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1.0
INTRODUCTION      

The Aerodrome Manual (AM) is a new item in ICAO terminology. Doc 9774 has a lot to say about it and, in fact, goes a long way into details.

Airlines, have since long been required to produce and keep up to date an Operations Manual (OM).

The OM serves two main purposes.

· It contains all instructions and guidance material necessary to enable flight crew and other operational staff to perform their duties according to national regulations and the airline’s own requirements.

· It is also the document used by the airline to convince the CAA that the operation is planned within the framework of national regulations. As such it is assessed by the CAA and forms one part of the basis upon which the CAA grants an Air Operator Certificate (AOC).

The Aerodrome Manual is nothing more or less than the aerodrome equivalent of the airline OM.    

2.0
PURPOSE

Let us have a look at Doc 9774, Chapter 3C.

Purpose and scope of the aerodrome manual. 

The aerodrome manual is a fundamental requirement of the certification process. 

It contains all the pertinent information concerning the aerodrome site, facilities, services, equipment, operating procedures, organization and management including the safety management system.

 The information presented in the aerodrome manual should demonstrate that the aerodrome conforms to the certification standards and practices and that there are no apparent shortcomings which would adversely affect the safety of aircraft operations. 

The manual is a reference document and provides a checklist of aerodrome certification standards to be maintained and the level of airside services at the aerodrome. 

Information provided in the aerodrome manual will enable the CAA to assess the suitability of the aerodrome for the aircraft operations proposed and to judge an applicant’s fitness to hold a certificate. 

It is a basic reference guide for conducting site inspections for granting an aerodrome certificate and for subsequent safety inspections. 

The aerodrome manual is a reference document agreed between the aerodrome operator and the CAA with respect to the standards, conditions and the level of service to be maintained at the aerodrome.

In other words, the short version is:

The Aerodrome Manual serves two main purposes.

· It contains all instructions, information and guidance material necessary to enable aerodrome management and operational staff to perform their duties according to national regulations and the aerodrome’s own requirements.

· It is also the document used by the aerodrome to convince the CAA that the operation is planned within the framework of national regulations. As such it is assessed by the CAA and forms one part of the basis upon which the CAA grants an Aerodrome Certificate.

The aerodrome manual — a living document.

 The aerodrome manual is subject to amendment in order to ensure that it provides current and accurate information. The aerodrome certificate holder should therefore be made responsible for the amendment of the manual and for notifying the CAA of any such amendments. The content of an aerodrome manual should be treated with due respect to the confidentiality requirements of individual States.

3.0
STRUCTURE AND CONTENT

 Structure and contents of the aerodrome manual. For the purpose of uniformity and to facilitate the CAA’s review and acceptance/approval of the aerodrome manual, the regulations should set out the structure and content of the aerodrome manual.

 Examples of the particulars to be included in the aerodrome manual as schedules of the aerodrome certification regulations are given in Appendix 1 to this manual.

 The applicant for an aerodrome certificate is entirely responsible for the accuracy of the information provided in the aerodrome manual.

Model regulation 3C

3C.3    Information to be included

in the aerodrome manual

3C.3.1    The operator of a certified aerodrome must include the following particulars in an aerodrome manual, to the extent that they are applicable to the aerodrome, under the following parts:

Part 1.    General information set out in Part 1 of the schedule of these regulations (see Appendix 1) on the purpose and scope of the aerodrome manual; the legal requirement for an aerodrome certificate and an aerodrome manual as prescribed in the national regulations; conditions for use of the aerodrome; the aeronautical information services available and the procedures for their promulgation; the system for recording aircraft movements and the obligations of the aerodrome operator as specified in Section D of these regulations.

Part 2.    Particulars of the aerodrome site as set out in Part 2 of the schedule of these regulations.

Part 3.    Particulars of the aerodrome required to be reported to the aeronautical information service as set out in Part 3 of the schedule of these regulations.

Part 4.    The aerodrome operating procedures and safety measures as set out in Part 4 of the schedule of these regulations. This may include references to air traffic procedures such as those relevant to low-visibility operations. Air traffic management procedures are normally published in the air traffic services manual with a cross-reference to the aerodrome manual.

Part 5.    Details of the aerodrome administration and the safety management system as set out in Part 5 of the schedule of these regulations.

3C.3.2    If, under regulation 3E.1.1, the CAA exempts the aerodrome operator from complying with any requirement set out in regulation 3B.3.2, the aerodrome manual must show the identifying number given to that exemption by the CAA and the date the exemption came into effect and any conditions or procedures subject to which the exemption was granted.

3C.3.3    If a particular is not included in the aerodrome manual because it is not applicable to the aerodrome, the aerodrome operator must state in the manual the reason for non-applicability of the particular.

Appendix 1 in Doc 9774 provides so detailed information about the content of the Aerodrome Manual, that it would be a waste of your time to read it all aloud here.

We will instead offer a few practical hints on how to get started on producing the manual, and by doing so we will also cover some of the content.

First, a few words about the benefits of having a unified structure and content.

It makes it easy for the aerodrome.


It does not have to reinvent the wheel.

It makes it easy for the CAA

They have to relate to a number of aerodrome manuals. Having a uniform structure and content makes it easy to find pertinent information and to compare manuals with each other and with the regulatory requirements.

It makes it easy for aerodrome staff.


If they move to another aerodrome, they will know where to find relevant information.

The five parts of the Aerodrome Manual does not necessarily mean that it will fill up five separate volumes.

A small aerodrome could possibly have all five parts in ONE volume.

A medium size aerodrome could probably get part 1, 2, 3 and 5 in one volume and have part 4, Operational procedures in a separate volume.

A large aerodrome could have part 1, 2 and 3 in one volume, part 5 in one. Part 4, Operational procedures would probably be divided into several volumes. 

Example.

· Airside safety

· General Maintenance

· Electrical Services

· RFF/Emergency

The exact division will depend on the organisational structure of the aerodrome.

It is important that the personnel have easy access to relevant information and they should be spared as much irrelevant information as possible.

4.0
HOW TO GET STARTED

It may seem a daunting task to produce an AM from scratch, but do not despair.

Start out by producing the formal pages, i.e. front page, record of revision, a, at this stage blank, list of effective pages and use the information in Doc 9774 Appendix 1 to produce a rough table of content.

You know there shall be five parts, and the headlines are more or less given.

Now you already have the structure in place.

Next is: 

PART 1

GENERAL.

This part shall minimum include the following general information.

a)
purpose and scope of the aerodrome manual;

b)
the legal requirement for an aerodrome certificate and an aerodrome manual as prescribed in the national regulations;

c)
conditions for use of the aerodrome — a statement to indicate that the aerodrome shall at all times, when it is available for the take-off and landing of aircraft, be so available to all persons on equal terms and conditions;

d)
the available aeronautical information system and procedures for its promulgation;

e)
the system for recording aircraft movements; and

f)
obligations of the aerodrome operator.

Most of the material for this section can be found in Doc 9774 and can more or less be copied in with some adjustments to suit the local regulations and conditions.

PART 2 

PARTICULARS OF THE AERODROME SITE

This part shall minimum include the following general information.

General information, including the following:

a)
a plan of the aerodrome showing the main aerodrome facilities for the operation of the aerodrome including, particularly, the location of each wind direction indicator;

b)
a plan of the aerodrome showing the aerodrome boundaries;

c)
a plan showing the distance of the aerodrome from the nearest city, town or other populous area, and the location of any aerodrome facilities and equipment outside the boundaries of the aerodrome; and

d)
particulars of the title of the aerodrome site. If the boundaries of the aerodrome are not defined in the title documents particulars of the title to, or interest in, the property on which the aerodrome is located and a plan showing the boundaries and position of the aerodrome.

Some of this information is probably to be found in the aerodrome offices somewhere, some might be found in municipal or government offices.

Put in what you have, then you have also got a list of what you miss.

Missing items can be searched for, or be produced from scratch.

PART 3 

PARTICULARS OF THE AERODROME

REQUIRED TO BE REPORTED TO THE AERONAUTICAL INFORMATION

SERVICE (AIS)

Some of this information is probably already in the AIP and can be copied from there. While doing, this, make sure to review the information for completeness and that it is indeed correct. If it is not, make steps to have the AIP amended. It is the aerodrome that must be responsible for the input to the AIS and to verify that what is published does in fact reflect the realities. 

Some items like WGS 84 co-ordinates might need a particularly proper review and verification by experts. 

The production of this part of the manual requires close co-operation with the ATS and CNS units on the aerodrome, and also with the central AIS unit.

Example:

3.2    AERODROME DIMENSIONS AND RELATED INFORMATION

g)
the location and radio frequency of VOR aerodrome checkpoints;

h)
the location and designation of standard taxi routes;

PART 4

PARTICULARS OF THE AERODROME OPERATING PROCEDURES

AND SAFETY MEASURES

This is a large part of the Aerodrome Manual. However something might be found in the various departments. The RFF section hopefully has an emergency plan already.

Procedures for inspection of the movement area might exist. They may not be perfect, but for lack of anything better, they are better than nothing. Put it into the manual.

Once again, by doing it this way, you also identify what you miss and can set people to work on that. 

In this case, if no written procedure exists, ask people how they perform the task today, write it down as a procedure and review.

· Is it in compliance with regulations?

· Is it good/complete enough?

Depending on the answers, improvement actions may have to be carried out.

Keep in mind that procedures do not have to consist only of prose. Flow charts, diagrams, check-lists etc can explain things far better than pure text.

In this part also, close cooperation with ATS and ANS is necessary. 

Some examples include:

4.3    AERODROME EMERGENCY PLAN

a) plans for dealing with emergencies occurring at the aerodrome or in its vicinity.  

b)
details of tests for aerodrome facilities and equipment to be used in emergencies, including the frequency of those tests;

c)
details of exercises to test emergency plans, including the frequency of those exercises;

d)
a list of organizations, agencies and persons of authority, both on- and off-airport, for site roles; their telephone and facsimile numbers, e-mail and SITA addresses and the radio frequencies of their offices;

e)
the establishment of an aerodrome emergency committee to organize training and other preparations for dealing with emergencies; and

4.5     INSPECTION OF THE AERODROME MOVEMENT AREA AND OBSTACLE LIMITATION SURFACE BY THE AERODROME OPERATOR 

b)
arrangements and means of communicating with air traffic control during an inspection;

d)
details of inspection intervals and times;

f)
arrangements for reporting the results of inspections and for taking prompt follow-up actions to ensure correction of unsafe conditions; and

PART 5

AERODROME ADMINISTRATION AND

SAFETY MANAGEMENT SYSTEM

Same procedure as above, however, this is probably the section which requires the most new work. It is not done over night, but neither was Rome.

This part is extensively covered in the session on Safety Management System, so we will not go into detail here.

However, this part also requires coordination and cooperation with the other parties on the aerodrome to ensure that the necessary links and procedures for cooperation are established

Anyway, this is only a suggestion on how to get started producing an aerodrome Manual.

5.0
THE AERODROME MANUAL – A LIVING DOCUMENT

An important part of the work on the Aerodrome Manual is to feed the results back into the organisation in such a way that the manual is used by all parties as a reference document in their daily work.

Then, of course, one needs to get feed back from the users of the manual in order to achieve a process of continual improvement.

Remember that certain changes to the manual requires prior approval or accept from the CAA. This is detailed in Doc 9774, and will also have to be spelled out in the national regulations.

Another vital action is to control the document properly. 

By this we mean to say that it takes an effort and requires a systematic approach to ensure that only the correct version is in use all over the aerodrome.

This must also be the same version as filed with the CAA.

Doc 9774 chapter 3C describes the following model regulations in this respect:

3C.4    Amendment of the aerodrome manual

3C.4.1    The operator of a certified aerodrome must alter or amend the aerodrome manual, whenever necessary, in order to maintain the accuracy of the information in the manual.

Whenever necessary means whenever there is a change to the infrastructure, systems or procedures that are described in the manual.

The reason for change can be the introduction of new infrastructure, ex new runway, taxiways, apron, visual or non-visual aids etc, or the modification or removal of same.

Another reason can be that experience (through the SMS loop) have shown a need for improvement to systems or procedures.

A third reason can be that CAA regulations are changed which in turn requires a change to the aerodrome’s way of operating. 

A fourth reason is mentioned below, hopefully, this should not be necessary as the aerodrome itself through the SMS loop, should be ahead of the CAA when it comes to identifying a need for improvement.

3C.4.2    To maintain the accuracy of the aerodrome manual, the CAA may issue a written directive to an aerodrome operator requiring the operator to alter or amend the manual in accordance with that directive.

3C.5    Notification of changes to the

aerodrome manual

An aerodrome operator must notify the CAA, as soon as practicable, of any changes that the operator wishes to make to the aerodrome manual.

This requirement must be seen in light of the next.

3C.6    CAA acceptance/approval of the

aerodrome manual

The CAA shall accept/approve the aerodrome manual and any amendments thereto, provided these meet the requirements of the preceding regulations in this section.

This is a verbatim extract from Doc 9774.

However, in order to make life practical, the CAA should think twice about which parts of the Aerodrome Manual  need approval or acceptance and which do not.

Clearly, changes that affect the Certificate will need approval.

Likewise major changes to management, organisation and Safety Management System.

It is a matter for debate, taking the national culture into account, what should concern the CAA and what should be left for the aerodrome management to be responsible for on the detail level.

6.0
CAA ACTIONS RELATED TO THE AERODROME MANUAL

DOC 9774, chapter 4

4.4.1    Model regulation 3B.3.2 specifies the responsibilities of the CAA before it can grant an aerodrome certificate. It specifies the requirements for aerodrome certification and the need for operational safety considerations. The CAA must be satisfied that the aerodrome operator has the necessary competence and experience to comply with the relevant regulatory provisions, orders and directives of the CAA. 

The Aerodrome Manual is one of the tools used to convince the CAA that the aerodrome qualifies for a certificate.

Thus, the CAA must as part of the certification process, must perform an assessment of the aerodrome Manual in order to determine whether:

1)
the manual complies with the requirements of the regulations in Section C and the schedule of these regulations (see Appendix 1). All verifications that can be completed or initiated in the office should be carried out, including the aerodrome data to be published by the aeronautical information service, and the adequacy of the aerodrome operating procedures; and

2) the management system, including the safety management system, indicates that the applicant will be able to operate and maintain the aerodrome properly.

The assessment starts in the office.

Does the Manual fulfil formal requirements?

Does the table of content conform with Doc 9774 Appendix 1?

What sections are not applicable (e.g. Cat II/III operations)

Is the management properly described?

Are all systems described in a convincing way?

Are safety related procedures described convincingly?

Does the procedures reflect both the infrastructure and the competence of personnel?

Are competence requirements and training plans described?

Is it likely that the Aerodrome is capable to operate according to the manual?

Some questions can be raised and answered, either by way of meetings or correspondence.

At some stage it is necessary to depart the office and conduct a site inspection.

The principles on how to plan, execute and follow up an inspection are covered in another session.

Doc 9774 chapter 4.4.4 details a number of items to be verified during the site inspection.

However, this chapter is mainly concerned with hardware or infrastructure. 

Important enough, though the difficult items to verify are if the systems and operating procedures function as described. Interviews and observations are necessary.

Some ideas are found in Doc 9774 chapter 5.5.4, duties of an aerodrome inspector.

If non-conformities are found they must be handled. 

When it comes to systems and operational procedures there are several options.

The systems or procedures may not have been properly described.

The personnel may not have the competency or equipment to carry them out properly.

Remedial action is possible.

If non-conformities related to infrastructure are discovered, they must also be handled. However, these problems are more complicated and the principles are covered in a separate session.

If one, finally, determines that the Aerodrome Manual adequately describe the aerodrome and its operation and a certificate is granted, all other prerequisites fulfilled, the CAA and the aerodrome must not forget that the Manual is a living document.

This has been covered earlier in this section.

When planning periodic inspections, the CAA will use the Aerodrome Manual as a central reference document.

Part of the inspection will usually be to verify that the manual reflects reality, in other words that it has been amended as required, both with respect to changes at the aerodrome and with respect to changed regulations.

Another part of the inspection will be to verify that aerodrome infrastructure, systems and procedures are indeed in conformance with the Aerodrome Manual.

7.0
SUMMARY

In this session, we have discussed the Aerodrome Manual.

First of all we looked at the purpose, i.e. Why an Aerodrome Manual.?

One, A central steering document and guidance for the Aerodrome itself.

Two, To show the CAA that the design and operation of the is according to regulation.

Then, we had a look at the structure and content with emphasis on how to get started.

Initially, keep it as simple as possible, i.e. start with what you have.

An important part is how to ensure the Aerodrome Manual as a living document.

Lastly, we looked at the way the CAA use the manual, both initially in the certification process and later on in the process of monitoring continued compliance with requirements.

Thank you very much for your attention.
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