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INTRODUCTION

The Air Charter Safety Foundation (ACSF) has established the ACSF Industry Audit Standard to
advance charter and shared aircraft ownership industry standards and practices, and to promote
the universal acceptance of safety management systems. This manual provides the standards,
recommended practices, and guidance necessary for an On-Demand Air Carrier or Shared
Ownership Program Manager to successfully prepare for an audit conducted under the ACSF
Industry Audit Standard.

Operators participating in this audit program shall establish, document, implement, and maintain
a management system, which includes safety and quality, and which provides for continuous
improvement of the management system in accordance with these standards.

ACSF recognizes the need for Operators to exercise effective oversight of their organization and
has established these audit standards. The primary objectives of the ACSF audit are:

1. To determine the degree of conformance by Operators in implementing ACSF
management standards.

2. To observe and assess an Operator's adherence to ACSF-recommended practices,
associated procedures, guidance material and safety-related practices.

3. To determine the effectiveness of an Operator's implementation of its management
systems through the establishment of appropriate management authorities,
responsibilities, inspections, and auditing.

4. To provide Operators with advice in order to improve their safety and quality capabilities.

The surrender, revocation, or suspension of an Air Operator Certificate, Operations Specifications
or Management Specifications shall immediately void any status as an ACSF audited/registered
organization. To be reinstated, the Operator must re-apply to ACSF and undergo another
registration audit.

Operator Standards and Audit Materials

Operators who wish to participate in this audit program should be thoroughly familiar with this
Operator Standards Manual, the Operator Standards Guidance in Appendix A, and the audit
materials used during an ACSF registration audit. All manuals, materials and guidance are
available for download from the ACSF website: www.acsf.aero/audit.

ACSF reviews and revises the Operator Standards as necessary. No revision service is provided.
It is the user’s (Operator, Audit Company, and Auditor) responsibility to ensure they possess the
current version of the Standards.
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ABBREVIATIONS AND ACRONYMS

AAIP
AC
ACAS
ACSF
AD
AFM
AMC
AMO
ASAP
AOC
APU
ASR
ASRS
ATC
CAMP
CAP
CAR
CASE
CASS
CDL
CEO
CFR
CFIT
CHDO
CMO
CRM
CVR
DAR
DER
DG
EASA
EGPWS
ELT
EPA
ERP
EU
FAA
FAR
FBO
FDR
FMS
FOD
FOM
FOQA
FSDO
GMM
GOM
GPS
GPWS
HFACS
ICAO
IEP
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Approved Aircraft Inspection Program
Advisory Circular

Airborne Collision Avoidance System

Air Charter Safety Foundation
Airworthiness Directive

Aircraft Flight Manual

Acceptable Means of Compliance
Approved Maintenance Organization
Aviation Safety Action Program

Air Operator Certificate

Auxiliary Power Unit

Air Safety Report

Aviation Safety Reporting System (NASA)
Air Traffic Control

Continuous Airworthiness Maintenance Program
Corrective Action Plan

Corrective Action Record

Coordinating Agency for Supplier Evaluation
Continuing Analysis & Surveillance System
Configuration Deviation List

Chief Executive Officer

Code of Federal Regulations (US)
Controlled Flight into Terrain

Certificate Holding District Office (FAA)
Certificate Management Office (FAA)
Crew Resource Management

Cockpit Voice Recorder

Designated Airworthiness Representative
Designated Engineering Representative
Dangerous Goods

European Aviation Safety Agency
Enhanced Ground Proximity Warning System
Emergency Locator Transmitter
Environmental Protection Agency
Emergency Response Plan

European Union

Federal Aviation Administration (US)
Federal Aviation Regulation (US)

Fixed Base Operator

Flight Data Recorder

Flight Management System

Foreign Object Damage

Flight Operations Manual

Flight Operational Quality Assurance
Flight Standards District Office (FAA)
General Maintenance Manual

General Operations Manual

Global Positioning System

Ground Proximity Warning System
Human Factors Analysis and Classification System
International Civil Aviation Organization
Internal Evaluation Program
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Information for Operators

Inspection Procedures Manual

International Organization for Standardization
Joint Aviation Authorities

Joint Aviation Requirement

Job Hazard Analysis

Line Operations Safety Audit

Minimum Equipment List

Maintenance Interruption Summary Report
Master Minimum Equipment List
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Maintenance Review Board

Maintenance Resource Management
Maintenance Repair Organization
Maintenance Reliability Report

Minimum Safe Altitude Warning

Material Safety Data Sheet

National Aviation Authority

National Aeronautics and Space Administration (US)
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National Transportation Safety Board (US)
Original Equipment Manufacturer
Operations Manual

Occupational Safety and Health Administration
Personal Breathing Equipment

Pilot in Command

Personal Protective Equipment

Quick Access Recorder

Quality Assurance System

Resolution Advisory

Required Inspection Item

Required Navigation Performance

Repair Station Manual

Reduced Vertical Separation Minimum
Standards and Recommended Practices (ICAO)
Safety Alert for Operators

Service Bulletin

Service Difficulty Report

Second in Command

Standard Instrument Departure

Security Identification Display Area

Safety Manager

Safety Management Manual

Safety Management System

Standard Operating Procedures

Suspected Unapproved Parts

Supplemental Type Certificate

Terrain Awareness and Warning System
Traffic Alert and Collision Avoidance System
Type Certificate Data Sheet

Threat and Error Management
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United States

Voluntary Disclosure Reporting Program
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DEFINITIONS

A

Accountable Executive / Manager: The manager who has corporate authority for ensuring that
all prescribed actions are performed to the standard required by the National Aviation Authority.
When authorized by the Authority, the Accountable Manager may delegate all or part of his / her
authority in writing to another person within the organization, who becomes the Accountable
Manager for the matters delegated.

Audit: The structured and objective assessment of an Operator to determine conformity with Air
Charter Safety Foundation standards and recommended practices.

Audit Closure: The point in the audit process when all Findings have been closed and verified.

Audit Report: The documented record of an audit that contains information regarding the
conduct and results of the audit.

Auditee: The operator that is audited.

Auditor: An auditor that has satisfied Air Charter Safety Foundation qualification and
competence standards, and has successfully completed training and qualification to conduct
audits under the Air Charter Safety Foundation Industry Audit Standard.

B

Best Practice: A strategy, process, approach, method, tool or technique that is generally
recognized as being effective in helping an operator to achieve operational objectives.

C

Cabin Server: An individual provided to assist in the comfort and convenience of the passengers.
The cabin server is considered a passenger (not a crewmember) and cannot perform safety-
related duties. A cabin server may only operate equipment after receiving instruction from the
pilot-in-command, including what actions to take in the event the equipment malfunctions.

Conformity: Fulfillment of specifications contained in recommended practices as determined by
an audit in terms of having been documented and/or implemented by the operator.

Contractor: An organization or person, external to the operation, whose business is to supply
services, goods or information for payment. The services, goods or information are supplied for a
negotiated cost and period of time.

Corrective action: The action(s) taken to eliminate or mitigate the cause of or to reduce the
effects of a detected non-conformity or other undesirable situation.

Corrective Action Plan (CAP): The total plan of an auditee to close all findings through
implementation of comprehensive and permanent corrective action(s).

Corrective Action Record (CAR): A document that identifies the need for corrective action

based on a finding, and provides a history of implementation and verification of the corrective
action.
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D

Dangerous Goods (DG): Articles or substances which are capable of posing significant risk to
health, safety, property or the environment when transported by air.

Dispatch Personnel: When used in this manual, includes those Operator employees who either
hold a dispatch license issued by the NAA, or are unlicensed flight schedulers.

Documented: The state of a specification as being published and accurately represented in an
operational manual, handbook or other official Operator medium, e.g., paper, electronic, etc.

Documented Procedure: When used in this manual, it means that the procedure is documented,
established, implemented, and maintained.

E

Evaluation: (Ref: AC 120-59A.) A functionally independent review of company policies,
procedures and systems. If accomplished by the company itself, the evaluation should be done
by an element of the company other than the one performing the function being evaluated. The
evaluation process builds on the concepts of auditing and inspection. An evaluation is an
anticipatory process and is designed to identify and correct potential findings before they occur.
An evaluation is synonymous with the term systems audit.

Evidence: Data or information discovered during an audit that is analyzed by the auditor to
determine fulfillment of Air Charter Safety Foundation recommended practices.

E

Finding: The documented statement based on factual evidence that indicates an operator is not
in conformity with an Air Charter Safety Foundation Standard.

Flight Attendant: A crewmember assigned by the certificate holder or program manager who is
trained and checked to perform safety-related duties. Safety-related duties include, but are not
limited to, operation of aircraft exits, conducting the required passenger safety briefing, and
operating available emergency equipment.

H

Hazard: Any existing or potential condition that can lead to injury, iliness, or death to people;
damage or loss of a system, equipment or property; or damage to the environment. A hazard is a
condition that is a prerequisite to an accident or incident.

Hazardous Material: A substance or material capable of posing an unreasonable risk to health,
safety, property or the environment when transported by air.

|

Implemented: The state of a specification as being activated, integrated, incorporated, deployed,
installed, or made available as part of the operational system, and monitored and evaluated as
necessary for continued effectiveness.

In-Briefing: The meeting at the beginning of the on-site phase of the audit, where the audit team

reviews with the auditee the audit plan and other arrangements, activities and information
relevant to the conduct of the audit.
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Industry Audit Standard: The combination of the Air Charter Safety Foundation (ACSF)
Operator Standards and industry best practices that constitute the scope of the ACSF audit
processes.

Interim Corrective Action: Action that provides satisfactory resolution of non-conformity on a
temporary basis until comprehensive and permanent corrective action in accordance with the
accepted CAP can be fully implemented by the auditee.

Interim Audit Report: The official report of Findings and Observations that is presented to the
auditee after completion of the on-site phase of the audit.

L
Library: An organized system for documentation retention and control.

Likelihood: The estimated probability or frequency, in quantitative or qualitative terms, of an
occurrence related to a hazard.

N

National Aviation Authority (NAA): The national aviation regulatory agency of a State, as
defined by international law.

Non-Conformity: Non-fulfillment of specifications contained in Air Charter Safety Foundation
recommended practices as determined by the auditor in terms of having been documented and/or
implemented by the Operator.

O]

Objective Evidence: Information, which can be proved to be true, based on the facts obtained
through observation, measurement, test or other means.

Observation: The documented statement by the auditor based on factual evidence gathered
during an audit that indicates an Operator has not fulfilled an Air Charter Safety Foundation
Recommended Practice.

Operational Control: Exercising the authority over the initiation, conduct, and termination of a
flight or series of flights.

Operator: An air carrier or other organization that engages in aircraft operation; a company
holding an AOC and/or MSpecs.

Out-Briefing: The formal meeting at the conclusion of the on-site phase of an audit, where the
audit team reviews with the auditee information relative to findings and observations, the
corrective action plan (CAP) and other subjects relevant to the audit process.

P

Preventive action: Action to eliminate or mitigate the cause or reduce the effects of a potential
non-conformity or other undesirable situation.

Q

Quality: The degree to which a system consistently meets specified requirements, satisfies
stated needs, or produces desired outcomes.
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R

Recommended Practice: A specified program, system, policy, process, procedure, plan, set of
measures, facility, component, type of equipment, or any other aspect of operations under the
audit scope of the Air Charter Safety Foundation, the fulfillment of which is considered optional,
but desirable, by the Operator.

Registry: The official listing of organizations that have achieved and are currently maintaining a
gualified status with the Air Charter Safety Foundation.

Requirement: A specification in an ACSF Operator Standard that is an operational necessity.

Risk: The composite of predicted severity and likelihood of the potential effect of a hazard in the
worst credible system state.

Risk Control: The steps taken to eliminate hazards or to mitigate their effects by reducing
severity and/or likelihood of risk associated with those hazards.

S

Safety: A condition in which the risk of harm or damage is limited to an acceptable level.

Safety Assurance: SMS process management functions that systematically provide confidence
that organizational products/services meet or exceed safety requirements.

Safety Management System (SMS): The formal, top-down business-like approach to managing
safety risk. It includes systematic procedures, practices, and policies for the management of
safety (as described in this Standard it includes safety risk management, safety policy, safety
assurance, and safety promotion).

NOTE 1: The extent of the SMS documentation can differ from one organization to another due to
the size of the organization and type of flight activities.

NOTE 2: The documentation can be in any form or type of medium.

Safety Promotion: A combination of safety culture, training, and data sharing activities that
support the implementation and operation of an SMS in an organization.

Safety Risk Management (SRM): A formal process within the SMS composed of describing the
system, identifying the hazards, assessing the risk, analyzing the risk, and controlling the risk.
The SRM process is embedded in the processes used to provide the product/service; it is not a
separate/distinct process.

Satellite Base: The permanent location, other than the Operator’'s main base, of an aircraft over
which an Operator exercises operational control.

Service Provider: Any entity that offers or sells a product/service to satisfy a want or need in the
air transportation system. Examples of product/service providers include: aircraft and aircraft
parts manufacturers; aircraft operators; maintainers of aircraft, avionics, and air traffic control
equipment; educators in the air transportation system; etc.

Severity: The consequence or impact of a hazard in terms of degree of loss or harm.

Standard: A specified program, system, policy, process, procedure, plan, set of measures,
facility, component, type of equipment, or any other aspect of operations under the audit scope of
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the Air Charter Safety Foundation, that is considered an operational necessity, and with which an
Operator will be expected to be in conformity at the conclusion of the audit.

Standards Guidance: Information in the ACSF Operator Standards Manual that establishes
operational provisions and/or practices that ensure conformity with ACSF recommended
practices, and serves to clarify the meaning and intent of standards and recommended practices.

Standards Manual: The published document that contains the Air Charter Safety Foundation
recommended practices, and other supporting information.

State: A Contracting State (Nation) of the Convention on International Civil Aviation.

Supplier: An internal or external organization or person, whose business is to supply services,
goods or information for payment. This entity may or may not enter into a contractual
arrangement. (Also see “Contractor.”)

System: An integrated set of constituent elements that are combined in an operational or support
environment to accomplish a defined objective. These elements include people, hardware,
software, firmware, information, procedures, facilities, services, and other support facets.

System Attributes: The characteristics of a well-defined system. There are six system attributes:

e Responsibility: The person or persons accountable for managing a process (planning,
organizing, directing, controlling) and its ultimate accomplishment.

e Authority: The person or persons who can direct, control, or change a process, and who
can make key decisions, such as risk acceptance. This attribute includes the process of
empowerment.

e Procedures: Specified ways to carry out an activity or process. Procedures translate the
“what” in goals and objectives into “how” in practical activities.

e Controls: Elements of the system that include hardware, software, special procedures or
procedural steps, and supervisory practices designed to keep processes on track.

e Process Measures: Means of providing feedback to responsible parties that required
actions are taking place, required outputs are being produced, and expected outcomes
are being achieved.

e Interfaces: Includes items such as, lines of authority between departments, lines of
communication between employees, consistency of procedures, and clear delineation of
responsibility between organizations, work units and employees.

T

Top Management: (Ref: ISO 9000-2000 definition 3.2.7.) The person or group of people that
directs or controls an organization.

w

Wet Footprint: A term used when an aircraft exceeds the equal time point to land on anything
but intended destination (Island) or water. Can be used with the prefixes “all engines operating,”
“depressurization” and “single engine out” to represent wet footprints of varying reasons.
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SECTION 1: CORPORATE ORGANIZATION AND MANAGEMENT

1.0 Management System

1.1 Organization

111

1.1.2

1.13

114

1.15

1.16

1.1.7

The Operator shall possess either: a valid Air Operator Certificate (AOC) and
Operations Specifications (Ops Specs), or valid Management Specifications
(MSpecs) issued by the National Aviation Authority (NAA). The Ops Specs or
MSpecs and the associated documentation shall identify the scope of
authorizations, limitations and restrictions, and the managers accountable for
the AOC, Ops Specs and MSpecs operations.

The Operator shall have a documented policy that emphasizes the
organization’s responsibility for complying with the laws, regulations, policies
and procedures of the States in which operations are conducted.

The Operator shall have a management system in place that ensures the
organization has clearly defined lines of authority and responsibility for the
establishment of processes to identify the minimum regulatory requirements,
and a documented procedure to ensure regulatory compliance.

The Accountable Executive or a designated representative shall have overall
accountability and responsibility for the effectiveness of the management
system. This Accountable Executive shall possess absolute authority over
control of resources necessary to finance, implement and enforce policies and
procedures within the organization.

The Operator shall ensure that the minimum required management positions,
as required by the NAA, are filled with individuals who meet the minimum
regulatory requirements, and are approved by the NAA.

The Operator shall assign responsibility for compliance with governing
regulations and internal standards to other managers and individuals, as
required by the complexity of the organization, who are qualified, trained, and
approved or authorized by the Operator.

The Operator shall appoint an individual whose responsibility is the
implementation and continuing oversight of the Safety Management System
(SMS). In this capacity the individual shall report to the Accountable Executive
or designated representative who is accountable for the effectiveness of the
system.

1.2 Management Commitment

121

1.2.2
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The Operator shall document a corporate policy, signed by the Accountable
Executive, that commits the organization to ensuring safety and quality are
core values and a priority in all phases of the operation.

The Operator shall include safety and quality in the basic duties and
responsibilities at all levels of management.
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SECTION 1: CORPORATE ORGANIZATION & MANAGEMENT

1.2.3 The Operator shall continually seek ways to improve and refine the
organization’s safety/quality commitment and culture. This shall be
accomplished by:

A. Documenting the requirement for all personnel to fully comply with all
governing statutes and regulations.

B. The conduct of periodic reviews, by Top Management and the Accountable
Executive, of the safety and quality systems. This review shall validate the
suitability of policies and procedures, and update or revise them as
necessary.

C. Establishing a method of communicating to the entire organization, the
importance of meeting safety, quality, statutory, and regulatory
requirements.

D. Establishing a safety policy.

E. Ensuring that safety objectives are established, managed, remain current,
and are updated or revised as necessary.

F. Ensuring the availability of the resources needed to manage and maintain
the safety and quality systems.

1.3 Responsibilities and Authorities

13.1 The Accountable Executive shall ensure the authorities and responsibilities are
defined, and documented in the SMS and/or other company manuals as
required by regulation, and are communicated within the organization.

1.3.2 The Accountable Executive shall appoint an individual who is responsible for
oversight of each specific function of the operation. This individual shall be
responsible for developing, implementing, maintaining and integrating (in
conjunction with other functions) processes and procedures for his/her specific
function. Further, this responsible individual shall keep the Accountable
Executive informed on the performance of and need for improvement of the
management system.

1.3.3 The Accountable Executive shall establish clearly defined lines of succession,
for those times when the managers and supervisors are not readily available or
are absent from the workplace.

1.34 Responsible individuals shall be held accountable for quality and safety results,
as documented in their job descriptions. They shall ensure compliance with
applicable rules, regulations and organizational standards. They shall identify
deficiencies, develop, implement and verify preventive and corrective
measures. They shall communicate as appropriate with the appropriate
regulatory authorities regarding issues related to safety and quality.

1.4 Internal Communication

1.4.1 The organization shall have well-defined internal communication processes that
are able to effectively communicate organizational, operational, safety and
guality messages and information in a format that ensures comprehension by the
appropriate personnel and adheres to all relevant regulatory requirements.
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SECTION 1: CORPORATE ORGANIZATION & MANAGEMENT

1.5 Corrective / Preventive Action

151

152

153

The management system shall have documented corrective and preventive
action procedures to eliminate or mitigate to as low a level as practical, any
quality and/or safety deficiency that is identified.

Corrective and preventive action shall ensure that the causes and effects of
actual and potential non-conformances are mitigated, remedied and/or
eliminated.

The management system shall have a documented procedure that specifies
the individuals responsible for:

Reviewing non-conformities, noncompliance and deficiencies

Determining the root cause of the non-conformities

Evaluating the need for corrective action

Implementing the appropriate corrective measures to ensure there is not a
recurrence

Assigning an individual responsible for implementation of corrective and/or
preventive actions

Monitoring and tracking the results of the actions

Mitigating regulatory action

Verification that corrective or preventive actions have been implemented
and effective

m COow>»

Tom

1.6 Corporate Management Review

1.6.1

1.6.2

At regular intervals (not to exceed one year) the Accountable Executive shall
conduct a review of the management system to assess its adequacy and
suitability. This review shall evaluate the systems effectiveness, determine
required improvements, and the need for changes to the safety management
system, and implement appropriate corrective and preventive actions. This
review shall include, but not be limited to:

Safety policy

Safety objectives

Organizational and internal reporting structure
Individual authorities and responsibilities
Company and organizational

a. Policies;

b. Processes;

c. Procedures.

moow>»

Records from management reviews shall be maintained.

1.7 Provision of Resources

171
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The Accountable Executive shall ensure sufficient resources are available to
implement and sustain effective quality and safety systems.

© Air Charter Safety Foundation Operator Standards Manual: Revision 2 3



SECTION 1:

1.7.2

1.7.3

1.7.4

1.7.5

CORPORATE ORGANIZATION & MANAGEMENT

The Accountable Executive shall ensure all functions within the organization are
filled with competent individuals with the minimum knowledge, experience,
qualifications, and demonstrated skills appropriate for the position.

The Accountable Executive shall ensure position responsibilities and
gualifications requirements are documented, practical, appropriate, and
achievable. This includes all positions regardless of technical and regulatory
proficiency requirements.

The Accountable Executive shall ensure all personnel maintain their competency
through continuing education and training. All personnel required to meet
regulatory requirements for their position must remain qualified.

The organization shall maintain accurate records on all personnel, depicting their
gualifications, experience, education and training.

1.8 Operational Safety Planning and Control

1.8.1 The Operator shall have documented processes and procedures to identify,
evaluate and implement mandates from external sources, such as original
equipment manufacturers, regulatory agencies, etc., in its planning and decision
processes.

1.8.2 The Operator shall establish documented processes and procedures to identify
the minimum regulatory requirements, prior to each flight operation, and a
documented procedure to ensure regulatory compliance for:

A. Flight crew,
B. Airplane,
C. Flight operations, and
D. Passengers.
2.0 Documentation and Records Management

2.1 Operational Documentation

211

2.1.2

The organization shall ensure all documents used in the conduct of business are
identifiable, concise, legible, current and understandable by those who use them.

The organization shall ensure all documents are easily retrievable, useable and
presented logically.

2.2 Control of Documents

221

222
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The Operator shall have a master library and a system for document control and
retention.

The Operator shall have documented processes and procedures to ensure all
documentation and manuals are kept current. This shall include, but not be
limited to:

A. Review, update and approval
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SECTION 1: CORPORATE ORGANIZATION & MANAGEMENT

2.2.3

Identification of revision, status and changes

Distribution and control

Prevention of the unintended use of obsolete documents and application of
suitable identification to them if they are retained for any use.

E. Regulatory authority approval as required.

Cow

The Operator shall have a documented process and procedure for controlling
and disseminating externally acquired and used documents.

2.3 Control of Records

231

2.3.2

2.3.3

2.3.4

235

2.3.6

2.3.7

Records shall be established and maintained to provide evidence of conformity to
requirements.

Records shall remain legible, readily identifiable and retrievable.
A documented procedure shall be established to define the controls needed for
the identification, storage, protection, retrieval, retention time and disposition of

records.

The documented procedure shall define the method for controlling records that
are created and/or retained by suppliers, vendors, or other outside agencies.

Records shall be available for review, inspection, and audit by regulatory
authorities, and other entities in accordance with contract or regulatory
requirements.

The Operator shall have a system for backing up all electronic records and files.

The Operator shall have a system for protecting all paper records and files
against loss and/or destruction.

3.0 Safety Management System

3.1 Safety Policy

3.1.1

3.1.2

3.13

3.14

3.15
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The Operator should have an integrated, comprehensive, and documented
Safety Management System for its entire organization, and should continually
improve its effectiveness in accordance with the requirements of this standard.

Top management should define the Operator’s safety policy and communicate
the expectations and objectives to all employees.

The Operator should integrate and interface safety and quality within its
organization. Because Safety Management Systems use a quality approach to
manage safety, both the safety and quality policy statements may be combined.
However, if they are not combined, they should be consistent and interfacing.

The Operator should describe its safety management plan to meet the objectives
described by its safety policy.

The Operator should specify the processes needed for the Safety Management
System and their application throughout the operator’s organization.
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3.1.6

3.1.7

3.1.8

3.1.9

CORPORATE ORGANIZATION & MANAGEMENT

A. The Operator should determine criteria and methods needed to ensure that
both the operation and control of these processes are effective, and
determine the interaction of these processes.

B. The Operator should ensure the availability of resources and information
necessary to support the operations, monitoring, measuring, and analysis of
these processes.

C. The Operator should implement actions necessary to achieve planned
results and continual improvement of these processes.

The Operator should define the roles, responsibilities, and relationships with
regard to safety throughout its organization.

The Operator should integrate compliance with regulatory, legal, and Safety
Management System requirements. To ensure compliance, these requirements
will be clearly and consistently conveyed to all employees. The organization also
will establish and maintain a procedure to identify applicable requirements,
including a procedure for controlling and disseminating externally-acquired
safety-related information and data.

The Operator should have clearly defined and documented safety policies,
objectives, and procedures in paper or electronic format. The SMS should be
documented and describe the scope, structure, and functions of the system. The
documentation should describe the duties, responsibilities and authority of each
individual and the relationship between and within functions and activities.

The Operator should have a clearly defined policy that encourages non-punitive
reporting of unintentional or inadvertent errors. This policy should be supported
from the highest levels of management and clearly articulated in the appropriate
documents and manuals. The only exception to the non-punitive policy will be for
those personnel committing errors that are the result of: willful violations of law or
company policy, any event where there was intentional disregard for safety, any
event or condition that involves criminal activity, substance abuse, controlled
substances, alcohol or intentional falsification, willful misconduct or gross
negligence.

3.2 Safety Risk Management

321

3.2.2

3.2.3

3.24
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The Operator should identify the critical characteristics of its systems and
operational environment and apply this knowledge to the identification of
hazards, risk decision-making, and the design of risk controls.

Safety Risk Management should be applied to initial system design and reviewed
as changes occur to the organization’s operational environment to maintain safe
operations.

The Operator should analyze its operational environment to gain an
understanding of critical design and performance factors, processes, and
activities to identify hazards.

The Operator should identify, describe, and document the characteristics of

hazards in its operations in sufficient detail to determine associated risk and
determine acceptability.
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3.2.5

3.2.6

3.2.7

The Operator should determine and analyze the severity and likelihood of
potential events associated with identified hazards.

The Operator should assess each hazard and define acceptance procedures and
levels of management that can make safety risk acceptance decisions. The
organization should define the decision-making processes to determine risk
acceptability and requirements for risk controls.

The Operator should design and implement a risk control for each hazard for
which there is an unacceptable risk. For each Risk Control the residual or
substitute risk should be analyzed before implementation.

3.3 Safety Assurance

3.3.1

3.3.2

3.3.3

3.34

3.3.5

3.3.6

3.3.7

3.3.8

3.3.9
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The Operator should monitor, measure, and evaluate the performance and
effectiveness of risk controls, as well as regulatory compliance and quality.

The Operator should collect, analyze and manage the data necessary to
demonstrate the effectiveness of organizational processes and the SMS.

Products and services received from contractors should be monitored to ensure
conformity to the SMS. The Operator should have a process for ensuring the
safety and quality of a product, system or function that is outsourced. The
system of control and oversight should be defined or referenced in the Operator’s
SMS.

The Operator should perform regularly scheduled internal audits of safety-related
operational processes. These should include oversight audits as a means of
managing and ensuring the safety and quality of outsourced products, systems
or functions. These audits should be used in determining the conformance and
effectiveness of safety-related controls that are currently in place.

The Operator should include the results of audits by oversight organizations in its
analysis of data.

The Operator should establish procedures to collect data and investigate
incidents and accidents that occur. Instances of potential regulatory
noncompliance also should be included in the investigation process.

The Operator should perform an assessment of the output of its Analysis of Data.
This data should be assessed to determine regulatory compliance, performance
of safety-related functions of operational processes, and conformity with SMS
requirements.

The Operator should take action to eli