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FOREWORD 

 
A safety management system is a systematic and proactive approach for managing safety risks. As with all 
management systems, Safety Management System (SMS) includes goal setting, planning and measuring 
performance. It becomes part o the culture; the way people do their jobs. 
 
Safety management goes beyond compliance with prescriptive regulations, to a systematic approach where 
potential safety risks are identified and managed to an acceptable level.SMS adopts a business-like approach 
to safety, similar to the way that finances are managed, with safety plans, safety performance indicator and 
targets and continuous monitoring of the safety performance of the organizations. It enables effective risk-
based decision making processes across the business. 
  
It is important to recognize that SMS is a top down driven system, which means that the accountable executive 
of the organization is responsible for the implementation and continuing effectiveness of the SMS, without the 
wholehearted support and ownership of the accountable manager, SMS will not be effective. However, safety 
is a shared responsibility across the whole organization and needs the involvement of all staff. 
 
There is not a “one size fits all’ model for SMS that will cater for all types and size of organizations. 
Organizations should tailor their SMS to suit the size, nature and complexity of the operation, and the hazards 
and associated risks inherent with it activities. Where an organization is part of a group that has several 
approvals a single Group SMS may be developed provided that there is clear accountability between the group 
and the subsidiary companies. 
 
This document contains the Procedures and Processes that the PCAA will follow to accept the SMS of the 
Service Providers. It has been prepared as a guidance tool for the PCAA’s safety inspectors performing safety 
oversight of aviation service providers with the intent to make them aware of the PCAA requirement for the 
initial acceptance and ongoing surveillance of service providers SMS. 
 
The International Civil Aviation Organization’s (ICAO’s) Annex 19 promotes a common approach to Safety 
Management across aviation domains; both for States and for organizations. Therefore, this document can 
also be used by the Service Providers in order to conduct a self assessment on the status of implementation of 
their respective SMS. 
  
The information contained herein reflects the current regulatory requirements, procedures and processes 
against which the PCAA will benchmark the SMS of a Service Provider. These requirements and the 
procedures are subject to change with any new development to the national regulations, ICAO Document 9859 
and ICAO Annex 19. 
 
 

          
MAH-E-LAQA JINNAH 

Additional Director SSP 
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DEFINITIONS  

 
Acceptable Level of Safety Performance (ALoSP).  The level of safety performance agreed by  
State authorities to be achieved for the civil aviation system in a State, as defined in its State  
safety programme, expressed in terms of safety performance targets and safety performance  
indicators.  

Accident.  An occurrence associated with the operation of an aircraft which, in the case of a  
manned aircraft, takes place between the time any person boards the aircraft with the  
intention of flight until such time as all such persons have disembarked, or in the case of an  
unmanned aircraft, takes place between the time the aircraft is ready to move with the purpose  
of flight until such time as it comes to rest at the end of the flight and the primary propulsion  
system is shut down, in which:  

a) a person is fatally or seriously injured as a result of:  

— being in the aircraft, or   

— direct contact with any part of the aircraft, including parts which have become detached from the aircraft, 
or  

— direct exposure to jet blast,  

except when the injuries are from natural causes, self-inflicted or inflicted by other persons, or when the 
injuries are to stowaways hiding outside the areas normally available to the passengers and crew; 
or  

b) the aircraft sustains damage or structural failure which:  

— adversely affects the structural strength, performance or flight characteristics of the aircraft, and  

— would normally require major repair or replacement of the affected component,  

except for engine failure or damage, when the damage is limited to a single engine, (including its cowlings 
or accessories), to propellers, wing tips, antennas, probes, vanes, tires, brakes, wheels, fairings, panels, 
landing gear doors, windscreens, the aircraft skin (such as small dents or puncture holes), or for minor 
damages to main rotor blades, tail rotor blades, landing gear, and those resulting from hail or bird strike 
(including holes in the radome); or  

c) the aircraft is missing or is completely inaccessible.  

Note 1.— For statistical uniformity only, an injury resulting in death within thirty days of the date of the 
accident is classified, by ICAO, as a fatal injury.  

Note 2.— An aircraft is considered to be missing when the official search has been terminated and the 
wreckage has not been located.  

Accountable Executive.  A single, identifiable person having responsibility for the effective and efficient 
performance of the service provider’s SMS.  

Adequate . The state of fulfilling minimal requirements; satisfactory; acceptable; sufficient. 

Audit.  A systematic, independent and documented process for obtaining evidence and evaluating it objectively 
to determine the extent to which requirements and audit criteria are fulfilled. 

Audit area.  One of eight audit areas pertaining to the Universal Safety Oversight Audit Programme (USOAP), 
i.e. primary aviation legislation and civil aviation regulations (LEG), civil aviation organization (ORG); personnel 
licensing and training (PEL); aircraft operations (OPS); airworthiness of aircraft (AIR); aircraft accident and 
incident investigation (AIG); air navigation services (ANS); and aerodromes and ground aids (AGA). 

Authorized person. A person authorized in writing by the Director General of Civil Aviation or equivalent 
official to act under the provision in which the expression occurs. 
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Change management.  A formal process to manage changes within an organization in a systematic manner, 
so that changes which may impact identified hazards and risk mitigation strategies are accounted for, 
before the implementation of such changes.  

Critical elements (CEs).  The critical elements of a safety oversight system encompass the whole spectrum of 
civil aviation activities. They are the building blocks upon which an effective safety oversight system is based. 
The level of effective implementation of the CEs is an indication of a State’s capability for safety oversight. 
 
Defences.  Specific mitigating actions, preventive controls or recovery measures put in place to 
prevent the realization of a hazard or its escalation into an undesirable consequence.  

Effective implementation (EI).  A measure of the State’s safety oversight capability, calculated for each 
critical element, each audit area or as an overall measure. The EI is expressed as a percentage. 

Errors.  An action or inaction by an operational person that leads to deviations from organizational or the 
operational person’s intentions or expectations.  

Hazard.  A condition or an object with the potential to cause or contribute to an aircraft incident or accident.  
 
Human Factors principles . Principles which apply to aeronautical design, certification, training, operations 
and maintenance, and which seek safe interface between the human and other system components by 
proper consideration to human performance. 
 
Incident.  An occurrence, other than an accident, associated with the operation of an aircraft which affects or 
could affect the safety of operation.  

Note.— The types of incidents which are of main interest to the International Civil Aviation Organization for 
accident prevention studies are listed in the Accident/Incident Reporting Manual (ADREP Manual) (Doc 
9156).  

Industry codes of practice.  Guidance material developed by an industry body, for a particular sector of the 
aviation industry to comply with the requirements of the International Civil Aviation Organization’s Standards 
and Recommended Practices, other aviation safety requirements and the best practices deemed appropriate. 

Note.— Some States accept and reference industry codes of practice in the development of regulations to 
meet the requirements of Annex 19, and make available, for the industry codes of practice, their sources and 
how they may be obtained. 

Inspection. An examination of specific activities, products or services of an aviation licence, certificate, 
approval or authorization holder (or applicant) performed by civil aviation inspectors to confirm 
compliance with requirements for the licence, certificate, approval or authorization already issued (or 
being issued) by the State. 

Inspector. A qualified person authorized by the State to carry out oversight activities for civil aviation. 

Operations manual. A manual containing procedures, instructions and guidance for use by operational 
personnel in the execution of their duties. 

Operational personnel.  Personnel involved in aviation activities who are in a position to report safety 
information. 

Note.— Such personnel include, but are not limited to: flight crews; air traffic controllers; aeronautical station 
operators; maintenance technicians; personnel of aircraft design and manufacturing organizations; cabin 
crews; flight dispatchers, apron personnel and ground handling personnel. 

Operator. The person, organization or enterprise engaged in or offering to engage in an aircraft operation. 
 
Risk  mitigation.   The process  of  incorporating  defences, preventive controls  or  recovery measures to 
lower the severity and/or likelihood of a hazard’s projected consequence.  

Safety.  The state in which risks associated with aviation activities, related to, or in direct support of the 
operation of aircraft, are reduced and controlled to an acceptable level.  

Safety data.  A defined set of facts or set of safety values collected from various aviation-related sources, 
which is used to maintain or improve safety.  
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Note.— Such safety data is collected from proactive or reactive safety-related activities, including but 
not limited to:  

a) accident or incident investigations;  

b) safety reporting;  

c) continuing airworthiness reporting;  

d) operational performance monitoring;  

e) inspections, audits, surveys; or  

f) safety studies and reviews.  

Safety enhancement initiative (SEI). One or more actions to eliminate or mitigate risks associated with 
contributing 

factors to a safety occurrence or to address an identified safety deficiency. 

Safety information.  Safety data processed, organized or analysed in a given context so as to make it useful 
for safety management purposes.  

Safety management system (SMS).  A systematic approach to managing safety, including the  
necessary organizational structures, accountability, responsibilities, policies and procedures.  

Safety objective.  A brief, high-level statement of safety achievement or desired outcome to be  
accomplished by the State safety programme or service provider’s safety management systems.  

Note 1.— Safety objectives are developed from the organization’s top safety risks and should  
be taken into consideration during subsequent development of safety performance indicators  
and targets.  

Safety oversight.  A function performed by a State to ensure that individuals and organizations performing 
an aviation activity comply with safety-related national laws and regulations.  

Safety performance.     State’s or service provider´s safety achievement as defined by its safety 
performance targets and safety performance indicators.  

Safety performance indicator.  A data-based parameter used for monitoring and assessing safety 
performance.  

Safety performance target.  The State or service provider’s planned or intended target for a safety 
performance indicator over a given period that aligns with the safety objectives.  

Safety risk.  The predicted probability and severity of the consequences or outcomes of a  
hazard.  

State safety programme (SSP).  An integrated set of regulations and activities aimed at improving safety. 

Serious injury.  An injury which is sustained by a person in an accident and which: 

a) requires hospitalization for more than 48 hours, commencing within seven days from the date the injury was 

received; or 

b) results in a fracture of any bone (except simple fractures of fingers, toes or nose); or 

c) involves lacerations which cause severe haemorrhage, nerve, muscle or tendon damage; or 

d) involves injury to any internal organ; or 

e) involves second or third degree burns, or any burns affecting more than 5 per cent of the body surface; or 

f) involves verified exposure to infectious substances or injurious radiation. 
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Significant safety concern (SSC).  Occurs when the State allows the holder of an authorization or approval to 
exercise  the privileges attached to it, although the minimum requirements established by the State and by the 
Standards set forth in the Annexes to the Convention are not met, resulting in an immediate safety risk to 
international civil aviation. 

Surveillance.   The  State  activities  through  which  the  State  proactively  verifies  through inspections 
and audits that aviation licence, certificate, authorization or approval holders continue to meet the 
established requirements and function at the level of competency and safety required by the State.  

System.  An organized, purposeful structure that consists of interrelated and interdependent elements and 
components, and related policies, procedures and practices created to carry out a specific activity or solve a 
problem.  

Trigger.   An established level or criteria value for a particular safety performance indicator that serves to 
initiate an action required, (e.g., an evaluation, adjustment or remedial action).  
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CHAPTER 1 
 

INTRODUCTION 

1.1. SCOPE  

1.1.1. It applies to any Pakistani organization(s) authorized to provide aviation services for commercial 
air transport. The term includes Air Operator’s Certificate (AOC) holders, continuing 
airworthiness management organizations, maintenance organizations, air navigation service 
providers, aerodromes and approved training organizations. 

1.1.2. It also applies to the Civil Aviation Regulators/inspectors who are involved in safety oversight 
and certification of above mentioned aviation organizations. 

1.1.3. The International Civil Aviation Organization’s (ICAO’s) Annex 19 promotes a common 
approach to Safety Management across aviation domains; both for States and for organizations.  

1.2. PURPOSE  

1.2.1. The purpose of this document is to provide guidance on the acceptance of Safety Management 
System (SMS) of service providers, including the initial acceptance and ongoing surveillance. It 
has been developed to give sufficient understanding of SMS initial-acceptance and ongoing 
surveillance processes.  

1.2.2. The SMS Evaluation Tools from ICAO SMM9859 and developed by Safety Management 
International Collaboration Group (SM ICG) in direct support to this common approach have 
been adopted for SMS evaluation of aviation service providers.  

1.2.3. The tool evaluates the overall effectiveness of the SMS; as a function of both compliance and 
performance, through a series of indicators based on ICAO Annex 19 and ICAO Safety 
Management Manual (Doc 9859) and is organized by the ICAO SMS Framework. Each indicator 
should be reviewed to determine whether it is Present, Suitable, Operating, or Effective, using 
the definitions and guidance set out below. 

1.2.4. The concept of evaluating SMS effectiveness supports the move from traditional, compliance-
based oversight to performance-based oversight that focuses on how the SMS is performing. It 
provides a common baseline for SMS effectiveness evaluation that creates a sound basis for 
mutual acceptance of SMS. 

1.2.5. The evaluation tool is designed to be used by both Regulatory Authorities and by organizations. 
The Regulatory Authority can use the tool for an initial approval or on-going oversight of an 
organization. The organizations can use it to evaluate the maturity and effectiveness of their 
own SMS for the purpose of continuous improvement. The resulting evaluation could be 
presented to the Regulatory Authority to demonstrate their self-evaluation of their SMS.  Finally, 
organizations could use the tool as an SMS gap-analysis and accordingly develop an informed, 
forward-looking plan regarding further implementation. 

1.2.6. These audit check lists should be the part of the overall safety oversight audit of an organization 
or can be used when only SMS audit of a service provider is conducted.   

Note:.— If the regulator has a procedure to evaluate service providers’ SMS for initial acceptance and ongoing 
surveillance covering all four components of SMS frame work, may continue to adhere with its evaluation 
procedures. The regulator should edit the audit check list subject to size and complexity of an organization. 
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1.3. SMS FRAMEWORK  

S.# COMPONENTS ELEMENTS 

1 Safety Policy and Objectives 
 

1.1 Management commitment 
1.2 Safety accountability and responsibilities 
1.3 Appointment of key safety personnel 
1.4 Coordination of Emergency Response Planning 
1.5 SMS documentation  

2 Safety Risk Management 
2.1 Hazard identification 
2.2 Safety risk assessment and mitigation 

3 Safety Assurance 
3.1 Safety performance monitoring and measurement 
3.2 The management of change 
3.3 Continuous improvement of the SMS 

4 Safety Promotion 
4.1 Training and education 
4.2 Safety communication 

 

1.4. SMS IMPLEMENTATION  
 

IMPLEMENTATION GUIDE 

Step 1 Gap analysis 
1.1 Review the requirement of an SMS  
1.2 Identify what you have 
1.3 Identify what you need 

Step 2 Design and development 
2.1 Develop an implementation plan 
2.2 Document your SMS 

Step 3 Introduction and rollout 
3.1 Get your people involved 
3.2 Communicate the changes 
3.3 Set a realistic timeframe 

Step 4 Improvement and measurement 
4.1 Gather feedback 
4.2 Monitor your performance 
4.3 Look for safety improvements 

 
 
 

______________________ 
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CHAPTER 2 

 
SMS ASSESSMENT PROCESS 

 (COMPLEX AND NON-COMPLEX ORGANIZATION) 
 

2.1. INITIAL CERTIFICATION/IMPLEMENTATION  

2.1.1. Before issuing an approval or certificate, the Regulatory Authority should make sure that all 
processes are Present and Suitable, so that all the required enablers of a functioning SMS are 
implemented by the organization. In this initial acceptance phase, a major part of the SMS 
evaluation could be carried out by a desktop review of relevant SMS documentation. 

2.1.2. However, carrying this out at the organization provides an opportunity for the inspector to advise 
and guide the organization on its SMS implementation and support standardized implementation.  

2.2.  SURVEILLANCE  

2.2.1. After initial implementation, the organization should start using the SMS as part of its operations. 
The Regulatory Authority should allow enough time for the organization’s SMS to mature before 
it carries out ongoing surveillance that evaluates whether the processes are Present, Suitable, or 
Operating.  

2.2.2. An organization may eventually have Effective SMS processes. In order to check that SMS 
processes remain Operating and/or Effective, the SMS should be re-evaluated on a regular basis 
to evaluate how well it is performing. The review should evaluate all of the items in the evaluation 
tool which can be done by a combination of organizational visits, meetings, and desktop reviews. 

2.2.3. As an organization’s SMS processes mature and moves to Operating and Effective, the Suitable 
criteria may also need to be revisited. Changes to an organization’s approval may also require a 
reconsideration of the Suitable designation of the SMS processes. When significant changes 
take place, the Regulatory Authority may determine the need to review the existing evaluation to 
ensure it is still appropriate. 

2.2.4. Valuable information about SMS effectiveness can be gained from other surveillance activities. 
This may include such activities as routine compliance audits and inspections, occurrence 
investigations, and meetings with the organization. Regulatory Authorities may also consider 
giving credit when an organization has received accreditation for meeting an industry standard. 

2.2.5. In the context of performance-based and risk-based oversight, the results of the SMS evaluation 
may be considered along with other data and information to determine the type, scope, and 
frequency of surveillance activities.  

2.3. DEALING WITH MULTIPLE CERTIFICATE HOLDERS  

2.3.1. In the case of an organization holding multiple certificates or approvals, the use of the SMS 
evaluation tool should follow the 1-organization = 1-evaluation rule. Therefore, if one 
organization integrates all activities within a single SMS, the evaluation should consider the SMS 
as a whole. 

2.3.2. In case that different teams of inspectors oversee the same SMS with regard to different 
certificates, and a single evaluation may be impracticable. In such case, the different evaluations 
should be shared with the various teams of inspectors and a common message from the 
Regulatory Authority, or Authorities, will be provided to the organization. 

2.3.3. The SMS Assessment process has been developed to give PCAA a tool for evaluation of the 
effectiveness of Safety Management Systems (SMS) in civil aviation approved organizations. It 
is not meant to be a compliance audit, but rather, the assessment focuses on the 
effectiveness and efficiency of a safety management system.  

2.3.4. The SMS assessment is supported by the relevant ANOs (mainly the ANO-001-XXSP and 
concerned ANOs by domain). The component with associated elements of the SMS model 
forms the basis of the Evaluation Checklists (initial, routine), which have been developed to 
comprise a set of defined expectations for each component and element. 
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2.4. SPECIFIC SKILLS FOR THE SMS ASSESSMENT  

It is important that inspectors are competent to carry out the SMS evaluation and it is applied in a 
consistent way. This is likely to involve additional training as the evaluation involves the inspectors 
making judgments that may be subjective.  

2.4.1. The Tool should be used by PCAA inspector with training and competency in:  

a) Safety Management Systems based on the ICAO SMS Framework  
b) Auditing techniques 
c) Interview techniques including communication skills 
d) Understanding of the application of risk management  
e) Appreciation of the difference between compliance and performance  
f)     Report writing techniques to allow narrative to be used to summarize the assessment 
g) Understanding of safety culture 
h) Understanding of human factors and 
i)     State Safety Programme and State Safety Objectives. 

 
2.4.2. It is recommended that as well as being trained in the classroom environment, inspector is 

provided additional training during a live assessment (OJT) to familiarize them with the practical 
use.  

2.5. PHASE 1: PRE-SITE REVIEW PROCESS 

2.5.1. SCOPE OF ASSESSMENT 

a) The scope of an assessment is determined by the nature of operations of the service 
providers, i.e. operations, maintenance, airport etc. this just determines which parts of the 
Pakistan Civil aviation Rules / Regulations are applicable, but in addition, the  size  and  
complexity  of  the organization  should  also  be  closely  considered.  Hence, the initial 
acceptance is required for both complex and non-complex organization, and process and 
checklist used are the same. The ongoing surveillance checklist differs from complex to 
non-complex organization while the process defined is same. The border between complex 
and non-complex organizations is defined according to the criteria provided in 
Appendix A.  

b) As a first step, the regulated organization is required to partially complete the tool as a self-
assessment, including the ‘how it is achieved’, and submit this to the regulator. Then the 
regulator will decide whether the regulated organization has sufficiently progressed  to  
warrant  an  on-site  visit,  ultimately  leading  to  the  verification and validation of the 
organization’s self-assessment. 

c) Information collected from the service provider is used to determine which sections of the 
checklist are relevant. It will be used to determine the extent of the assessment, 
including the time needed and the team size.  

2.5.2. PRE-SITE VISIT DOCUMENT REVIEW 

a) Once the need for an assessment has been determined by the PCAA, the scope is set, the 
team is formed and the service provider is notified so that the actual assessment can 
commence. 

b) The  documentation  review  process  takes  place  15  days  prior  to  the  physical 
assessment. The assessment team will determine the required documents that service 
provider shall submit to the PCAA.  

 

Note: Below is the list of minimum documentation required and the service provider will send these 
documents to PCAA for review. SMS assessments will not proceed beyond this point until all required 
documentation is in place and has been received. 
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Table 1: List of minimum documentation required for  SMS Initial acceptance 
 

Required documents Required elements IA OS 

Safety Management System (SMS) Plan � � 

SMS Training Policy programme and plan � � 

SMS Training plan achieved 1. � � 

Set of SPIs (with alignment to ALoSP at the ongoing surveillance phase) � � 

CV of the safety manager � � 

Emergency Response Plan (ERP) � � 

SMS Manual: (For acceptance of service provider’s SMM, Pakistan  CAA will 
evaluate and return it with in three (3) weeks from  receiving.)    

� � 

Main elements of SMS 
Manual 

(a) Scope of the safety management system; � � 

(b) Safety policy and objectives; � � 

(c) Safety accountabilities; � � 

(d) Key safety personnel; � � 

(e) Documentation and records keeping 
procedures; 

� � 

(f) Coordination of emergency response planning; � � 

(g) Hazard identification and risk management; � � 

(h) Safety assurance; � � 

(i) Safety performance monitoring; � � 

(j) Safety auditing; � � 

(k) Management of change; � � 

(l) Safety promotion; � � 

(m) Control of subcontracted activities; � � 

(n) Revision procedures � � 

IA: Initial Assessment; OS: Ongoing Surveillance. 

2.6. PHASE 2: ON-SITE VISIT PROCESS 

2.6.1. Once the document review is completed, the assessment team will set up the site visit for the 
purpose of gathering evidence: 

a) Site inspection 

b) Interviews with personnel 

c) Document review (This review assures that it reflects what actually takes place. It will also 
include a sampling of documentation such as safety reports to ensure that the internal 
processes are effective). 

2.6.2. Auditor / inspector may decide to customise the checklist to:  

a) Reflect organizational requirements;  

b) Reflect national SMS requirements or terminology; and/or  

c) Address a specific need that has been identified by regulators or through the State Safety 
Programme (SSP).  

2.6.3. This is an iterative process and can be revisited as more information comes to light. 
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2.6.4. The on-site visit should normally be carried out by a team including a team leader with an 
appropriate level of competence in SMS and technical specialists to support the assessment. 
This team may include representatives from SSP unit if required. Then, it is important to 
structure the assessment in a way that allows interaction with a number of people at different 
levels of the organization to determine how effective aspects are throughout the organization. 

2.6.5. For small organizations it may be more practical to have a single Auditor / inspector 
appropriately trained in SMS and with the technical competencies to assess the 
organization. 

2.7. PHASE 3: POST VISIT PROCESS 

2.7.1. OBSERVATIONS 

Notes taken during the site visits should be documented at once and then compared. The 
assessment team members will then compare their notes for each expectation and make 
observations about the SMS of the service provider / certificate holder. These may be 
positive where the SMS goes beyond the PCAA requirements or may be negative where 
requirements are not met. 

2.7.2. ASSESSMENT REPORT 

The assessment report will be written, reviewed, approved by the assessment team 
concerned section and delivered within 15 days. The results must be acted upon within this 
timeframe. See the report template in Appendix-B. 

2.7.3. ACCEPTANCE OF SMS 

The  results  of  the  SMS  element  measurement  table  are  used  to  develop  a 
measurement  for  each  component/element.  This measure will determine if the service 
provider / certificate holder is meeting the SMS regulations, and is demonstrating an effective 
SMS.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



 
GUIDANCE FOR SAFETY MANAGEMENT SYSTEM (SMS) ACCEPTA NCE 

 

25/08/2021                               Page 17 of 68             MNL-002-XXSP-1.0 

CHAPTER 3 
 

SMS INITIAL ACCEPTANCE (COMPLEX AND NON-COMPLEX 
ORGANIZATION) 

 

The Regulator uses the initial acceptance checklist as part of an initial assessment and should define the 
expectations on the individual question before an acceptance / certificate is issued. 

3.1 INTRODUCTION TO INITIAL ASSESSMENT: SMS INITIAL  ASSESSMENT CHECKLIST (85 
QUESTIONS): 

3.3.1 Appendix C, Table 3-A is the developed regulatory SMS assessment checklist (85 questions) 
which is used for the initial assessment and acceptance of a service provider’s SMS. For an 
initial acceptance process, the assessment questions need to be comprehensive in order to 
adequately address all SMS elements of the organization. This will ensure that all 
components/elements and their related processes are in place within the organization. The 
operational aspects of the SMS would be more appropriately addressed during subsequent 
routine/periodic assessment of the SMS. 
  

3.2 PHASED MATURITY ASSESSMENT:  

3.2.1 In accordance with the ICAO Document 9859, the PCAA use the illustrated checklist Table 3-A for 
the Initial Acceptance of the SMS of the Service Provider. The minimum acceptable performance 
procedure illustrated in Table 3-A provides for a three-stage minimum acceptable score criteria.  
The checklist is categorized into three different levels: 

a) The Level one is the most generic or basic one that enlists the basics of an SMS element. 

b) It is followed by Level two that goes a little beyond than the basics. 

c) Lastly, it is followed by Level three that gives a mature overview of the element being 
monitored.  
 

3.3 SCORING THE SMS CHECKLIST:  

3.3.1 The main objective of the Check list is to assist in the evaluation of the SMS in terms of maturity 
and effectiveness in a consistent way rather than to deliver a ‘score.’  

3.3.2  If the Regulatory Authority decide to score the SMS evaluation across its industry, the following 
important considerations are needed:  

a) Scoring should not be linear but weighted or even exponential so that a higher score is 
achieved for being Effective to encourage organizations to strive to achieve that level for their 
processes.  

b)  Scoring should not be used as a pass/fail criterion but instead to help evaluate the maturity 
of the SMS as a benchmark for other organizations and to aid continuous improvement.  

c) Regulatory Authorities should also be mindful; scoring may create the wrong 
behaviors in  organizations that could undermine a positive safety culture.  

3.4 GUIDANCE TO USE SMS INITIAL ACCEPTANCE CHECKLIS T: 

3.4.1 Likewise, the Service Provider / PCAA is to annotate “Y” for a Yes, “N” for a No, and “N/A” for not 
applicable. All these inputs are to be recorded in the Input Box with the proper document 
reference in the next block. 

3.4.2 After the full checklist is done with these inputs, the Total Number of ‘Y’ in each category is to be 
calculated for each Level, along with the total number of questions completed. 

3.4.3 The Procedure to calculate the Assessment Result is enlisted with the Formulas (Appendix C, 
Table3-B) that will be used to calculate the Assessment Percentage or Score. 

3.4.4 It is calculated by dividing the total number of “Yes” Answered Questions by Sum of all the  
answered  Questions  and  then  multiplying  it  by  100  to  get  the  assessment percentage. 
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3.4.5 Other guidance is listed on the (Appendix C, Table3-B) 

3.4.6 This procedure can facilitate PCAA’s progressive assessment of the service provider’s SMS 
implementation process, instead of auditing only after a service provider’s SMS has been fully 
implemented or is mature. Such a progressive assessment protocol will also ensure that the 
PCAA as a regulator is actively involved in monitoring the industry’s SMS implementation from 
the very early phases. 

3.5 CORRECTIVE ACTION NOTICE (CAN) PROCEDURE EXPLAN ATION (TABLE 3-C):  

3.5.1 According to the checklist, a service provider will be issued ‘Corrective Action Notice (CAN)’ for 
“No answers to any of the Level questions (during any phase of the assessment). There is 
a grace period of 60 days to turn that ‘No’ to a ‘Yes’. 

3.5.2 Likewise, Minimum overall acceptable performance percentage score for the initial assessment 
should be at least 45%. 

3.5.3 There is also a period of ninety days for the corrective action to obtain not less than (60% overall, 
with 100% for level 1) least acceptable assessment performance. 

3.5.4 Refer to figure (Appendix C, Table 3-C) for an illustrative corrective action notice (CAN) procedure 
provided at the end of the checklist 
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CHAPTER 4 

SMS ON-GOING SURVEILLANCE ACCEPTANCE –  
(COMPLEX AND NON-COMPLEX ORGANIZATION) 

 
4.1 SMS ON-GOING SURVEILLANCE ACCEPTANCE - (NON-COM PLEX ORGANIZATION)  

4.1.1. The  PCAA  uses  a  routine  acceptance  checklist  as  part  of  an  ongoing  surveillance 
assessment for the non-complex organization as described in the Appendix-D. This checklist 
may be customized by defined expectations on the individual questions according the nature 
of the organization assessed.  

4.1.2. Refer to paragraph 2.4.1 and Appendix-A to define the organization complexity status. 

4.2 USING THE CHECKLIST- (NON-COMPLEX ORGANIZATION)    

4.2.1. This checklist evaluates the compliance and effectiveness of the SMS (noncomplex 
organization) through a series of indicators. It is set out using the 12 elements of the ICAO SMS 
Framework with the Framework definition followed by an effectiveness statement for that 
element.  

4.2.2. The checklist would normally be used by the PCAA to record and document the assessment. 
Alternatively it can be partially completed by the organization to assess itself (“How it is 
achieved” column) and by the regulator to verify and validate the organization’s assessment 
(“Verification” column and “Summary comments” box).  

4.3 SMS ON-GOING SURVEILLANCE ACCEPTANCE - (COMPLEX  ORGANIZATION)  

4.3.1. PCAA uses a routine acceptance checklist as part of an ongoing surveillance assessment for 
the complex organization as described in the Appendix-F. This checklist may be 
customized by defined expectations on the individual questions according the nature of the 
organization assessed.  

4.3.2. Refer to paragraph 2.4.1 and Appendix-A to define the organization complexity status.  

4.4 USING THE CHECKLIST - (COMPLEX ORGANIZATION)  

4.4.1. Although the checklist follows the SMS Framework in Annex 19, the order of the components has 
been changed to start with Safety Risk Management. This is considered the most important 
component of an organization’s SMS and should therefore be given the most attention during 
the evaluation. However, users of the tool may choose to customise the order of the 
components to align it with the order of Annex 19. During the evaluation, the user may choose 
to start with any of the components due to the availability of personnel or resources, or to focus 
on a specific concern. The indicators of compliance and performance given under Safety Risk 
Management can also be used during special audit of service provider’s SMS carried out due to 
any observed or reported safety concern.  

4.4.2. The layout of the tool is shown below, with an accompanying legend defining the purpose of 
each box.  
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4.4.3. DEFINITIONS USED IN THE TOOL  

a) The following definition shall be used in the Tool:  

i). Present (P): 7b There is evidence that the relevant indicator is documented within the 
organization’s SMS documentation.  

ii). Suitable (S): 7c The relevant indicator is suitable based on the size, nature, and 
complexity of the organization and the inherent risk in its activity.  

iii). Operating (O): 7d  There is evidence that the relevant indicator is in use and an 
output is being produced.  

iv). Effective (E):  7e There is evidence that the relevant indicator is achieving the 
desired outcome and has a positive safety impact.  

v). Generally, Present and Suitable are used for initial approval or certification. 
Operating and Effective are expected to be found in a functioning SMS.  

b) Due to the continuously changing and dynamic nature of aviation, during ongoing or 
subsequent evaluations the Suitable designation should be re-evaluated considering any 
changes to the organization and its activities.  

c) An item cannot be considered Operating or Effective if it is not Present and it cannot be 
considered as Present if it is not documented—documentation ensures consistent 
repeatable and systematic outcomes.  

d) What to look for: 7a This section guides the evaluator when looking at each individual 
feature and is not meant to be a checklist. The items listed are not specific to an individual 
Present, Suitable, Operating, or Effective level, but remind the evaluator of areas they may 
want to consider. Some items in this column may not be relevant depending on the size, 
type, or nature of the organization.  

4.4.4. LEVEL OF DETAIL TO BE RECORDED  

It is important that the evaluator records evidence of the evaluation. Evidence includes 
documentation, reports, and records of interviews and discussions. For example, for an item 
to be designated Present the evidence is likely to be documented only, whereas for an item to 
be designated Operating, the evaluation may involve evaluating records as well as face to face 
discussions with personnel within an organization.  

4.4.5. ADDRESSING FINDINGS AND OBSERVATIONS  

a) For the initial evaluation or as part of a transition to new SMS requirements, all processes 
should be Present and Suitable. If not, then the approval or certificate should not be 
granted or the transition should not be accepted. Once an SMS is functioning and 
transition periods expired, a finding should be issued if a process is found not to be 
Operating during the evaluation.  

b) Where a feature is found not to be Effective, the inspectors may consider issuing an 
observation to give rise to suggested improvements. However, findings should not be 
issued if the process is Operating but not Effective.  

c) The completed evaluation tool with the Regulatory Authority, or at least a summary of the 
SMS evaluation, should be provided to the organization along with a report that captures 
any findings and observations. Providing the organization with detailed comments of the 
evaluation will assist in continuous improvement of the SMS and supports a positive safety 
culture at State level.  

4.4.6. STANDARDISATION  

It is important that the SMS evaluation tool is used in a consistent manner. This can be 
achieved by having the SMS evaluation being carried out by a team. The regulator should 
also develop a programme for standardisation of how the evaluation tool is being used 
by its inspectors. This will help identify inconsistencies in the approach and where 
additional training may be required. This should involve a combination of desktop reviews to 
assess the completed evaluation tool, and any follow up actions and onthe-job observations to 
assess how well the SMS evaluation is carried out.  
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4.4.7. EVALUATION SUMMARY  

The tool has been designed to evaluate the maturity and effectiveness of the SMS in a 
standardized manner. In order to give the organization an overall picture of its SMS 
performance, it is recommended to issue an evaluation summary that is concise and reflects 
the level of progress achieved by the organization. An example of an evaluation summary is 
provided in Appendix-E.  

 

 



 
GUIDANCE FOR SAFETY MANAGEMENT SYSTEM (SMS) ACCEPTA NCE 

 

25/08/2021                               Page 22 of 68             MNL-002-XXSP-1.0 

  

 

 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

INTENTIONALLY LEFT BLANK 
 
 



 
GUIDANCE FOR SAFETY MANAGEMENT SYSTEM (SMS) ACCEPTA NCE 

 

25/08/2021                               Page 23 of 68             MNL-002-XXSP-1.0 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

A P P E N D I C E S    
 
 
 
 



 
GUIDANCE FOR SAFETY MANAGEMENT SYSTEM (SMS) ACCEPTA NCE 

 

25/08/2021                               Page 24 of 68             MNL-002-XXSP-1.0 

 

 

 

 

 

 

 

 

 

 

INTENTIONALLY LEFT BLANK 



 
GUIDANCE FOR SAFETY MANAGEMENT SYSTEM (SMS) ACCEPTA NCE 

 

25/08/2021                               Page 25 of 68             MNL-002-XXSP-1.0 

APPENDIX-A 

 

ORGANIZATION’S COMPLEXITY DESIGNATION CRITERIA  

Is the organization complex or non-complex? 

Parameters is: Size, nature and complexity of the activity 

1. NON-COMPLEX ORGANIZATION CRITERIA  

The following organizations should be considered as non-complex: 

1.1. Approved Training Organizations (ATOs) only providing training for the light aircraft pilot licence 

(LAPL), private pilot licence (PPL), sailplane pilot licence (SPL) or balloon pilot licence (BPL) and the 

associated ratings and certificates; 

1.2. AMEX/Civil Aviation Medical Board CAMD. 

2. COMPLEX ORGANIZATION CRITERIA  

An organization should be assessed as complex when: 

2.1. It has a workforce of more than 20 full time equivalents; or 

2.2. Up to 20 full time equivalents, asses the following criteria: 

2.2.1. Extent and scope of contracted activities. 

2.2.2. Assess following risk criteria: 
 

a. Operating environment (mountainous terrain, altiports, etc.);  

b. Types of operations (passenger operations, cargo, aerial work, Emergency Medical 

Services, etc.);  

c. Fleet complexity, such as number of aircraft or aircraft types;  

d. Number of locations (bases);  

e. Maintenance organizations; number of ratings, types of product ratings, specialized 

work, technologies employed, number of customers and subcontractors;  

f. Types of products and parts designed/manufactured;  

g. Number   of   aircraft   movements  (aerodromes   and   Air   Navigation   

Service Providers(ANSPs));  

h. Surrounding terrain and levels of equipment at aerodromes;  

i. Density and complexity of traffic for ANSPs; 

j. Extent of contracted activities; and 

k. Number of runways and taxiways at aerodromes.  
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APPENDIX-B  

 

 

SMS ACCEPTANCE AUDIT REPORT 
Regulatory Division  

 

 
 
 

 
 
 
 
 
 
 

 
SMS Acceptance Audit Report 

 
 

AUDIT REPORT OF THE INITIAL / ONGOING ACCEPTANCE OF 

THE SAFETY MANAGEMENT SYSTEM 
 
 
 
 
 
 
 

Name 
 

 
 

( Date: …./ …/ ……….) 
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PART I- INTRODUCTION: 
 

Audit Ref. No  Audit period  

Scope  Type of audit Initial, on-going 

Organization under 
assessment  Type of Organization e.g. Ops, Air,... 

SMS assessment 
score  SMS assessment 

Status  

Auditee Team leader 
 

Name 
 

---------------------- 

Auditor team 
Head of Section 

Name 
----------------------- 

Signature 
---------------------- 

Signature 
 

---------------------- 
SMS/SSP Inspector 

Name 
---------------------- 

Signature 
---------------------- 

 

PART II- EXECUTIVE SUMMARY:  
 

General Significant statement (summary of the finding): 

 

APPENDIXES 

 

Finding1 
 
Finding 2. 
 
Figure 1 
 
Figure 2 
 
SMS checklist: 
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APPENDIX-C  
 

Table 3-A. SMS Assessment Checklist — Initial SMS A cceptance 
SMS Assessment Checklist — Initial Acceptance  SMS audit checklist routine /Date of Assessment 

Input column: Annotate "Y" for Yes," N " for No, "N/A" for not applicable 

Organization name:  Date of assessment:  Assessed by POI/PMI: Ref: 
 

SMS 
Element Level 1 In

pu
t Doc ref/ 

remarks  Level 2 In
pu

t Doc ref/ 
remarks  Level 3 In

pu
t Doc ref/ 

remarks  

M
an

ag
em

en
t c

om
m

itm
en

t a
nd

 
re

sp
on

si
bi

lit
ie

s 
[1

.1
] 

SMS Component 1. Safety Policy and Objectives  
1.1/L1/1 

 

1.1/L2/1 

 

1.1/L3/1  
There is a documented safety policy 
statement. 

 There is evidence that the safety policy is 
communicated to all employees with the 
intent that they are made aware of their 
individual safety obligations. 

 There is a periodic review of the safety 
policy by senior management or the safety 
committee. 

 

1.1/L1/2 

 
1.1/L2/2 

 
1.1/L3/2  

The safety policy is relevant to aviation 
safety. 

 The safety policy is endorsed by the 
accountable manager. 

 The accountable manager’s terms of 
reference indicate his overall responsibility 
for all safety issues. 

 

1.1/L1/3 
 

1.1/L2/3 
 

  
The safety policy is relevant to the scope 
and complexity of the organization’s 
operations. 

 The safety policy addresses the provision 
of the necessary human and financial 
resources for its implementation. 

 –  

S
af

et
y 

ac
co

un
ta

bi
lit

ie
s 

[1
.2

] 

1.2/L1/1  1.2/L2/1    
There is a documented safety (SMS) 
accountability within the organization that 
begins with the accountable manager.   

The accountable manager’s terms of 
reference indicates his ultimate 
responsibility for his organization’s safety 
management. 

  –   

1.2/L1/2  1.2/L2/2    
The accountable executive has final 
authority over all the aviation activities of his 
organization.   

The accountable manager’s final authority 
over all operations conducted under his 
organization’s certificate(s) is indicated in 
his terms of reference. 

  –   
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SMS 
Element Level 1 In

pu
t Doc ref/ 

remarks  Level 2 In
pu

t Doc ref/ 
remarks  Level 3 In

pu
t Doc ref/ 

remarks  

S
af

et
y 
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co

un
ta

bi
lit

ie
s 

[1
.2

] 

1.2/L1/3  1.2/L2/3  1.2/L3/1  
There is a safety committee (or equivalent 
mechanism) that reviews the SMS and its 
safety 

  For a large organization, there are 
departmental or section safety action 
groups that work in conjunction with the 
safety committee. 

  The safety committee is chaired by the 
accountable manager or (for very large 
organizations) by an appropriately 
assigned deputy, duly substantiated in the 
SMS manual. 

  

1.2/L1/4  1.2/L2/4  1.2/L3/2  
The safety committee includes relevant 
operational or departmental heads as 
applicable. 

  There is an appointed safety (SMS) 
coordinator within the safety action group. 

  The safety action groups are chaired by 
the departmental or section head where 
applicable. 

  

A
pp

oi
nt

m
en

t o
f k

ey
 

sa
fe

ty
 p

er
so

nn
el

 [1
.3

] 1.3/L1/1  1.3/L2/1  1.3/L3/1  
There is a manager who performs the role of 
administering the SMS. 

  The manager responsible for administering 
the SMS does not hold other 
responsibilities that may conflict or impair 
his role as SMS manager. 

  The SMS manager has direct access or 
reporting to the accountable manager 
concerning the implementation and 
operation of the SMS. 

  

1.3/L1/2    1.3/L3/2  
The manager performing the SMS role has 
relevant SMS functions included in his terms 
of reference. 

  -   The SMS manager is a senior 
management position not lower than or 
subservient to other operational or 
production positions. 

  

E
m

er
ge

nc
y 

re
sp

on
se

 p
la

nn
in

g 
[1

.4
] 1.4/L1/1  1.4/L2/1  1.4/L3/1  

There is a documented ERP or equivalent 
operational contingency procedure. 

  The ERP includes procedures for the 
continuing safe production, delivery or 
support of aviation products or services 
during such emergencies or contingencies. 

  The ERP addresses relevant integration 
with external customer or subcontractor 
organizations where applicable. 

  

1.4/L1/2  1.4/L2/2  1.4/L3/2  
The ERP is appropriate to the size, 
nature and complexity of the 
organization. 

  There is a plan for drills or exercises with 
respect to the ERP.   There is a procedure for periodic review of 

the ERP to ensure its continuing relevance 
and effectiveness. 

  

1.4/L1/3  1.4/L2/3    
The emergency plan addresses possible or 
likely emergency/crisis scenarios relating to 
the organization’s aviation product or service 
deliveries. 

  ERP drills or exercises are carried out 
according to plan and the result of drills 
carried out are documented. 

  -   
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SMS 
Element Level 1 In

pu
t Doc ref/ 

remarks  Level 2 In
pu

t Doc ref/ 
remarks  Level 3 In

pu
t Doc ref/ 

remarks  

S
M

S
 d

oc
um

en
ta

tio
n 

[ 
1.

5]
 

1.5/L1/1  1.5/L2/1  1.5/L3/1  
There is an SMS document or exposition 
which is approved by the accountable 
manager and accepted by the CAA. 

  The SMS document is accepted or 
endorsed by the organization’s national 
aviation authority. 

  The SMS procedures reflect appropriate 
integration with other relevant 
management systems within the 
organization, such as QMS, OSHE, 
security, as applicable. 

  

1.5/L1/2  1.5/L2/2  1.5/L3/2  
The SMS document provides an 
overview or exposition of the organization’s 
SMS framework and elements. 

  The SMS document’s exposition of each 
SMS element includes cross-references to 
supporting or related procedures, manuals 
or systems as appropriate. 

  The SMS procedures reflect 
relevant coordination or integration with 
external customer or subcontractor 
organizations where applicable. 

  

1.5/L1/3  1.5/L2/3  1.5/L3/3  
The SMS document is a standalone 
controlled document or a distinct part/section 
of an existing CAA endorsed/accepted 
document. 

  
Records are maintained pertaining to 
safety committee/SAG meeting (or 
equivalent) minutes. 

  
There is a process to periodically 
review the SMS exposition and supporting 
documentation to ensure their continuing 
relevance. 

  

1.5/L1/4  1.5/L2/4    
All components and elements of 
SMS regulatory requirements are addressed 
in the SMS document. 

  
Records pertaining to periodic review of 
existing safety/risk assessments or special 
review in conjunction with relevant 
changes are available. 

  - 
  

1.5/L1/5      
Records are maintained pertaining to safety 
risk assessments performed.   -   -   

1.5/L1/6      
Records pertaining to identified or reported 
hazards/threats are maintained.   -   -   
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SMS 
Element Level 1 In

pu
t Doc ref/ 

remarks  Level 2 In
pu

t Doc ref/ 
remarks  Level 3 In
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t Doc ref/ 

remarks  

H
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d 
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n 
[2

.1
] 

SMS Component 2. Safety Risk Management  
2.1/L1/1  2.1/L2/1  2.1/L3/1  

There is a procedure for voluntary hazards/ 
threats reporting by all employees. 

  In the hazard identification system, there is 
a clear definition of and distinction 
between hazards and consequences. 

  There is a procedure to identify 
hazards/threats from internal 
incident/accident investigation reports for 
follow-up risk mitigation where appropriate. 

  

2.1/L1/2  2.1/L2/2  2.1/L3/2  
There is a procedure for incident/accident 
reporting by operational or production 
personnel. 

  The hazard reporting system is 
confidential and has provisions to protect 
the reporter’s identity. 

  There is a procedure to review 
hazards/threats from relevant industry 
service or incident/accident reports for risk 
mitigation where applicable. 

  

2.1/L1/3  2.1/L2/3  2.1/L3/3  
There is a procedure for investigation of 
incident/accidents relating to quality or 
safety. 

  The organization’s internal investigation 
and disciplinary procedures distinguish 
between premeditated and deliberate 
violations and unintentional errors and 
mistakes. 

  There is a procedure for periodic 
review of existing risk analysis records. 

  

S
af

et
y 

ris
k 
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se

ss
m

en
t a

nd
 

m
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n 
[2

.2
]  

2.2/L1/1  2.2/L2/1    
There is a documented HIRM procedure 
involving the use of objective risk analysis 
tools. 

  Risk assessment reports are approved by 
departmental managers or at a higher 
level where appropriate. 

  –   

2.2/L1/2  2.2/L2/2    
There is a procedure for identification of 
operations, processes, facilities and 
equipment which are deemed (by the 
organization) as relevant for HIRM. 

  
Recommended mitigation actions which 
require senior management decision or 
approval are accounted for and 
documented. 

  – 
  

2.2/L1/3  2.2/L2/3  2.2/L3/1  
There is a programme for progressive HIRA 
performance of all aviation safety-related 
operations, processes, facilities and 
equipment as identified by the organization. 

  
There is a procedure to prioritize HIRA 
performance for operations, processes, 
facilities and equipment with identified or 
known safety-critical hazards/risks. 

  
There is evidence of progressive 
compliance and maintenance of the 
organization’s HIRA performance 
programme. 
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SMS 
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SMS Component 3. Safety Assurance  
3.1/L1/1  3.1/L2/1  3.1/L3/1  

There are identified safety performance 
indicators for measuring and monitoring the 
organization’s safety performance. 

  
There are lower-consequence safety 
performance indicators (e.g. 
noncompliance, deviation events).   

There is a procedure for corrective 
or follow-up action to be taken when 
targets are not achieved and/or alert levels 
are breached. 

  

      
There are high-consequence data based 
safety performance indicators (e.g. accident 
and serious incident rates).   

There are alert and/or target level settings 
within the safety performance indicators 
where appropriate.   

Safety performance indicators are 
reviewed by the safety committee for 
trending, alert levels that have been 
exceeded and target achievement where 
applicable. 

  

T
he

 m
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em
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[3
.2

] 3.2/L1/1  3.2/L2/1  3.2/L3/1  
There is a procedure for review of 
relevant existing aviation safety related 
facilities and equipment (including HIRA 
records) whenever there are pertinent 
changes to those facilities or equipment. 

  There is a procedure for review of new 
aviation safety-related facilities and 
equipment for hazards/risks before they 
are commissioned. 

  There is a procedure for review of 
relevant existing facilities, equipment, 
operations or processes (including HIRM 
records) whenever there are pertinent 
changes external to the organization such 
as regulatory/industry standards, best 
practices or technology. 

  

3.2/L1/2  3.2/L2/2    
There is a procedure for review of 
relevant existing aviation operations and 
processes (including HIRA records) 
whenever there are pertinent changes to 
those operations or processes. 

  

There is a procedure for review of new 
aviation safety-related operations and 
processes for hazards/risks before they 
are commissioned. 

  

-   

C
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S
 [3

.3
]  

3.3/L1/1  3.3/L2/1  3.3/L3/1  
There is a procedure for periodic internal 
audit/assessment of the SMS.   There is a follow-up procedure to address 

audit corrective actions.   SMS audit/assessment has been carried 
out according to plan. 

  

3.3/L1/2  3.3/L2/2  3.3/L3/2  
There is a current internal SMS audit / 
assessment plan.   

- 

  
There is a process for SMS audit / 
assessment reports to be submitted or 
highlighted for the accountable manager’s 
attention when necessary. 

  

3.3/L1/3  3.3/L2/3  3.3/L3/3  
There is a documented internal SMS audit / 
assessment procedure.   

The SMS audit plan includes the sampling 
of completed safety assessments.   

The SMS audit plan covers the SMS roles 
/inputs of contractors where applicable. 
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SMS 
Element Level 1 In
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SMS Component 4. Safety Promotion  
4.1/L1/1  4.1/L2/1  4.1/L3/1  

There is a documented SMS training / 
familiarization policy for personnel.   

Personnel involved in conducting risk 
evaluation are provided with appropriate 
risk management training or 
familiarization. 

  
There is evidence of organization wide 
SMS education or awareness efforts. 

  

4.1/L1/2  4.1/L2/2  4.1/L3/2  
The manager responsible for SMS 
administration has undergone an 
appropriate SMS training course.   

Personnel directly involved in the SMS 
(safety committee/SAG members) have 
undergone appropriate SMS training or 
familiarization. 

  
There is evidence of a safety (SMS) 
publication, circular or channel for 
communicating safety and SMS matters to 
employees. 

  

4.1/L1/3      
The accountable manager has undergone 
appropriate SMS familiarization, briefing or 
training. 

  
- 

  
-   

 
Table 3-B. 

 
SUB TOTAL  LEVEL 1  

Y Total No of Y’s (1Y) 
N Total No of N’s (1N) 
N/A Total No of N/A’s (1N/A) 
Number of questions 
completed = 1Y+1N+1N/A 

 
GRAND TOTAL*   

ASSESSMENT RESULT (% OF YES): 
(1Y+2Y+3Y)/Sum of All Answered Questions X 100 
 

 Y Total Y’s from all Levels 
(1Y+2Y+3Y) 

 N Total N’s from all Levels 
(1N+2N+3N) 

N/A Total Y’s from all Levels 
(1N/A+2N/A+3N/A) 

Number of questions 
completed 

Sum of All Answered 
Questions (TOTAL) 

 
 

LEVEL 3  
Total No of Y’s (3Y) 
Total No of N’s (3N) 
Total No of N/A’s (3N/A) 

= 3Y+3N+3N/A 

LEVEL 2  
Total No of Y’s (2Y) 
Total No of N’s (2N) 
Total No of N/A’s (2N/A) 

= 2Y+2N+2N/A 
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Table 3-C. 
 

CORRECTIVE ACTION NOTICE (CAN) PROCEDURE  

1)  Minimum overall acceptable performance (phased SMS implementation) is 60% with 100% for level1:  

 Ninety (90) days for corrective action to obtain not less than 60% overall performance.  

2)  Baseline performance (Level 1 questions) (during any phase of assessment subsequent to State’s SMS required  
 applicability date:  

Corrective action notice (CAN) to be issued for “No” answers to any Level 1 questions (during any phase of assessment). (Sixty 
(60) days for corrective action to obtain a “Yes” answer to the relevant question(s)).  
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APPENDIX-D 
 

SMS Routine Checklist for NON COMPLEX Organization (P, S, O & E) 
 

Organization : Approval Reference(s):  
 
 
 

 
Team Leader: 
 
 

Date of signing:  

SMS Manual Revision:  
 
 

 

To be completed and signed for by the Safety Manager or Accountable Manager  
 

For CAA use only  

PCAA Staff Name, monitoring 

the organization: 
   

Initial acceptance   
 
 

Initial acceptance date  
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SMS element Assessment Question Maturity 
Assessment* Remarks 

  P S O E  
Management 
commitment and 
responsibilities 
[1.1] 

1 The safety policy is relevant to the scope and complexity of the organization’s 
operations. 

     

2 There is evidence that the safety policy is communicated to all employees 
with the intent that they are made aware of their individual safety obligations. 

     

3 There is a periodic review of the safety policy by senior management or the 
safety committee. 

     

4 The accountable manager’s terms of reference indicate his overall 
responsibility for all safety issues. 

     

Safety 
accountabilities 
[1.2] 

1 There is a safety committee (or equivalent mechanism) that reviews the SMS 
and its safety performance. 

     

2 The accountable manager’s final authority over all operations conducted 
under his organization’s certificate(s) is indicated in his terms of reference.  

     

Appointment of 
key safety 
personnel [1.3]  

 

1 The manager performing the SMS role has relevant SMS functions included 
in his terms of reference. 

     

2 The manager responsible for administering the SMS does not hold other 
responsibilities that may conflict or impair his role as MS manager.  

     

3 The SMS manager has direct access or reporting to the accountable manager 
concerning the implementation and operation of the SMS.  

     

4 The SMS manager is a senior management position not lower than or 
subservient to other operational or production positions. 

     

Emergency 
response 
planning [1.4] 

1 The ERP addresses possible or likely emergency/crisis scenarios relating to 
the organization’s aviation service/ product deliveries. 

     

2 The ERP includes procedures for the continuing safe production, delivery or 
support of its aviation products or services during emergencies or 
contingencies.  

     



GUIDANCE FOR SAFETY MANAGEMENT SYSTEM (SMS) ACCEPTA NCE 
 

25/08/2021 Page 38 of 68      MNL-002-XXSP-1.0 

SMS element Assessment Question Maturity 
Assessment* Remarks 

  P S O E  
3 ERP drills or exercises are carried out according to plan and the results of 

drills carried out are documented.  

     

4 The ERP addresses relevant integration with external customer or 
subcontractor organizations where applicable.  

     

5 There is evidence of periodic review of the ERP to ensure its continuing 
relevance and effectiveness. 

     

SMS 
documentation 
[1.5] 

1 The organization’s SMS components and elements are adequately 
manifested in the SMS document. 

     

2 The organization’s documented SMS components and elements are in line with 
the aviation authority’s SMS requirements. 

     

3 There is evidence of relevant SMS coordination or integration with external 
customer or subcontractor organizations where applicable. 

     

4 There is evidence of procedures for periodic review of the SMS document and 
supporting documentation to ensure their continuing relevance.  

     

5 Records pertaining to periodic review of existing safety/risk assessments are 
available. 

     

Hazard 
identification 
[2.1] 

1 The number or rate of the organization’s registered/collected hazard reports 
is commensurate with the size and scope of the organization’s operations. 

     

2 The voluntary hazard reporting system is confidential and has provisions to 
protect the reporter’s identity.  

     

3 There is evidence that hazards/ threats identified during the organization’s 
incident/ accident investigation process are integrated with the hazard 
identification and risk assessment process.  

     

4 There is evidence that registered hazards are systematically processed for 
risk mitigation where applicable. 

     

Safety risk 
assessment and 
mitigation [2.2] 

1 There is evidence that operations, processes, facilities and equipment with 
aviation safety implications are progressively subjected to the organization’s 
hazard identification and risk assessment process. 

     



GUIDANCE FOR SAFETY MANAGEMENT SYSTEM (SMS) ACCEPTA NCE 
 

25/08/2021 Page 39 of 68      MNL-002-XXSP-1.0 

SMS element Assessment Question Maturity 
Assessment* Remarks 

  P S O E  
2 Completed risk assessment reports are approved by an appropriate level of 

management.  

     

3 There is a procedure to assure that follow-up or recommended actions from 
completed risk assessment reports are implemented. 

     

4 There is a procedure for periodic review of completed risk mitigation records.      

Safety 
performance 
monitoring and 
measurement 
[3.1] 

1 The organization’s SMS safety performance indicators have been agreed with 
monitoring and the relevant national aviation authority. 

     

2 There are high-consequence data-based safety performance indicators (e.g. 
accident and serious incident rates).  

     

3 There are lower-consequence safety performance indicators (e.g. non-
compliance, deviation events).  

     

4 There are alert and/or target level settings within the safety performance 
indicators where appropriate.  

     

5 There is periodic review of the organization’s package of SMS-SPIs by its 
management or safety committee as applicable.  

     

6 There is evidence of corrective or follow-up action taken when targets are not 
achieved and/or alert levels are breached.  

     

The 
management of 
change [3.2] 

1 There is a procedure to ensure that changes to the organization’s aviation 
safety-related processes and operations do include an evaluation of the hazard 
identification and risk assessment status of the affected processes or 
operations. 

     

2 Management of change documentation pertaining to aviation safety-related 
processes and operations are maintained, including their hazard identification 
and risk assessment evaluation outcomes. 

     

Continuous 
improvement of 
the SMS [3.3] 

1 There is evidence that an internal SMS audit/assessment has been planned 
and carried out. 
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SMS element Assessment Question Maturity 
Assessment* Remarks 

  P S O E  
Training, 
education and 
communication 
[4.1, 4.2] 

1 There is evidence that all personnel involved in SMS operations have 

undergone appropriate SMS training or familiarization. 

     

 2 Personnel involved in conducting risk evaluation are provided with appropriate 
risk management training or familiarization.  

     

 3 There is evidence of a safety (SMS) publication, circular or channel for  

communicating safety and SMS matters to employees.  

     

Sub-Total 

Total (max 160)  

     
 

 

SMS Performance Categories  

For each assessment question above (total 40 questions), one point is to be given for each maturity element* (P, S, O and E) assessed as evident/ 
satisfactory, in the context of the service provider’s operational scope and complexity.  
Example: If a question is assessed to be satisfactory for all the four PSOE columns, then it will achieve a score of 4 points. If a question is assessed to be 
satisfactory for the “P” and “S” columns but not satisfactory for the “O” and “E” columns, then it will achieve only 2 points. Based on the Total points 
accumulated for all the 40 questions, the overall Performance Category will be as follows:  
 

Total Points Obtained Performance category Remarks 

> 144 points (> 90%) A 
Good - SMS accepted / issue 
certificate 

96 to 144 points (60% to 90% ) B Satisfactory - SMS accepted / 
issue certificate 

80 to 96 points (50% to 60%) C 
Fair – SMS temporary accepted / 
issue temporary certificate (review 
3 months later) 

16 to 80 points (10% to 50%) D Unsatisfactory 

* Maturity Assessment : 

P (Present) - There is evidence that the requirement is in place and documented within the service provider’s SMS.  

S (Suitable) - The requirement is being met and is suitable given the size and complexity of the service provider’s aviation operations and the inherent risk in 
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the operations. 

O (Operating) - There is evidence that the requirement is being met, is in use, and an output is being produced.  

E (Effective) - There is evidence that the requirement is effective and achieving the desired outcome.  

 

 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 

 Maturity Level For  service  providers  that  have  just  begun 
establishing SMS 

For all other service providers 

SMS Element Expectation P S O E Recommended Actions for Inspectors Recommended Actions for Inspectors 

ALL  0 0 0 0 Issue Level 2 Finding(s). Issue Level 2 Finding(s). 

1 0 0 0 Issue Level 2 Finding(s). Issue Level 2 Finding(s). 

1 1 0 0 Nil Issue audit observation(s). 

1 1 1 0 Nil Issue audit observation(s). 

1 1 1 1 Nil Nil 
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APPENDIX-E 
 

EXAMPLE OF AN EVALUATION SUMMARY  
 

 Initiating  Present and Suitable  Operating  Effective  Excellence  
The SMS as a Whole  The SMS is at the 

implementation stage.  
All main elements of the 
SMS are in place.  

The systems and 
processes of the 
SMS are operating.  

The SMS is working in 
an effective way and is 
striving for continuous 
improvement.  

The organization is an 
industry leader and 
embraces and shares 
its best practices.  

Safety Risk 
Management  

The safety risk 
management processes 
are not fully developed.  

A safety reporting system 
is in place and there is a 
process for how risks are 
assessed and managed.  

The hazard and risk 
registers are being 
built up and risks are 
starting to be 
managed in 
proactive manner.  

The organization is 
continuously identifying 
hazards and 
understands its biggest 
risks and is actively 
managing them; this 
can be seen in their 
safety performance. 
Safety Risk 
Management is 
proactive.  

Key personnel 
throughout the 
organization are aware 
and understand the 
risks relative to their 
responsibilities and are 
continuously searching 
out new hazards and 
risks and re-evaluating 
existing risks.  

Safety Assurance  Safety assurance 
activities, including 
safety performance 
indicators (SPIs) are 
not fully developed.  

Initial SPIs linked to the 
safety objectives have 
been identified and there 
is a change management 
process in place.  

The organization has 
established SPIs that 
it is monitoring and is 
auditing and 
assessing its SMS 
and its outputs.  

The organization 
assures itself that is has 
an effective SMS and is 
managing its risk 
through audit, 
assessment, and 
monitoring of its safety 
performance.  

The organization is 
continuously assessing 
its approach to safety 
management and is 
continuously improving 
its safety performance 
and seeking out and 
embracing best 
practices.  

Safety Policy and 
Objectives  

Policies, processes, 
and procedures are not 
fully developed.  

There are policies, 
processes, and 
procedures in place that 
detail how the SMS will 
operate.  

There is a safety 
policy in place and 
senior management 
are committed to 
making the SMS 
work and is providing 
appropriate 
resources to safety 
management.  

Senior management are 
clearly involved in the 
SMS and the safety 
policy sets out the 
organization’s intent to 
manage safety. This is 
clearly evident in day to 
day operations.  

The organization is an 
industry leader and 
embraces best 
practices.  
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Safety Promotion  Safety promotion 
activities are not fully 
developed.  

There is a training 
programme and the 
means to communicate 
safety information is in 
place.  

The organization has 
trained its people 
and has several 
mediums for safety 
promotion that it 
uses for passing on 
safety information.  

The organization puts 
considerable resources 
and effort into training 
its people and 
publicising its safety 
culture and other safety 
information and 
monitors the 
effectiveness of its 
safety promotion.  

In addition, the 
organization provides 
training and safety 
promotion to its 
contracted service 
providers and assesses 
the effectiveness of its 
safety promotion.  

Human Factors 
Management  

Human Factors are 
considered but not 
formally captured by the 
organization.  

Human Factors policies 
and processes have been 
defined and documented 
where required by 
regulation.  

Human Factors are 
being managed 
across the 
organization and are 
starting to be 
integrated into the 
organization’s SMS.  

Human Factors are 
integrated into the SMS 
and the operations of 
the organization. All 
staff including 
management are aware 
of Human Factors and 
apply it in the way they 
work.  

Human Factors are 
embedded into the day 
to day activities of the 
organization and fully 
integrated into the SMS. 
This is evident 
throughout the 
organization from senior 
management to front 
line staff.  

 
Note 1: In addition to Present, Suitable, Operating, and Effective, this example uses two additional maturity levels: Initiating and Excellence.  
Note 2: A specific line for Human Factors has also been added in this example to highlight the importance of considering Human Factors as part of the SMS. 
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APPENDIX-F 
 

SMS Routine Checklist for COMPLEX Organization (P, S, O & E) 
 

Organ ization : Approval Reference(s):  
 
 
 

 
Team Leader: 
 
 

Date of signing:  

SMS Manual Revision:  
 
 

 

To be completed and signed for by the Safety Manager or Accountable Manager  
 

For CAA use only  

PCAA Staff Name, monitoring 

the organization: 
   

Initial acceptance   
 
 

Initial acceptance date  
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1. SAFETY RISK MANAGEMENT  

1.1 HAZARD IDENTIFICATION PROCESS  

 
 
 
 
 
 
 
 

Indicators of compliance and performance P S O E How it is achieved Comments 

1.1.1 There is a confidential reporting system to capture errors, 
hazards, and near misses that is simple to use and accessible 
to all staff.  

      

1.1.2 
There is a confidential reporting system that provides 
appropriate feedback to the reporter and, where appropriate, 
to the rest of the organization.  

      

1.1.3 
Personnel express confidence and trust in the organization’s 
reporting policy.        

 
 
 

What to look for  
- Review the reporting system for access and ease of use.  
- Check staff’s trust of and familiarity with the reporting system, and whether they know what should be reported.  
- Review how data protection and confidentiality is achieved.  
- Evidence of feedback to reporter, the organization, and third parties.  
- Assess volume and quality of reports, including whether personnel are reporting their own errors and mistakes.  
- Review report closure rates.  
- Check whether contracted organizations and customers are able to make reports.  
- Review how reports in the system are analysed.  
- Confirm that responsibilities with regards to occurrence analysis, storage, and follow-up are clearly defined.  
- Check that relevant staff are aware of which occurrences should be mandatory.  
- Assess how senior management engage with the outputs of the reporting system.  
Present  Suitable  Operating  Effective  
There is a confidential reporting system 
to capture mandatory occurrences and 
voluntary reports that includes a 
feedback system and stored on a 
database.  

The process identifies how reports are 
actioned, and timescales are specified 
and addressed.  

The reporting system is accessible 
and easy to use by all personnel.  

Responsibilities, timelines, and format 
for the feedback are meaningful and 
well defined.  

Data protection and confidentiality is 
ensured.  

The reporting system is being used by all 
personnel.  

There is feedback to the reporter of any 
actions taken (or not taken) and, where 
appropriate, to the rest of the 
organization.  

Reports are evaluated, processed, 
analysed, and stored.  

Staff are aware of and fulfil their 
responsibilities in respect to the reporting 
system.  

Reports are processed within the defined 
timescales.  

There is a healthy reporting system 
based on the volume of reporting and 
the quality of reports received.  

Safety reports are acted on in a timely 
manner.  

Personnel express confidence and 
trust in the organizations’ reporting 
policy and process.  

The reporting system is being used to 
make better management decisions 
and continuously improve.  

The reporting system is available for 
third parties to report (partners, 
suppliers, and contractors).  

E
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 Indicators of compliance and performance P S O E How it is achieved Comments 
1.1.4  There is a process that defines how hazards are identified 

from multiple sources through reactive and proactive 
methods (internal and external).  

      

1.1.5  The hazard identification process identifies human 
performance related hazards.  

      

1.1.6  There is a process in place to analyse safety data and 
safety information to look for trends and gain useable 
management information.  

      

1.1.7  Safety investigations are carried out by appropriately 
trained personnel to identify root causes (why it happened, 
not just what happened).  

      

 What to look for  
-    Review how hazards are identified, analysed, addressed, and recorded.  
-    Review structure and layout of hazard log.  
-    Consider hazards related to:  

o  Possible accident scenarios;  
o  Human and organizational factors;  
o  Business decisions and processes;  
o  Third party organizations; and  
o  Regulatory factors.  

-    Review what internal and external sources of hazards are considered such as safety reports, audits, safety surveys, investigations, inspections, brainstorming, 
management of change activities, commercial and other external influences, etc.  

-    Review whether safety investigations identify human and organizational contributing factors.  
Present  Suitable  Operating  Effective  
There is a process that defines how 
hazards are identified though reactive 
and proactive methods.  

The triggers for safety investigations 
are identified.  

Multiple sources of hazards (internal 
and external) are considered and 
reviewed, as appropriate.  

The data analysis process enables 
gaining useable safety information.  

Hazards are documented in an easy-
to-understand format.  

The level of sign-off for safety 
investigations is defined and 
adequate to the level of risk.  

The hazards are identified and 
documented. Human and 
organizational factors related to 
hazards are being identified.  

Safety investigations are carried out 
and recorded.  

The organization has a register of the 
hazards that is maintained and reviewed to 
ensure it remains up-to-date. It is 
continuously and proactively identifying 
hazards related to its activities and the 
operational environment and involves all 
key personnel and appropriate 
stakeholders including external 
organizations.  

Hazards are continuously assessed in a 
systematic and timely manner.  

Safety investigations identify 
causal/contributing factors that are acted 
upon.  
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1.2 SAFETY RISK ASSESSMENT AND MITIGATION  

 Indicators of compliance and performance P S O E How it is achieved Comments 
1.2.1  There is a process for the management of risk that includes 

the analysis and assessment of risk associated with 
identified hazards expressed in terms of likelihood and 
severity (or alternative methodology).  

      

1.2.2  There are criteria for evaluating the level of risk the 
organization is willing to accept and risk assessments and 
ratings are appropriately justified.  

      

 What to look for  
-    Review the risk classification scheme and procedures.  
-     Check that severity and likelihood criteria are defined (or that an alternative methodology is described).  
-     Review whether risk assessments are carried out consistently.  
-     Sample an identified hazard and review how it is processed and documented.  
-     Review what triggers a risk assessment.  
-     Check any assumptions made and whether they are reviewed.  
-     Review how issues are classified when there is insufficient quantitative data available.  
-     Check that the process defines who can accept what level of risk.  
-     Check that the risk register is being reviewed and monitored by the appropriate safety committee(s).  
-     Evidence of risk acceptability being routinely applied in decision making processes.  
Present  Suitable  Operating  Effective  
There is a process for the analysis and 
assessment of safety risks.  

The level of risk the organization is 
willing to accept is defined.  

Severity and likelihood criteria are 
clearly defined and fit the service 
provider’s actual circumstances.  

The risk matrix and acceptability 
criteria are clearly defined and usable.  

Responsibilities and timelines for 
accepting the risk are clearly defined.  

Risk analysis and assessments are 
carried out in a consistent manner 
based on the defined process.  

The defined risk acceptability is being 
applied.  

Risk analysis and assessments are 
reviewed for consistency and to 
identify improvements in the 
processes.  

Risk assessments are regularly 
reviewed to ensure they remain 
current.  

Risk acceptability criteria are used 
routinely and applied in management 
decision making processes and are 
regularly reviewed.  
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 Indicators of compliance and performance P S O E How it is achieved Comments 
1.2.3  The organization has a process in place to make decisions 

and apply appropriate and effective risk controls.  
      

1.2.4  Senior management have visibility of medium and high risk 
hazards and their mitigation and controls.  

      

 What to look for  
-    Risk controls consider human and organizational factors.  
-     Evidence of risk controls being actioned and follow up.  
-     Aggregate risk is being considered.  
-     Check whether the risk controls have reduced the residual risk.  
-     Risk controls are clearly identified.  
-     Review the use of risk controls that rely solely on human intervention.  
-     Check that new risk controls do not create additional risks.  
-     Check whether the acceptability of the risks is made at the right management level.  

 

Present  Suitable  Operating  Effective  
is a process in place to assess whether 
the risk controls are applied and 
effective.  

Responsibilities, methods, and 
timelines for assessing risk controls 
are defined.  

Contracted organizations are included 
in the safety assurance process.  

Risk controls are being verified to 
assess whether they are applied and 
effective.  

Risk controls are assessed and actions 
taken to ensure they are effective and 
delivering a safe service  
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2. SAFETY ASSURANCE   
2.1 SAFETY PERFORMANCE MONITORING AND MEASUREMENT  

 Indicators of compliance and performance P S O E How it is achieved Comments 
2.1.1  Safety performance indicators (SPIs) linked to the 

organization’s safety objectives have been defined, 
promulgated, and are being monitored and analysed for 
trends.  

      

 What to look for  
-    Evidence that SPIs are based on reliable sources of data.  
-     Evidence of when SPIs were last reviewed.  
-     The defined SPIs and targets are appropriate to the organization’s activities, risks, and safety objectives.  
-     SPIs are focused on what is important rather than what is easy to measure.  
-     Consideration of any State SPIs.  
-     Review whether any action has been taken when an SPI is indicating a negative trend (reflecting a risk control or an inappropriate SPI).  
-     Evidence that results of safety performance monitoring are discussed at the senior management level.  
-     Evidence of feedback provided to the Accountable Executive.  
Present  Suitable  Operating  Effective  
There is a process in place to measure 
the safety performance of the 
organization including SPIs and targets 
linked to the organization’s safety 
objectives and to measure the 
effectiveness of safety risk controls.  

SPIs are focused on what is important 
rather than what is easy to measure.  

Reliability of data sources is 
considered in the design of SPIs.  

SPIs are linked to the identified risks 
and safety objectives.  

Frequency and responsibility for the 
trend monitoring of SPIs are 
appropriate.  

Realistic targets have been set.  

State SPIs are considered, as 
applicable.  

The safety performance of the 
organization is being measured and 
meaningful SPIs are being 
continuously monitored and analysed 
for trends.  

SPIs are demonstrating the safety 
performance of the organization and 
the effectiveness of risk controls based 
on reliable data.  

SPIs are reviewed and regularly 
updated to ensure they remain 
relevant.  

Where the SPIs indicate that a risk 
control is ineffective, appropriate action 
is taken.  
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 Indicators of compliance and performance P S O E How it is achieved Comments 

2.1.2  Risk mitigations and controls are being verified/audited to 
confirm they are working and effective.  

      

2.1.3  Safety assurance takes into account activities carried out 
by all directly contracted organizations.  

      

 What to look for  
-    Evidence of risk controls being assessed for effectiveness (e.g., audits, surveys, reviews, SPIs and safety performance targets [SPTs], reporting systems).  
-    Evidence of risk controls applied by contracted organizations being assessed and overseen (e.g., quality check, reviews, and regular meetings).  
-    Information from safety assurance and compliance monitoring activities feeds back into the safety risk management process.  
-    Review where risk controls have been changed as a result of the assessment.  

 

Present  Suitable  Operating  Effective  
The organization has a process in place 
to decide and apply risk controls.  

Responsibilities and timelines for 
determining and accepting the risk 
controls are defined.  

Appropriate risk controls are being 
applied to reduce the risk to an 
acceptable level including timelines 
and allocation of responsibilities.  

Human Factors are considered as part 
of the development of risk controls.  

Risk controls are practical and 
sustainable, applied in a timely 
manner, and do not create additional 
risks.  

Risk controls take Human Factors into 
consideration.  
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 Indicators of compliance and performance P S O E How it is achieved Comments 
2.1.4  Responsibilities and accountability for ensuring compliance 

with safety regulations are defined and applicable 
requirements are clearly identified in organization manuals 
and procedures.  

      

2.1.5  There is an internal audit programme including details of 
the schedule of audits and procedures for audits, reporting, 
follow up, and records.  

      

2.1.6  Responsibilities and accountabilities for the internal audit 
process are defined and there is a person or group of 
persons with responsibilities for internal audits with direct 
access to the Accountable Manager.  

      

 What to look for  
-    Review how senior management ensure the organization remains in compliance.  
-     Review job descriptions for compliance responsibilities.  
-     Evidence that senior management take action on internal and external audit results.  
-     Review how independence of the internal audit function is achieved.  
-     Review how the internal audit function interacts with:  

o Senior management,  
o Line managers, and  
o The safety management staff.  

-     Assess the contents of the programme against any regulatory requirements.  
Present  Suitable  Operating  Effective  
Responsibilities and accountabilities for 
compliance are defined.  

The organization has an internal audit 
programme and procedures for audits, 
reporting, and records.  

A person or group of persons with 
responsibilities for internal audits has 
been identified and they have direct 
access to the Accountable Executive.  

The internal audit programme covers 
all applicable regulations and includes 
details of the schedule of audits.  

Independence of the internal audit 
function is achieved.  

The compliance monitoring programme 
is being followed and regularly 
reviewed.  

All staff are aware of their 
responsibilities and accountabilities for 
compliance and to follow processes 
and procedures.  

Internal and external audit results are 
reported to the Accountable Executive 
and senior management.  

Individuals are proactively identifying 
and reporting potential non-
compliances.  

The Accountable Executive and senior 
management actively seek feedback 
on the status of internal and external 
audit activities  
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 Indicators of compliance and performance P S O E How it is achieved Comments 
2.1.7  After an audit, there is appropriate analysis of causal 

factors and corrective/preventive actions are taken.  
      

What to look for  
 -     Review the methods used for causal analysis  

-     Check that the method is used consistently.  
-     Review any repeat findings and check for actions have not been implemented or are overdue.  
-     Check for timely implementation of actions.  
-     Review senior management awareness of the status of significant findings and related corrective/preventive actions.  
-     Check that appropriate personnel participate in the determination of causes and contributing factors.  
-     Look for consistency between internal audit results and external audit results.  
-     Review whether causal factors are considered as potential hazards.  
Present  Suitable  Operating  Effective  
The process for the identification and 
follow-up of corrective/preventive 
actions are defined.  

The interface between internal audits 
and the safety risk management 
processes is described.  

Responsibilities and timelines for 
determining, accepting, and following-
up the corrective/preventive action 
are defined.  

Compliance monitoring includes 
contracted activities.  

The identification and follow-up of 
corrective/preventive actions is carried 
out in accordance with the procedures 
including causal analysis to address 
root causes.  

The status of corrective/preventive 
actions is regularly communicated to 
relevant senior management and staff.  

The organization investigates the 
systemic causes and contributing 
factors of findings.  

The organization proactively reviews 
the status of corrective/preventive 
actions.  

Effectiveness of the 
corrective/preventive actions is 
verified.  
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2.2 THE MANAGEMENT OF CHANGE  
 
 Indicators of compliance and performance P S O E How it is achieved Comments 

2.2.1  The organization has a process to identify whether 
changes have an impact on safety and to manage any 
identified risks in accordance with existing safety risk 
management processes.  

      

2.2.2  Human Factor (HF) issues have been considered as part of 
the change management process and, where appropriate, 
the organization has applied the appropriate HF/human-
centred design standards to the equipment and physical 
environment design.  

      

 What to look for  
-     Key stakeholders are involved in the process.  
-     Review what triggers the process.  
-     Review recent changes that have been through the risk assessment process.  
-     Check that change is signed off by an appropriately authorised person.  
-     Transitional risks are being identified and managed.  
-     Review follow up actions such as whether any assumptions made have been validated.  
-     Review whether there is an impact on previous risk assessments and existing hazards.  
-     Review whether consideration is given to the accumulative effect of multiple changes.  
-     Review that business-related changes have considered safety risks (organizational restructuring, upsizing or downsizing, IT projects, etc.).  
-     Evidence of HF issues being addressed during changes.  
-     Review impact of change on training and competencies.  
-     Review previous changes to confirm they remain under control.  
-     Consider how the changes are communicated to those people impacted by the change.  
Present  Suitable  Operati ng  Effective  
The organization has established a 
change management process to 
identify whether changes have an 
impact on safety and to manage any 
identified risks in accordance with 
existing safety risk management 
processes.  

Triggers for the change management 
process are defined.  

The process also considers business 
related changes and interfaces with 
other organizations/departments.  

The process is integrated with the risk 
management and safety assurance 
processes.  

Responsibilities and timelines are 
defined.  

The change management process is 
being used and includes hazard 
identification and risk assessments 
with appropriate risk controls being put 
in place before a decision to make the 
change is taken.  

HF issues have been considered and 
been addressed as part of the change 
management process.  

The change management process is 
used for all changes that may impact 
safety, including HF issues, and 
considers the accumulation of multiple 
changes. It is initiated in a planned, 
timely, and consistent manner and 
includes follow up action that ensures 
the change was implemented safely.  

The change is communicated to those 
affected.  

Risk control and mitigation strategies 
associated with changes are achieving 
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the planned effect.  

2.3 CONTINUOUS IMPROVEMENT OF THE SMS  

 Indicators of compliance and performance P S O E How it is achieved Comments 
2.3.1  The organization is continuously monitoring and assessing 

its SMS processes to maintain or continuously improve the 
overall effectiveness of the SMS.  

      

What to look for  
 -     Review the information and safety data used for management decision making and continuous improvement.  

-     Evidence of:  
o Lessons learnt being incorporated into SMS and operational processes;  
o Best practices being sought and embraced;  
o Surveys and assessments of organizational culture being carried out and acted upon;  
o Data being analysed and results shared with Safety Committees; and  
o Follow-up actions.  

-     Information from external occurrences, investigation reports, safety meetings, hazard reports, audits, and safety data analysis all contribute towards continuous   
improvement of the SMS.  

 

Present  Suitable  Operating  Effective  
There is a process in place to monitor 
and review the effectiveness of the 
SMS using the available data and 
information.  

The SMS is periodically reviewed, 
and the review is supported by safety 
information and safety assurance 
activities.  

Senior management and different 
departments are involved.  

The decision making is data informed.  

External information is considered in 
addition to internal information.  

There is evidence of the SMS being 
periodically reviewed to support the 
assessment of its effectiveness and 
appropriate action being taken.  

The assessment of SMS effectiveness 
uses multiple sources of information 
including the safety data analysis that 
supports decisions for continuous 
improvements.  
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3. SAFETY POLICIES AND OBJECTIVES   
3.1 MANAGEMENT COMMITMENT  

 Indicators of compliance and performance P S O E How it is achieved Comments 
3.1.1  There is a safety policy, signed by the Accountable 

Manager, which includes a commitment to continuous 
improvement; observes all applicable legal requirements 
and standards; and considers best practices.  

      

3.1.2  The safety policy includes a statement to provide 
appropriate resources and the organization is managing 
resources by anticipating and addressing any shortfalls.  

      

3.1.3  There are policies in place for safety critical roles relating to 
all aspects of Fitness for Duty (for example, Alcohol and 
Drugs Policy or Fatigue).  

      

 What to look for  
-      Interview the Accountable Executive to assess their knowledge and understanding of the safety policy.  
-      Check that the safety policy is reviewed periodically for content and currency.  
-      Confirm that the safety policy meets the requirements.  
-      Interview staff to determine to what extent the safety policy is known, as well as how readable and understandable it is.  
-      Review available resources including personnel, equipment, and financial.  
-      There are sufficient and competent personnel.  
-      Review planned resources versus actual resources.  
-     Check how a positive safety culture is encouraged and impacts the overall effectiveness.  
Present  Suitable  Operating  Effective  
There is a safety policy, signed by the 
Accountable Manager, which includes a 
commitment to continuous 
improvement; observes all applicable 
legal requirements and standards; and 
considers best practices. The safety 
policy includes a statement to provide 
appropriate resources.  

The safety policy is easy to read.  

The content is customised to the 
organization.  

There is a process for assessing 
resources and addressing any 
shortfalls.  

The safety policy is reviewed 
periodically to ensure it remains 
relevant to the organization.  

The organization is assessing the 
resources being provided to deliver a 
safe service and taking action to 
address any shortfalls.  

The Accountable Executive is familiar 
with the contents of the safety policy 
and endorses it.  

The organization is reviewing and 
taking action to address any 
forecasted shortfalls in resources  
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 Indicators of compliance and performance P S O E How it is achieved Comments 
3.1.4  There is a means in place for the communication of the 

safety policy.  
      

3.1.5  The Accountable Executive and the senior management 
team promote a positive safety/just culture and 
demonstrate their commitment to the safety policy through 
active and visible participation in the safety management 
system.  

      

 What to look for  
-     Review how the safety policy is communicated.  
-     Safety policy is clearly visible to all staff including relevant contracted staff and third-party organizations.  
-     Question managers and staff regarding knowledge of the safety policy.  
-     All managers are familiar with the key elements of the safety policy.  
-     Evidence of senior management participation in safety meetings, training, conferences, etc.  
-     Feedback from safety surveys that include specific just culture aspects.  
-     Relationship with regulator and other stakeholders.  
-     Review how a positive safety and just culture are promoted.  
Present  Suitable  Operating  Effective  
There is a means in place for the 
communication of the safety policy. The 
management commitment to safety is 
documented within the safety policy.  

The safety policy is clearly visible to 
all staff (consider multiple sites).  

The safety policy is understandable 
(consider multiple languages). The 
Accountable Executive and the senior 
management team have a well-
defined role in the safety 
management system.  

The safety policy is communicated to 
all personnel (including relevant 
contract staff and organizations). The 
Accountable Executive and the senior 
management team are promoting their 
commitment to the safety policy 
through active and visible participation 
in the safety management system.  

People across the organization are 
familiar with the policy and can 
describe their obligations in respect of 
the safety policy. Decision making, 
actions, and behaviours reflect a 
positive safety/just culture and there is 
good safety leadership that 
demonstrates commitment to the 
safety policy.  
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 Indicators of compliance and performance P S O E How it is achieved Comments 
3.1.6  The safety policy actively encourages safety reporting.        

3.1.7  A just culture policy and principles have been defined that 
clearly identifies acceptable and unacceptable behaviours 
to promote a just culture.  

      

 What to look for  
-     Evidence of when the just culture principles have been applied following an event.  
-     Evidence of interventions from safety investigations addressing organizational issues rather than focusing only on the individual.  
-     Review how the organization is monitoring reporting rates.  
-     Review the number of aviation safety reports appropriate to the activities.  
-     Safety reports include the reporter’s own errors and events they are involved in (events where no one was watching).  
-     Feedback on just culture from staff safety culture surveys.  
-     Interview staff representatives to confirm that they agree with just culture policy and principles.  
-     Check that staff are aware of the just culture policy and principles.  
Present  Suitable  Operating  Effective  
A just culture policy and principles have 
been defined.  

The just culture policy clearly 
identifies acceptable and 
unacceptable behaviours.  

The principles ensure that the policy 
can be applied consistently across the 
whole organization.  

The just culture policy and principles 
are understandable and clearly 
visible.  

There is evidence of the just culture 
policy and supporting principles being 
applied and promoted to staff.  

The just culture policy is applied in a 
fair and consistent manner and staff 
trust the policy.  

There is evidence that the line 
between acceptable and unacceptable 
behaviour has been determined in 
consultation with staff and staff 
representatives.  
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 Indicators of compliance and performance P S O E How it is achieved Comments 
3.1.8  Safety objectives have been established that are consistent 

with the safety policy and they are communicated 
throughout the organization.  

      

3.1.9  The State Safety Programme (SSP) is being considered 
and addressed as appropriate.  

      

 What to look for  
-     Assess whether the safety objectives are appropriate and relevant.  
-    Objectives are defined that will lead to an improvement in processes, outcomes, and the development of a positive safety culture.  
-    Assess how safety objectives are communicated throughout the organization.  
-    Safety objectives are being measured to monitor achievement through SPIs and SPTs.  
-    Assess if the safety objectives have considered the State safety objectives in the SSP.  
 
Present  Suitable  Operating  Effective  
Safety objectives have been 
established that are consistent with the 
safety policy and there is a means to 
communicate them throughout the 
organization.  

Safety objectives are relevant to the 
organization and its activities.  

Safety objectives are understandable 
and clearly visible.  

Safety objectives are aligned with the 
SSP.  

Safety objectives are being regularly 
reviewed and are communicated 
throughout the organization.  

Achievement of the safety objectives is 
being monitored by senior 
management and action taken to 
ensure they are being met.  
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3.2 SAFETY ACCOUNTABILITY AND RESPONSIBILITIES  
 
 Indicators of compliance and performance P S O E How it is achieved Comments 

3.2.1  An Accountable Executive has been appointed with full 
responsibility and accountability to ensure the SMS is 
properly implemented and performing effectively.  

      

3.2.2  The Accountable Executive is fully aware of their SMS 
roles and responsibilities in respect of the safety policy, 
safety standards, and safety culture of the organization.  

      

 What to look for  
-     Evidence that the Accountable Executive has the authority to provide sufficient resources for relevant safety improvements.  
-     Evidence of decision making on risk acceptability.  
-     Review SMS activities are being carried out in a timely manner and the SMS is sufficiently resourced.  
-     Evidence of activities being stopped due to unacceptable level of safety risk.  
-     Look for evidence that Accountable Executive actions are consistent with the active promotion of a positive safety culture in the organization.  
Present  Suitable  Operating  Effective  
An Accountable Executive has been 
appointed with full responsibility and 
ultimate accountability for the SMS.  

The Accountable Executive has 
control of resources.  

The Accountable Executive ensures 
that the SMS is properly resourced, 
implemented, and maintained, and has 
the authority to stop the operation if 
there is an unacceptable level of safety 
risk.  

The Accountable Executive is fully 
aware of their SMS roles and 
responsibilities.  

The Accountable Executive is 
accessible to the staff in the 
organization.  

The Accountable Executive ensures 
that the performance of the SMS is 
being monitored, reviewed, and 
improved.  

G
ui

da
nc

e
 

E
va

lu
at

io
n

 



GUIDANCE FOR SAFETY MANAGEMENT SYSTEM (SMS) ACCEPTA NCE 
 

25/08/2021 Page 60 of 68      MNL-002-XXSP-1.0 

 

 Indicators of compliance and performance P S O E How it is achieved Comments 
3.2.3  Safety accountabilities, authorities, and responsibilities are 

defined and documented throughout the organization and 
staff understand their own responsibilities.  

      

 What to look for  
-     Question managers and staff regarding their roles and responsibilities.  
-     Confirm senior managers are aware of the organization’s safety performance and its most significant risks.  
-     Evidence of managers having safety related performance targets.  
-     Look for active participation of the management team in the SMS.  
-     Evidence of appropriate risk mitigation, action, and ownership.  
-     The levels of management authorised to make decisions on risk acceptance are defined and applied.  
-     Check for any conflicts of interest and that they have been identified and managed.  
Present  Suitable  Operating  Effective  
The safety accountability, authorities, 
and responsibilities are clearly defined 
and documented.  

Individuals have access to their safety 
accountability, authorities, and 
responsibilities (for example, through 
job descriptions or organizational 
charts).  

Everyone in the organization is aware 
of and fulfil their safety responsibilities, 
authorities, and accountabilities and 
are encouraged to contribute to the 
SMS.  

The Accountable Executive and the 
senior management team are aware of 
the risks faced by the organization and 
SMS principles exist throughout the 
organization so that safety  
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3.3 APPOINTMENT OF KEY PERSONNEL  

 Indicators of compliance and performance P S O E How it is achieved Comments 
3.3.1  A competent safety manager who is responsible for the 

implementation and maintenance of the SMS has been 
appointed with a direct reporting line to the Accountable 
Executive.  

      

3.3.2  The organization has allocated sufficient resources to 
manage the SMS including, but not limited to, competent 
staff for safety investigation, analysis, auditing, and 
promotion.  

      

 What to look for  
-     Review safety manager role including credibility and status.  
-     Review the training that the safety manager has received.  
-     Evidence of maintained competency.  
-     Review how the safety manager gets access to internal and external safety information.  
-     Review how the safety manager communicates and engages with operational staff and senior management.  
-     Review the safety manager’s workload/allocated time to fulfil role.  
-     Check there are sufficient resources for SMS activities such as safety investigation, analysis, auditing, safety meeting attendance, and promotion.  
-     Review of safety report action and closure timescales.  
-     Interviews with Accountable Executive and safety manager.  
-     Check for any conflicts of interest and that they have been identified and managed. 
Present  Suitable  Operating  Effective  
A safety manager who is responsible 
for the implementation and 
maintenance of the SMS has been 
appointed with a direct reporting line to 
the Accountable Executive.  

The safety manager is competent.  

Sufficient time and resources are 
allocated to maintain the SMS.  

The safety manager has implemented 
and is maintaining the SMS. The safety 
manager is in regular communication 
with the Accountable Executive and 
escalates safety issues when 
appropriate.  

The safety manager is accessible to 
staff in the organization.  

The safety manager is competent to 
manage the SMS and identifies 
improvements in a timely manner.  

There is a close working relationship 
with the Accountable Executive and 
the safety manager is considered a 
trusted advisor and given appropriate 
status in the organization.  

 

 

 

G
ui

da
nc

e
 

E
va

lu
at

io
n

 



GUIDANCE FOR SAFETY MANAGEMENT SYSTEM (SMS) ACCEPTA NCE 
 

25/08/2021 Page 62 of 68      MNL-002-XXSP-1.0 

 

 Indicators of compliance and performance P S O E How it is achieved Comments 
3.3.3  The organization has established appropriate safety 

committee(s) that discuss and address safety risks and 
compliance issues and includes the Accountable Executive 
and the heads of functional areas.  

      

 What to look for  
-     Review safety committee and meeting structure and Terms of Reference for each committee/meeting.  
-     Review meeting attendance levels.  
-     Review meeting records and actions.  
-     Check that outcomes are communicated to the rest of the organization.  
-     Evidence of safety objectives, safety performance, and compliance are being reviewed and discussed at meetings.  
-     Participants challenge what is being presented when there is limited evidence.  
-     Senior management are aware of the most significant risks faced by the organization and the overall safety performance of the organization.  
 
Present  Suitable  Operating  Effective  
The organization has established safety 
committee(s).  

Safety committee(s)’ structure and 
frequency supports the SMS functions 
across the organization.  

The scope of the safety committee(s) 
includes safety risks and compliance 
issues.  

The attendance of the highest-level 
safety committee includes at least the 
Accountable Executive and the heads 
of functional areas.  

There is evidence of meetings taking 
place detailing the attendance, 
discussions, and actions.  

The safety committee(s) monitor the 
effectiveness of the SMS and 
compliance monitoring function by 
reviewing there are sufficient 
resources.  

Actions are being monitored and 
appropriate safety objectives and SPIs 
have been established.  

Safety committees include key 
stakeholders. The outcomes of the 
meetings are documented and 
communicated and any actions are 
agreed, taken, and followed up in a 
timely manner. The safety 
performance and safety objectives are 
reviewed and actioned as appropriate.  
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3.4 CO-ORDINATION OF EMERGENCY RESPONSE PLANNING  
 Indicators of compliance and performance P S O E How it is achieved Comments 

3.4.1  An appropriate emergency response plan (ERP) has been 
developed and distributed that defines the procedures, 
roles, responsibilities, and actions of the various 
organizations and key personnel.  

      

3.4.2  The ERP is periodically tested for the adequacy of the plan 
and the results reviewed to improve its effectiveness.  

      

 What to look for  
-     Review safety committee and meeting structure and Terms of Reference for each committee/meeting.  
-     Review meeting attendance levels.  
-     Review meeting records and actions.  
-     Check that outcomes are communicated to the rest of the organization.  
-     Evidence of safety objectives, safety performance, and compliance are being reviewed and discussed at meetings.  
-     Participants challenge what is being presented when there is limited evidence.  
-     Senior management are aware of the most significant risks faced by the organization and the overall safety performance of the organization.  
 
Present  Suitable  Operating  Effective  
A coordinated ERP has been 
developed and defined.  

Key personnel have easy access to 
the relevant parts of the ERP at all 
times.  

The ERP defines the procedures, 
roles, responsibilities, and actions of 
the various organizations and key 
personnel.  

The frequency and methods for 
testing the ERP are defined.  

The coordination with other 
organizations (including non-aviation 
organizations) is defined with 
appropriate means.  

The ERP is reviewed and tested to 
make sure it remains up-to-date. There 
is evidence of coordination with other 
organizations as appropriate.  

The results of the ERP review and 
testing are assessed and actioned to 
improve its effectiveness  
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3.5 SMS DOCUMENTATION  

 Indicators of compliance and performance P S O E How it is achieved Comments 
3.5.1  The SMS documentation includes the policies and 

processes that describe the organization’s safety 
management system and processes and is readily 
available to all relevant personnel.  

      

3.5.2  SMS documentation, including SMS related records, are 
regularly reviewed and updated with appropriate version 
control in place.  

      

 What to look for  
-     Review the SMS documentation and amendment procedures.  
-     Check for cross references to other documents and procedures.  
-     Check availability of SMS documentation to all staff.  
-     Check that staff know where to find safety-related documentation including procedures appropriate to their role.  
-     Review the supporting SMS documentation (hazard logs, meeting minutes, safety performance reports, risk assessments, etc.).  
-     Check how safety records are stored and version controlled.  
-     Check appropriate staff are aware of the records control processes and procedures.  
 
Present  Suitable  Operating  Effective  
The SMS documentation includes the 
policies and processes that describe 
the organization’s SMS and processes. 
The SMS documentation defines the 
SMS outputs and which records of SMS 
activities will be stored.  

Records to be stored, storage period, 
and location are identified.  

SMS documentation is readily 
available to all relevant personnel.  

SMS documentation is 
comprehensible.  

SMS documentation is consistent with 
other internal management systems 
and is representative of the actual 
processes in place.  

Data protection and confidentiality 
rules have been defined.  

Changes to the SMS documentation 
are managed.  

Everyone is familiar with and follows 
the relevant parts of the SMS 
documentation.  

SMS activities are appropriately stored 
and found to be complete and 
consistent with data protection and 
confidentiality control rules.  

SMS documentation is proactively 
reviewed for improvement.  

SMS records are routinely used as 
inputs for safety management-related 
tasks and continuous improvement of 
the SMS.  
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4. SAFETY PROMOTION   
4.1 TRAINING AND EDUCATION  

 Indicators of compliance and performance P S O E How it is achieved Comments 
4.1.1  There is a training programme for SMS in place that 

includes initial and recurrent training. The training covers 
individual safety duties (including roles, responsibilities, 
and accountabilities) and how the organization’s SMS 
operates.  

      

4.1.2  There is a process in place to measure the effectiveness of 
training and to take appropriate action to improve 
subsequent training.  

      

4.1.3  Training includes human and organizational factors 
including just culture and non-technical skills with the intent 
of reducing human error.  

      

 What to look for  
-     Review the SMS training programme including course content and delivery method.  
-     Check training records against the training programme.  
-     Review how the competence of the trainers is being assessed and maintained.  
-    Training considers feedback from external occurrences, investigation reports, safety meetings, hazard reports, audits, safety data analysis, training, course 

evaluations, etc.  
-     Review how training is assessed for new staff and changes in position.  
-     Review any training evaluation.  
-     Check that the training includes human and organizational factors.  
-     Ask staff about their own understanding of their role in the organization’s SMS and their safety duties.  
-     Check that all staff are briefed on compliance.  
Present  Suitable  Operating  Effective  
There is an SMS training programme in 
place that includes initial and recurrent 
training.  

The training covers individual safety 
duties (including roles, 
responsibilities, and accountabilities) 
and how the organization’s SMS 
operates.  

Training material and methodology 
are adapted to the audience and 
include human factors.  

All staff requiring training are 
identified.  

The SMS training programme is 
delivering appropriate training to the 
different staff in the organization and is 
being delivered by competent 
personnel.  

SMS training is evaluated for all 
aspects (learning objectives, content, 
teaching methods and styles, tests, 
etc.) and is linked to the competency 
assessment.  

Training is routinely reviewed to take 
feedback from different sources into 
consideration.  
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 Indicators of compliance and performance P S O E How it is achieved Comments 
4.1.4  There is a process that evaluates the individual’s 

competence and takes appropriate remedial action when 
necessary.  

      

4.1.5  The competence of trainers is defined and assessed and 
appropriate remedial action taken when necessary.  

      

 What to look for  
-     Review how competence assessment is carried out on initial recruitment and recurrently.  
-     Check it includes safety duties and responsibilities, as well as compliance management.  
 
Present  Suitable  Operating  Effective  
A competency framework is defined for 
all personnel, including trainers.  

There is a process in place to 
periodically assess the actual 
competency of personnel against the 
framework.  

There is evidence of the process being 
used and being recorded.  

The competence assessment 
programme and process is routinely 
reviewed and improved.  

The competence assessment takes 
appropriate remedial action when 
necessary and feeds into the training 
programme.  
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4.2 SAFETY COMMUNICATION  
 
 Indicators of compliance and performance P S O E How it is achieved Comments 

4.2.1  There is a process to determine what safety critical 
information needs to be communicated and how it is 
communicated throughout the organization to all personnel, 
as relevant. This includes contracted organizations and 
personnel where appropriate.  

      

 What to look for  
-     Review the sources of information used for safety communication.  
-     Review the methods used to communicate safety information (e.g., meetings, presentations, emails, website access, newsletters, bulletins, posters, etc.).  
-     Assess whether the means of communication is appropriate.  
-    The means for safety communication is reviewed for effectiveness and material used to update relevant training.  
-    Significant events, changes, and investigation outcomes are being communicated.  
-    Check accessibility to safety information.  
-    Ask staff about any recent safety communication.  
-    Review whether information from occurrences are timely communicated to all relevant personnel (internal and external) and has been appropriately disidentified.  
 
Present  Suitable  Operating  Effective  
There is a process to communicate 
safety critical information.  

The process determined what, when, 
and how safety information needs to 
be communicated.  

The process includes contracted 
organizations and personnel where 
appropriate.  

The means of communication are 
adapted to the audience and the 
significance of what is being 
communicated.  

Safety critical information is being 
identified and communicated 
throughout the organization to all 
personnel, as relevant, including 
contracted organizations and 
personnel where appropriate.  

The organization analyses and 
communicates safety critical 
information effectively through a 
variety of methods as appropriate to 
maximise it being understood.  

Safety communication is assessed to 
determine how it is being used and 
understood and to improve it where 
appropriate.  
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5. INTERFACE MANAGEMENT   
    
 Indicators of compliance and performance P S O E How it is achieved Comments 

5.1.1  The organization has identified and documented the 
relevant internal and external interfaces and the critical 
nature of such interfaces.  
 

      

 What to look for  
-     Review how interfaces have been documented. It may be included in a system description.  
-     Evidence that:  

o Safety critical issues, areas, and associated hazards are identified;  
o Safety occurrences are being reported and addressed;  
o Risk control actions are applied and regularly reviewed; and  
o Interfaces are reviewed periodically.  

-     Training and safety promotion sessions are organised with relevant external organizations.  
-     External organizations participate in SMS activities and share safety information.  
-     Check the identified interfaces (e.g., interfaces with aerodromes, airlines, Air Traffic Control [ATC], training organizations, contracted organizations, and the 

State).  
 
Present  Suitable  Operating  Effective  
The organization has identified and 
documented the relevant internal and 
external interfaces and the critical 
nature of such interfaces.  

All relevant interfaces are addressed.  

The way the interfaces are managed 
is appropriate to the criticality in terms 
of safety.  

The means for communicating safety 
information is defined.  

The organization is managing the 
interfaces through hazard identification 
and risk management.  

There is an assurance activity to 
assess risk mitigations being delivered 
by external organizations.  

The organization has a good 
understanding of interface 
management and there is evidence 
that interface risks are being identified 
and acted upon.  

Interfacing organizations are sharing 
safety information and take actions 
when needed.  
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