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Introduction

i Preface

This is the ninth fully revised edition of the Kemble Aerodrome Manual. The Aerodrome Manual contains is
the primary management document for Cotswold Airport and all other documents are subservient to it. The
aerodrome manual contains procedures, instructions and information which are intended for use at Cotswold
Airport and references to other documents which form part of the aerodrome operational, safety and quality
management systems.

Throughout the remainder of this document Cotswold Airport will be referred to as Kemble Aerodrome.
Kemble Air Services Ltd (KAS Ltd) is the operator and licence holder for Kemble Aerodrome.

KAS Ltd attaches the highest priority to the management of Health and Safety. KAS Ltd and their staff are
fully committed to the safety, effectiveness and quality of all operations at Kemble Aerodrome.

Kemble Air Services operates a Safety Management Systems (SMS) at Kemble Aerodrome in order to
minimise the risk of any aviation related accident or incident or other incident that could impact upon aviation
activities.

In order for this SMS to be effective it is important that flying organisations, pilots and operators of ground
based activities that might impact on aviation activities at Kemble Aerodrome familiarise themselves with and
follow the policies and procedures within the Aerodrome SMS as they apply to them.

Details on how to access the SMS policies and procedures are given in Chapter 1 of this manual.

Organisations carrying out work activity at Kemble Aerodrome are encouraged to integrate any relevant
parts of the Kemble Aerodrome SMS into their own SMS system.

It is the intention of Senior Management that our SMS is understood by, and further developed with the input
of all employees, directors and those organisations that are involved in or have an impact upon activities at
Kemble Aerodrome.

The Aerodrome Manualand SMS are 6l ived documents, subject to cont.
Ltd is committed to notifying all of those affected by amendments in a timely fashion as far as reasonably

practicable. Operators are encouraged to ensure that they are aware of amendments and current
procedures by regularly viewing the current version of this manual at www.cotswoldairport.com/downloads

This safety policy statement i s a key parystemohd isKke mbl e

reproduced here in order to highlight its importance.

Signed

Aerodrome Manager
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Kemble Air Services Ltd Safety Policy Statement

Kemble Air Services Ltd is committed to providing our employees with, as far as we are able, a safe
environment for contractors and tenants working at and members of the public visiting, Kemble Aerodrome.

The achievement of satisfactory safety in all of our services is afforded the highest priority by KAS Ltd and
our principal safety objective is to achieve the highest levels of safety performance and thus minimise the
or gani scantributon  the risk of an accident as far as reasonably practicable.

We are committed to developing, implementing and improving appropriate strategies, management systems
and processes to ensure that all our aviation activities whether using in-house, or contracted out resources,
uphold the highest level of safety performance and meet national and international standards.

We will:-

e develop, embed and practise a safety culture across all of our services that recognises the
importance and value of effective safety management and acknowledges, at all times, that safety is
paramount

o define clearly for everyone their accountabilities and responsibilities for the development and
delivery of safe practices and procedures

e provide everyone with adequate and appropriate aviation safety information and training to enable
them to implement safety strategy and policy

e ensure sufficient skilled and trained people are available, who are fully competent in aviation safety
matters,

e comply with and wherever and whenever possible, exceed legislative standards

e reduce the risk of any accident or incident to a level that is as low as reasonably practicable and
mitigate the consequences as far as we are able

e ensure externally supplied systems and services that affect the safety of our aviation operations
meet appropriate regulatory and safety standards

e establish and measure our aviation safety performance against measurable objectives

o foster a learning environment by which we learn from incidents and accidents, our experiences and
the experiences of others

e encourage employees and others affected by our activities to report unsafe conditions, accidents
and incidents safe in the knowledge that our priority is to make our workplace safe, not to lay blame

e regularly conduct safety and management reviews leading to improved processes

actively develop and improve our safety performance to conform to world-class safety standards

Each individual will always act with safety in mind, for we all have a responsibility and duty of care to work in
a safe manner. The application of effective safety management systems and processes is integral to all our
aviation activities.

Signed / Signed
/\ V4 //\ﬁ/”S

Ronan Harvey Nick Howard
Chief Executive Aerodrome Manager
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i Purpose of the Aerodrome Manual

The purpose of this manual is to describe how Kemble Aerodrome is managed and operated.

The manual sets out the management structure and the safety, security and quality responsibilities of the
managers and staff of KAS Ltd. It also contains the safety policy statement and references to the safety,

quality and security processes and procedures of KAS Ltd.

The manual contains a record of the physical characteristics of the aerodrome and of agreements between
the licensee and the Civil Aviation Authority concerning variations (see Appendix A).

A copy of this manual is submitted to the CAA who review and audit its application at Kemble Aerodrome.

ii The Aerodrome Licence

The Air Navigation Order, CAP393, requires that certain types of flights may only take place from a licensed
aerodrome. When such flights are in progress, the condition of the licence must be met.

The aerodrome licence (Ordinary) is located in the Accounts Office.

iv Distribution of the Aerodrome Manual
Controlled hard copies of the manual are held as follows:

Chief Executive
Aerodrome Manager
Kemble Tower
Kemble RFFS
Kemble Operations

It is distributed, as an uncontrolled document, by email in pdf format to
Civil Aviation Authority
KAS Ltd. Staff

All resident aircraft owners and operators.

The aerodrome manual is also available for download as an uncontrolled pdf document from the aerodrome
web site:-

www.cotswoldairport.com/downloads

\Y Review of and Amendments to the Manual

The aerodrome manual will be reviewed continuously by the Operations Manager and amended by
addendum as necessary. The circumstances that may give rise to a need to amend include

e changes to legislation including changes to the licence
e changes to methods of operation of the aerodrome
¢ identification of necessary improvements to the manual.

As far as possible and in order to avoid confusion, addendums will only be issued when there is a need to do
so prior to an annual review. Where it is necessary to issue addendums before the issue of a new version of
the manual, those addendums will be the promulgated to those listed in the distribution list above and
published on the Cotswold Airport website.

In January of each year the Aerodrome Manual will be re-issued, incorporating any addendums made since
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the previous version and any necessary revisions identified in the manual review process. The previous
version will then be withdrawn.

Manual users are urged to ensure that the version they are using is current and that they have access to any
addendums to that version.

Vi Revision Issues

Date Version No | Details

4th June 2003 2 Complete Manual

26th October 2003 3 Ch 10 - RFFS

20th October 2004 4 Draft

1st November 2004 4A Complete revision & re-issue
19th January 2006 5 Complete revision & re-issue
15" January 2008 6 Complete revision & re-issue
1* November 2009 7 Complete revision & re-issue
25" January 2011 8 Complete revision & re-issue
5" September 2011 9 Complete revision & re-issue

1% February 2012 10 Complete revision & re-issue

K:\Aerodrome Manuals\Aerodrome Manual V10.doc Page 5 of 70



UNCONTROLLED COPY

vii Addendums and Amendments Incorporated from Version 9
Date Reference | Area covered Page N
01/02/12 1.3 Named Persons 11
01/02/12 1.6 Organisational Structure 13
01/02/12 273 Safety Surveys and Audits 29
01/02/12 5.6 Runway Details 37
01/02/12 58.1 Aerodrome Lighting 37
01/02/12 6.2 Runways 37
01/02/12 6.5 Aeronautical Ground Lighting 41
01/02/12 7.6.3 Response Time 44
01/02/12 7.11.2 Vehicles and Ancillary Equipment 46
01/02/12 8.2 Air Navigation Service Provider (ANSP) 49
01/02/12 8.6.1 Circuit Direction 49
01/02/12 App C Crash Map 54
01/02/12 App E Circuit Diagram 56
01/02/12 App F KAOPS 57
01/02/12 App H Cotswold Airport Terms and Conditions 60
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viii

AAIB
AAL
ABO
AD
ADM
AFTN
agl
AGL
AM
AMSL
ANSP
ASDA
ATZ
C/s
CE
CFI
DA
DATIS
DFISO
DSAFO
FFFP
FIS
FISO
FPS
GAR
HISL
KAE
KAS
KAST
KIRS
LCG
LDA
LISL
LVP
NOTAM
OFz
OM
PAPI
PTW
RESA
RFFS
RFS
RPS
RTF
Rwy
SAFO
SCE
TODA
TORA
Twy
UKBA
VCR
WIP

Common Abbreviations Used in This Manual

Air Accident Investigation Branch
Above Aerodrome Level
Aerodrome Black Out
Aerodrome

Aerodrome Duty Manager

Aeronautical Fixed Telecommunications Network

Above Ground Level
Aeronautical Ground Lighting
Aerodrome Manager

Above Mean Sea Level

Air Navigation Service Provider
Accelerate Stop Distance Available
Air Traffic Zone

Callsign

Chief Executive

Chief Flying Instructor

Display Authorisation

Digital Automated Transit Information Service
Duty Flight Information Services Officer

Duty Senior Airport Fire Officer

Film Forming Fluoroprotein (Firefighting Foam)

Flight Information Service

Flight Information Service Officer
Flight Progress Strip

General Aviation Report

High Intensity Side Lighting
Kemble Airfield Estates Ltd
Kemble Air Services Limited
Kemble Airside Safety Team
Kemble Incident Reporting System
Load Category

Landing Distance Available

Low Intensity Side Lighting

Low Visibility Procedures

Notice to Air Men

Obstacle Free Zone

Operations Manager

Precision Approach Path Indicators
Permit to Work

Runway End Safety Area
Rescue and fire fighting Services
Rescue & Fire Fighting Service
Regional Pressure Setting

Radio Telephony

Runway

Senior Airport Fire Officer

Safety Critical Event

Take Off Distance Available
Take Off Run Available

Taxiway

Border Agency

Visual Control Room

Work In Progress
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Chapter 1 Technical Administration

1.1 Name and Address of the aerodrome

Cotswold Airport
Kemble
Cirencester
Gloucestershire

GL7 6BA
Tel: 01285 771177 Email: admin@cotswoldairport.com
Fax: 01285 771318 ops@cotswoldairport.com

1.2 The Aerodrome Licence Holder

Kemble Air Services Ltd
The Control Tower
Cotswold Airport
Kemble

Cirencester
Gloucestershire

GL7 6BA

1.3 Named persons

The following are named persons as required by CAP168

Chief executive Ronan Harvey
Aerodrome Manager Nick Howard
Operations Manager Glen Moreman
Senior airport Fire Officer Paul Coomber
Engineering Manager Paul Brown

1.4 Article 232 Authorisation

The Aerodrome Manager and the Operations Manager are authorised under Article 232 as per CAA
NOTAL 2008/07.

Article 232 states that:

If it appears to an Authorised Person that any aircraft is intended or likely to be flown while in a
condition unfit for the flight, that Authorised Person may direct the operator or the commander of the
aircraft that he is not to permit the aircraft to fly until the direction has been revoked by the CAA or by
an Authorised Person and the CAA or that Authorised Person may take such steps as are necessary
to detain the aircraft.

Where an authorisation is issued to a person other than a CAA employee, the authorisation may be

used only to detain aircraft for reasons of safety and until such time as an appropriately qualified
CAA employee has been summoned and has taken control of the situation.
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1.5

151

152

Stakeholders
Primary Stakeholders

Primary stakeholders have been identified as those who have a direct impact on the day to day
operation of the Kemble Aerodrome. These are:-

Kemble based aircraft operators,

Kemble based flying schools,

Pilots using Kemble Aerodrome as a base or destination

Tenants providing maintenance and engineering facilities to flying operations.

Tenants and land owners with access rights to airside areas including crossing rights at

08 runway crossing point

KAS Ltd company staff

e Contractors engaged by KAS Ltd to carry out site maintenance and or facilities
management on the aerodrome.

¢ Organisations using all or part of the aerodrome for non aviation related activities such

as shows and car testing.

The influence of primary stakeholders is vital to the safe operation of Kemble Aerodrome and the
formal interface between those stakeholders and KAS Ltd is through the Kemble Operators Group
(KOG) and Kemble Air Safety Team (KAST) quarterly meetings where they can openly discuss and
issues and offer solutions to potential safety concerns.

Secondary Stakeholders

Secondary stakeholders are those who have been identified as those whose operations have an
indirect impact on the operation of the aerodrome. These are:-

e Other airfields and air traffic units in the vicinity - Brize Norton, Fairford, Aston Down,
South Cerney and Oaksey.

e Wiltshire Council, Gloucestershire County Council and Cotswold District Council as
Highway, Planning, Environmental Health and Emergency Planning Authorities.

e Local parish councils as representatives of local residents

e Wiltshire and Gloucestershire Police and Fire services and Great Western Ambulance
service as emergency service providers

¢ Owners of land adjoining the boundaries of Kemble aerodrome including farmers.

e The CAA and HSE as safety enforcement authorities

The formal interface with the other airfields listed above is through formal letters of agreement and
by the promulgation of NOTAMS.

The formal interface with local county, district and parish councils is through liaison meetings and
notifications of planned activities that might give rise to complaint.

Both Cotswold District Council and Wiltshire Council, as planning authorities, have a duty to consult
KAS Ltd on any planning application that may have an influence on the safety of aircraft movements
around Kemble Aerodrome.

The formal interface with emergency services is managed by regular liaison meetings and
emergency planning exercises.

Although there is no formal mechanism for communication with local landowners, KAS Ltd has
developed good arrangements for mutual notification by telephone or e-mail of activities that may
have influence either way.
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1.6  Organisational Structure of Kemble Air Services Ltd
Chief Executive
r—-—=—m=-m=-=-m=-m=m==-= Ronan Harvey
I
I
I Director Director Director Director
I Lee Paul Charlie Mondahl Suzannah Harvey
|
I
I
L — e e Airport Manager
T Nick Howard

|

I

I

|

| [ ( Ny ]

I Airport Operations Manager Accounts Manager Senior Airport Fire Officer

Glen Moreman Sally Callaway Paul Coomber

I N\ J

I

| Accounts Asst Watch Managers

I )

[ ]

_[ Airport Safety Committee ] ~

Fire-fighters

Operations

Air Traffic
C )

Engineering Fisod s
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Chapter 2 Safety Management System

2.1 Application

2.1.1 The Kemble Air Services Ltd. Safety Management System applies to all work activities carried by
KAS Ltd or on behalf of the company. This includes, but is not necessarily limited to:-

Aircraft Operations

Rescue and Fire Fighting Services
Air Traffic Services

Aircraft Fuelling Services

Office and Administrative Activities
Use of company vehicles
Aerodrome extraneous activities
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2.2

Kemble Air Services Ltd Safety Policy Statement

Kemble Air Services Ltd is committed to providing our employees with, as far as we are able, a safe
environment for contractors and tenants working at and members of the public visiting, Kemble Aerodrome.

The achievement of satisfactory safety in all of our services is afforded the highest priority by KAS Ltd and
our principal safety objective is to achieve the highest levels of safety performance. And thus minimise the
or g ani scantributon td the risk of an accident as far as reasonably practicable.

We are committed to developing, implementing and improving appropriate strategies, management systems
and processes to ensure that all our aviation activities whether using in-house, or contracted out resources,
uphold the highest level of safety performance and meet national and international standards.

We will:-

develop, embed and practise a safety culture across all of our services that recognises the
importance and value of effective safety management and acknowledges, at all times, that safety is
paramount

define clearly for everyone their accountabilities and responsibilities for the development and
delivery of safe practices and procedures

provide everyone with adequate and appropriate aviation safety information and training to enable
them to implement safety strategy and policy

ensure sufficient skilled and trained people are available, who are fully competent in aviation safety
matters,

comply with and wherever and whenever possible, exceed legislative standards

reduce the risk of any accident or incident to a level that is as low as reasonably practicable and
mitigate the consequences as far as we are able

ensure externally supplied systems and services that affect the safety of our aviation operations
meet appropriate regulatory and safety standards

establish and measure our aviation safety performance against measurable objectives

foster a learning environment by which we learn from incidents and accidents, our experiences and
the experiences of others

encourage employees and others affected by our activities to report unsafe conditions, accidents
and incidents safe in the knowledge that our priority is to make our workplace safe, not to lay blame

regularly conduct safety and management reviews leading to improved processes

actively develop and improve our safety performance to conform to world-class safety standards

Each individual will always act with safety in mind, for we all have a responsibility and duty of care
to work in a safe manner. The application of effective safety management systems and processes
is integral to all our aviation activities.

Signed

Signed

Chief Executive Aerodrome Manager
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2.3

23.1

2.3.2

2.3.3

234

Safety Security and Quality Organisation, Responsibilities and Accountability

Collective Responsibility

The board of directors, the management and all employees of Kemble Air Services Ltd are
committed to and actively involved in the collective development, implementation and review of the
Safety Management System (SMS) for Kemble Aerodrome.

Where appropriate, KAS Ltd will involve o p e r a tesidend at Kemble aerodrome and other who
may have an influence upon or be affected by it, in the development, implementation and review of
this SMS.

Every individual working at Kemble Aerodrome is responsible for ensuring, as far as possible, that
they undertake their work duties in accordance with the policies and procedures contained within this
SMS.

Role of the Aerodrome Duty Manager (ADM)

The Aerodrome Duty Manager will be one of the named management personnel (see section 1.3
above) and will be the responsible person for managing day to-day operations.

The ADM has specific duties outlined in this Manual regarding safety and must be available at all
times during published operating hours.

During the duty period the ADM has overall responsibility for all activities on the aerodrome and will:-

e take a lead role in decision making during an emergency, or immediately after an
accident, as laid down in the Kemble Aerodrome Emergency Orders

e ensuring that operational staff are briefed on a daily basis and that operational data is
accurate and up to date

e be available to assist all operational staff when required.

Nomination of Aerodrome Duty Manager
e The Aerodrome Manager is the ADM when on duty.

e When the Aerodrome is operational and the Aerodrome Manager is not on duty, the
Operations Manager is the ADM.

e When the Aerodrome is operational and neither the Aerodrome Manager nor the
Operations Manager are on duty, the ADM is nominated on a daily basis.
Safety, Security and Quality Responsibilities of the Board of Directors
The Board of Directors of Kemble Air Services Ltd has ultimate accountability and responsibility for
safety, security and quality of services provided at Kemble Aerodrome.
The responsibilities of the Board include:-
e Setting high level safety and quality policy objectives that they then monitor and audit to

ensure the highest possible safety standards, that ensure compliance with all statutory
requirements as a minimum, are maintained.
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2.3.5

2.3.6

e Taking a leadership role in safety management to ensure that safety is the primary
objective of the safmptaynyf iammgdt & haul taurée i
throughout the organisation.

e Providing adequate resources, through the business plan and where necessary,
contingency funding, to ensure the success of the Safety, Security and Quality
Management Systems throughout the design, development and subsequent operational
phases of all activities at Kemble Aerodrome.

e Responding positively to recommendations for improvements to the Safety, Security and
Quality Management Systems made through the safety committee system and other
stakeholder consultation arrangements.

e Where necessary, providing additional support by engaging specialist safety, security
and quality management advisors and contractors.

e Delegating sufficient authority, including financial authority, to the Accountable Manager
to enable him or her to ensure that Kemble Aerodrome is operated in safely, securely
and in accordance with KAS Ltdés stated

Safety, Security and Quality Responsibilities, Authorities and Accountabilities of the Chief
Executive

The Chief Executive of Kemble Air Services Ltd. is accountable to the Board for the management of
safety, security and quality of the operational services and systems, planned, provided and operated
by Kemble Air Services Ltd.

The safety, security and quality management responsibilities of the Chief Executive are outlined
below.

e To take a leadership role in the Safety, Security and Quality Management of KAS Ltd.

e To ensure that all KAS Ltd managers and staff are competent to carry out their safety,
security and quality management duties by appointing suitably qualified individuals and
providing them with will all necessary training and motivation to ensure that their level of
competence and commitment to safety is maintained.

e To ensure that organisational changes within KAS Ltd, including changes in individual
responsibilities, do not have a detrimental effect on safety, security or quality standards.

e To ensure that there is an effective management system in place that ensures that staff
perform their responsibilities in relation to the safety, security and quality management
systems.

e To ensure that the Accountable Manager manages the security, safety and quality
management systems in an effective and efficient manner.

Safety, Security and Quality Responsibilities, Authorities and Accountabilities of the
Aerodrome Manager

The Aerodrome Manager is the Accountable Manager as defined in Schedulel2 of the Air
Navigation Order. As Accountable Manager the Aerodrome Manager has authority, including
financial authority, delegated to him by the Board, to carry out any necessary work or implement any
necessary changes to ensure the safe continued operation of Kemble Aerodrome. That authority
extends to the suspension of any or all activities at the aerodrome until work is completed or
changes implemented.
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2.3.7

The Aerodrome Manager is accountable to the Kemble Air Services Ltd Board of Directors, for the
effective operation of the safety, security and quality management systems. The responsibilities of
the Aerodrome Manager include

e Managing staff and resources to ensure compliance with, and maintenance of, airside
safety standards and recommended practices in accordance with CAP 168 and the
aerodrome licence, as well as guidance contained in CAP 642, CAP 670 and any other
relevant publications

e Managing staff and resources to ensure compliance with the Health and Safety at Work
Act at all locations managed by KAS Ltd.

e Coordination, supervision and control of resources during emergency incidents, aircraft
salvaging and adverse weather conditions.

e Monitoring the development and implementation of the safety, security and quality
management systems.

e Chairing the Safety Management System Safety Committee, the Kemble Air Safety
Team and the Kemble Operators Group.

e To ensur e that Obest practicebd operational

procedures are agreed and implemented.

e To ensure that full consideration is given to the safety and integrity of changes in the
aerodromebs organi sational structure and busi

e To ensure that the Board is provided with sufficient information in a sufficiently timely
manner to enable it to fulfil its safety and security responsibilities and to be satisfied that
the stated quality policy of KAS Ltd is being followed.

Safety, Security and Quality Responsibilities, Authorities and Accountabilities of the
Operations Manager.

The Operations Manager is accountable to the Aerodrome Manager.

The Operations Manager acts as Safety Manager for KAS Ltd. Part of that role is to assist the
Directors and Managers to meet their corporate safety responsibilities and, as such, the OM has a
direct line of communication to the Board. The Operations Manager is accountable to the Aerodrome
Manager, but is also directly accountable to the Board for the effective operation of the safety
management system.

In the absence of the Accountable Manager, the OM has delegated authority of the Accountable
Manager to deal with safety and security related issues.

The safety responsibilities of the Operations Manager include:-
e Ensuring that all accidents and incidents are fully investigated and that there is an
effective system for safety. Recommendations resulting from such investigations to be

made to the appropriate level of management.

e Ensuring that the procedures for documenting and communicating all safety related
information are effective and efficient.

e Develop and maintain a coherent, consistent and comprehensive approach to the
management of safety at Kemble Aerodrome.
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e Develop safety policy, management systems, safety cases and assurance
documentation for consideration by the Safety Management Safety Committee (SMS
SC) and adoption by the Board of Directors.

e Advise the Board and Directors on aviation safety management, risk assessment and to
provide management support.

e Ensure that, as far as reasonably practicable, risks are identified and assessed and that
appropriate control measures implemented.

e | ssue a oO6permit to wogkhks8essménTphoresswderdifiee avneead,
ensure that the control measures listed in the PTW are complied with and that records of
work carried out under PTW&s are maintai

e Facilitate meetings of SMS Safety Committee (SMS SC), the Kemble Operators Group
(KOG) and the Kemble Airside Safety Team (KAST).

e Develop and maintain the SMS documentation including records of the meetings of the
SMS SC, KOG and KAST.

e Manage the Kemble Incident Reporting System (KIRS) accident/incident database so
that all accident/incident data is reviewed and analysed, as a minimum, at quarterly
intervals for trends etc.

e Carry out investigations of all airside hazard reports, accidents and incidents.

e Ensure that audits are carried out at least annually to determine whether KAS Ltd is
meeting regulatory requirements and its own safety standards in relation to the
aerodrome.

e Disseminate safety information and transfer best practice between KAS Ltd and other
aerodrome operators including minutes of the SMS SC, KAST and KOG meetings, the
results of safety audits, the conclusions of investigations conducted under the KIRS
system and guidance issues by National authorities.

e Encourage all aerodrome staff, tenants and contractors to submit airside hazard reports
and share safety concerns.

e To liaise with and act as contact point for aviation and other safety regulatory agencies
and stakeholders with influence on air safety matters including aviation operators based
at Kemble aerodrome and those who use it.

e To identify, facilitate and, if necessary, present safety training courses on behalf of
Kemble Air Services Ltd.

e Ensure that KAS Ltd staff receive induction and ongoing training in order that:
0 They understand how the SMS operates
0 They are aware of the role they play in the SMS
0 They understand that the aim of the SMS is to improve safety i not to attribute
blame
e Maintain training records of all KAS Ltd staff and ensure that sufficient training is

provided to maintain necessary staff competence.

e To manage bird control measures at Kemble Aerodrome.
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e To notify the CAA and other affected parties
procedures by raising and promulgating NOTAM®S

e To ensure that communications and meteorological equipment and aerodrome ground
lighting and obstruction lights are maintained in a serviceable condition, as far as
reasonably practicable, and that appropriate mitigation measures are implemented if any
of that equipment becomes unserviceable.

e The Operations Manager is responsible, in conjunction with the Events Co-ordinator for
the safe operation of all events at Kemble Aerodrome.

e The Operations Manager, in conjunction with the Events Co-ordinator, will ensure that a

safety procedure is produced for each event.

2.3.8 Safety, Security and Quality Responsibilities, Authorities and Accountabilities Senior Airport
Fire Officer (SAFO)
The SAFO is accountable to the Aerodrome Manager.
e The SAFO will ensure that the aerodrome Rescue and Fire Fighting Service (RFFS) meets or
exceeds the category promulgated via the AIP and set out in CAP 168 and that it meets the

requirements of notified aircraft movements or other activities.

e The SAFO will ensure that vehicles, equipment and media used by the aerodrome fire service
meet the requirements published by the UK CAA, ICAO and any other regulatory body

e The SAFO will maintain a system of record keeping for all vehicles, equipment and media such
that he is able to demonstrate compliance with CAP 168.

e The SAFO will ensure that RFFS personnel are qualified to the standards required in CAP 168
and will ensure that adequate training is undertaken and training records maintained.

e The SAFO will maintain an effective liaison with local authority emergency services.

e The SAFO will provide other support services as required and agreed with the Aerodrome
Manager or his representative.

e The SAFO is responsible for training aerodrome sweeper drivers and for the maintenance of the
aerodrome sweeping programme.

e The SAFO is responsible for the maintenance of the fuel storage installation, associated record
keeping and fuel safety checks.

e The SAFO is responsible for the maintenance and safe operation of all the fuel bowsers.

2.3.9 Safety, Security and Quality Responsibilities, Authorities and Accountabilities of all Managers
All managers at KAS Ltd are accountable to their immediate line manager as set out in paragraph
2.2.a. above. They all have delegated authority to take any necessary immediate action to mitigate
the effects of a hazard. They are all responsible for ensuring that this safety management system is
followed as far as the staff and other resources that they manage are concerned.
Those responsibilities include, but are not necessarily limited to:-

e Ensuring that staff under their control have been properly trained and/or briefed in the hazards
and risks and control measures associated with the tasks they are required to do
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e Ensuring that appropriate risk assessments are carried out and adequate control measures
implemented to ensure that risk is reduced to as low as reasonably practicable

e Ensuring that accidents and incidents are reported through the KIRS system.
e Ensuring that appropriate first aid facilities are available and used whenever necessary.

e Ensuring that emergency procedures are followed when necessary.

2.3.10 Safety, Security and Quality Responsibilities, Authorities and Accountabilities of all Staff

2.4

24.1

All staff are accountable to their immediate line manager as set out paragraph 2.2 above.

All staff have authority to take any immediate action to mitigate the effects of a hazard within the
bounds of their competency as long as the mitigation does not create a new hazard and the hazard
and mitigating actions are reported without delay using the KIRS system.

No staff member will be penalised for using this authority or reporting a hazard as long as the actions
taken are not reckless, even if it is subsequently determined that the action was not necessary or
that some other course of action should be taken to better mitigate the risk..

All staff are responsible for their own safety and the safety of others working at or using Kemble
Aerodrome.

The specific safety responsibilities of all staff include

e Ensuring that they are familiar with the safety policy and safety management system at Kemble
Aerodrome and understand all those parts that are relevant to them.

e Following safety instructions issued by managers
¢ Reporting hazards that they identify using the KIRS system

e Ensuring, as far as reasonably practicable, that they do not create a new hazard or increase the
risk associated with an existing hazard.

Safety Committees

SMS Safety Committee.

The SMS SC will meet quarterly. The role of the SMS SC is to monitor the effectiveness of the SMS
and to make reports to the Board of Directors on its findings including any recommendations for
improvement that it deems necessary. In order to be able to do this effectively the SMS SC should:-

a) review the hazard identification and risk assessments carried out in the previous period
including the control measures implemented

b) review the reports received through KIRS and the responses to those reports

c) set safety performance standards for KAS Ltd and monitor performance against those standards

d) ensure that an appropriate safety improvement plan is in place and monitor progress against
that plan.

e) ensure that appropriate safety training is provided to KAS Ltd staff monitor the effectiveness of
that training
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242

243

f)  monitor the effectiveness of communication of safety related information to KAS Ltd staff and
volunteers, contractors and tenants on Kemble aerodrome

g) audit the safety performance of KAS Ltd

h) ensure that the OM is maintaining all necessary documentation and records

Membership of SMS SC

The Aerodrome Manager and Senior Airport Fire Officer will be standing members of the SM SSC.
Whenever possible a member of the board of directors will attend meetings of the SM SSC. One staff
member will be elected from the staff of each of Operations, RFFS and Administrative Support
annually.

The OM will attend the meetings of the SMS SC on an ex officio basis.

The SMS SC may seek the attendance of any specialist advisor or invite representatives from either
KOG or KAST to attend to discuss specific issues.

The Kemble Operators Group (KOG)

KOG is a structured open forum made up of representatives of KAS Ltd management and
aerodrome based operators. The role of KOG is to allow discussion on all aerodrome related issues
that may be of common interest to members including site safety issues and interaction between
operators. KOG is not a decision making body, however, issues raised at KOG may lead to
recommendations to KAS Ltd management and board to take appropriate, action taken to implement
measures for the continued improvement of the aerodrome and its users to take appropriate, action
taken to implement measures for the continued improvement of the aerodrome and its users.

KOG meets quarterly in the KAS Ltd boardroom and is chaired by a KAS Director or nominee.

KOG Objectives
I. To promote good communication between based operators and KAS.

Il. To promote the safe operation of the aerodrome.
. To promulgate important aerodrome information to operators.
IV. To highlight areas where improvement is required.
V. To positively reinforce areas which are working well and effectively.
VI. To allow operators the opportunity to report their news to the forum.
VIl. To allow operators the opportunity to learn about and comment on future operations.
VIll. To allow operators/KAS the opportunity to raise any concerns.

The Kemble Airside Safety Team (KAST)

The primary role of KAST is to develop airside safety, recommend strategies for hazard removal and
mitigation of any risk and trends. These strategies may be developed based on local occurrences or
combined with information collected elsewhere.

KAST meets quarterly in the KAS boardroom and is chaired by a Kemble Air Services Director, or a
person nominated by them, and comprises of the Aerodrome Manager, members of Operations staff,
RFFS staff and representatives from aircraft operators based at Kemble.

KAST is not a decision making body, but does act as the focus for airside safety issues and may
make recommendations to KAS Ltd management or Board of Directors to take appropriate action to
implement measures for the continued improvement of the aerodrome and its users.
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2.5

251

25.2

KAST is entitled to receive reports back from the OM on the recommendations that it makes.

KAST provides the essential partnership between aerodrome managers and airside operators to
communicate and resolve matters of airside safety and operations.

KAST may from time to time establish and nominate specialist working groups to consider and report
on specific safety issues.

Risk Management

Introduction

All employees of KAS Ltd will be made aware of the Safety Management System, including the risk
management process, as part of their induction training before they commence work.

All staff are both encouraged and expected to take part in the safety assurance and safety
management processes and will be provided with appropriate training, opportunity to be actively
involved and timely feedback on any safety concerns that they raise by management.

Contractors and others working at those areas of Kemble Aerodrome under the direct control of KAS
Ltd will be assessed on safety competence and briefed on the relevant elements of the Safety
Management System by the KAS manager responsible for that activity.

No work at Kemble Aerodrome in areas under the direct control of KAS Ltd will be permitted unless
the company is satisfied that the person or persons doing the work are competent to do so and
understand the relevant parts of this safety management system.

Where necessary, work will be controlled by a Permit to Work issued by the Operations Manager.

It is the responsibility of any person carrying out work at Kemble Aerodrome to ensure that that work
is being conducted in accordance with these policies and procedures.

Risk Assessment

As far as it is reasonably practicable to do so, the hazards and risks associated with an activity must
be assessed and appropriate control measures implemented before work commences.

It is the responsibility of all employees and managers of KAS Ltd to ensure that the risks associated
with any activity that they perform or require others to perform whilst working have been properly
assessed. All necessary safety measure identified as part of the assessment process is to be
properly implemented.

Employees and managers will be trained to assess risks according to their level of responsibility and
tasks that they are required to perform.

Not every activity requires a formal written risk assessment to be carried out. However, where the
risk associated with the activity is assessed as anything other than low, action should be taken as
indicated to reduce to as low as reasonably practicable.

Where the risk analysis see (2.5.3 below) indicates that a formal risk assessment is to be carried out,
the appropriate risk assessment form is to be completed by the employee or manager as indicated
and signed off by the Operations Manager before work commences or the change is implemented.

If it is not possible to reduce the level of risk to a tolerable level then the activity or change is too
dangerous to carry out in the proposed manner and other means must be sought to achieve the
desired outcome.
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254

If the level of risk cannot be reduced to acceptable, then those who are required to carry out the task
must be made aware of the inherent dangers and the control measures that must be exercised. In
most cases this will require the issuing of a Permit to Work (see 2.5.7 below).

Any change, whether to personnel, equipment or procedures, has inherent risk, both in relation to
the change itself and to its potential effects on other activities or equipment. All changes, therefore,
are to be subject to full hazard identification, analysis and risk mitigation.

There may be occasions when accidents or incidents occur that do not necessarily give rise to injury
or loss or to a breach of legislation, but may have safety implications. In such cases it will be
necessary to collect and analyse sufficient information about the occurrence to allow effective review
of the risk assessment of the activity to take place. Staff, contractors and others working at Kemble
aerodrome are, therefore, encouraged to report any incident that might have safety or security
implications using the KIRS system detailed in Section 2.6 below.

Do not assume that somebody else will do something. If in doubt - report it!

Risk Analysis

The procedure for analysing risks, other than those associated with changes to the Air Navigation
Service is detailed in KAOP 65.

Commission Regulation 2096/2005 (as amended) requires a specific hazard rating and severity
classification system to be used in relation to planned changes to Air Navigation Systems. That
requirement is addressed separately in KAOP 66.

Contractor Compliance

Before any contractor is engaged by KAS Ltd to carry out work at Kemble Aerodrome, the ability of
that contractor to comply with all statutory health and safety and all KAS policy requirements will be
assessed by the AM. That assessment will always involve the completion of a contractor compliance
guestionnaire and the provision of risk assessment documentation to cover all aspects of the work to
be carried out

The AM will establish the level of control the KAS Ltd will need to exercise over activities provided by
an engaged contractor. This will depend upon the nature and location of the work to be carried out
and the competency of the contractor.

The AM will notify the contractor of the safety conditions that will apply to the contractor whilst
conducting work, including the need to report where and when activities are to take place, the need
for escorts and any permits to work that will be required.

The AM will audit, as necessary, the activities of contractors to verify that safety conditions are being
complied with and record the findings of those audits.

The AM will ensure that any sub-contractor appointed by a main contractor is subject to the same
assessment and audit processes as the main contractor.

The OM will ensure that operational staff of KAS Ltd are made aware of the presence of contractors
on Kemble Aerodrome through daily briefings and issuing of copies of Permits to Work to operational
staff.
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2.5.6

Event Safety Management

Kemble Aerodrome is regularly used as a whole or in part for events which do not form part of
6normal 6 aviation acti vi tae oceganisedidensraged by KASuLt esuck
as airshows as well as events organised by third parties including filming and car testing.

The Events Co-ordinator (EC) is responsible, in conjunction with the OM, for ensuring that events
that are not organised and managed by KAS Ltd are conducted safely and without impacting
deleteriously on the safety of other activities on the aerodrome.

All events will be the subject of an operation order which will include, details of where, when and how
the event is to take place, who is responsible for managing the event risk assessments of the event
and on the impact on other activities and event specific emergency procedures.

Events organised by third parties will, in addition, be subject to the following organiser compliance
process.

The EC will ensure that, before any contract to lease part or all of the aerodrome is entered into, the
ability of that lessee to comply with all statutory health and safety and all KAS policy requirements is
assessed and confirmed. That assessment will always involve the completion of an event organiser
compliance questionnaire and the provision of risk assessment documentation by the organiser to
cover all aspects of the work to be carried out.

The EC will establish the level of control that KAS Ltd will need to exercise over activities to be
carried out by the event organiser. This will depend upon the nature and location of the work to be
carried out and the competency of the lessee.

The EC will notify the AM of all proposed non-aviation events and the AM will only grant approval for
the event if satisfied that the event can be conducted safely and without compromising the safety of
other activities on the aerodrome.

The EC will notify the lessee of the safety conditions that will apply to the lessee whilst conducting
work, including the need to report where and when activities are to take place, the need for escorts
and any permits to work that will be required.

The EC will audit, as necessary, the activities of lessees to verify that safety conditions are being
complied with and record the findings of those audits.

The EC will ensure that operational staff of KAS Ltd are made aware of the presence of lessees at
Kemble Aerodrome through daily briefings and issuing of copies of permits to work to tower staff.
Hazards and Risk Assessments

A log of all of the identified hazards and risk assessments can be found in the Risk Assessment
File with references to the documents that apply to each hazard.

The OM will record the results of all risk assessments carried out and make them available to and
draw them to the attention of employees and others who may affected by the activity

The risk assessment documents are available o
as controlled documents in hard copy format in the Operations Room.

Uncontrolled copies of risk assessment documents are available to all users of Kemble Aerodrome
on request to the Operations Manager.
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2.6

26.1

Permits to Work

Any activity that cannot be reduced to an acceptable level of safety as a result of the risk
assessment process described above should be made subject to a permit to work (PTW) system.

The PTW system is a method of ensuring that;

e any particularly hazardous activity is risk assessed on each occasion that it is performed
appropriate controls are implemented
the workers who are to carry out the activity are properly informed of those controls, understand
them and are capable of implementing them

e the activity only takes place after permission has been granted by a senior manager

e other people who might be affected by the activity or who might have an impact on it are made
aware that it is taking place and what, if anything, they should or should not do

e actions in event of an emergency are clearly defined

e arecord is maintained of the permission and subsequent action.

The permit to work system applies to all activities taking place airside except aircraft and vehicle
movements under positive control by Kemble Tower and activities conducted by airside operators
within their direct areas of control.

Airside operators are expected to carry out their own risk assessments and give adequate notice to
KAS Ltd of any planned hazardous activity that could impact upon the safety of other airside
activities. In such cases, an application for a permit to work must be made to KAS Ltd and work may
not commence until such permit has been granted.

The Permit to Work system also applies to all activities on the remainder of the aerodrome under
KAS Ltd control whether those activities are carried out by KAS Ltd staff or others.

Permits to Work forms are available from Kemble Ops or to download from
www.Cotswoldairport.com.

Applications should be submitted to the Ops office, preferably a minimum of 24hours before the
planned activity. The PTW will normally be issued by the Operations Manager and the recipient will
be asked to sign to confirm that they have understood and are able to implement the controls
identified by the risk assessment process and any conditions attached to the permit to the OM.

In the absence of the OM, PTWs can be issued by the Aerodrome Duty Manager.

Work which is subject to a PTW should only be conducted in accordance with the conditions of that
permit. Any variation to the work methodology and/or safety controls should only be conducted after
approval has been obtained from the permit issuer.

When work is complete the permit holder should advise Operations of that fact and sign the

Operations copy of the PTW to confirm that work was carried out in accordance with conditions
applied.

Hazard and Risk Reporting- Kemble Incident Reporting System - KIRS

Rationale

However well planned and managed any work activity is, accidents will from time to time occur.
Sometimes there is no damage or injury when an accident occurs or an incident occurs that has the
potential to cause an accident.
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It is vitally important for the safe future management of Kemble Aerodrome that all accidents and

incidents with potential safety implications are investigated so that lesson can be learnt and changes

made, where necessary to avoid a recurrence.

KAS Ltd operates a system called KIRS for reporting, recording and analysing accidents, hazards

and incidents that might have safety implications. The purpose of this system is to ensure that data

is collected and acted upon on anything that might give rise to dangers before they occur or recur.

KIRS has been designed to standardise the reporting of accidents and incidents and develop an

incident database that will allow analysis of data to promote trend and incident analysis and
disseminationof 61 essons to be |l earnedd |l eading to adoption

The KIRS system shall be used for any aviation and non-aviation related incidents anywhere on the
aerodrome.

KIRS provides KAS Ltd management with:
e aprompt and consistent method of reporting, data collection and analysis
e the basis for identifying and subsequently managing accidents, incidents and trends
e ameans of prioritising action in response to reported events
e ameans of monitoring accident and incidents as a measure of safety performance.

e ameans of reporting accidents and incidents not necessarily covered by the MOR
scheme.

The management of KAS Ltd views the deliberate failure to report an accident or dangerous
occurrence as at least as seriously as the circumstances that led up to it.

2.6.2 Submitting a KIRS Report
The procedure for submitting a KIRS Report is detailed in KAOP 060
Anyone working at, or visiting, Kemble Aerodrome can complete and submit a KIRS form which
forms can be obtained from the Operations office in the tower or by downloading from
www.cotwoldairport.com/dowmnloads
Any incident or hazard that has the potential to cause an accident can and should be reported using
the KIRSsystem. Thi s includes not only &6édnear missesbd6, but
contribute to an accident in the future. Investigation and analysis of incidents may lead to the
prevention of accidents before they occur.
If there is any doubt in your mind about whether or not to report something using KIRS, then report it.
It is far better to have reports which require no action to be taken than to have an accident that could
have been avoided.

2.6.3 Investigation

All incidents reported through KIRS will be recorded, investigated, and evaluated by the AM and OM.
2.6.4 Feedback

Anyone who completes a KIRS form will be given feedback by the AM or OM, initially in a
discussion, normally followed by email. Any feedback given will be recorded on the KIRS Form.
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2.6.5

2.6.6

2.6.6

2.7

2.7.1

2.7.2

Reports

After investigation, the AM or OM will report their conclusions and the nature of any corrective
actions that have to be implemented to all affected staff and other stakeholders.

Corrective Action

Where investigation has identified the need for corrective action the AM and OM will ensure that that
corrective action is implemented as soon as reasonably practicable. Where there is any significant
delay in implementation of corrective action the AM and OM will ensure that appropriate temporary
mitigation is implemented. This may include the suspension of a particular activity until the corrective
action is completed.

Review

The SMS SC will review the KIRS reports at their quarterly meetings and may make
recommendations to the Board depending on their conclusions.

Safety Assurance

Objectives

KAS Ltd safety objectives are:-

e whilst providing air traffic services is to mi
an aircraft accident as far as reasonably practicable
e to meet or exceed target levels of safety as measured by the safety performance indicators
e to improve safety performance by annually reviewing the safety performance indicators
e to ensure that its staff are adequately trained and supported so that they remain capable of
and committed to delivering to the companybs sa
Safety Monitoring
The effectiveness of the safety management system will be evaluated by measuring performance
againstspecifie d saf ety performance indicators- (SPI &6s). Th
o KIRS report analyses.
e Total number of reports received.
e Number of reports defined by:-
o Type of incidents
0 Location of incidents
o Consequence of incidents including RIDDOR reports.
e Number of MORS by type.
e Safety survey reports (see 2.7.3 below)
e AAIB Reports.
e Safety audit reports (see 2.7.7 below)
The SPIlI 6&s wildl be compared with any safety targets
SPlI 6s wi || be kept wunder r delefed depeaderd upantoeah akperdence ad d e d

and any guidance issued by CAA and/or HSE
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2.7.3

2.7.4

2.7.5

Where possible and appropriate, trend analysis of safety data will be carried out and improvement
targets set.

The SMS SC will be provided with a report of performanceagai nst SPIlI 6s by t he

Safety Surveys and Audits

The OM, SAFO and one member of the SMS SC will conduct surveys and audits of the operations
conducted by KAS at Kemble Aerodrome.

The purposes of the survey are:-
e To check compliance with legal requirements.

e To confirm that all significant hazards have been identified and assessed and that all
appropriate mitigation measures are in place.

e To confirm that all aspects of this SMS are being followed and are effective.

The specific areas to be addressed in the safety surveys and the frequencies with at which they
need to be carried out will be developed over time into a Safety Survey Plan and will reflect the
issues identified by the SMS SC as priority areas.

Management of Change

Changes to the operation, layout, equipment and personnel of Kemble Aerodrome will not be
undertaken until a risk assessment of the proposed changes has been carried out and all necessary
amendments to the safety management system procedures communicated and implemented.

The risk assessment of proposed changes will be carried out at the earliest possible stage in the
planning process in order that safety management can be built in rather than added on at the end of
the process.

The change risk assessment will be carried out by the AM who will consult the staff, contractors and
tenants who will be affected. The AM may delegate the risk assessment process to the most
appropriate member of staff, but must be satisfied that all risks have been properly addressed.

The Board of KAS Ltd undertakes not to commit to any change until a risk assessment has been
carried out and that consultation with affected staff, groups and individuals affected will be carried
out at the earliest possible stage.

Note: Changes to the Air Navigation System are subject to specific risk assessment requirements
and the procedures for these are detailed in the FISO manual

Post Change Review

Where changes to the SMS are implemented as a result of a KIRS investigation, safety monitoring,
safety survey or internal audits, the AM will review the effectiveness of any changes made. That
review will also consider whether or not any changes made have had an impact on other safety
issues.

The AM will report the conclusions of that review to the SMS SC and Board.

Where further changes are required as a result of this review the result of any decision will be
disseminated as per the original change.
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2.7.6

27.7

2.8

Routine System Review

The AM will review the SMS annually to identify and determine the implications of sub-standard
performance of the SMS in operation and present the results of that review to the SMS SC with the
objective of eliminating or mitigating that sub-standard performance.

The CEO will ensure that the AM is provided with adequate resources to carry out the evaluation
process.

The SMS SC will give all aerodrome staff, tenants and contractors an opportunity to be involved in
the evaluation of the SMS at quarterly Kemble Operator Group (KOG) and Kemble Airside Safety
Team (KAST) meetings.

External Audit

KAS will engage a suitably qualified person or organisation to carry out audits of the effectiveness of
the safety management system. That audit will include:-

e Areview of the level of compliance with statutory requirements for a SMS

o Verification of the effectiveness of the SMS to deal with identified hazards and identify new
or unrecognised hazards.

KAS will provide a copy of the results of any external safety audit or inspections, including those of
the CAA and HSE, to the SMS SC at the quarterly meeting following receipt of those results.

The AM and OM will regularly assess the overall level of competency within the Operational staff of
KAS Ltd as well as the competencies of individuals. This may involve the use of external assessors
to assist in the assessment the overall level of competency of the organisation and individuals.

Where competencies need to be addressed, either as an individual or as an organisation then
suitable and sufficient training will be provided followed by a reassessment of competency levels.

Employee Welfare

Sadly, even where risk is well managed, accidents and incidents can occur and when that happens
there is likely to be an impact on staff even if they are not injured or directly involved.

Management of KAS Ltd recognises its responsibilities towards staff who are so affected and will
provide appropriate support.

In the event of an air accident or ground incident and after immediate emergency procedures are
activated and the situation is under control the FISO and/or the Assistant, if applicable, will be taken
off duty whenever possible and replaced with suitably qualified persons

Personnel closely involved with an air accident, or another serious incident must be made aware of
the possibility of shock and they should be encouraged to be seen by the medical services attending.
They will also be aware of the possibility of trauma and the Company will offer counselling, normally
through, or with the consent of, an individua

Personnel reporting feeling the physical or mental effects of stress, fatigue or emotion due to work
load pressure, or external pressures, will be taken off the operational positions as unfit for duty and
replaced. The company will offer support and consider, based on medical advice, the requirements
for counselling of the member of staff as required.
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2.9 Safety Promotion

2.9.1 Targets

Safety performance of individuals will be incorporated into any incentive scheme operated by KAS
Ltd.

Safety performance will be a key element of operational team performance targets.

2.9.2 Feedback

Management recognises the need to continuously reinforce its commitment to safety.
To that end it will:-

o Disseminate lessons arising from safety occurrence investigations and other safety activities
within the organisation at management and operational levels and amongst operators and
pilots based at Kemble Aerodrome by e-mailing the results of safety reviews and KIRS
investigations to all staff and users.

e Actively encourage staff and users to propose solutions to identified areas of concern so that

changes are made to improve safety where they appear necessary, by ensuring that safety
is a compulsory agenda item on all KAS Ltd meetings.
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Chapter 3 Quality Management System

3.1

3.2

3.21

3.2.2

3.2.3

Scope

Kemble Air Services Ltd operates Kemble Aerodrome as a public use aerodrome in accordance with
our CAA Aerodrome Licence and the conditions attached to that licence and the Air Navigation
Order.

The facilities and services available provided by Kemble Air Services at Kemble Aerodrome to which
this quality management system applies are defined by the Kemble Aerodrome UK AIP entry.

This quality management system does not apply to other facilities and services provided by Kemble

Air Services or facilities and services provided by other operators at Kemble Aerodrome, including
Kemble Airfield Estates Ltd.

Quality Policy Statement

Customer Expectations
Kemble Air Services Ltd is committed to providing aerodrome and air traffic services at Kemble
Aerodrome which meet all of its identified customer expectations and satisfies all applicable
legislative requirements.

KAS Ltd will seek to identify all of its customer requirements:-

a) by establishing contract customer needs at contract negotiation stage and ensuring that
those needs are reflected in the contract document in an open and transparent manner.

b) by actively seeking to establish the needs of non-contract customers when they contact
KAS for service

c) by setting up stakeholder fora for issues to be raised, including Kemble Operators Group
and Kemble Airside Safety Team.

d) by ensuring that there is a clear and readily accessible method for customers to provide
feedback to KAS Ltd Management on any issue be it negative or positive.
Objectives
KAS Ltd will use customer requirements as the basis for setting its quality objectives and the primary
objective of the Quality Management System is to ensure that those requirements are met.
Continuous Improvement
KAS Ltd will continuously strive to improve the effectiveness of its quality management system by

regularly reviewing the system in application and responding to identified inadequacies in
accordance with Section 3.5 below.
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3.3  Quality Assurance

3.3.1 Management Quality Responsibilities

Management Quality Responsibilities are defined in Chapter 2 of this Manual

3.3.2 Quality Manuals

The Manuals that define the services that KAS Ltd provides and the standards to which they are
provided are:-

e The Aerodrome Manual, a published document that defines the services that KAS Ltd
provides, the way in which those services are provided and who is responsible for providing
them.

e The ATS /FISO Manual, a guide to FISO and Operations Assistants on delivery of the ATS
Service

e The RFFS Manual, a guide to RFFS staff on delivery of the RFFS Service.
o Kemble Aerodrome Operating Procedures, a series of procedure documents that define how
specific tasks are to be carried out.

3.3.3 Quality Assurance Process

The quality assurance process is defined within KAOP 069
It is the responsibility of all staff when delivering services on behalf of KAS Ltd to be aware of this

process and ensure that they deliver service in accordance with it, even where the specific process
is not documented.

3.3.4 Documentation Control Process
The OM will maintain records of all documented processes and will update the records whenever
necessary. Editorial control of those documented processes will be restricted to the OM and AM.
Read only versions of the current versions of all risk assessments, safety instructions, permits to
work, safety policy documents and Kemble Aerodrome Operating Procedures will be maintained on

the KAS Ltd common drive available to all KAS staff.

Controlled copies of safety, security and quality management documents will be maintained in paper
format in the VCR Controlled Documents cupboard.

Read only versions of all safety, quality and security documents that need to be publicly available will
be published on the KAS website.

Minutes of KOG, KAST and SMS SC Committee meetings will be circulated to participants of those
meetings and made available to KAS Staff on the KAS

A common system of document identification is applied to all documents produced by KAS Ltd.

Authors of documents for KAS use are required to use the common documentation identification
system
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A change management procedure has been implemented as KAOP 059.
No documents which form part of the safety, security or quality management system may be
introduced or amended without the authorisation of the AM and OM.
3.4 Review and Remedial Action Procedures
The AM will regularly audit the quality management system in application to confirm:-
that the procedures in the system are being followed
that the system is effective in avoiding non-conformities

that any non-conformities are identified and corrective action taken using KAOP 059
that the system is effective in delivering the desired outcomes.

All KAS staff will continuously monitor the quality of the services that they provide and will seek to
identify:-

e potential non-conformities i conditions that may lead to a non-conformity
e actual non-conformities i verified non fulfilment of a requirement

e suspect non-conformities T circumstances that lead to the belief that non-conformities could
have occurred.
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Chapter 4 Kemble Aerodrome Operational Procedures (KAOPS)

4.1

41.1

4.2

4.2.2

4.3

43.1

4.4

441

4.4.2

443

4.5

45.1

KAOPS Description and Purpose

Any activity at Kemble Aerodrome that is required to be conducted in a specific manner is subject to
a Kemble Aerodrome Operating Procedure (KAOP). This is a formal written procedure approved by
the Aerodrome Manager that describes who is authorised to conduct the activity and the procedures
and limitations that are to be followed.

Production, Approval and Promulgation of KAOP Documents

The Operational Manager is responsible for identifying activities that require a KAOP, ensuring that a
KAOP is produced, presenting it to the Aerodrome Manager for approval, disseminating the
approved procedure to personnel and organisations likely to be subject to or affected by it and
maintaining an up to date record of approved KAOPS.

Review and Amendment

The OM will ensure that KAOPS are updated, reviewed and amended as circumstances and
operational requirements dictate and that amendments are promulgated as above.

Records and Availability

A list of the current KAOPS is attached as Appendix F to this document.

The KAOP documents are avai | abl e on the KAS O0K&6 drive as
controlled documents in hard copy format in the Operations Room and VCR filing cabinet.

Uncontrolled copies of KAOP documents are available to all users of Kemble Aerodrome on request
to the Operations Manager.

Link to Risk Assessments

Each KAOP includes a link to the risk assessment relevant to that activity.
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Chapter 5 Aerodrome Characteristics

5.1

511

5.1.2

5.1.3

5.2

521

5.3

53.1

5.4

54.1

54.2

54.3

55

55.1

General

The Aerodrome Reference Point (ARP) is located at 514005N - 0020325W.

The aerodrome elevation as stated in the UK AIP is 436 ft amsl.

The aerodrome is only available for VFR aircraft operations.

Aerodrome Plan

The aerodrome plan showing the layout and elevation of runways, taxiways and aprons can be
found in the latest UK AIP via the NATS AIS web site.

Aerodrome Obstacles

Details of all obstacles are shown in the schedule of obstacles within the aerodrome survey and also
at Appendix D.

Aerodrome Survey

The | atest aerodrome survey is |located in the
company local area network computer system for all staff to refer to.

The annual aerodrome survey is undertaken annually by SLC Associates, Aylesbury.

KAOP 002 describes the procedure to be carried out.

Declared Distances

Declared distances are in the table at item 6 below, based on the aerodrome survey and stated in
the UKAIP.
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5.6

56.1

5.6.2

5.7

5.7.1

5.7.2

5.7.3

57.4

5.7.5

5.7.6

57.7

5.8

5.8.1

Runway Details

Runway 08/26 is a 2009x45mtr wide runway with a Marshall Asphalt surface at

incorporates a black porous high friction centre portion.

either end and

RW Surface True Bearing TORA TODA ASDA LDA

y TDZE mtrs mtrs mtrs mtrs
Asphalt o

08 433ft 080.40 1759 1759 1799 1778
Asphalt o

26 419t 260.42 1799 1799 1799 1594

Runway 08 / 26 Grass (Unlicensed)

Taxiway Details

550mtrs x 18mtrs

All taxiways are hard asphalt surfaces with the exception of Golf taxiway which is a grass taxiway.

Alpha Taxiway is a code B taxiway and is 23mtrs wide at its widest point dropping down to 10.5mtrs
at its narrowest point from A2 7 A3

Bravo Taxiway is a code B taxiway and is 10.5mtrs wide. It runs from North Apron direct to the

runway.

Charlie Taxiway is a code B taxiway and is 10.5mtrs wide. It is situated on the south side of the

aerodrome and laid out on the old disused runway 13/31

Delta Taxiway is a code B taxiway and is 10.5mtrs wide. It runs from the Woodside Apron direct to
the runway.

Golf taxiway is a grass unlicensed taxiway and runs parallel on the north side of the grass runway.

The Southern grass taxiway is a grass unlicensed taxiway and runs parallel to the south of the hard

runway

Aerodrome Lighting

There is no aerodrome lighting available at Kemble Aerodrome.
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Chapter 6 Visual Aids

6.1

6.1.1

6.1.2

6.1.3

6.2

6.2.1

6.2.2

6.2.3

Signals

Signal Square

There is no signal square or mast at Kemble Aerodrome.

Signal Lamps

Kemble Aerodrome has signal lamps in the VCR capable of producing red and green lights as an aid
to communicate with aircraft.

Windsleeves

Two unlit windsleeves are positioned on the aerodrome to the left of each runway so as to be visible

from the approaches to all runways. They are sited so that at least one sleeve is visible from each
take-off position.

Runways

Runway 08
Runway 08 has the following visual aids:
a) White painted centreline
b) White painted runway designator numbers c/w non-precision approach markings
¢) White painted arrows indicating the starter extension available for take off
d) Yellow lead-off markings at each taxiway intersection
Runway 26
Runway 26 has the following visual aids:
a) White painted centreline
b) White painted runway designator numbers c/w non-precision approach markings
c) White painted arrows indicating the starter extension available for take off
d) VYellow lead-off markings at each taxiway intersection
Runway 08/26 Grass (not licensed)
Runway 08/26 Grass has the following visual aids:
a) White edge markings

b) White corner markings
¢) White Runway designator numbers
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6.3

6.3.1

6.3.2

6.3.3

6.3.4

6.3.5

6.3.6

Taxiways

Taxiway A (Alpha)
Alpha taxiway has the following visual aids:
a) Yellow painted centreline
b) Intermediate holding points at A6, A5 and A4 painted and signed as per CAP168.
¢) Runway holding points at A3, A2 & Al painted and signed as per CAP168.
Taxiway B (Bravo)
Bravo taxiway has the following visual aids:
a) Yellow painted centreline
b) Intermediate holding point B2 painted and signed as per CAP168.
¢) Runway holding point at B1 painted and signed as per CAP168
Taxiway C (Charlie)
Charlie taxiway has the following visual aids:
a) Yellow painted centreline
b) Runway holding points at C1 & C2 painted and signed as per CAP168.
Taxiway D (Delta)
Delta Taxiway has the following visual aids:
a) Yellow painted centreline
b) Runway holding point at D1 painted and signed as per CAP168.
c) Intermediate holding point at D2 painted and signed as per CAP168.
Taxiway G (Grass - unlicensed)
Golf taxiway has the following visual aids
a) Plastic edge markers
b) Runway holding points at G1 & G4 signed as per CAP168.
Disused Taxiways

All disused taxiways are marked on the surface with a painted yellow cross as per CAP168.
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6.4

6.4.1

6.4.2

6.4.3

6.4.4

6.4.5

6.4.6

Aprons

Belfast Apron

The Belfast Apron has the following visual aids:

a) Apron markings as per CAP168 with painted double white lines.

b) Signage as per CAP168.

D-Site Apron

The D Site Apron has the following visual aids:
a) Apron markings as per CAP168 with double white lines.
b) White painted H marking H1 landing site for helicopters.
c) Taxiway A passes alongside this apron.
d) Signage all as per CAP168.

Alpha Apron (grass)

The Alpha Apron has the following visual aids:
a) Delineated behind the tower by grass cutting.
b) Directional sighage all as per CAP168.

Tower Apron (grass)

The Tower Apron has the following visual aids:
a) Delineated by grass cutting and the adjacent taxiway G.
b) Directional signage all as per CAP168.

Woodside Apron

The Woodside Apron has the following visual aids:
a) Apron markings as per CAP168 with double white lines.
b) Yellow painted taxi lane centrally painted to assist pilots.
c) Directional signage all as per CAP168.

North Apron

The North Apron has the following visual aids:

a) Apron markings as per CAP168 with double white lines.

b) Taxiway B passes alongside this apron for access to G-Site maintenance area.

c) Directional signage all as per CAP168.
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6.5

6.5.1

6.6

6.6.1

6.7

6.7.1

6.8

6.8.1

6.9

6.9.1

6.9.2

Aeronautical Ground Lighting

There is no Aeronautical Ground Lighting at Kemble Aerodrome.

Power Failure

There is no requirement for a back-up as there is no aeronautical ground lighting at Kemble
Aerodrome.

Flight Inspections

There is no requirement for flight inspections of the visual aids.

Obstacle Lighting

Low intensity red obstacle lights are fitted in accordance with CAP168 on the main structures around
the aerodrome such as the control tower and hangars.

Inspection and Maintenance of Visual Aids

An inspection of the visual aids is made daily on the aerodrome inspection, KAOP 001 (Aerodrome
Inspections) refers.

Maintenance to visual aids are carried out when work has been identified from the aerodrome
inspections and carried out by the estates maintenance personnel.

K:\Aerodrome Manuals\Aerodrome Manual V10.doc Page 41 of 70



UNCONTROLLED COPY

Chapter 7 Rescue and Fire Fighting Service (RFES)

7.1

7.1.1

7.1.2

7.1.3

7.1.4

7.1.5

7.1.6

7.1.7

7.1.8

7.1.9

7.2

7.2.1

7.2.2

General

This chapter specifies the minimum RFFS requirements for Kemble Aerodrome

Kemble Air Services will provide and staff an effective RFFS capability that can respond to an
aircraft accident/incident pending the arrival of external emergency services.

The RFFS will be available during the published hours of operation of the aerodrome.

The Senior Airport Fire Officer (SAFO) has responsibility for and is accountable to the Aerodrome
Manager for the aerodrome rescue and fire fighting services (RFFS).

On a daily basis the nominated Duty Senior Airport Fire Officer (DSAFO) assumes responsibility in
the absence of the SAFO.

The Aerodrome RFFS will attend all aircraft incidents within the aerodrome vicinity. The vicinity is
defined as a circle, radius 1000m from the aerodrome reference point, and an arc extending 1000m
at 7 degrees from the threshold of each runway.

The Aerodrome RFFS will respond to domestic fires within the Kemble Aerodrome site. In the event
that during such attendance the RFFS category or its ability to meet response times is depleted the
DSAFO will immediately advise the ADM.

The decision on whether the RFFS should respond to aircraft accidents or fires outside the
aerodrome boundary is the responsibility of the ADM in consultation with the FISO and SAFO or
DSAFO in his absence.

Kemble Aerodrome emergency vehicles are insured for use on public roads. All drivers of
emergency vehicles must be over the age of 25 to be covered by the company insurance policy and
drivers of such vehicles must hold an appropriate driving licence.

Level of Protection

The aerodrome RFFS category is Category One.

RFFS Category Two is available daily upon request.
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7.3

7.3.1

7.3.2

7.3.3

7.4

7.4.1

7.4.2

7.5

7.5.1

7.5.2

7.5.3

7.5.4

7.5.5

7.5.6

Remission

Following the guidance set out in CAP168, remission enables Kemble Aerodrome to provide RFFS
cover to aircraft one category above that promulgated as long as that does not exceed a maximum
of 700 movements in any consecutive three month period

Kemble Aerodrome can apply remission on one category higher than the promulgated category 2
and can accept category 3 aircraft whilst utilising a category 2 crew if the commander of the aircraft
accepts this cover.

The SAFO is responsible for monitoring movements to ensure that this remission limit is not
exceeded.

Depletion of Services

Any changes or depletion in the level of protection of the RFFS for whatever reason shall be notified
to the ADM. When such a change has occurred notification will be by radio and by Notam.

Should any vehicle or equipment be deficient, it should be immediately reported to the Watch
Manager who will evaluate the situation and inform the ADM if that equipment falls within the
minimum requirement for the promulgated categories.

Extinguishing Agents

Principal and complementary agents shall be provided as a minimum and as specified in CAP168.
Principal agents provide a level of post-fire security i.e. for a period of several minutes or longer.
Complementary agents have rapid-fire suppression capability but provide control only during
application and for a short period thereafter.

Hose lines of sufficient lengths appropriate to deal with fires involving the sizes and types of aircraft
normally using the aerodrome, including a hand controlled foam-making branch, are provided.

Complementary Fire Fighting Agents shall comply with the appropriate specifications of the
International Organisation for Standardisation (1SO).

Where the main complementary agent is a dry chemical powder, there shall be a minimum quantity
of 9 kg of gaseous agent or 18 kg of CO2 provided with a suitable applicator for use on aircraft
engine fires.

Where the main complementary agent is gaseous agent or CO2, there shall be a minimum 9 kg of
dry powder provided to assist in dealing with a running fuel fire.

A 200% reserve of foam concentrate and 100% of complementary agents shall be available at the
aerodrome.
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7.5.7

7.5.8

7.5.9

7.5.10

7.6

7.6.1

7.6.2

7.6.3

7.6.4

7.7

7.7.1

7.7.2

7.7.3

Media stocks to meet the promulgated categories are held on board the fire vehicles. It is company
policy to maintain the vehicles in a fully provisioned manner in order to meet the requirements laid
down in CAP168.

The SAFO is responsible for controlling stock levels, re-ordering of stock, maintenance of appliances
and hand held extinguishers, in order to meet the requirements there is 200% stock of reserve foam
concentrate and 100% reserve of complementary media.

There are four underground Emergency Water Supplies (EWS) tanks on site each marked with a
yell ow sign AEWSO.

There are approximately 50 Fire Hydrants on site. Water to these is provided by a raised tank of
117,000 Litres capacity.

Response Time

The operational objective of the RFFS is to achieve the response times laid down in CAP168, to any
point of each operational runway, in optimum visibility and surface conditions.

Response time is considered to be the time between the initial call to the rescue and fire fighting
service and the time when the first responding vehicle is in position to effect fire fighting and rescue
operations.

Any other vehicles required to deliver amounts of extinguishing agents should arrive as soon as
possible after the first responding vehicle so as to provide continuous agent applications.

Regular response time checks are undertaken and recorded by the SAFO and Air Traffic Staff to
ensure RFFS staff are able to effectively meet the response times laid out in CAP 168.

Alerting

The duty FISO staff monitor the movement area visually and the aerodrome R/T frequency, and will
alert the RFFS in the event of any incident.

All RFFS staff carry a ground management radio to monitor the aerodrome ground radio network
(Channel 1).

A Crash Alert Klaxon is mounted on the control tower building, linked to the RFFS watch office, and
is tested daily.
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7.8

7.8.1

7.8.2

7.8.3

7.8.4

7.8.5

7.8.6

7.8.7

7.8.8

7.9

7.9.1

7.9.2

7.9.3

Access

All crash gates on the aerodrome can be opened using the same key. A key is carried in all RFFS
and operations vehicles.

All attendances will be to RVP1 unless otherwise advised.

If RVP 2 is to be used, then access will be from the A433 via crash gate 10 or the North Gate.

All external attendances will be met at the RVP points with an escort.

All RVP points are clearly sign posted.

All areas from runway 08 i 26 are accessible for most of the year. It should be noted that the fields
outside the aerodrome boundary fencing from both undershoots of both runways are subject to
arable crop growth varying in type year on year.

At the North side of the field the land beyond the boundary fence drops away in to a steep sided
valley at the bottom of which runs a disused railway line. Areas beyond this line are not accessible
from the aerodrome and should be accessed from the A433 Cirencester to Tetbury Road using
appropriate field access gates.

Aerodrome familiarisation driver training is undertaken to ensure that all drivers are familiar with the
aerodrome, the local area and are capable and aware of the hazards involved with driving around an
aerodrome.

Staffing

All RFFS staff are trained, fit and competent to fulfil their respective roles in the RFFS.

The duty RFFS watch staff shall be notified daily to the ADM.

The minimum number of personnel and level of supervision are as follows:

e Category One Operations.
The Watch may be made up of a minimum of two low category Fire Fighters, one of whom
shall be designated the Watch Manager.

e Category Two Operations.
The Watch shall comprise of a Low Category Supervisor Watch Manager and a minimum of
two low category fire fighters.
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7.10 Extraneous Duties

7.10.1 No extraneous duty should create conditions likely to compromise individual or crew performance or
introduce additional hazards.

7.10.2 RFFS personnel designated as part of the minimum level for response, and who are engaged on
extraneous duties, shall be capable of meeting the response time objective whilst carrying out those
duties.

7.10.3 Continual assessment of extraneous duties is made to ensure that response times are not
diminished when the aerodrome is open.

7.11  Vehicles and Ancillary Equipment

7.11.1 Vehicles fit for purpose are provided and readily available for immediate use to carry personnel and
RFFS equipment to the scene of the incident.

7.11.2 The GMC meets the requirements for Category 2 operations as detailed below.

GMC =Crash 1

Media 850Itrs Water
90Itrs Foam

Extinguishers 81kg Monnex
10.5kg Halon
10kg Co2

Discharge Rates 680Itrs per min

7.11.3 A minimum quantity of ancillary equipment and resources, as described in CAP168, appropriate to
the sizes and types of aircraft are provided.

7.11.4 All responding RFFS personnel shall be provided with personal protective equipment to enable them
to perform their duties in an effective manner.
7.11.5 All equipment shall be
a) suitable for the intended use;

b) safe for use, maintained in a safe condition and, in certain circumstances, inspected to
ensure this remains the case;

c) used only by people who have received adequate information, instruction and training;

and accompanied by suitable safety measures, e.g. protective devices, markings &
warnings;
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