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PURPOSE AND SCOPE

MBI Airports Limited (“MBIJ”), the operator of Sangster International Airport (“SIA™), is a partnership
between Mexico-based Grupo Aeroportuario del Pacifico (“GAP”), and Canada-based Vantage Airport
Group Ltd through a concession agreement with the Government of Jamaica for 30 years, which began in
2003.

The primary purpose of this manual is to define the procedures at SIA for managing safety, and to ensure
compliance with the Jamaica Civil Aviation Authority (“JCAA”) and the International Civil Aviation
Organization (“ICAQO”) guidelines on Safety Management.

MBIJ will deploy all necessary training and resources to support the implementation of the Safety
Management System (“SMS”) policy and procedures. All stakeholders at MBY who contribute to the
aviation service are a part of the SMS.

The following documents support the SMS:

+  Aerodrome Operations Manual

+  Emergency Response Plan

* Maintenance Manual

+  Human Resource Training Program
Environmental Management Plan

0-1
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MANUAL CONTROL

MBJ is responsibie for the development, issuance and control of amendments to this manual. The manual is
maintained in hard copy and electronic format. All manual holders will be responsible for the safe custody
and maintenance of their manual.

The Safety Manager is responsible for amending and distributing changes to the holders of the SMS Manual
and uploading to the company intranet and Website.
MANUAL DISTRIBUTION

i. Hard Copies

Manual Holders are listed in Table I: List of SMS Manual Holders. The Manual Holder is responsible for
properly inserting all amendments. Airlines, handlers and response agencies have been provided with full
copies of the SMS Manual (“SMSM™).

Copy No.: This manual is entrusted to:

0-5
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AMENDMENT PROCEDURE

Within thirty days of the issue of an amendment, confirmation will be provided to the Airport Operator that
the required amendment action has been accomplished by the return of the amendment control page, signed
and dated by the JCAA.

a) Prior to amending the manual, two copies of the proposed amendment will be forwarded to
JCAA for approval

b) Upon approval, JCAA will retain one copy of the amendment, and return the other signed to
MBI to be copied and issued to the manual holders.

¢) A vertical black line in the right margin will be used to indicate where changes in paragraphs
or wording are made.

d) The amendment number and the date will be shown at the bottom of each page.

<> Refer to: SMS Procedures Manual, 1.5.1 SMS Manual Amendment Procedure

0-7
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Record of Amendments

SMS Procedures Manual

Amendment | Date Entered Description Entered By

1 December 03, 2020 | Part 3 Section 3.3.4 - Based on JCAA Audit Daniella Boswell
1 December 03, 2020 | List of Effective Pages 0-2- Updated to reflect changes | Daniella Boswell
i December 03,2020 | Record of Amendments - Updated to reflect changes Daniella Boswell
1 February 11, 2022 Manual Distribution - Updated to reflect changes Daniella Boswell
2 February 11, 2022 Record of Amendments — Updated to reflect changes Daniella Boswell
2 February 11, 2022 List of Effective Pages 0-2 - Updated to reflect changes | Daniella Boswell
2 May 24, 2022 Manual Distribution - Updated to reflect changes Daniella Boswell
3 May 24, 2022 Record of Amendments — Updated to reflect changes Daniella Boswell
3 May 24, 2022 List of Effective Pages 0-2 - Updated to reflect changes | Daniella Boswell
1 May 24, 2022 Eﬁ;ﬁ;ﬁgﬁ;ﬁiﬁ;&; - Updated o reflectchang®s | paniella Boswell

MBI Airports Limited
Safety Management System
Procedures Manual

Amendment 3
May 24,2022
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O PART 1 |[SAFETY POLICY AND OBJECTIVE

1.3.1 Company Organization Chart

_..__...__...__..“

Legal
Counsel

Head of
Security is
C00

Director Finance & Commercial
Manapger

Admin

N

I— Statistics

O,

i-1
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1.5.1 SMS Manual Amendment Procedure

Ll

SOC 10 approve
Lhe wording of lhe
change

Yes

SMS Manual

Amendment

Y

Salety Oversight
Commiliee
{"SOC"} 1o verify
the change to the
manual

.

Is the

This can be done
at the reguiarly
schaduled monthly
meeting, or a
special meeting

SMS Procedures Manual
SAFETY POLICY AND OBJECTIVES

Manual change

f

Safety Review
Commitiee
{"SRC") to

appiove changes

v

Assigned
Document Control
person will update

the manual with
the change(s)

¢

Update the List of
Effective Pages
and Record of
Amendment in the
manual

¥

Safety Depariment
10 conduct &
Quality Control
check to venfy
change was tone

propetly

Submil changes
1o the JCAA for

approval

W

Safety
Department to |
update manual

accordingly

E—

No

End of Process
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1.5.5 Identification of Applicable Regulations Procedure

Identification and Maintenance o
Applicable Regulations

Immediately
forward Air Safety
Did the JCAA - Notice to
send a ietter reqarding Yes> IS,; ;ir:est::::; aszg;!Ec Yesp applicable
egulatory changes? ) Depariment
Manager(s} for
action
No No
)]
Every quarter,
Operations
Department will
check the JCAA
Website for
regulatory
changes listed
' .
Possible Areas
implement Affected:
Are there any regulato required changes - Policy
changes? Yes—a to ALL affected - Procedure
areas - Audits
- Training

End of Process

1-3
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PART 2 | SAFETY RISK MANAGEMENT

2.1.1 SMS Report Procedure

SMS Report

al are you
reporting?

Auditinsgection Findin

o will th Any other Comptete the
audit and subtnit
report be Onhne resuits to th
submitied? Call the esuits to the
Opetations Center Department
and report the Manager
Paper issue
H iAuditor
Find a Safety % S ——
Reporting Box. epanmern
Ther'l are Jseveral Operatiens Center Manager to entef Comp IE[(.EI the
focated in various to create an ISSUes nta ;“fﬂt_ US":.]!'
coMMon areas incident repart or VORTEX as a 1AudHor,
; tic order | work order negative
around the airport work order in responsas are
VORTEX :
& automatically
g saved far SMS
Fill aut the Safety Safety Dept to extract
Report torm _| safety issues from VORTEX | |
{found near the or iAuditor to create SMS
box} Vi v Report
Goﬂ?: :“:;; 1o Go 10 Company
. intrangt
v Website
Anonymous é ﬁ See SM5
reports can be Procedures
subpmitted. but the | | 363rch the green Right click at SMS Gateway Manua - 2.1.2
Safety Deparument | | TN bar at top top tight Procedure | -~ %] SMS Gateway
. tor the word “Submit &
will not provide Safety. Click on il Procediire
taadback about ' - Satety i
corective actions ) Concern

Y

Filt out the form on
this page

Upon compleuon
ol the lorm,
deposit in the
Reporiing Box

v

Anpnymous
reports can be
submitted. but

Safety Department
will not provide
feedback about

corrective actions

v

Upon complelion
of the form, click
submit

End of Process

P

2-1
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2.1.2 SMS Gateway Procedure
SMS Gateway Procedure Part 1

Operations
Cemer tolog
the report into
VORTEX and

assign to a
Dept. Manager

l

Manager lo assign
appropriate
person 1o address
the 1ssue and
update VORTEX

¥

l«—Reported Occurance.

v

Select 'Copy to
Safety Issue’ at
the bottom of 1he
Report

SMS Departmen
1o send feedback
email to originator
(if rame provided)

SMS Gateway

I5 this an

Performance
indicator?

No

Source of th
report?

Salely Report
¥

as a papel
form used?

=

Audit of Inspection——b»

SMS Procedures Manual
SAFETY RISK MANAGEMENT

Calf or contact
684-1745

See Point "B in

SMS Procedure

Manual- 2 1.2

Gateway Procedure

Patt 2

Upload to
relevant folder on
the iAuditor drive

(as pdf file)

No

g

Audit 100%
accepiable?

Activate Emergency
Response Plan. See
5MS Manual- 1.4
Coordination of
Emergency
Response Planming

Audit Naming

Convention:

deMMMyyyy audit

Yes Yes
Enter Feed back to the
Check the SM5 pion-Conformance] responsible Mgr
Report box weekly nto VORTEX as
a Work Order J’
Depanment Select ‘Capy to Responsible |
Assistant to enter Safety Issue’ at Manager 1o
SMS Report into the boltom of the prepare a CAP it
VORTEX Work Order needed
Notify appropriate Save Audit

authorities andlor
depanments of

See Point "A” i SMS
Procedure Manual-
2 1.2 Gateway
Procedure Part 2

any defects

!

2-2

End of Process
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SMS Gateway Procedure Part 2
Reler to SMS
Gateway Procedure
Part 1
See SMS Procedure
SMS 10 check for Manual - 3.1.3: Report
Trends g Trend Analysis
Procedure
The HIRA must L
include a member
- - See 8MS Procedure Manual -
e
o m?negﬂil’mem SMS l&:;":‘ma 21 -] procedure 2.2 2 HIRA Procodura

v

Dept Mgr to implement
Acceptable——>| corrective action and

Reter 1o the Risk Maitrix
tor proceduwre 2.2.2

HIRA procedure tolerability? update VORTEX
Tolerable/intolerable
Saq SMS Procedure
Monual - 2.2.4: g_ | Perform Investigation to | Reé‘;;%irs
investipation Procedure collect data/evidence Pt e A

See SMS Procedure ‘}
Manual - 2,.2.8: § Why's
Root Cause Analysis
Procedure oF 2.2.6;
Fishbone Root Cause
Analysis Procedure

Conduct Root
Cause Analysis

4

Develop Correction NOTE: 30 day
Plan and implement clock for CAP
plan completion begins

'd
SMS o Audit CAP far
implementation after 30
days

See SMS

Golo

No p| Escalation
Protedire

Manual - 3.3.3:
--t*  Escalation
Procedure

Was CAP
Completed?

Yes
Y
Seerz.SlMS M:]";\'a:"t After 6 months, the
3.3.2! Intern Ldi Safety Department Was CAP N
P'f"m”i‘\”“’e for  |¥--1", auditCAPfor [ T Effectiva?
effactiveness Effectveness
Yes
h ]
Advise JCAA End of Process

\; 7}1
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2.1.3 Violation Ticket Procedure

Violation Ticket

Violation 1s observed and assigned a
code in accordance with the chart

(next page)

Is the offense a
" pyent?

SMS Procedures Manual
SAFETY RISK MANAGEMENT

The violation is coded to the
month and meaning of the
violation, (Example: 6M is "No
safety vest while on airside™ in
the month of June)

Ticket issued to

After the ticket is issued the airside
employee ticketed is invited to sitinon a
hearing with their Department Manager
and the Operations Manager

employee
" yiolation in the N
previous verbal warning
issued to
employee
Yes
1. 3 t0 6 month i
gz revocation of all
airside privileges o
— b g Record violation in
Th_e vnol_auon employee
"‘*;‘:,"33;”;': ;ﬁzuﬂ 2 permanent historical files
following al the g~ revocation of

: airside prnvileges
descretion of the P g

panet

3. Record violation
Lo in employee
historical files

End Process
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Airside Violation Ticket Coding

SMS Procedures Manual
SAFETY RISK MANAGEMENT

Month Airside Violation
Code Meaning Code Meaning
1 January A * Speeding and/or overtaking
2 February B * Driving defective or uncertified vehicle
3 March C ;CI;]C))D in vehicle / eating on airside / depositing / ignoring / creating
4 April D *+ Improper parking or positroning of vehieles and - oF cquipren
5 May E #% Eyeessive passenger foad on vehicle
6 June F * Overloaded baggage carts or towing in excess of 4 containers /
caris
7 Tuly G * Obstructing traffic in drive lane
8 August H =% Pyrpvipe outside drive lane (except batween adjacent gates)
9 September 1 *% Other unsafe praciice (give details on Licket)
10 October J * Jet bridge abuse / No guides-man in place / No bridge operating
permit / parking / driving under a jet bridge
11 November K * Driving without AVOP
12 December L *+ Bapeage carousel abuse fe.g. sitting on or throwing bags on
carousel)
*NOTE: Depending on the M ¥ No safcty vest while on airside
nature of the breach, this
violation may result in an N #4 Farlure 10 use preseribed walkway
immediate suspension of all - B . .
airside privileges for a o Runway / Taxiway incursions
period of minimum 3 U : - - —
. nauthorized use of damaging or tempering with airport
months to a maximum of 6 P . ging penng P
equipment
months or the permanent P — -
. . Failure to report a safety incident or accident
revocation of airside Q
privileges. w | Waming Ticket (a 3™ warning ticket to an employee over a year
S NOTE. Three of thes period equals a full violation)
NOTE. Three “1 ! “‘1“’6 X =5 Lailing 1o appropriatchy address satety concerns (e.g. Fuel spills
\-miiumn.s ‘u.f.mn_u d{iLL' warbage at a gatc)
Over a §-year peried nury #% Use of cell phone while driving in the viemity of tuel operations
result m e equivalent Y '
actions deseribed above 7z #% fmproper ground handhing procedures
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2.2.1 HIRA Procedure

Risk Rating
aptions,
AINTOQLERABLE
-TOLERABLE
-ACCEPTABLE

SMS Procedures Manual
SAFETY RISK MANAGEMENT

SMS HIRA Procedure Part 1

Hazard Idertification
and Risk Analysis
{(HIRA)

v

Gather data to
determine the
possible hazards

v

Complete the
HIRA worksheet

v

IDENTIFY THE HAZARD

v

identity the potential
Consequence

v

Identify existing mittigation
measures

v

Perform Risk Assessiment

v

Severity of Consequence
(Select basad on the
description on the Risk
Matrix., see next page)

v

Probability of Conseqguence
ceeuring
{Select based an the
description on the Risk
Madtrix, see next page)

v

Take the Letter and number
10 the Risk Maitrix to produce
value

L

Seg SMS
Procedures
Manual - SMS
Form-001: HIRA
spreadsheeat

The Risk Score will
correspond (0 a color on the

matrix which will give you
the risk rating

Take the colour value to the
management criteria chart ta
determine acceptability

2-6
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SMS HIRA Procedure Part 2

Tolerability

y v
Intolerable Tolerable Acceptable
v v !
Praopose
— mitigation Propose Cocument
measLires mitigation | Proccessand
Mmeasures not fy affected
& siakeholders
With "lew Propase new
mitiag '0':' mitigation With new
rp{ea:(szres periorm meastires or miliagtion
Isk Assessment remove | —g»| measures perform
proposed Risk Assessment End of Process
mitigation Acceptablftolerable
intolerable measures
Intolerable
Tolerability Result A
Y
Tolerabuiw} Acceptableftolerable———————

2-7 /ft’;
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Risk Matrix
Safety Risk Severity
Catastrophic Hazardous Major Minor Negligible
Probability A B C o E
Frequent 5
Occasional 4
Remote 3
Improbable 2
Extremely improbable 1
Safety Risk Tolerability Table
Safety Risk
Safety Risk Index Range Descriptiorn Recommended Action

INTOLERABLE Take immediate action to mitigate the risk or stop the
activity. Perform priority safety risk mitigation to ensure
additional or enhanced preventative controls are in place
to bring down the safety risk index to tolerable.

TOLERABLE Can be tolerated based on the safety risk mitigation. It
may require management decision to accept the risk.

ACCEPTABLE Acceptable as is. No further safety risk mitigation

required.
aatwty FEk swvarity Lable Safety risk probohility 1abie
1 PVSIRY l fieanmg Fale Limehindur leasan, Y e
Latastrophee |+ Ancrafl | equepment desiroved A Freawem Likely b occw many Dines (has eisursed frequently ) 5
] 11 thatiple deaths Ceeasionai Likelv 10 oLcun sometinies (s oucurec mbeguestlys a
Hazageuss |+ & kuge reduehon m s3lely MMGUIS physical debiess of 3 workinad such that operaiional 8 i i
personiel cannet e rebed Lpon to perform e 125ks arcuratety of completely Remate Unbskely to occur but possitde (hats occutred rarely) k1
| bnpobable Yery unbkely 20 cocur (nof kngvin jo hove occurmed) 2
I Senous mury
Estiemedy myjmistisble Alosl iconcewabie that the svenl valk seoar 1
|+ rsaor equpment damage
Magoe i- A siguicant reduchon W safely mdigns, 3 deduchion m e abilty of operatienal| ©
personnel 1o cope with dverse operatng condtons ag 3 Ut of an naEIse W
workdaad or a5 2 fesidt of conddions Impaemng therr efftiency
v Senous nodent
:- Ity o Persens
Wi v Nusanee 1}
" Uperabig mEtatns
|* Mse ol envetgency procedues
[v Hmormewent
1
1
Neghgtle 1+ Few consequences | E

2-8
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2.2.4 Investigation Procedure

Relevant data may include:

L) L] - »

Site Inspection repons
Photographs

CCTV data

Incident / Accident Report
Documentation

etc...

investigation

Convene an
Investigation Team
(if required)

Jy

investigation team
or Investigator to
collect data

J,

investigation team
or investigator 1o
compiete
Investigation
Report

End of Process

Z2-9

SMS Procedures Manual
SAFETY RISK MANAGEMENT

The investigation team
should include: Subject
matter expetts and cthers
based on location,
department and area.

The investigation
results are now
included in the Roat
Cause Analysis for the
event.

See SMS
Procedures
Manual - Form
003 Investigation
Report
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2.2.5 5 Why’s Root Cause Analysis Procedure

5 Why's Root
Cause Analysis
("RCA")

The team should include;
Subject matter experts
and others based on
location, department and
area of concern.

The team must consist of $

3 or more people.

Assemble a team
to do the RCA

Fill out an
atiendance sheet
and take minutes

of meeting
Team must arrive
Decide on the at consensus
preblem to be agreement on
analyzed problem to be
analyzed.
Examine problem
and ask the
question, "Why did
this happen”.
Examine the
previous “why”
and ask why that
happened
Yes
) Document the
results of the RCA
2:;?321%?:3 :::r and CAP {i.e take Upload root cause End of Pracess
root caus?e v a picture of to VORTEX e
whiteboard, type
- up notes etc) T
v g
see SMS
see SMS
Procedures . Procedure Manual
Manual - 2.1.2; -21.1: SMS
SMS Gateway e
Procedure M

2-10
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2.2.6 Fishbone Root Cause Analysis Procedure

Fishbone Rool
Cause Analysis
("RCA™)

Gather a team to perform thus RCA.

v

Fill out an attendance sheet, assign someone (o
take nunutes and/ or take pictures of Fishbene
Chart

v

Define the problem statement. This will be at the
mouth of the “fish”. Be as clear and specific as
possible, about the problem

¢

Create the body of the lish with a backbone andt S or G
major spines, representing "Cause Categores”.

¢

The team should include’ Subject
maller experts and others based
on location, depariment and area.

‘The team must consist of 3 or
mure people.

Example Fishhone Chart;

Fishbone Diagram

Cune AHY

Eeraprers ML Hpopir

NN

Begin a brainstorng session.
1. For each cause category, ask if there were ANY possible
contributing causes (Causal Factors) to the problem.
2. Wiite down ALL ideas proposed by the leam members, as a
brance from the appropnate category
Causal Factors can be writien down in several places i they
relate to several categones.

— -
LR ‘{C'mu--u—ﬁ | Mers sy
Peaple:Anyone involved with the process

Methods: How the process is performed and the specific
requirements for doing 4, such as polictes, procedufes, rules,

y

Review the evidence 1o either prove or
disprove polential causal faclors

¥

Each team member will distribute 5 check
marks over their choice or chaices for the
causal factors 1o the problem

¥

Facilitator will list the 3-5 causal factors that
attained the most check marks

¥

regulations and laws

Machines:Any equipment, computers, lools ete. required to
accomplish the job

Materials:Raw materials, parts, pens, paper, ete. used to produce
the final product

Measurements:Data generated from the process that are used to
cvaluate its quality

Envirotvment: The conditions. stich as location, kme, temperanse,
weather conditons and culture in which the process operates

Apply the 5§ Whys on each of the selected
causal factors to determme the root cause

v

Develop CAP for root causes

L - -~ i

Enter the results mto SMS Reportng
System

End of Process

see Procedures Manual -
2.2.5: § Whys Root Cause
Analysis Procedure

Enter \he Root Cause(s) and
upioad any supporting
documents or images for the
RCA

2-11
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PART 3 | SAFETY ASSURANCE

3.1.1 Safety Planning Procedure

Safety Planning

Open the Hazard Register

v

Sum up the # of ceccurrences in each
category and record the number on
the HR spreadsheet

f

Average the Risk Assessment
numbers for each report and record
the average on the HR spreadsheet

v

Sort the Hazard Register

y

Identify the top 3-5 major hazards

¢

Apply the HIRA procedure to
analyze these hazards to determine
causal faclors

v

Develop Corrective Action Plans to
mitigate or eliminate these causal
factors

v

Develop 3-5 Safety Performance
indicators for the top 3 causal
factors using the S.M.AR.T. criteria

v

End of Process

31

SMS Procedures Manual
SAFETY ASSURANCE

Hightight the 10 numbers in the HR Column titied
"Ranking Number”,
Click on Highlight the 10 numbers in the HR ¢olumn
titled “Ranking Numbet.
Click on “Sort and Filter” button on top right tool bar
of HR Spreadsheet,
Ciick on “sort largest to smallest”
Make sure that “expand the selection” is checked
on warning box
Click “Sort"

See SMS Manual
Procedures -
2.2.2: HIRA

Procedure

8= Specific
M=Measurable
A= Allatnable
R=Relevant
T=Timely
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3.1.2 Sampling Plan Procedure

Samgpling Plan

¥

Using the Sampling Plan chart {next
page), determine the lot size

¢

Use a random number generator to
selact sampies

g

Enter Name in Operator Field

q

Enter Description of Lot being audited

y

Choose sampling type = single. Click
nexl.

SMS Procedures Manual
SAFETY ASSURANCE

Find the lot size interval in the first column.
Foliaw the rovw until you meet the 1%AQL (Acceptable
Quahly Level) . This is the lol size.

NQTE: %8AQL has heen directed by management

The following Random Number Generator is
recommended. but any one may be used, Altach a
cupy o your audit or inspeckon
hitps:hepinsic. ge .cafappime/mdm/RndmMn?lang=endg

Enicr the sample size from the chart

l
v

Enter the total size of the 1ot

|
¥

Leave the automatc seed as Yes. Click
next

v

verfy entves. Leave 501t as Yes

v

Print list of numbers that have been
generated and attach to audit checkiist
{as supporting ewidence)

v

Enquate each number to the audit itern ip
your lot.(1.e 1stfile is £1, 32nd file s
H32)

v/

£nd of Process
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SAMPLING CHART 196 AQL - use this

LOY SIZE|.010%] .015% § .025% | .040% | .0B5% | .10% | 15% L265% [§.40% J1.65% 1 1.00% || 1.50% | 2.50% §§ 4.00% || 6.50% | 10.0%

1-8 A A A A A A A A A A 5 3 2 2
.15 A A A A A A A A 13 8 5 3 2 2
16 - 25 A A A A A A A A 13 8 5 3 2 2
28 - 50 A A a A A & A A 13 8 5 5 5 2
51 -90 A A A A A A B 50 13 8 7 6 5 4

g9-150} A A A A A 125 | 80 50 13 12 11 7 ] 5

151 -

280 A A A A 200 | 426 | 8¢ 50 20 19 13 10 [ 8
Bt -

$00 A A A 315 200 | 1251 6¢ 50 29 21 16 11 9 7

501 -

1200 A 800 500 315 200 | 125 | 80 7% 24 27 19 15 11 3
1201-

3200 | 12004 800 500 315 200 | 125 | 1201 116 53 3% 23 18 13 9
3201 -

10,000 | 1200 § 800 500 315 200 | 492 | 189 | 116 80 a8 29 22 15 9
10,001 -
35000 | 1200 | 800 500 315 300 4 284 | 189 | 135 80 46 35 29 15 9
35,001 -
150,000 § 1200 | 800 500 490 476 | 204 | 218 | 170 104 56 10 29 15 9
150,001

500,000 { 1200 | 800 750 715 476 | 345 | 270 } 200

500,001

&
ABOVE | 1200 | 1700 | 4132 | 715 556 | 435 | 303 | 244 132 654 40 28 15 8

3-3
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3.1.3 SMS Report Trend Analysis Procedure

Crrend Anaiysis)

Is a trend

~No detected?

Yes
'S

Safety Department
to gather
information on the
trend

!

See SMS
Procedure Manual
----- o -2.2.2 HIRA
Procedura

Initiate HIRA
Process

v

L—p{ End of Process

3-4

SMS Procedures Manual
SAFETY ASSURANCE
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3.1.4 SPI Alert Level Procedure

SPI Alent teve)

Calculale the goals

and objeclives for

each SPI
Y
Caculate the alert
lavels using
pravious alen
levols

Enter the daa for
the month- number
of occurences and
the weghted
averages

This is an example of the control chart for calculating alert ievels

¥

Calcuate the
Average Number of
Occurences and the
Standard Deviation
of the Weightad Risk

Ralng

¥

From this
iformation
—t=| establish the alert
fevel critena (SD1

SD2 SD3)

Record the alent

See SMS
Prodecure Manual
- 2.1.2 SMS

Was an
alert levet reached?
£ Iwo consecutive Months g

Galeway

Procedure

No

!

Monitor data
and
continue
with CAPs

Notity the AE and

conduct a HIRA then

a re-evaluate the
CAPs

ncident and
continue to monidor

alert levels for

mprovement

End of Process  {«a
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3.1.5 Placement of Safety Information Procedure

Placement of
Safety Information

Conducl &
hiannual analyis of
the location of

incidents or E):’!:Ip!t‘i of
accidents using L
Vortex
Monitor incident/
accident rates in
. Safety Notice
Is the area a high these locations to
incidentfaccident zone Yes boa‘rf:!fh?srea;p;ced e determine the [
effectiveness of
mformation (30 days)
No
v
Consider placing was the Revise and
safety informtion is infarmation MOt replace the
this area effective information

Yes.

End of Process

3-6
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3.2.1 Management of Change Procedure

A Management of Change review will bes petformed
whenavar;

() A major organizational / operational change Is planned;

(b) Tha airport |s under construction or experiencing rapid facility
|XpAnsIoN,

{c) Planning to introduce new equipment or facility;

(d) Planning to decor isling equy 1;

() Planimng W inlroduce new processes, procedures and
policies which may hove safety implication,

() Planning to revise current procedures wiuch may have safety
implications;

(g} Planning to change key persannel,

(h} Legisiauve changes are (o ba implemented; Yas
(i} Breach of acceptable leval of satety {AL0S), ¢
() Ssgnificant or abnormal sefety trend; X
(k) Other salety related aviation activity as deemed necessary Describe the
by safely comnices at MBJ; change
{l) Changes o best prachces or technalogy; or
{m) Changes external ta MJ that may affect aviation safety.
)i
See SMS
Analyze the Pracedure Manual
change (lwough
th - - 2.2.2 HIRA
e HIRA proced
Procedure rocedure

Yes
Track the change
No
L
HR 10 advise
JCaAof the Communicate the
change (as thange
required)
End of P

Management of
Changne

Isa
Managerment
ot Change review
raquired?

Didl the chang
proceed?
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3.3.2 Internal Audit Procedure

internal Audit /
Inspection

Secure one of the authonzed
devices from the Department
Manager

v

Chck on the iauditor App

v

Open the Templates section
and find the Template of the
audit you wish to conduct.

¢

Click on "Start Audit” |

I Filk in atl Mandatory inforrnationJ

Click 'Next Section” and
continue with the audit

v

Once complete, upload to
relevant folder on the iAuditor
dnve (as pdf file)

Apdit 100%
acceplable?

Yeas
4

Feed back o the

Enter

Non-Conformanc«J
intoc VORTEX as
a Work Order

responsible Mar

¢

Responsible

v

Manager (o

Select 'Copy 0
Safety Issue’ at
the bottom of the

work Order

prepare a CAP if
needed

v

Save Audit

See SMS
Procedure Manual
-2,..2 SMS
Gateway
procedure
(Section A)

End of Process

SMS Procedures Manual
SAFETY ASSURANCE

Audit Naming
Canvenlion:
det MMMy vy audit titte
Le. 05JUL 2018 surface
nspection
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3.3.3 Escalation Procedure

SMS Procedures Manual
SAFETY ASSURANCE

Escailation

v

CAP has not
mitigated problem

{nform Safety
Manager and/or
CEO of failure te

mitigate issue

:

Safety Oversight
Commitiee
("SOC"y will
reconvene

See SMS Procedure
Manual - 2.2.2 HIRA

Procedure

J,

Re-start HIRA
Procedure

Overdue Action on
CAP Qverdue CAP

v

Safety Manager to
consult with CAP
owner

l

immediately
implement action
o resolve 155U

;

ssuie Resalved?

No
v

Contact Senior
Management and
relay problem

ssue Resolved?

Yes

—p»{ End of Process |eg—!

3-9
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AIRPORTS LIMITED

3.3.4 Management Review Procedure

(Management Rev@

v

Schedule annual
Management Review
meeting

'

Prior to the meeting, Safety
Manager to collect data for
- Goals & Objectives

- SMS Reports &

Quorum:

The Management Review meeting shall be
four members and shall compnse of the Chief
Executive Officer, the Deputy Airpon Director,
The Chiel Operating Officer and the Safety
Manager

Agenda:
- Reswts of previous Management Review meeting
- Goals and Objectives

Review of SMS Reports and investigations

SMS Report rends analysis results

investigations - Warkplace Safely results
- SMS Report Trends - Safety Risk Profile (additions, changes)
- SMS Audit summary - Review of Safety Policy

- ER Drills & activities, etc - Changes that coufd affect the SMS Program
+ - Legislalion review
Best praclices
- Recommendations for improvement
- SMS Audit summary
- Emergency Response dritls and actvities

During the meeting, review
each topic listed

.

See SMS

Are aclions Discuss _ Assngg action _ | Iniliate & SMS Procedure N;:nual
required? Yes- changes - 1 SMS - Report - %1 jp2il.1 SMS
q : ) Manager Reporl Procedure

No
Y

SMS Manager to document
meeting minutes

 J See SMS

Procedure Manual

Upload and share nunules of -4.21
the Managenient Review | - | COmmunication of
vath employees Safety Inforrnation
Procedure

End of Process

MBJ Airports Limited
Safety Managementi System
Procedutes Manual
Amendment 1

December 03, 2020
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PART 4 | SAFETY PROMOTION

4.1.2 SMS Training Requirements Procedure

SMS Traiming
Requirerents

Has the
employee recewed
mnitial SMS
Tramng?

Yes

i}
R;:;:c,‘g‘:;';a s tne employed
£ "RAP" ID Pass cxpired
raquirad ta be \riggnng L
renowed avery 2 waink nge c?u ¢
years,

Yes

¥

RECURRENT TRAINING:
SMS Manager to have employee
take tho "SMS for Employees’
Quiz

Did the employee

pass the quiz? N

Yes
¥

Employee check the result of the
quiz apd selt-correct any wrong
answers

INITIAL SMS TRAINING FOR
EMPLOYEES:
Department Manager to
coordinage an SMS Initial Traming
with the SMS Manager

v

SMS Manager schedules SMS
Classroom Tranmg

:

Empioyee compleles the
classraom raining

SMS Procedures Manual
SAFETY PROMOTION

s the Employee &
Manage:?

Yes
k4

SMS TRAINING FOR
MANAGERS: Manager
completes addtional Manager
Training as relevant 1o their
funclion

End of Process

41
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/ SAFETY PROMOTION
AIRPORTS LIMITED
4.1.3 Validation of Training Procedure
Vahdation of
Training
Types of Training: Forward
- Classroom 5 a Course evaluations to the
- On:line Video Evaluation Yes—p»| Safety Manager
- Computer-based Needed? and appropriate
- On-the-Job Dept Manager
No
¥
Perform &
. Competency
. Frt'g;::iﬁ D Assessment (e, J<3
N ng test, skills demao,
ohsenvation)
A
Is the employee Traner to provide
assessed against a Yesps| a wiiiten of verbal
Standard? assessmert
. Is there a Chserve
Srlz?\(ggfw practical employee for
provi de ) demonstration, simulatio Yesm evidence to
assepssmen t of or project the employee determine If the
competenc can participate employee 15
petency in? competent
No |
v
< this the 31 Forward evidence
0
L . 5 Competenc! of competency to
I Yes— e
retrammg“\:w;hm 3 oaN verified? & the Safety
monihss Manager
Yes
Contact HR for e End of Process

action

4-2
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4.2.1 Communication of Safety Information Procedure

Communication of
Safety Infermation
Procedure

v

Enter the Safety
infoarmation into a
Safety Bulletin

v

Upload the Safety Bulletin to
the bulletin section of the
Intranet (Internal) . Send

email to external
stakeholders

v

Post the Safety
Bulletin on the
Safety Boards
throughout the
Airport

v

Conduct ad hoc

Safety Briefings

throughout the
airport

v

Present the Safety
information in
scheduled safety
meetings involving
the entire airport

v

CEnd of ProcesD

43

SMS Procedures Manuai
SAFETY PROMOTION
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PART 5 |[FORMS

SMS Procedures Manual
FORMS

Form # Description

SMS-001 HIRA Worksheet

SMS-002 Incident & Accident Report
SMS-003 Investigation Report

SMS-004 Project Handover Sheet - Airside
SMS-005 Project Handover Sheet

SMS-006 Airside Safety Briefing Check Sheet
SMS-007 Hazard Report Form

- Refer to: Safety & Security Manual for Contractors for additional forms.

3-1
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HAZARD IDENTIFICATION AND RISK ASSESSMENT (HIRA) - SMS 001

'r Haraet ldenutfication Hisk Assessment Document ideatficaton
AMRPORTS mm:oj HIRA Issue date
(1) Departmant:
{2) Creation Date: | | [ [
1. HAZARD IDENTIFICATION
{3) TYPE OF OPERATION OR ACTIVITY :
(4) GENERIC HAZARD : | {5) Location: [
{6} No. }(7} Specific Hazard :
1.1
2. Hazard Analysiz {add the Y cor quences)
Risk assessment
(8) No. ({9} Conseguence {10) Current Mitigations in Place {11} k) [AE}] {14}
Probabllity Severity Index Risk Rating
111 NA NA NA N/A
1.1.2 MA NA NA A
A. ABSSESSMENT proposed mitigation measures
e Risk assessment
(16) Shorl and Long Term Mitigation . .
(5 Na. | 4 ctions including Implementation Date (17) Person Responsiblo for Delivery 1 a2 (131 (14) Risic
Probability Severity Index Rating
Dascribe Mitigation Action
t11 Describa Mitigation Action NA NA NA NiA
Dascribe Mitigation Action
Describe Mitigation Action
112 Describa Mitigation Action Na NA, NA NIA
Describe Mitigatan Action
(18) Date t of the effectivenass of mitigation as dd e 200
4. AUTHORIZATION LEVEL OF RISK AND PERFORMANCE OF MITIGATION MEABURES
{18} Developed : {20} Approved
Responsibke for Salety T Accountable Executive

5. EFFECTIVENESS OF HIRA MITIGATION MEASURES

4.1 The measuras taken are effactive?

Yes

Ne
4.2 Measures taken genarate a new danger?

Yes

No
4.3 Miligation strategres generale additional consequances?

Yeos

No

8. REVIEW OF THE EFFECTIVENESS OF HIRA MITIGATION MEASURES
{21) Manager who reviewad actions: {22) Acknowledged
Sesponsbie for Safely Chigf executive

7. MONITORING OF MEASURES AND CLOSURE OF HAZARDS
(23) Frequancy of revisw 10 assertain whether conlinuous current fisk level of danger is stable I
(24) Observations analysis:

(25) Closing date for hazard management | | signature

5-2
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HIRA Registry filling instructions

Box 1. Setect the department to which risk analysis belongs.

Box 2. Indicate the date of preparation of the analysis.

Box 3. Indicate the Issue being Risked.

Box 4. Describe a spedcific hazard identified by Management or as a result of a Cause and Effect Analysis.

Box 5. Qutline the location activity

Box 6. Place the consecutive number of specific hazard tested, ie 1.1

Box 7. Indicate the name of the specific hazard tested, ie. 1.1.1
Indicate the consecutive number of the first consequence format three numbers separated by periods.The first

Box 8. number Is the number corresponding to the generic hazard, specific hazard to the second and the third is the
consecutive number of consequence,

Box 9. Place the name of the identified consequence

Box 19. Indicate current mitigations in place to address this hazard

Box 11. Select the probability of the consequence

Box 12, Select the severity of the consequence.

Box 13. Rate risk associated with the result is automatically placed.

Box 14. The Risk Rating according to MBJ Matrix is automatically placed.

Box 15. Relate the number of consequences identified in box 8.

Box 16. indicate those mitigation (conirol) proposed to reduce the probabilty or severity. Additionally include dates you are

I going to implement this action by.
iBox 17. Indicate who is responsibie for implementing specific mitigation measure.

Box 12. Place a proposed date to review the effectiveness of mitigation measures, this date should consider a proposal
commensurate to the design, implementation and testing of the measurement period.

Box 19, Place the name and signature of the person who prepared the study.

Box 20. Place the name and signature of the person approving the level of risk and mitigation.

Box 21. Place the name and signature of the person whao reviewed the effectiveness of mitigation measures

Box 22. Place the name and signature of the person giving approval of the effectiveness of mitigation measures.

Box 23. Placing proposal to review the condition of the analyzed risk basis.

Box 24. Place observations

Box 25. Indicate the date of closing of the HIRA, this date is when the Accountable Executive confirms the effectiveness of
miti_glation measures.

5-3
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INCIDENT & ACCIDENT REPORT - SMS 002

Private & Confidential

1. Personal Injury

‘The following information on each incident/accident {not involving aircraft) should be compleled as soon as a reporl is made o MB) Airports Ltd. Within 3 days of ihe
reporl. Lhe completed form must be submitied to The Manager. Human Resource Department, MBJ Airports Lid.

Incident #:

Date/ Time of Occurrence | Current Date & Time Reported by Repo-ted to

Weather Condition Nature of Injury:

Incident/Accident Location Surface Area Surface Type/Conditicn
Apron Indoor Tile
Arrivals Qutdoor Concrete
Departure lounge Stairs Asphalt
Car Park Escalator Wet
In transit Elevator Damp
Check in Sidewalk Dry
Other Ramp Greasy
Personal Data (Injured Person)
Name Contact Number(s) Permanent Address
(H)
(W)
©
Arriving/Departing Flt. D.O.B Age Height | Weight | Cccupation
No.
Type Clothing Eyeglasses? Type Shoes
Status Articles Carried at Time of Incident
Passenger | Visitor Airport
Worker

5-4
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SMS Procedures Manual
FORMS

Witness (es) Data
Name(s) Contact Number(s) Address (es)
What did the Injured Person say happened?
What did the Witness (es) say happened?
Proximity of Witness (es) to Incident/Accident:
This section to be filled out by Airport Nurse
Degree of Injury Ambulance Used Hospital used
Slight MBIJ ERS Comwall Reg. Hosp.
Substantial Mobay Hope Mobay Hop=
Severe CRH Eldemire Hospital
Injured Body Part EMS Fairfield Hospital
Others: Others:

Names/Titles of Attendees

5-5
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Witness Report
I of

hereby give the following report of an incident

Involving , Which occurred on and witnessed by
me.

Witness Statement

The above statement is an accurate account of the incident witnessed by me.

Signature of Witness

Date

Date

(MBJ) Employees Signature

5-6
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Injured Persons Statement

SMS Procedures Manual
FORMS

Signature

(MBJ) Employees Signature

5-7

Date

Date
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Company Nurses Report

SMS Procedures Manual
FORMS

Name

Signature

Title

Date

5-8
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Operations Center Report

SMS Procedures Manual
FORMS

Report done by

(MBJ) Employees Signature

Date

5-9
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AIRPORTS LIMITED INCIDENT & ACCIDENT REPORT

Private & Confidential

2. Property Damage/Loss Report
The following information on each incidentaccident (not involving aircraft) should be completed as soon as a report is made to MBJ Airporis Lid. Witlin 3 days of
the report. the completed form must be submitied to The Manager, Human Resource Depariment, MBJ Airports Lid.

Date and Time of Incident Location gate
Damage caused by motor vehicle model/year: License Plate No.
Signs of Impairment:

Name of Driver:

Drivers License: Drivers Address:
Telephone No.:
Vehicle Owner:
Vehicie Owners Address

Insurance Co. /Policy No.

Damage/Loss caused by: (Specify if other than motor vehicle)

Description of damage (piease take photograph)

Property Damage
Owner /driver- Owners Address
Owners Telephone Nos. Damage Estimate

Name, Address & Contact No. Of Witness/Other relevant details:

REPORT BY AIRPORT COORDINATOR

The above report is a true account of the incident.

Signature
Date

5-10
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[From the desk of the Registered Nursel

To

Department Head/Supervisor

This serves to verify that:

Last Name First Name

Of
Department

Was seen at the Nurses Office and was deemed unfit to carry out his/her duties for the remainder
of the day.

Kindly release him/her from duties for the remainder of the shift to seek medical
attention/recuperate from illness.

Signed
Duty Nurse, MBJ Airports Ltd.

5-11
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Disclaimer Form Against Medical Advice

I

of

of sound mind, refused to see the Doctor/allew my child to see the Doctor against the advice
of the Nurse.

I fully understand and absolve the Nurse and MBJ Airports Ltd of any liability, should my
condition / child’s condition persist or deteriorate.

Signed

Date

Witnessed

Date

5-12
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INVESTIGATION REPORT — SMS 003

Incident # |
Incident Description

Distribution

Contents

Introduction

Aims of the Investigation

Overview of events

Details of incident/accident
Immediate actions taken post incident
Analysis of events

Findings & contributory factors
Recommendations

Appendices

CoNORWN=
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1. Introduction
This report provides an overview of the investigation process, summary of events, fincings and
recommendations made following an incident at MBJ Airport Limited.

2. Aims of the Investigation
++ Determine and record the facts

< Aid in the prevention of further incidents of a similar nature

< Establish the events leading up to and following the incident

<+ Identify root and contributory causal factors

< Recommend immediate and iong term corrective actions.

< Comply with the Safety Management System Manual and regulatory requirements.

3. Overview of events
Short outline description of events:

5-14
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4. Details of incident/accident

Date

Time

Location

Weather conditions
Aircraft/Equipment
Type Involved
Equipment
Owner/QOperator

Staff/Contractors/Passengers/Visitors involved

Witnesses

# Name Department/Contact details

Interviewees

# Name Department/Contact details

5-15 I
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5. Immediate actions taken post incident

Action taken Remarks By whom

1)

2)

3)

4)

*
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6. Analysis of Events




M)
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7. Findings & contributory factors

SMS Procedures Marual

FORMS

Finding & Contributory factor

Corrective action required
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8. Recommendations
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Recommendation

Timescale

Owner

10.
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9. Appendices

Witness statements

interview Records

Photographs/Diagrams

Proof of maintenance of equipment

Notes of telephone calls especially with witnesses

*, L/ *,
LS I XY

%

o

)

%
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PROJECT HANDOVER SHEET - AIRSIDE — SMS 004

Work period (from/to): Airport Coordinator (start of project} Contractor Project Manager/Contact #

Airport Coordinator (end of project) MBJ Project Coordinator/Contact #

Areas earmarked for work during above period:

i

2
3
Description of Work:
1
2
3
Project Pre-checklist: Project Post-Checklist:
Satisfactory  Unsatisfactory Satisfactory  Unsatisfactony
Valid NOTAM Obstacle/infringement
ATC notified of works Surface Damage
Hot works permit Qil Spill/cleaning
Confined space Permit Lighted barriers installed
Vehicle/driving permit Closure ‘X’ sign installed/painted
Contractor Brief FOD check/removal
Access to manoeuvring granted Manoeuvring surface swept
All equipment removed
ATC informed of end-of-works

Signing the Start of Work Handover record below indicates that the contractor has met all the safety and security “equirements
outlined during the safety and security briefings conducted prior to start of project and that the contractor is now permitted to
commence work as described above.

Start of Work Handover Record
Personnel Checked by (print name) | Signature Date/Time
Contractor Project Manager
MBJ Airport Coordinator
MBJ Project Coordinator

Name of ATC personnel informed (if applicable):

Signing the End of Work Handover record below indicates that MBI is satisfied the area is in an acceptable condition at the end of
the work described above, and all safety and security requirements were met by the contractor.

End of Work Handover Record
Personnel Checked by (print name) | Signature Date/Time

Contractor Project Manager

MBI Airport Coordinator

MBJ Project Coordinator

Name of ATC personnel informed (if applicable):
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This form contains a list of tools and or equipment approved for use on airside by MBJ personnel and or contractors employed by
MBJ Airport Limited. Signing the document indicates each tool has been properly accounted for before and at the end of each
project. Discrepancies identified at the end of each project must be reported to an Airport Coordinator (881-2006) in order to
facilitate the necessary investigation

. Project Signature Project Signature
Tool Type Quantity (prior to entering : {prior to exiting
Start Date airside) End Date airside)
Action/s taken by Airport Coordinator to safeguard operational safety:
5-22 -
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PROJECT HANDOVER SHEET - SMS 005

Work period (from/to): Airport Coordinator (start of project) Contractor Project Manager/Contact #
Airport Coordinator {cnd of project) MBI Project Coordinator/Contact #
PROJECT: CONTRACTOR:

Areas earmarked for work during above period:

1

2

3

Description of Work:

1

2

3

Action/s taken by Airport Coordinator to Safeguard Operational Safety:

Signing the Start of Work Handover record below indicates that the contractor has met ail the safety and security requirements
outlined during the safety and security briefings conducted prior to start of project and that the contractor is now permitted to
commence work as described above.

Start of Work Handover Record
Personnel Checked by (print name) | Signature Date/Time
Contractor Project Manager
MBJ Airport Coordinator
MBJ Project Coordinator

Name of ATC personnel! informed (if applicable):

Signing the End of Work Handover record below indicates that MBJ is satisfied the area is in an acceptable condition at the end of
the work described above, and all safety and security requirements were met by the contractor.

End of Work Handover Record

Personnel Checked by (print name) | Signature Date/Time
Contractor Project Manager

MBJ Airport Coordinator

MBJ Project Coordinator

Name of ATC personnel informed (if applicable):
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AIRSIDE SAFETY BRIEFING CHECKSHEET - SMS 006

Name of Company / Contractor:

Location of Work:

Nature of Work:

Period of Work:

Questions Yes | No | N/A

Has the contractor submitted a work plan for assessment of logistical needs?

Has the contractor and all affiliates been appraised of MBJ’s airside safety requirements
and procedures. (vests, shoes plus the policy on raincoats/disposable raincoats on airside)

Has MBJ’s Safety and Security by-laws been reviewed with the party(ies)?

Has the cell phone restriction policy been explained and the logistics worked out?

Has the party(ies) shown a credible understanding of the dangers posed by Aircraft
operations- jet blast and ingestion

Has the party (ies)’ responsibility to clean up the area at the end of the work been
explained?

Has the accident reporting procedures been explained to all party (ies)? Has the party(ies)
involved been provided with MBJ’s emergency contact information?

Has the party(ies) been advised of their fire prevention responsibilities?

Has the requirements for operating a vehicle or motor powered equipment on airside been
explained to the Party(ies)?

Has the party(ies) been appraised of escort procedures?

Has the party(ies) been given a guided tour of their operating area?

Has the party(ies) been advised of their FOD mitigation responsibilities?

Has the Party(ies) been advised of their responsibility to mitigate wildlife and or any
other reasonable hazards attributable to their work activities?

If the project involves hot work, has the contractor provided a serviceable fire
extinguisher for the period of weiding, are the workers trained to use the extinguisher?

Has the identity/ contact information for the contractor’s onsite safety coordinator been
provided?

Has the party(ies) submitted all required permits and have these been verified and
correctly authorized?

Does the contractor have a first aid plan?

If work is to be done on the Runway, does the Contractor have an Emergency
Contingency plan to remove malfunctioning equipment from the runway? The plan must
be submitted then approved by MBJ prior to start of works

Coordinator’s Signature:

Date:
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Safety briefing was carried out with the respective Contractor and staff members. They
understood the procedures and agreed to submit to same accordingly.
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This form contains a list of tocls and or equipment approved for use on airside by MBJ personnel and or contractors empioyed by
MBJ Airport Limited. Signing the document indicates each too! has been properly accounted for befare and at the end of each
project. Discrepancies identified at the end of each project must be reported to an Airport Coordinalor (881-900€) in order to
facilitate the necessary investigation

_ Project Signature Project Signature
Tool Type Quantity (prior to entering {prior to exiting
Start Date airside) End Date airside)
5-26
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Briefing Attendee Log

The names contained here-in represent those persons who have participated in the Airside Safety Briefing as part of the
requirement for a RAP to be issued giving airside access.

Name Employer ID No. Skill/lequipment operating |

Airport Coordinator’s Signature: Date:

Remarks/observations.
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HAZARD REPORT FORM - SMS 007
If this is an Emergency contact the Operations Centre immediately at 876-684-1745

Date: Time: Weather condition:
Name (optional):

Company (optional): Position in Company (optional):
Location of Hazard:

Description of Hazard:

Suggested corrective actions:

In your opinion, what is the likelihood of a similar reoccurrence?
Likely Rare
1 2 3 4 5
What do you consider the worst possible consequence should there be a reoccurrence?

Catastrophic Minor damage
1 2 3 4 5

Action taken by MBJ’s Safety Oversight Committee:

MBIJ Airports Limited’s Safety Management System (SMS), has implemented a voluntary, non-punitive and
confidential reporting system.
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