sets out the procedures for an applicant/aerodrome operator to obtain or retain an Aerodrome Certificate, in compliance with the [CA Act/CAR-Aerodromes] concerning aerodromes. These regulations are based on the Standards and Recommended Practices (SARPs) stipulated in Volume I and Volume II of Annex 14 (entitled “Aerodromes – Aerodrome Design and Operations” and “Heliports”, respectively) to the Convention on International Civil Aviation.
2.1.2 In this regard, the ACP provides the relevant information on aerodrome certification as follows:
A. [DASS] Responsibilities
B. Regulations on aerodrome certification;
C. Processes and requirements of aerodrome certification; 
D. Aerodrome Manual; and
E. Aerodrome audit and inspection.
2.2 [bookmark: _Toc32418871][DASS] Responsibilities
2.2.1 In respect of Aerodrome Certification, the [DASS] is a department within [CAA] responsible for:
A. establishing and enforcing Regulations and mandatory Standards in respect of the safety of aerodromes;
B. certifying that aerodromes subject to the regulations will achieve an acceptable level of safety when operated and maintained in accordance with an approved Aerodrome Manual;
C. assuring the continued safety of operations at certified aerodromes through guidance, audit and inspection; and
D. [lists of any other responsibilities]
2.2.2 The [DASS] organizational structure is shown in Figure [XXX].
[insert organizational structure]
2.2.3 Notwithstanding the above responsibilities of [DASS], the responsibility for the safety of aerodrome operations rests with the certified aerodrome. A certified aerodrome with a Safety Management System (SMS) in place is required to maintain its own safety audit and inspection program. [DASS] will audit that program as it deems appropriate.

2.3 [bookmark: _Toc525042770][bookmark: _Toc32418872]Regulations on Aerodrome Certification
All relevant aspects of aerodrome certification are based on the following regulations of 
[CA Act/CAR-Aerodromes]:
2.3.1 Requirements to hold an Aerodrome Certificates
[bookmark: _Hlk31269539]The requirement for the operator of an aerodrome open to [international/public] use to hold an Aerodrome Certificate is stipulated in [CA Act/CAR-Aerodromes].
2.3.2 Issuance of Aerodrome Certificate
The Aerodrome Certificate shall be in compliance with the following: 
· [list the relevant Articles/Sections of CA Act/CAR-Aerodromes]
[bookmark: _Hlk2083698]
2.3.3 Amendment of Aerodrome Certificate
Amending an aerodrome certificate shall be in compliance with the following:
· [list the relevant Articles/Sections of CA Act/CAR-Aerodromes]
2.3.4 [bookmark: _Toc493257697][bookmark: _Toc495906608]Renewal of Aerodrome Certificate
Renewal of an aerodrome certificate shall be in compliance with the following:
· [list the relevant Articles/Sections of CA Act/CAR-Aerodromes] 
2.3.5 Transfer of Aerodrome Certificate
In the event of a change of an Aerodrome Operator, the transfer of an Aerodrome Certificate shall be in compliance with the following:
· [list the relevant Articles/Sections of CA Act/CAR-Aerodromes] 
2.3.6 Compliance and Enforcement
2.3.6.1 [DASS] shall enforce the Aerodrome’s compliance to the National Aerodrome laws and regulations, which may result in the suspension of operations, in whole or in part, or revocation of aerodrome [certificate], by the power vested in the [DG] by the following [CA Act/CAR-Aerodromes]:
· [bookmark: _Hlk31270865][list the relevant Articles/Sections of CA Act/CAR-Aerodromes] 
2.3.7 Other related regulations
List of all related Acts and Regulations are provided in [Appendix X].

2.3.8 Changes to Regulations and their Effects on Existing Aerodromes
2.3.8.1 Regulations are subject to changes from time to time. In general, certified aerodrome shall endeavour to comply with new standards and/or recommended practices by the applicable date. In case a certified aerodrome has difficulty in compliance with the new standards and/or recommended practices, upon application from aerodrome, [DASS] will assess the case and determine whether a time-limited exemption / exception may be granted, depending on the critical nature of the requirement and other aerodrome operational considerations, and subsequent to a safety risk assessment acceptable to [DASS].
2.3.8.2 In the event of a change in the Aerodrome Regulations, in the interim, and unless otherwise directed by [DASS], aerodrome’s existing facility that does not meet the new requirements specified in the Regulations must continue to comply with the standards that were applicable to it under the conditions of the issuance of its Aerodrome Certificate. In this case, a gap analysis and timescales for compliance or an aeronautical study / safety risk assessment must be submitted to [DASS].
2.3.9 Conflict with Other Regulations, Standards and Recommended Practices
2.3.9.1 Compliance with the requirements specified in the regulations and guidance materials relevant to aerodromes does not absolve an aerodrome operator from obligations in respect of requirements prescribed by other government or statutory authorities. Where another statutory requirement conflicts with the provisions of such regulations, the matter must be referred to [DASS] for resolution.

……………………………………………………………………
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3. [bookmark: _Toc32418873]Processes and Requirements of Aerodrome Certification
3.1 [bookmark: _Toc528590078][bookmark: _Toc32418874]Scope of Aerodrome Certification
3.1.1 The scope of aerodrome certification covers all relevant specifications established through the regulatory framework applicable to the aerodrome, which includes at least the following subjects:
A. compliance of the aerodrome infrastructure with the applicable regulations for the operations the aerodrome is intended to serve;
B. the operational procedures and their day-to-day operations, when applicable, concerning:
1) aerodrome data and reporting;
2) access to the movement area;
3) aerodrome emergency plan;
4) rescue and fire fighting;
5) inspection of the movement area;
6) maintenance of the movement area;
7) snow and ice control, and other hazardous meteorological conditions;
8) visual aids and aerodrome electrical systems;
9) safety during aerodrome works;
10) apron management;
11) apron safety;
12) vehicles on the movement area;
13) wildlife hazard management;
14) obstacles;
15) removal of a disabled aeroplane;
16) low visibility operations;
17) handling of dangerous goods; and
18) protection of sites for radar and navigational aids;
19) compliance of the Safety Management System with applicable regulations;
C. the aerodrome manual as detailed in the [Articles/Sections of CA Act/CAR-Aerodromes].
3.2 [bookmark: _Toc32418875]Introduction
3.2.1 This chapter describes the processes and requirements for the certification of 
an aerodrome, wishing to provide services of [international/public civil aviation].
3.2.2 The certification process is designed to ensure that an applicant/aerodrome operator understands the requirements and is capable of meeting them. When satisfactorily completed, the certification process would ensure that the applicant/aerodrome operator is able to comply with the applicable requirements of [CAA]’s Aerodrome Regulations.
3.2.3 Under no circumstances will an aerodrome be certificated until [CAA] is assured that the applicant/aerodrome operator is capable of fulfilling responsibilities and complying with [CAA] regulations in an appropriate and continuing manner. The aerodrome certification process only addresses the aviation safety aspect of the aerodrome. It is the responsibility of the applicant/aerodrome operator to ensure that the use of the site as an aerodrome is in compliance with other State and local statutory requirements such as land-use or environment regulations. The Aerodrome Certificate does not absolve the applicant/aerodrome operator from observing such requirements.

3.2.4 In addition, the processes and requirements for amendment, renewal, transfer, suspension and revocation of the Aerodrome Certificate are also provided.
3.3 [bookmark: _Toc32418876]Aerodrome Certification Process
3.3.1 [bookmark: _Toc32418877]General
3.3.1.1 The aerodrome certification process provides for interaction between the applicant/ aerodrome operator and [DASS], from initial inquiry to final approval or denial. This certification process consists of:
A. Pre-application Phase;
B. Formal Application Phase;
C. Document Evaluation Phase;
D. Demonstration Audit and Inspection Phase; and
E. Certification Phase.
3.3.1.2 The aerodrome certification process must be used with good judgement. Some phases may be combined depending on the size and complexity of the aerodrome operation.

3.3.2 [bookmark: _Toc32418878]Phase One – Pre-application
3.3.2.1 This Pre-application phase commences when an applicant/aerodrome operator makes initial inquiries to apply for an Aerodrome Certificate. During this stage, the first meeting between the applicant/aerodrome operator and [DASS] takes place, creating the first information exchange on service and guidance regarding the regulations, procedures, responsibilities, aerodrome operations that the applicant/aerodrome operator intends to provide and documentation/data to be submitted.
3.3.2.2 The pre-application phase may not be omitted, but it may be shortened if the applicant/aerodrome operator is familiar with the requirements of the Aerodrome Regulations.
3.3.2.3 In case of an already functioning aerodrome that needs to be certificated, the applicant/aerodrome operator would still need to contact [DASS] with his intention to commence the process, identifying the level of operation of the aerodrome and brief [DASS] on his capabilities and intentions.
3.3.2.4 Initial Inquiry - An initial request for information regarding certification could be verbally coordinated in the first instance, but must be followed up in writing, and provided to [DASS] at the time the applicant/aerodrome operator starts its planning and preparation.
3.3.2.5 [DASS] will send a letter to acknowledge the receipt of the initial inquiry, together with a point of contact information and pre-application meeting details (e.g. meeting date, time, venue, agenda) to the applicant/aerodrome operator within [XX] days after receiving the inquiry letter.
3.3.2.6 Pre-application Meeting - The applicant/aerodrome operator should advise the key management personnel to attend the pre-application meeting, and should prepare to discuss specific aspects of the applicant/aerodrome operator's proposed operation in general terms.
3.3.2.7 At the pre-application meeting, the applicant/aerodrome operator and any of his key personnel attending the meeting should be briefed in as much detail as necessary to ensure that they understand the applicable aerodrome regulations, certification requirements and certification process.
3.3.2.8 The applicant/aerodrome operator should receive the pre-application meeting minutes accompanied by aerodrome certification package within [XX] days after the meeting.
3.3.2.9 The applicant/aerodrome operator shall complete the aerodrome certification package and submit the package to [DASS] within [XX] days upon receipt of the package.
3.3.2.10 The applicant/aerodrome operator and his personnel must be made aware of their responsibilities during the certification process. It is to their benefits to submit required items as soon as they become available and to notify [DASS] immediately of any problems or changes in the proposed operation.
3.3.2.11 [bookmark: _Hlk47359129]The process of Pre-application phase is illustrated in Figure [XXX].
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	Applicant
	[DASS]

	Intention to apply for an Aerodrome Certificate via walk-in, email or phone call
Provide [DASS] with an enquiry letter
Attend a pre-application meeting
Send the applicant an acknowledgement letter including pre-application meeting details and contact information (e.g. meeting date, time, venue, agenda)
[XX days] before the appointment, the details of the appointment (day, date, time and others) should be confirmed by email/phone
[XX days] after the meeting, provide the applicant the meeting minutes accompanied by aerodrome certification package
Go to Formal Application phase

	



3.3.3 [bookmark: _Toc32418879]Phase Two – Formal Application
3.3.3.1 For the Formal Application phase, the applicant/aerodrome operator shall submit the completed certification package, which includes an application for Aerodrome Certificate and the following documents as a minimum:
· [list the required documents to be submitted for aerodrome certificate application]

3.3.3.2 Approvals from other State authorities as required by other local statutory requirements shall be obtained by the applicant/aerodrome operator and submitted together with the application.
3.3.3.3 The application shall be submitted in sufficient time to allow for detailed consideration and inspection of the aerodrome before the intended or desired date of grant of the Aerodrome Certificate. For a new application for a certificate, this should normally be submitted [XX] months in advance of the planned start of operations.
3.3.3.4 Upon receipt of the completed application package, the initial review will be conducted to verify that at least those items required for formal application have been submitted. The initial review also permits a determination of whether the submitted material represents a feasible proposal and is of sufficient quality to proceed with the certification process.
3.3.3.5 The applicant/aerodrome operator will receive a letter informing the outcome of the initial review within [XX] days.
[bookmark: _Hlk47359144]The process of Formal Application phase is illustrated in Figure [XXX].

	Applicant
	[DASS]

	Applicant completes the certification package and send to [DASS] within [XX days] upon receipt of the package
Receive an official letter and the completed certification package
Perform an initial review to determine if the package is complete
Is the package complete and have all the required documents been submitted?
Provide additional documents as specified by [DASS]
Send a letter requesting additional documents 
Send a letter of acknowledgement to the applicant
Go to Document Evaluation phase
Yes
No

	



3.3.4 [bookmark: _Toc31792980][bookmark: _Toc31792981][bookmark: _Toc31792982][bookmark: _Toc32418880]Phase Three – Document Evaluation
3.3.4.1 The purpose of the Document Evaluation Phase is to assess all required documents to ensure full compliance with the Aerodrome Regulations applicable to the scale of the proposed aerodrome operations.
3.3.4.2 On receipt of the completed certification package, [DASS] will carry out a detailed examination of the Aerodrome Manual and other documents submitted to ensure the completeness of coverage and compliance with the relevant regulations, including the data and information to be published by the Aeronautical Information Services (AIS).
3.3.4.3 The submitted documents by the applicant/aerodrome operator will be retained by [DASS] during the currency of the Aerodrome Certificate.
3.3.4.4 The assessment of the Aerodrome Manual and survey report will be conducted for assessing: 
A. the completeness and compliance of its contents, including procedures, description of infrastructure, staffing, equipment, etc. with the regulations; and
B. the quality, accuracy, and completeness of the aerodrome and obstacle survey.
3.3.4.5 The applicant/aerodrome operator will be informed when the Aerodrome Manual and/or associated manuals (i.e. the SMS Manual and AEP) is approved. In case of the manual(s) is not approved, the areas that need amendment to comply with the Aerodrome Regulations and the rectification period will be advised. If the applicant cannot rectify the deviations/deficiencies within the period of time specified by [DASS], the [DASS] may reject the application.
3.3.4.6 Once the Aerodrome Manual and/or associated manuals is approved by [CAA], the applicant/aerodrome operator shall make copies of the manual and distribute them to its stakeholders and other relevant parties in such a manner that all aerodrome operating staff have access to all parts of the manual relevant to each staff member’s duties.
3.3.4.7 The applicant/aerodrome operator shall inform [DASS] of any changes to the approved Aerodrome Manual and/or associated manuals between the time of application for a certificate and the end of the on-site verification.
3.3.4.8 Upon satisfactory completion of the Document Evaluation Phase, [DASS] will coordinate the progression to the Demonstration, Audit and Inspection Phase.
[bookmark: _Hlk47359151]The process of Document Evaluation phase is illustrated in Figure [XXX].

	Applicant
	[DASS]

	Evaluate the completed/accepted certification package using inspection checklists
Does the completed/accepted certification package meet regulatory requirement?
Rectify the documents as specified by [DASS]
Provide the rectified documents to [DASS]
Send a letter advising of shortcomings in documentation to the applicant
Send an acknowledged letter accompanied by notice of fees and payment advice to the applicant
Go to Demonstration and Audit phase
Yes
No

	



3.3.5 [bookmark: _Toc31792984][bookmark: _Toc32418881]Phase Four – Demonstration and Audit
3.3.5.1 In this Demonstration and Audit phase, the emphasis is on compliance with regulations and safe operating practices. [DASS] will ensure that the aerodrome facilities, operational procedures, Safety Management System (SMS), Aerodrome Emergency Plan (AEP), and programs for training and directing personnel in the performance of their duties are effective.
3.3.5.2 Prior to commencing the audit and inspection, it is important that the Aerodrome manual and associated manual(s) must be approved, any additional material requested by [DASS] must be provided, and the applicable fee must be paid.
Note: Fees are payable by an applicant for an aerodrome certificate or the holder of an aerodrome certificate for the following services:
A. Assessment of an application for an aerodrome certificate and subsequent grant of the certificate if the application is successful; 
B. Application for renewal of an aerodrome certificate and subsequent renewal of the certificate if the application is successful; and
C. [Other services as specified by the CAA]
3.3.5.3 The scope of audit and inspection covers the subjects included in the manual(s) in order to confirm that the aerodrome operations are carried out effectively in accordance with the applicable regulation and procedures described in the manual(s).
3.3.5.4 Due to the wide scope of the certification, the aerodrome inspectors may use the sampling method for verifying particular subjects and select items for more detailed inspection and verification. The areas of technical inspection may include physical characteristics, visual aids, rescue and fire fighting, operations and SMS.
3.3.5.5 The audit and inspection of the SMS is normally included at this stage of the initial certification. Depending on the implementation status of the SMS at the aerodrome, a specific verification of the SMS can be conducted separately because the aerodrome operator’s SMS may not yet be fully operational. Its effectiveness will be assessed during continued oversight and will constitute an important factor in deciding the continued oversight activities that will be carried out.
3.3.5.6 Similarly, the verification of the AEP may be either staged through modules to a full emergency exercise.
3.3.5.7 The audit and inspection of the SMS focuses explicitly on the components required for granting the certificate and, when applicable, covers all other requirements for the SMS. SMS requirements also apply to the aerodrome operator’s subcontractors in the domains within the scope of certification.
3.3.5.8 If the aerodrome operator is not directly responsible for some of the activities within the scope of certification, the on-site verification ensures that there is appropriate coordination between the aerodrome operator and the other stakeholders.

3.3.5.9 Audit and inspection protocols - [DASS] will coordinate with the applicant/aerodrome operator to agree with a program for the on-site demonstration, audit and verification activities, including, but not limited to:
A. venue, time and attendance of an opening meeting;
B. allocation of aerodrome inspectors to the audit and verification tasks to a planned timetable;
C. facilitation of transport, accommodation and subsistence requirements, as applicable;
D. execution of the on-site audit;
E. closing meeting; and
F. compilation of the draft report.
3.3.5.10 The applicant/aerodrome operator shall ensure that access is granted to [CAA inspectors] for the purpose of ensuring safety at an aerodrome, to:
A. inspect and carry out tests on the aerodrome facilities, equipment or services;
B. inspect the aerodrome operator’s documents and records; or
C. verify the aerodrome’s safety management system.
The aerodrome operator shall also co-operate in facilitating the above activities.
3.3.5.11 The applicant/aerodrome operator should note that the failure to provide evidence is considered a non-compliance and may result in a finding.
3.3.5.12 During the audit/inspection closing meeting, a preliminary list of findings (if any) is given to the applicant/aerodrome operator.
3.3.5.13 An audit report is also sent to the applicant/aerodrome operator within [XX] days after the closing meeting.
3.3.5.14 In case of finding(s), the applicant/aerodrome operator is required to develop a Corrective Action Plan (CAP) proposing ways to eliminate or mitigate the findings, with deadlines for each subsequent action.
3.3.5.15 [DASS] may impose immediate appropriate measures on the applicant/aerodrome operator, if necessary, until actions have been taken to remove or mitigate the findings, including aeronautical study (if applicable), in order to ensure an acceptable level of safety.
3.3.5.16 [bookmark: _Hlk47359162]The process of Demonstration and Audit phase is illustrated in Figure [XXX].

	Applicant
	[DASS]

	Proceed with the payment of on-site inspection fee 
(if applicable)
Conduct on-site inspection
Opening meeting
Evaluation and verification
Daily de-briefing
Closing meeting
Is there any level 1 finding?
Carry out corrective action immediately for level 1 findings
Summit CAP to [DASS] for approval within a specified timeframe
Provide the applicant with the audit report within [XX days] with a letter requesting corrective action plan (CAP)
Has CAP been submitted within a specified timeframe?
Reject the application
Send a letter informing the applicant a result of CAP acceptance
Is CAP acceptable?
Go to Certification phase
Yes
Yes
No
Yes
No

	No




3.3.6 [bookmark: _Toc32418882]Phase Five – Certification
3.3.6.1 The Certification Phase covers the final assessment of the previous phases, resulting in the issuance of a certificate and promulgation of the data, information and certification status of the aerodrome.
3.3.6.2 When there is no finding or once the corrective action plans are accepted and mitigation measures are agreed upon, the [CAA] will grant the aerodrome certificate to the applicant/aerodrome operator.
3.3.6.3 [DASS] will notify the applicant/aerodrome operator in writing of the granting of the Aerodrome Certificate while advising the applicant to pay the certification fee.
3.3.6.4 If the [CAA] refuses to grant an aerodrome certificate to the applicant, [DASS] will, within [XX] days of the refusal, give the applicant a written notice of the refusal, stating the reasons for the refusal.
3.3.6.5 [CAA] will state the granting condition(s)/limitation(s) (if any) and the validity duration of the certificate.
3.3.6.6 An appendix may be attached to the certificate describing the essential conditions prevailing at the aerodrome, which may include:
A. type of use;
B. aerodrome reference code elements – element one (aeroplane reference field length) and element two (wing span);
C. critical aeroplane type(s);
D. operational conditions for the accommodation of critical aeroplanes for which the facility is provided;
E. Rescue and Fire Fighting (RFF) category; 
F. operational restrictions at the aerodrome; and
G. [list of any other conditions attached to the certificate]
3.3.6.7 Aerodrome operators shall ensure that the Conditions and Limitations, if any, are brought to the attention of their managerial and operating staff, and strictly complied with. A copy of the Aerodrome Certificate, Conditions and Limitations, if any, shall be included in the aerodrome operator’s Aerodrome Manual that is distributed to its stakeholders and other relevant parties.
3.3.6.8 An aerodrome certificate is granted on the condition that the aerodrome operator will, at all times, be in compliance with the applicable regulations and mandatory requirements.
3.3.6.9 [DASS] will coordinate with the AIS provider to promulgate the aerodrome data and information, and the certification status of the aerodrome in the Aeronautical Information Publications (AIP).
3.3.6.10 [bookmark: _Hlk47359171]The process of Certification phase is illustrated in Figure [XXX].

	Applicant
	[DASS]

	Request re-assessment
Review the results of the related approvals (e.g. Security, Air Traffic Services, Facilitation, and so on)
Will conditions/ limitations be applied to the certification?
Take action to remove or mitigate the deficiencies
Advise applicants of conditions and limitations, and include them into the certificate 
Issue certificate
Promulgate the aerodrome data, information, and the certification status in AIP
No
Yes
Have requirements for certification been met?
No
Yes
End

	




3.3.7 [bookmark: _Toc32418883]Promulgation of a Certified Aerodrome in the AIP and NOTAM
3.3.7.1 Upon granting of an Aerodrome Certificate, aerodrome operator shall ensure that all the aerodrome data is permanently included in the AIP, including the effective dates for which the aerodrome is certified and for which it will commence operations.
3.3.7.2 Where safety concerns are observed on the aerodrome, special conditions or operational restrictions may be attached to the certificate and published in the AIP or by NOTAM until the planned corrective action(s) is completed. In this case, validity of certificate could be shortened, taking the content and duration of the corrective action plan into account.
3.3.8 [bookmark: _Toc32418884]Validity of an Aerodrome Certificate
3.3.8.1 The validity of the certificate is limited in time and not exceeding [XX] years. 
3.3.8.2 An aerodrome certificate shall remain in force for a period as stated in the certificate, unless it is earlier suspended, revoked or cancelled.
3.3.8.3 During the period of validity of the certificate, [DASS] monitors the timely implementation of the corrective action plans within the continued oversight plan.
3.3.8.4 The validity is published for each aerodrome in the [AD1] section of the AIP.
3.4 [bookmark: _Toc536518161][bookmark: _Toc536520532][bookmark: _Toc536521732][bookmark: _Toc536518162][bookmark: _Toc536520533][bookmark: _Toc536521733][bookmark: _Toc536518163][bookmark: _Toc536520534][bookmark: _Toc536521734][bookmark: _Toc536518164][bookmark: _Toc536520535][bookmark: _Toc536521735][bookmark: _Toc536518165][bookmark: _Toc536520536][bookmark: _Toc536521736][bookmark: _Toc536518166][bookmark: _Toc536520537][bookmark: _Toc536521737][bookmark: _Toc536518167][bookmark: _Toc536520538][bookmark: _Toc536521738][bookmark: _Toc536518168][bookmark: _Toc536520539][bookmark: _Toc536521739][bookmark: _Toc32418885]Continued Oversight
Upon granting the certificate to the aerodrome operator, [DASS] will continue its safety oversight in order to ensure that the compliance to the given conditions and requirements is maintained.
3.5 [bookmark: _Toc32418886][bookmark: _Toc528590056]Amendment of an Aerodrome Certificate
An aerodrome certificate may be amended in response to a request by an aerodrome operator or as a consequence of enforcement action by [CAA] for a number of reasons:
A. a change of aerodrome name;
B. a change of aerodrome reference code;
C. a change of aerodrome boundaries;
D. a change of type of runway or pavement strength of runway;
E. a change of aerodrome operations; 
F. to add, remove or amend a deviation;
G. to add, remove or amend a condition, limitation or special procedure; and
H. [bookmark: _Hlk31872079][list of any other reasons]
3.5.1.2 The process for the amendment of an aerodrome certificate is illustrated in Figure [XXX].


	Application
	[DASS]

	Submit an application to the [DG] at [XX days] in advance
Provide information / document requested (including any changes to facilities, equipment and systems since last audit / inspection) and required fee
Provide additional information / document, make any amendment and/or rectification, and inform [DASS] of any change to the approved / accepted manual
Address shortcomings / deficiencies
Request re-assessment / the on-site audit / inspection activities(s)
Advise applicant of information / document required and associated fee
Initial review of the formal application / document and acknowledge receipt
Assessment of applicant’s documents
 
Is
applicant’s document accepted?
Request specific additional information / amendment / rectification of the deficiencies
Notify the applicant when all the documents are accepted
Arrange the on-site audit / inspection activities(s) (coordinate with applicant), if required
 
Have
requirements for amendment been 
met?
Reject the application and advise applicant the shortcomings / deficiencies
 
Will 
current condition 
/ limitation be 
affected?
Amend certificate and appendix 
(if applicable)
Advise applicant of amended condition and limitation applied 
to certificate
Yes
No
Yes
No
Yes
Requirement for 
amendment identified
prepare and submit all the revised Aerodrome Data information to be published in the AIP and/or NOTAM
No
Advise applicant the shortcomings 
/ deficiencies
 
Have
shortcomings / 
deficiencies been corrected?
Yes
No
Suspension / revocation of certificate
1
provide aerodrome operator letter / notice of intention to amend an Aerodrome Certificate stating the reasons for the proposed amendment
Amendment of an Aerodrome 
Certificate required by the [DASS]
2
2
1

	






3.6 [bookmark: _Toc32418887]Renewal of an Aerodrome Certificate
3.6.1 The applicant/aerodrome operator shall request renewal of the aerodrome certificate at least [XX] days before it is due to expire.
3.6.2 If the aerodrome has not been audited or inspected within [XX] months of an application for renewal being raised, [DASS] will arrange for an audit to be undertaken as part of the renewal process.
3.6.3 Prior to renewal [DASS] will review outstanding audit/inspection result, corrective actions and, where applicable, conditions and limitations. If it appears that the applicant/aerodrome operator maintains the qualifications and capability to operate the aerodrome, which is open to [international/public] use, the [CAA] will extend a period of validity of the certificate.
3.6.4 [bookmark: _Hlk47359184]The process for the renewal of an aerodrome certificate is illustrated in Figure [XXX].


	Applicant
	[DASS]

	Yes
No

Is 
applicant’s document accepted?
 
Have 
Requirements for 
renewal been 
met?
Address shortcomings / deficiencies
Request re-assessment / the on-site audit / inspection activities(s)
Yes
No
Arrange the on-site audit / inspection activities(s) (coordinate with applicant)
Reject the application and advise applicant the shortcomings / deficiencies 
 
Will 
current condition / limitation be 
affected?
Renew certificate and appendix 
(if applicable)
Advise applicant of revised condition and limitation applied to certificate
No
Yes
prepare and submit all the revised Aerodrome Data information to be published in the AIP and/or NOTAM
Submit an application to the [DG] at least [XX days] before the date of expiration
Provide information / document requested (including any changes to facilities, equipment and systems since last audit / inspection) and required fee
Provide additional information / document, make any amendment and/or rectification, and inform [DASS] of any change to the approved / accepted manual
Advise applicant of information / document required and associated fee
Initial review of the formal application / document and acknowledge receipt
Assessment of applicant’s documents
Request specific additional information / amendment / rectification of the deficiencies
Notify the applicant when all the documents are accepted

	





3.7 [bookmark: _Toc528590061][bookmark: _Toc32418888]Transfer of an Aerodrome Certificate
3.7.1 The holder of an aerodrome certificate shall not transfer the rights under the certificate to another person unless written permission has been obtained from the [CAA].
3.7.2 The submission of the application for transferring the rights shall be made, in accordance with the [CA Act/CAR-Aerodromes], to [CAA] at least [XX] days before the intended effective date. 
3.7.3 If the [CAA] grants a permission to transfer the right under an Aerodrome Certificate to an applicant/aerodrome operator, the [CAA] will, within [XX] days of granting the permission, give the applicant/aerodrome operator a written permission and issue a new certificate. The applicant/aerodrome operator shall return the certificate to the [CAA] within [XX] days from the effective date of the new certificate.
3.7.4 It is important to note that an application for transferring may be refused on the following conditions:
A. Transferee is not considered a suitable body with the required resources and
	competence to be able to fulfil the duties of and aerodrome operator;
B. Transition plan is deemed inadequate to effectively mange safety during the transfer of responsibility;
C. Documentation, including the proposed Aerodrome Manual, do not meet regulatory requirements;
D. Other reason, deemed by [CAA] to be evidence of the potential inability of the transferee to operate a safe aerodrome;
E. [list of any other conditions]
In this case, the [DASS] will inform the applicant/aerodrome operator and the transferee, in writing, of its reason no later than [XX] days before the proposed transfer.
3.7.5 [bookmark: _Hlk47359196]The process for the transfer of an aerodrome certificate is illustrated in Figure [XXX]
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	Applicant
	[DASS]
	Transferee

	 
Will 
current condition 
/ limitation be 
affected?

 
Have
requirements for amendment been 
met?
Submit an application to the [DG] at least [XX days] in advance
Provide information / document requested and required fee
Finalize transition plans and stakeholder communications
Prepare / submit new aerodrome manual(s) and/or additional document
Advise applicant of information / document required and associated fee
Initial review of the formal application / document and acknowledge receipt
Assessment of applicant’s and transferee’s documents
 
Can 
transfer proceed?
Request re-assessment / the on-site audit / inspection activities(s)
Notify both parties that Transfer can be proceed
Transfer certificate and appendix 
(if applicable)
Advise applicant of revised condition and limitation applied to certificate
Prepare and submit all the revised Aerodrome Data information to be published in the AIP and/or NOTAM
Provide information / document requested and required fee
Reject the application and provide notice of the refusal, stating the reasons for the refusal
 
Is
new aerodrome manual(s) / document accepted?
Arrange the on-site audit / inspection activities(s) (coordinate with applicant) (if required)
Reject the application and advise applicant the shortcomings / deficiencies
Address shortcomings / deficiencies
Arrange handover to new operator
No
Yes
No
Yes
No
No
Yes
Yes

	

	



3.9 [bookmark: _Toc528590065][bookmark: _Toc32418889]Suspension/Revocation of Aerodrome Certificate
3.9.1 A suspension or revocation of an aerodrome certificate shall take effect from the date specified in the notice of suspension or revocation.
3.9.2 Suspension – it is a temporary enforcement action and it can be reinstated. 
3.9.3 [CAA] will suspend an aerodrome certificate in the following cases:
A. The holder of an aerodrome certificate is unable to perform the duties as stated in [CA Act/CAR-Aerodromes] and the [DG] has ordered rectification of the operation but the operation cannot be rectified to attain safety within the period of time pursuant to the order, the [DG] shall determine a period of suspension as may be appropriate. Each period of the suspension shall not exceed [XX] months;
B. [list of any other cases]
3.9.4 Revocation – This enforcement action is a potentially permanent removal of privileges to operate the public aerodrome.
3.9.5 [CAA] has the power to revoke an aerodrome certificate in the following cases:
A. There is a major change concerning the physical characteristics of an aerodrome or areas near the aerodrome, which is so different from the time of issuance of the Aerodrome Certificate that it causes unsafe condition for the use of such aerodrome;
B. [bookmark: _Hlk31872051]There are orders of suspension of an aerodrome certificate [XX] or more within a period of [XX] years;
C. [bookmark: _Hlk31872029] [list of any other cases]
3.9.6 An aerodrome certificate that has been revoked must be returned to the [CAA] within [XX] days from the date of acknowledgement of the order of revocation of the certificate.
3.10 [bookmark: _Toc31792994][bookmark: _Toc31792995][bookmark: _Toc31792996][bookmark: _Toc31792997][bookmark: _Toc31792998][bookmark: _Toc32418890]Forms
[bookmark: _Hlk31872043]All forms relevant to an Aerodrome Certification process are provided in [Appendix X].

………………………………………………………………
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4. [bookmark: _Toc32418891]Aerodrome Manual
4.1 [bookmark: _Toc32418892]General
4.1.1 As part of the certification process, an aerodrome manual which will include all pertinent information on the aerodrome site, facilities, services, equipment, operating procedures, organization and management including a safety management system, must be submitted by an applicant/aerodrome operator for approval prior to granting an Aerodrome Certificate.
4.1.2 [bookmark: _Hlk31872019]Information provided in the Aerodrome Manual will enable the [DASS] to assess the suitability of the aerodrome for the aircraft operations proposed and to judge the applicant’s/aerodrome operator’s fitness to hold an Aerodrome Certificate. It is also the basic reference guide for conducting site audits and inspections for granting an Aerodrome Certificate, and for subsequent safety oversight surveillance of the aerodrome to be carried out by the [DASS] at regular intervals.
4.1.3 The purpose of the Aerodrome Manual is also to provide all such information and instructions as may be necessary to enable the aerodrome operating staff to effectively perform their duties in ensuring that the aerodrome is safe for use by aircraft. To achieve this aim, the Aerodrome Manual shall contain instructions for operating procedures from the aerodrome operator to his operational staff, including contractors and agents working for the aerodrome operator, as well as details of organization structure such as key operational personnel and their areas of responsibility.
4.2 [bookmark: _Toc493749810][bookmark: _Toc528590118][bookmark: _Toc32418893]Format of an Aerodrome Manual
4.2.1 An Aerodrome Manual shall comprise of a document covering all matters that need to be addressed, as well as relevant supporting documents and manuals for aerodrome operations that are referred to in the Aerodrome Manual. The contents of aerodrome manual listed in [CA Act/CAR-Aerodromes] provides the minimum requirement to be included in an aerodrome manual.
Note: - Contents of an aerodrome manual are also available in ICAO Doc 9774, Manual on Certification of Aerodromes and ICAO Doc 9981, Procedures for Air Navigation Services — Aerodromes.
4.2.2 The Aerodrome Manual may be supplemented by other documents and manuals, airport circulars, notices and instructions issued by the aerodrome operator on airport operational matters from time to time. The contents of these supplementary materials shall be incorporated into the main Aerodrome Manual if they are permanent in nature.
4.2.3 The Aerodrome Manual is a ‘living document’ and subject to frequent amendment. As such it shall be contained in a binder designed to facilitate easy amendment. The page and paragraph numbering system shall also be designed to allow for easy addition and deletion of information. Information regarding each amendment record, the amendment history and a list of effective pages shall be included in each copy of the Aerodrome Manual.

4.2.4 As a working and reference document for aerodrome operational staff, the Aerodrome Manual must be user-friendly. The information and instructions contained therein must be clear, concise and unambiguous. The Aerodrome operator shall ensure that the Aerodrome Manual prepared for his aerodrome addresses the required contents clearly and comprehensively. The [CAA] reserves the right to reject an Aerodrome Manual and/or to request amendment to the Aerodrome Manual if it, or any part of it, is found to be unacceptable, incomplete or inadequate.
4.3 [bookmark: _Toc32418894]Maintenance and Control of Aerodrome Manual
4.3.1 [bookmark: _Hlk31872010][CAA] requires an aerodrome operator, under [CA Act/CAR-Aerodromes] to:
A. produce an Aerodrome Manual for his aerodrome and provide the [CAA] with a copy thereof which is kept complete and current;
B. keep at least one complete and current copy of the Aerodrome Manual at the aerodrome and, if the aerodrome is not his principal place of business, keep another such copy of the Aerodrome Manual at his principal place of business;
C. make the Aerodrome Manual available for inspection by any authorized person;
D. [bookmark: _Hlk31871995]make such amendment or addition to the Aerodrome Manual as the [CAA] may require for:
1) maintaining the accuracy of the Aerodrome Manual;
2) ensuring the safe and efficient operation of aircraft at the aerodrome; or
3) ensuring the safety of air navigation.
E. [list of any other maintenance and control of an aerodrome manual]
4.4 [bookmark: _Toc32418895]Issue, Distribution and Amendment of an Aerodrome Manual
4.4.1 The Aerodrome Manual is an important safety document and must be issued under the authority of the aerodrome operator and signed by the senior executive of the organization. Any amendments to the Aerodrome Manual shall be approved by the aerodrome operator, or his delegate.
4.4.2 Copies of relevant sections of the Aerodrome Manual shall be made available to each supervisory member of the aerodrome operating staff including those employed by the operator’s contractors or agents, where relevant, so that each member of the aerodrome operating staff:
A. is aware of the contents of every part of the Aerodrome Manual relevant to his duties; and
B. is aware of the requirement to undertake duties in conformity with the relevant provisions of the Aerodrome Manual.
4.4.3 For this manual, aerodrome operating staff shall mean all persons, whether or not employed directly by the aerodrome operator, who in the course of their duties are:
A. concerned with ensuring that the aerodrome is safe for use by aircraft; or
B. required to have access to the aerodrome maneuvering area or apron.
4.4.4 In addition, sufficient copies of the Aerodrome Manual should be placed at the aerodrome operator’s library and at the workplace of other relevant operating staff concerned.

4.4.5 Apart from submission of the Aerodrome Manual to [CAA] and internal distribution of copies to relevant operating staff, copies of the Aerodrome Manual (or relevant parts of it) should also be made available to other external parties who have a part to play in aerodrome safety procedures. In particular, the airport emergency section of the Aerodrome Manual should also be extended to all external parties (e.g. Civil Defense, State Police, external Fire Departments or health agencies) involved in the aerodrome emergency plan.
4.4.6 The Aerodrome Manual shall be a controlled document. An aerodrome operator shall appoint a document controller to be responsible for updating and distributing its Aerodrome Manual. Each copy of the Aerodrome Manual shall be numbered, and a list of their holders maintained by the document controller. Amendments shall be recorded on the amendment page in each copy.
4.4.7 Each holder of the Aerodrome Manual shall be responsible for ensuring that his copy is kept up to date. For copies intended for common use, a person shall be designated to look after amendment of those copies.
4.4.8 Manuscript amendments by hand to the Aerodrome Manual are not acceptable. Changes or additions shall be made by an additional or replacement page suitably dated. If the amendment affects the action of external parties, an acknowledgement slip shall be requested from each external party concerned when amendments are circulated to confirm that each party concerned has received and taken notice of the amendment.
4.4.9 The aerodrome operator shall make prompt amendments to the Aerodrome Manual when there are updates to any part of the contents of the Aerodrome Manual or, when required by the [CAA] upon review of the Aerodrome Manual or any proposed updates or amendments. Such amendments required by the [CAA] shall be binding on the aerodrome operator.

……………………………………………………………………
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5. [bookmark: _Toc32418896]Aerodrome Audit and Inspection
5.1 [bookmark: _Toc32418897]Introduction
Note - The detailed information regarding aerodrome audit and inspection contains in Generic Aerodrome Inspector Handbook, Chapter 5.

5.1.1 Audit and Inspection are the main tools available to the [DASS] to ensure aerodromes meet regulations and maintain a safe operating environment and are operated and managed competently. [DASS] may initiate an audit/inspection at any time in response to adverse safety trends, accidents/incidents and during or after a significant change in aerodrome infrastructure, operation, system, or organisation.
5.1.2 Audit - An in-depth review of the activities of an organization to verify conformance to regulations and standards.
5.1.3 Inspection - The basic activity involving examination of a specific characteristic of an aerodrome operator.
5.2 [bookmark: _Toc32418898]Inspection/Audit Types
The type of inspection/audit is determined by the circumstances under which the Inspection/audit is convened. There are 3 types of aerodrome operator inspections/audits:
A. Initial Certification Inspection/Audit,
B. Surveillance Inspection/Audit, and
C. Special-purpose Inspection/Audit.
[bookmark: _Toc526241636][bookmark: _Hlk528681692]5.2.1	Initial Certification Inspection/Audit
5.2.1.1 The initial certification inspection/audit consists of checking compliance of documents and information provided by aerodrome operators with the requirements of 
[CA Act/CAR-Aerodromes], followed by on-site verification, including physical characteristics, facilities, equipment, staffing and operating procedures for issuing an Aerodrome Certificate.
5.2.1.2 All aspects of the aerodrome operations, including the management structure, adequacy and competency of operations and maintenance staff, arrangements and provisions for their training, aerodrome site, facilities, equipment, related services and operating procedures, etc. will be assessed in relation to the scale, scope and circumstances of the applicant’s proposed operations.
5.2.1.3 [DASS] may carry out an inspection/audit or testing of any aspect of the aerodrome or require substantiation of any information provided by applicant. However, it should be clearly understood that the [DASS] sample checking process does not absolve the applicant from the responsibility to provide accurate data and information.
5.2.1.4 Special assessment may be necessary if there are aerodrome facilities that are not in full compliance with the applicable standards and requirements contained in the [CA Act/CAR-Aerodromes]. This may involve more time and resources and may result in the application being refused or restrictions being imposed on aircraft operations.

5.2.1.5 A flight operations assessment may be required by [CAA] to ensure that the operation of the aerodrome at the location specified in the application will not endanger the safety of aircraft operations.
5.2.2 [bookmark: _Toc513763810][bookmark: _Toc513763906][bookmark: _Toc513764418][bookmark: _Toc513764523][bookmark: _Toc526241637]Surveillance Inspection/Audit
5.2.2.1 Once an aerodrome operator has been issued an aerodrome certificate, a surveillance inspection/audit will be conducted to ensure that the certificate holder meet their obligations under the terms of the certificate as set out in conditions, limitations and certification requirements. This will normally take place within XX - XX months following initial certification inspection/audit.
5.2.2.2 The inspection/audit interval will be determined by the [DASS], in consultation with the Aerodrome Inspector depending upon the complexity and compliance and safety record of the aerodrome – also known as risk-based oversight.
5.2.2.3 Periodic Cycle. Every aerodrome holding an aerodrome certificate will be inspected or audited on a periodic cycle ranging from XX to XX months. This periodic cycle can be extended to XX months maximum for those aerodromes with a strong internal audit program, a sound conformance record and a good safety record. Promptness with which previous non‑conformances were corrected should also be a factor in the timing of the next audit.
5.2.3 [bookmark: _Toc513763816][bookmark: _Toc513763912][bookmark: _Toc513764424][bookmark: _Toc513764529]Special-purpose Inspection/Audit
5.2.3.1 A special-purpose inspection/audit is one conducted to respond to special circumstances other than those requiring an initial certification or surveillance inspection/audit. A special-purpose inspection/audit may be convened with little or no notice and focus on specific areas of concern arising from safety issues.
5.2.3.2 A “no‑notice” audit may preclude certain team‑member activities and responsibilities that would be normally associated with other types of audits. Alternatively, a special purpose audit may be necessitated by a significant change in operation or planned development of the aerodrome, or after removal of wreckage to ensure safe aerodrome operations.
5.3 [bookmark: _Toc32418899]Aerodrome Inspection/Audit Activities
The following activities may be performed during inspection and audit of aerodrome.
5.3.1 [bookmark: _Toc32418900]Off-site Verification Activities 
5.3.1.1 Off-site verification refers to the process of reviewing the document and information that are provided by the applicant/aerodrome operator. Off-site verification can be conducted during both Document Evaluation Phase and Demonstration, Audit and Inspection Phase. It provides [DASS] with information about both current and impending issues within an aerodrome that may not have been otherwise detected until the next on-site verification. The off-site verification allows [DASS] to evaluate the effectiveness of implemented corrective action(s) of the identified finding of non-compliance without an on-site verification activity.

5.3.1.2 Document Evaluation Phase. The Aerodrome Manual and any other required documents provided by an applicant/aerodrome operator will be assessed to ensure the intention to full comply with the [CA Act/CAR-Aerodromes] as applicable to the scale of the proposed aerodrome operation. Any non-compliance, deficiency or deviation from the [CA Act/CAR-Aerodromes] should be discussed with the applicant/aerodrome operator and the rectification within the specify period is required in order to proceed to the next certification phase.
5.3.1.3 Demonstration, Audit and Inspection Phase. During an off-site verification activity, a subject matter expert assesses Corrective Action Plans (CAPs) and/or corrective actions implemented by an applicant/aerodrome operator to address certain findings without an on-site visit to the aerodrome by validating submitted supporting evidence. This type of activity is limited to eligible findings of non-compliance that do not require on-site verification, i.e. mainly those related to the establishment of policies, procedures and records.
5.3.2 [bookmark: _Toc32418901]On-site Verification Activities
5.3.2.1 The term “on-site” means that the inspection takes place wherever the subject of the inspection happens to be located. The scope of inspection and audit of aerodrome operations and SMS sometimes extends to all users/stakeholders of aerodrome, including fixed-base operators, ground handling agencies and other organizations that perform activities independently at the aerodrome in relation to flight or aircraft handling.
5.3.2.2 Demonstration, Audit and Inspection Phase. An on-site verification of initial certification is an on-site activity during which a certification team of subject matter experts determines an applicant’s/aerodrome operator’s capability for the scale of the proposed aerodrome operation with regard to safety at the aerodrome by verifying that the aerodrome operations are carried out effectively in accordance with the applicable [CA Act/CAR-Aerodromes] and procedures described in the approved Aerodrome Manual.
5.3.2.3 An on-site verification in this phase, also includes the on-site activity during which a certification team of subject matter experts collects and assesses evidences provided by the applicant/aerodrome operator demonstrating that the applicant/aerodrome operator has implemented corrective actions or mitigating measures as agreed in the Corrective Action Plans (CAPs).
5.3.2.4 If the applicant/aerodrome operator is not directly responsible for some of the activities within the scope of certification, the on-site verification ensures that there is appropriate coordination between the applicant/aerodrome operator and the other users/stakeholders.
5.3.2.5 

5.4 [bookmark: _Toc528590108][bookmark: _Toc32418902]Findings of Non-Compliance
5.4.1 An inspection/audit finding is a non-compliance with a particular regulation and/or standard. It is generated in an off-site or on-site verification activity as a result of a lack of compliance with applicable [CA Act/CAR-Aerodromes] and/or a lack of application of [CAA] advisory circular/guidance material or good aviation safety practices. The lack of compliance is expressed in terms of one or more deficiencies.
5.4.2 [bookmark: _Toc495479500]For all finding of non-compliance identified by the Aerodrome Inspector, details regarding the non-compliance such as root cause analysis and corrective/ preventative actions, will be recorded and communicated via Non-Compliance Form presented in [Appendix X]. 
5.4.3 The terminology used for the assessment of compliance follows the same terminology used by ICAO for its continuous monitoring approach.
	Compliance
	Definition of Compliance

	Exceeds
	Compliant: the aerodrome’s standard exceeds ICAO Annex 14/ [CA Act/CAR-Aerodromes] .

	[bookmark: RANGE!Z8:Z13]Complies
	Complies with [CA Act/CAR-Aerodromes] and Annex 14 (as applicable).

	Shortfall
	Complies with [CA Act/CAR-Aerodromes] and Annex 14 but does not comply with the aerodrome manual.

	Different
	The aerodrome’s standard is different in character from ICAO Annex 14/ [CA Act/CAR-Aerodromes], and compliance/non-compliance cannot be determined.

	LESS
	Not compliant: the audit found the aerodrome’s standard on this issue to be non-compliant with ICAO Annex 14/[CA Act/CAR-Aerodromes]

	N/A
	Not applicable.


5.4.4 Any audit item or combinations of items assessed as Shortfall, Different or Less will then be considered by the Aerodrome Inspector for an Aerodrome Safety audit finding(s), which in turn shall be classified as follows:
	Level
	Description

	1
	Any non-compliance is detected with the regulations, requirements, standards, aerodrome procedures and manuals, the terms of an approval or certificate which lower standard or has the potential to result in loss of life, serious injury or damage to facilities. 
Note: the immediate corrective action might be either a withdrawal or reduction of facilities, or correction of the shortcoming.

	2
	Any non-compliance is detected with the regulations, requirements, standards, aerodrome procedures and manuals, the terms of an approval or certificate which could lower standard or has the potential to cause significant safety problems.

	Observation
	A comment intended to identify possible improvement or trends toward non-compliances. Probable non-compliance with upcoming standards 


5.4.5 In case of level 1 finding(s), the Aerodrome Inspector shall take immediate and appropriate action to prohibit or limit activities, and if appropriate, it shall proceed to revoke the Aerodrome Certificate or specific approval, or to limit or suspend it in whole or in part, depending upon the extent of the level 1 finding, until successful corrective action has been taken by the aerodrome operator.
5.4.6 The aerodrome operator is required to submit a Corrective Action Plans (CAPs) addressing all other audit findings together with the determined root cause and planned implementation date to [DASS] for approval within XX days from the date of receipt of the audit report. Normally, this deadline will not be extended without full justification and [DASS] approval.

5.5 [bookmark: _Toc32418903]Corrective Action Plan
5.5.1 The Corrective Action Plan (CAP) is a written confirmation by the aerodrome operator detailing the measures they intend to take, to address all of the findings of non-compliance. The plan must incorporate actions that will mitigate or remove the deficiency in the short-term and prevent a future re-occurrence.
5.5.2 Every Corrective Action Plan (CAP) generated as a result of inspection/audit finding(s) must contain, as a minimum:
A. determined root cause(s);
B. the recommendations in need of improvement (from the agreed audit report);
C. the planned corrective action(s);
D. the person(s) responsible for implementing and finalizing the corrective action(s); and
E. time frame for completion.
5.5.3 Where the aerodrome operator fails to submit an acceptable corrective action plan, or to perform the corrective action(s) within the time period accepted or extended by [DASS], the enforcement action, including possible sanctions against an aerodrome operator may be applied.
5.5.4 Corrective action(s) can be classified into four categories, based on a period of time for completion of the corrective action(s), as follows:
A. Corrected Immediately; A corrective action must be carried out immediately for level 1 finding to stop the unsafe activities. The finding should be written into the report and corrective action plan must be filed.
B. Corrected within [XX] days; normally the majority of findings should fall into this category. The accepted CAPs must indicate corrective actions put in place within [XX] days. The applicable principal inspector or other assigned person will ensure follow-up.
C. Corrected between [XX] days and [XX] months; in cases where it is anticipated that the corrective actions will take more than [XX] days after CAP acceptance, or request for extension of CAPs progress will communicated using the “Non-Compliance Extension Form” provided in [Appendix X]. The principal inspector or other assigned person will follow-up the aerodrome operator progresses and update the findings status.
D. Longer than [XX] months; in cases where it is not possible or reasonable to apply the corrective action within [XX] months of acceptance of the CAPs, a risk assessment should be completed by the aerodrome operator. The Aerodrome Inspector will evaluate this risk assessment for acceptance or otherwise. The risk remains with the aerodrome operator and its accountable manager. If the risk assessment confirms that the proposed period of time is justified, an exemption should be issued. The corrective actions would therefore be completed.

5.6 [bookmark: _Toc32418904]Dispute or Disagreement
5.6.1 In cases where the aerodrome operator being audited/inspected does not agree with any of the finding of non-compliance, it should direct a formal written notice of disagreement to the [CAA] within [XX] days after the closing audit meeting, detailing the reasons for the disagreement. The [CAA] may review this and determine subsequent action in accordance with the regulatory requirements and the best interests of aviation safety.
5.6.2 In cases where the aerodrome operator does not agree with the audit report, 
it should direct a formal written notice of disagreement to the [CAA] within [XX] days after receiving of the audit report, detailing the reasons for the disagreement. [CAA] may review this and determine subsequent action in accordance with the regulatory requirements and the best interests of aviation safety. If the aerodrome operator does not provide any comments or does not acknowledge receipt of the draft report within the specified timeframe, the audit report shall automatically become effective.
5.6.3 Disputes encountered throughout the inspection/audit process that cannot be resolved by the assigned Aerodrome Inspector and team leader shall be reported to [DASS] Manager. If [DASS] cannot resolve the dispute, the matter shall be referred to the [DG] of [CAA] for resolution.
…………………………………………………………………
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6 [bookmark: _Toc29457893][bookmark: _Toc31793015][bookmark: _Toc29457894][bookmark: _Toc31793016]Safety Risk Assessment
[bookmark: _Toc29457895][bookmark: _Toc32418906]
Please refer to ICAO Doc 9981 Procedures for Air Navigation – Aerodromes, Part I, Chapter 3 and the Generic Procedures for Accepting Non-Compliances in Aerodromes.

……………………………………………………………………
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[bookmark: _Toc32418909]Appendix [X] – Other Related Regulations
[Remarks to CAA – List the relevant regulations that are applicable to aerodromes]
[bookmark: _Toc32418910][X].1 Air Navigation Services
· [CA Act/CAR-Aerodromes]

[bookmark: _Toc32418911][X].2 Security
· [CA Act/CAR-Aerodromes] 

[bookmark: _Toc32418912][X].3 Facilitation
· [CA Act/CAR-Aerodromes]

[bookmark: _Toc32418913][X].4 Environment
· [CA Act/CAR-Aerodromes]
	
	Generic Aerodrome Certification Procedure

	
	Appendix X



………………………………………………………
	Iss: XX Rev: XX, XX XXX XXXX
	
	Page X-1



[bookmark: _Toc32418914]Appendix [X] - Forms
[bookmark: _Toc528590141][bookmark: _Toc32418915][bookmark: _Hlk47359253][X].1 Application/Renewal of Aerodrome Certificate
	APPLICATION / RENEWAL OF AERODROME CERTIFICATE

	 Application                      Renewal

	1. 	Particulars of the Applicant

	Full Name:
	

	Address:
	



	Position:
	

	Phone:
	
	Fax:
	
	Email:
	

	2.	Particulars of the Aerodrome Site

	Aerodrome Name:
	

	Real Property Description:


	



	Geographical Coordinates of the Aerodrome Reference Point:

	Latitude:
	
	Longitude:
	
	

	(in degrees, minutes and tenths of minutes and in WGS-84 format)

	3.	Is the Applicant Owner of the Aerodrome Site?

	 Yes		 No

	If No, please provide:
1. Details of rights held in relation to the site; and
2. Name and address of the owner of the site and written evidence that permission has been obtained for the site to be used by the applicant as an aerodrome.

	4.	Details of Aerodrome

	Intended commencement date of aerodrome operations:
	

	Operating hours:
	

	Largest type of aircraft expected to operate at aerodrome:
	

	Intended aerodrome reference codea:
	

	Intended type of runway:

	 Non-instrument
	 Non-precision
	

	 Precision CAT I
	 Precision CAT II
	 Precision CAT III

	Aerodrome traffic density:
	

	Intended rescue and fire-fighting categoryb:
	

	5.	Is the aerodrome to be used for regular public transport operations? 

	 Yes		 NO

	6.	Details to be shown on the Aerodrome Certificate

	Aerodrome Name:
	

	Aerodrome Operator:
	

	Address:


	

	On behalf of the Aerodrome Operator shown above, I hereby apply for a certificate to operate the aerodrome.
My authority to act on behalf of the applicant is:




	Signed:
	
	Date:
	

	Name of person making the declaration:
	

	NOTE:
1. One copy of the Aerodrome Manual, prepared in accordance with the [CA Act/CAR-Aerodromes]. and relevant regulations commensurate with the aircraft activities expected at the aerodrome, is required as part of this application.
2. Documentary evidence in support of all matters in this application may be requested.

	REMARKS:
a. [Articles/Sections of CA Act/CAR-Aerodromes].
b. [Articles/Sections of CA Act/CAR-Aerodromes].
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[bookmark: _Toc528590142][bookmark: _Toc32418916][bookmark: _Hlk47359263][X].2 Request for Grant of Exemption(s)
	REQUEST FOR GRANT OF EXEMPTION(S)

	Aerodrome Name:
	Date:

	Aerodrome Address:


	Geographical Coordinates of the Aerodrome Reference Point:

	Latitude:
	
	Longitude:
	

	(in degrees, minutes and tenths of minutes and in WGS-84 format)

	Reference clause(s) in [CA Act/CAR-Aerodromes].:


	Reason(s) for exemption:


	Date for complying with the stated [CA Act/CAR-Aerodromes]. clause(s), if applicable:

	Comments:


	A copy of appropriate risk assessment and/or aeronautical studies attached
	 Yes
	 NO

	DECLARATION
1. I give my consent for the [DASS] to obtain and verify from or with any source, as [DASS] deem appropriate for the assessment of my request.
2. I declare that the particulars given by me in this application and the attached sheets are true to the best of my knowledge and understanding, and I have not willfully suppressed any material fact. I accept that if any of the information given by me in this application is any way false or incorrect. I shall be disqualified from exemption process.

	Name of Applicant / Signature:
	

	Designation:
	

	Contact Number / Fax:

	
	E-mail:

	

	For official use only:

	Verified by:

	Name of Aerodrome Inspector / Signature:
	
	Date:
	

	
	
	Contact Number / Fax / E-mail:
	

	Designation:
	
	
	

	Comments:


	Supported by:

	Name of Supporting Officer / Signature:
	
	Date:
	

	
	
	Contact Number / Fax / E-mail:
	

	Designation:
	
	
	

	Comments:
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[bookmark: _Toc32418917][bookmark: _Hlk47359270][X].3 Application for Replacement of Aerodrome Certificate
	[bookmark: _Hlk47443931]
	Application for Replacement of Aerodrome Certificate

	1. Information

	1.1 Applicant

	Name of Organisation:

	Date of registration:
	Registration No:

	Address:

	Telephone:

	1.2 Authorized Representative of the Applicant

	Name:
	Age:

	Nationality:

	Position:
	
	

	ID number:
	Address:


	Telephone:
	E-mail:

	2. Information in replacement of Aerodrome Certificate

	Replacement of Aerodrome Certificate No.:
	Duration:
From	to

	Date:
	Date of missing/dispose/damaged aerodrome certificate:


	Reason for replacement of Aerodrome Certificate:
	☐ Missing	☐ Dispose
	Reason
	............................................................................................................................................
	☐Damaged
.......................................................................................................................................................................

	Evidences:
	☐ [xxxxxxxxxxxxx]
	☐ [xxxxxxxxxxxxx]

	3. Approval/Acceptance

	
		I certify that all information I have provided in this form including the evidence and supporting documents is true and correct. 
							Company’s seal
(if any)

						


Name…………………………...………………

	For Official Use Only

	Date:


	Name:
	Position:

	Remarks:



 


[bookmark: _Toc32418918][bookmark: _Toc528590144][bookmark: _Hlk47359279][X].4 Application for Changes to Aerodrome Certificate
[To be developed]



[bookmark: _Toc528590145][bookmark: _Toc32418919][bookmark: _Hlk47359292][X].5 Application for Transfer of Aerodrome Certificate
[To be developed]



[bookmark: _Toc528590146][bookmark: _Toc32418920][bookmark: _Hlk47359300][X].6 Sample of Aerodrome Certificate
Note – ICAO Manual on Certification of Aerodromes (Doc 9774) also provides a sample aerodrome certificate.
[DASS]
AERODROME CERTIFICATE

By virtue of [CA Act/CAR-Aerodromes], the [DG] of [DASS] issues this certificate to
[Aerodrome Operator]
For the operation of the following aerodrome.
[Name of Aerodrome]
[Latitude, Longitude]

This certificate is used for [type of aerodrome]. The holder of this certificate shall operate the aerodrome listed above in accordance with the conditions and limitations attached to this certificate and shall also comply with the Aerodrome Manual approved by the [DG].
This certificate is effective from [DATE MONTH YEAR] to [DATE MONTH YEAR] until surrendered, suspended or revoked.
The [DG] may suspend or revoke this certificate if it appears that the holder of the certificate violates or fails to comply with [CA Act/CAR-Aerodromes], the Aerodrome Manual, the conditions or limitations on operations specified by the [DG] or any other grounds as set out in [CA Act/CAR-Aerodromes].
The holder of this Aerodrome Certificate shall not transfer the rights under the certificate to other persons.


Given On [DATE MONTH YEAR]
Signature


       [DG] of [DASS]






[bookmark: _Hlk47359307][X].7 Sample of Conditions and Limitations of the Aerodrome Certificate
CONDITIONS AND LIMITAIONS OF
AERODROME CERTIFICATE [Certificate No.] 
By virtue of [CA Act/CAR-Aerodromes], the [DG] of [DASS] issues the conditions and limitations specified below,
1. Type of operation
2. Aerodrome reference code
3. Type of runway
4. Type of approaches
5. General Conditions
5.1 The Aerodrome Operator shall ensure that all the aerodrome facilities, equipment, services and procedures are operated and/or maintained properly and efficiently in accordance with the Aerodrome Manual submitted to the [DASS], the applicable standards and recommended practices set out in the [name of aerodrome] Manual of Implementing Aerodromes Standards and any condition specified in this Aerodrome Certificate.
5.2 The Aerodrome Operator shall ensure that the copy of the Aerodrome Manual submitted to and kept by [DASS] are always complete and current. 
5.3 [list of any other conditions]
6. Special Conditions
6.1 [list of any other conditions]








Signature

       [DG] of [DASS]



[bookmark: _Toc528590149][bookmark: _Toc32418922][bookmark: _Hlk47359314][X].8 Non-Compliance Form
	Non-Compliance Form

	Organization: 

	Date of Non-Compliance finding: 

	Representative: 

	Type of Audit / Oversight Activity: 

	NON-COMPLIANCE

	Level of Non-compliance
	1 / 2 / Observation
	Deadline for Correction Implementation
	

	Is Corrective Action requested?
	 Yes    No
	Deadline for Corrective Action Implementation if requested
	

	Reference:







	Non-Compliance Statement (Description of the Non-Compliance) 








	Auditor / [DASS] Authorized staff
	NCF Opening
	NCF Closing

	
	Name: 
Signature: 
Date:
	Name: 
Signature: 
Date: 

	NCF acceptance by Representative
	Name:
Signature:
Date:
	Position: 

	NON-COMPLIANCE MANAGEMENT

	Correction (Action to eliminate a detected non-compliance):





	Submitted by:
	Name:
	Signature:
	Date: 

	Acceptance
 Yes    No
	Name:
	Signature:
	Date:

	Remark:

	Root Cause & Corrective Action Plan





	Corrective Action Implementation and evidences




	Submitted by:
	Name: 
	Signature: 
	Date: 

	Acceptance
 Yes    No
	Name: 
	Signature: 
	Date: 

	Remark:





[bookmark: _Toc528590150][bookmark: _Toc32418923][bookmark: _Hlk47359321][X].9 Non-Compliance Extension Request Form
	Non-compliance extension request Form

	General Information

	NCF No. 
	

	Name of aerodrome
	

	Date
	

	Description of non-compliance extension request (This section for aerodrome operator)

	Description
	




	Root cause
	




	Proposed corrective action
	




	Reason(s) for extension
(Attach evidence to support the request)
	

	Original deadline
	

	Estimated date of completion
	

	Submitted by:
	Name:

	Signature:


	
	Position:

	Date:


	Acceptance of non-compliance extension request (This section for [DASS])

	Acceptance:
	  Yes
	  No
	If no, state reason(s):





	
	Name:

	Signature:


	
	Date:


 ………………………………………………………




[bookmark: _Toc32418924]Appendix [X] – Sample Letters
[X].1	Granting of an Aerodrome Certificate(File reference no. 			)
Date:					
(Addressee):
Subject: Granting of an Aerodrome Certificate 
Dear (Mr./Ms./as appropriate),
This has reference to your letter dated				and your application requesting the certification of your aerodrome						located at					
The aerodrome certification process has been completed and your application has been approved. The Aerodrome Certificate is hereby granted and enclosed with this letter.
Under the requirements of [CAA] on its aerodrome surveillance program, your aerodrome will be subject to surveillance and routine inspection by [CAA]. The certification of your aerodrome enables appropriate aeronautical data to be published in the Aeronautical Information Publication (AIP).
Other operational matters in relation to your aerodrome will be undertaken by the assigned aerodrome inspector(s) particularly on the aspect of safety related oversight functions.
Inquiries regarding the certificate and other aerodrome related matters are welcome. Please contact [telephone number] or coordinate with your assigned aerodrome inspector(s).

Very truly yours,


(Name)
(Position)




[X].2	Refusal to Grant an Aerodrome Certificate
(File reference no. 			)
Date:					
(Addressee):
Subject: Refusal to grant an Aerodrome Certificate 
Dear (Mr./Ms./as appropriate),
This refers to your letter dated		and your application requesting the certification of your aerodrome		located at 		
 
The application has been assessed in accordance with [CA Act/CAR-Aerodromes] governing Aerodromes and refused for the following reasons:
(Delete whichever items in the following paragraphs do not apply)
a) Following an inspection conducted on the aerodrome’s facilities and equipment, it was determined of not meeting the standards specified for certified aerodromes;
b) The assessment of the aerodrome operating procedures revealed that they did not meet the provisions regarding safety of aircraft;
c) The Aerodrome Manual submitted does not contain the particular standards set out in the [Manual of Standards for Aerodromes (MOS)];
d) The foregoing facts and other factors listed below manifested that the aerodrome will not be properly operated and maintained unless full compliance of all the requirements are met as required by civil aviation regulations for aerodromes
(Give the details of each determination)

You were advised of the above-mentioned deficiencies reference our letter dated ________
and your response gave some reservations on compliance with the aerodrome standards.

Inquiries regarding this matter are welcome. Please contact [telephone number] or [telefax no.].

Very truly yours,


(Name)
(Position)


[X].3	Granting an Interim Aerodrome Certificate(File reference no. 			)
Date:					
(Addressee):
Subject: Granting of an Interim /Temporary Aerodrome Certificate for [name of airport]
Pursuant to [CA Act/CAR-Aerodromes] and the [Manual of Standards for Aerodromes (MOS)], in compliance to ICAO Annex 14 Standards and Recommended Practices (SARPs), having found the airport compliant with [CAA] standards on aerodrome certification as independently audited by [DASS], hereby approved the issuance of Temporary Aerodrome Certificate to		located at 		

Validity: [XX] Months, from 		to		, [year].

The temporary aerodrome certificate signifies that the aerodrome has acceptable facilities, safety procedures and system, the airport operator is capable of operating and maintaining the aerodrome in accordance with [CAA] requirements, no major safety issues are present, and that continuing actions to correct deficiencies [findings] have been established and are required to be validated within the duration of the Temporary Certificate.


(Name) 
(Position)
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