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About this Book
This programme is designed for training applicants for the job of an “Airline High Lift Truck Operator”, in the
“Aerospace and Aviation” sector/industry and aims at building capacities amongst the students. The
content of this handbook is completely aligned to the National Occupation Standards QP/NOS and conform
to the National Skills Qualification Framework (NSQF).
The Qualifications Pack (QP) of an Airline High Lift Truck Operator, Level-4 includes the following National
Occupational Standards (NOS) which have all been covered across the units:
1. AAS/N0502 Follow safety and security procedures
2. AAS/N0103 Unloading an aircraft load
3. AAS/N0104 Loading an aircraft load
4. AAS/N0701 Prestart inspection of equipment/vehicles
5. AAS/N0702 Operate a vehicle airside
6. AAS/N0703 Post Operations inspection of equipment/ vehicle
7. AAS/N0503 Work Effectively in a Team
Key Learning Outcomes for the specific NOS mark the beginning of the Unit(s) for that NOS.
The symbols used in this book are described below.

Symbols Used
!
Learning Outcomes

Objectives

Notes

Tips

Example

Exercise

Team Activity

Role Play

Example
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1. Introduction
AASSC
Aerospace & Aviation
Sector Skill Council

Unit 1.1 – About the Training Programme
Unit 1.2 – About the Job Role - Airline High Lift Truck
Operator
Unit 1.3 – About the Qualifications Pack-QP and National
Occupational Standards-NOS
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Key Learning Outcomes
At the end of this programme, you will be able to:
Ÿ

get to know each other in the training programme.

Ÿ

list the expectations from the training programme.

Ÿ

identify the roles and responsibilities of Airline High Lift Truck Operator.

Ÿ

plan the loading of an aircraft.

Ÿ

plan for unloading of an aircraft.

Ÿ

manoeuvre the vehicle airside.

Ÿ

improve communication skills and good interpersonal skills.

Ÿ

acquire and improve employability and entrepreneurship skills.
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UNIT 1.1: About the Training Programme
Unit Objectives
At the end of this unit, you will be able to:
Ÿ describe the training programme.
Ÿ get to know each other in the training programme.
Ÿ list the expectations from the training programme.

1.1.1 Overview of the Training Programme
The training programme will help the participants to:
Ÿ Follow safety and security procedures: Safety operating procedure, safety hazards procedure,
emergency handling procedure, occupational safety and health.
Ÿ Unloading of an aircraft load: Approaching an aircraft, opening of cargo doors on the aircraft, initiate
unloading of the aircraft load.
Ÿ Loading an aircraft load: Approaching an aircraft, opening of cargo doors on the aircraft, initiate
loading of the aircraft load.
Ÿ Prestart inspection of equipment/vehicle: Perform pre-start inspection on the equipment or vehicle.
Ÿ Operate a vehicle airside: Prepare a vehicle for airside use, manoeuvre a vehicle on the airside,
maintain procedures and practices which contribute to the safety of airside traffic and apron
operations, comply with an airside accident, hazard and emergency procedures.
Ÿ Post operations inspection of equipment/vehicle: Perform post operation inspections on the
equipment or vehicle.
Ÿ Work Effectively in a Team: Support the team, maintain personal presentation and develop effective
work habits.

1.1.2 Participant Guidelines
While undergoing training, trainees are expected to:
Ÿ Behave in a professional and ethical manner.
Ÿ Use intellectual and analytical abilities to enhance in the profession as an Airline High Lift Truck
Operator.
Ÿ Take an initiative to learn more from the training.
Ÿ Develop communication, decision making and leadership skills, thereby gaining self-confidence
related to their professional and social behaviour.
Ÿ Complement formal training with innovative skills and self-motivation.
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1.1.2 Cont...
Ÿ Retrieve and use relevant information.
Ÿ Use diagnostic skills to identify problems and find possible solutions.
Ÿ To develop an analytical sense of questioning, with an aim of improving procedures and productivity.

Activity
Knowing Each Other
1. List out two names of fellow participants whom you have met and interacted with.

2. List out two names of those from the same place/district/state.

3. List out two names among the participants whose hobbies are the same as yours.
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Activity
Expectation Mapping
1. My expectations from the training programme are:
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UNIT 1.2: About the Job Role - Airline High Lift Truck Operator
Unit Objectives
At the end of this unit, you will be able to:
Ÿ explain the job role of an Airline High Lift Truck Operator.
Ÿ identify the roles and responsibilities of an Airline High Lift Truck Operator.
Ÿ list the pre-requisites of an Airline High Lift Truck Operator.

1.2.1 Job Description of an Airline High Lift Truck Operator

Fig 1.2.1 (a) High Lift Truck Operator

Airline High Lift Truck Operator ensures smooth handling of high lift truck by performing multi-skilled role
while utilising the resources efficiently. Tasks required to conduct air high lift truck handling include
customer service, air high lift truck documentation, acceptance and delivery, breakdown, build up,
equipment operation and transport.
Airline High Lift Truck Operator should have basic communication ability and should be responsible in order
to follow procedures. He should have the ability to work for long hours and be cautious to avoid any
accidents.
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1.2.2 Roles and Responsibilities

Roles and
Responsibilities

Fig 1.2.2 (a) Roles and Responsibilities

An Airline High Lift Truck Operator should:
Ÿ Be familiar with the operation and function of all controls and instruments before operating a
rough terrain high lift truck.
Ÿ Check the truck before operating, read and be familiar with the operator's manual for the
particular truck being operated.
Ÿ Check for adequate clearance before driving under electrical lines, bridges, etc.

1.2.3 Pre-requisite Skills
Pre-requisite skills of an Airline High Lift Truck Operator are as follows:
Ÿ

Capable of climbing, bending, kneeling, crawling and stooping.

Ÿ

Able to work in various weather conditions.

Ÿ

Able to work independently and within a team.

Ÿ

Able to deal with unforeseen interruptions/circumstances.

Ÿ

Good knowledge in principles of weight and balance.

Ÿ

Excellent mathematical ability.

Ÿ

Good decision making skills.

Ÿ

Effective organisational and communication skills.

Ÿ

Friendly and courteous behaviour.

Ÿ

Able to operate within expected timeline.

7

Participant Handbook

1.2.3 Pre-requisite Skills

Physical Fitness and
Capabilities

Ability to Work
in Various
Weather
Conditions

Friendly and
Courteous
Behaviour

Airline High Lift Truck
Operator

Good
Communication
Skills and Decision
Making Ability

Ability to Deal
with Unforeseen
Conditions

Excellent
Knowledge in Weight
Distribution/balance

Fig 1.2.3 (a) Pre-requisite Skills of an Airline High Lift Truck Operator
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UNIT 1.3: About the Qualifications Pack-QP and
National Occupational Standards-NOS
Unit Objectives
At the end of this unit, you will be able to:
Ÿ explain the meaning and purpose of Performance Criteria.
Ÿ describe the concept of Qualifications Pack (QP) and National Occupational Standards (NOS).
Ÿ explain the Knowledge Criteria.

1.3.1 Performance Criteria
Performance Criteria are the standards by which performance is evaluated:

Fig 1.3.1 (a) Illustrative Diagram for Performance Criteria

Performance criteria is a written description of the standards to be assessed for a given task or activity used
by the assessor to ascertain if an individual, group or organisation can perform a specified activity to the
defined standard.
Performance criteria is used in companies and organisations for training of individuals and for various other
purposes.
Performance criteria helps assessors to maintain objectivity and inform students and employees about
expectations, by giving target or a goal to strive for.
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1.3.2 Knowledge
Knowledge:
Knowledge is the awareness of facts, information, descriptions or skills which is acquired through
education and experience by perceiving, discovering and learning.

Fig 1.3.2 (a) Illustrative Diagram for Knowledge

1.3.3 Skills
Skills:
A skill is an ability to use the knowledge to carry out a task with pre-determined results often within a given
amount of time, energy or both. Skills can usually be divided into domain-generic skills and domain-specific
skills. For example: in the domain of work, some general skills would include time management, teamwork
and leadership, self-motivation and others, whereas domain-specific skills would be used only for a
particular job.

Fig 1.3.3 (a) Illustrative Diagram for Skills

Knowledge is pre-requisite for a person to perform an activity. Organisations and companies focus on the
performance of its employees and their contributions to achieve the organisational vision or goal.
Skilled workforce improve productivity and enhance quality of products and services. It is crucial that a
person possesses adequate skills to perform his job and meet the expected outcomes of the organisations.
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1.3.4 Qualifications Pack (QP) and National Occupational
Standards (NOS)

Involve
Industry
Occupational
Mapping

MoU
s/Missions

Skill Gap
Analysis
Skilled
Manpower

NOS/QP
Development
Assessment

Curriculum
Development

Train the
Trainers

Fig 1.3.4 (a) Complete Cycle Of Qualifications Pack-QP and National Occupational Standards-NOS
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1.3.4 Qualifications Pack (QP) and National Occupational
Standards (NOS)
Qualifications Pack (QP)
A set of National Occupational Standards (NOS), aligned to a job role, called Qualifications Pack (QP), would
be available for every job role in each industry. These drive both the creation of curriculum and
assessments. These job roles would be at various proficiency levels and are aligned to the National Skill
Qualifications Framework (NSQF). Examples would be Qualifications Pack for job roles such as Airline High
Lift Truck Operator, Aircraft Powerplant Technician, Airport Safety Crew etc.
Characteristics of Qualifications Pack (QP):
Ÿ It is an Industrial standard.
Ÿ It consists of expectation of industry concerning knowledge and performance criteria.
Ÿ It drives both the creation of curriculum as well as assessments.
Ÿ Any person certified under NSQF for a job role should possess knowledge and skills to meet the
expected outcomes (Performance Criteria).
Ÿ Employers through their respective SSCs contribute to the development and validation of QP.
Ÿ It specifies the standard of performance for an individual and benchmark for good performance.
Ÿ It defines the measurable outcome required from an individual.

1.3.5 Key Learning Outcomes
Definition of Key Learning Outcomes:
Statements that describe significant and essential knowledge that learners have achieved and can
demonstrate at the end of a course or a programme. In other words, learning outcomes identify what the
learner will know and be able to do by the end of a session or programme.
Key learning outcomes refer to observable and measurable:
Ÿ Knowledge
Ÿ Skills
Ÿ Attitude
Key expected outcomes:
At the end of this programme the trainee/individual is expected to:
Ÿ Have a clear understanding of the job role for which he is trained.
Ÿ Possess sufficient knowledge specified in the QP-NOS.
Ÿ Perform the activities listed in the QP-NOS.
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1.3.6 Various NOS of Airline High Lift Truck Operator
Sl.No

Unit Code

AAS/N0502

NOS-Title

Follow safety and security procedures

Description

This unit is about following safety and security procedures as defined by
organisational policies and regulatory guidelines.

Scope

This Occupational Standard unit/task covers the following:
Ÿ Comprehending the safety and security procedures to conduct the
operations.

Unit Code

AAS/N0103

NOS-Title

Unloading an aircraft load

Description

This unit is about performing unloading of loads from an aircraft as per the
instructions and guidelines from the supervisor.

Scope

This Occupational Standard unit/task covers the following:

01

Sl.No

02

Ÿ Approaching the aircraft
Ÿ Opening of cargo doors on the aircraft
Ÿ Initiate unloading of the aircraft load

Sl.No

Unit Code

AAS/N0104

NOS-Title

Loading an aircraft load

Description

This unit is about performing loading of loads on an aircraft.

Scope

This Occupational Standard unit/task covers the following:

03

Sl.No

04

Ÿ

Approaching the aircraft

Ÿ

Opening of cargo doors on the aircraft

Ÿ

Initiate loading of the aircraft load

Unit Code

AAS/N0701

NOS-Title

Prestart inspection of equipment/ vehicle

Description

This unit is about performing pre-start inspection of equipment or vehicle.

Scope

This Occupational Standard unit/task covers the following:
Ÿ

Reviewing prestart inspection checklist

Ÿ

Recording of inspection findings
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1.3.6 Various NOS of Airline High Lift Truck Operator
Sl.No

Unit Code

AAS/N0702

NOS-Title

Operate a vehicle airside

Description

This unit is about driving safely on the airfield in a controlled manner,
following airside signage/ markings and driving regulations.

Scope

This Occupational Standard unit/task covers the following:

05

Ÿ Prepare the vehicle for airside use.
Ÿ Manoeuvre the vehicle airside.
Ÿ Maintain procedures and practices which contribute to the safety of
airside traffic and apron operations.
Ÿ Comply with airside accident, hazard and emergency procedures.

Sl.No

06

Unit Code

AAS/N0703

NOS-Title

Post operations inspection of equipment/vehicle

Description

This unit is about performing post operations inspection of equipment or
vehicle.
This Occupational Standard unit/task covers the following:

Scope

Ÿ Reviewing post operations inspection checklist.
Ÿ Recording of inspection findings.

Sl.No

07

Unit Code

AAS/N0503

NOS-Title

Work effectively in a team.

Description

This Occupational Standard describes the skills, knowledge required to
work effectively within the teams.

Scope

This Occupational Standard unit/task covers the following:
Ÿ Support the work team.
Ÿ Maintain personal presentation.
Ÿ Develop effective work habits.
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Activity
Read and describe the QP-NOS for the job role “Airline High Lift Truck Operator AAS/Q0102”.
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Exercise
1. Briefly explain roles and responsibilities of an Airline High Lift Truck Operator.

2. Mention the pre-requisite skills for an Airline High Lift Truck Operator.

3. Explain what an Airline High Lift Truck Operator does.

4. Explain the differences between knowledge and skill.
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Tips

!

Ÿ Visit a nearest airport to understand more about Airline High Lift Truck Operator roles and
responsibilites.
Ÿ Understand the effect of load on an aircraft with suitable distributions of weights of passengers,
baggage, cargo and the fuel.
Ÿ Understand more basic terminologies in aircraft load control procedures.

Notes
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2. Follow Safety and
Security Procedure
AASSC
Aerospace & Aviation
Sector Skill Council

Unit 2.1 – Safety Policy and Safety Management System
Unit 2.2 – Hazard and Reporting
Unit 2.3 – Workplace Health and Safety
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Key Learning Outcomes
At the end of this module, you will be able to:
Ÿ describe the importance of safety policy.
Ÿ identify various kinds of hazards at a workplace.
Ÿ discuss the importance of reporting hazards.
Ÿ identify the importance of PPE.
Ÿ perform first-aid assistance for the person in need.
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UNIT 2.1: Safety Policy and Safety Management System
Unit Objectives
At the end of this unit, you will be able to:
Ÿ list the safety/security related organaisations in aviation sector.
Ÿ understand the safety policies of an airport.
Ÿ describe Safety Management Systems and Safety Management Manuals.
Ÿ describe the elements of SMS and its aims.
Ÿ define AEP and list the types of AEP.
Ÿ evaluate the Safety Performance Indicator.
Ÿ identify types of dangerous goods and understand how to deal with it.

2.1.1 Safety/Security related Organaisations in Aviation
The prominent organisations in Aviation are as follows:
Ÿ International Air Transport Association (IATA)
Ÿ International Civil Aviation organisation (ICAO)
Ÿ Directorate General of Civil Aviation (DGCA)
Ÿ Bureau of Civil Aviation Security (BCAS)
Ÿ Airports Authority of India (AAI)
International Air Transport Association (IATA)
The International Air Transport Association (IATA) is a trade
corporation of the world's airlines. Consisting of 278 airlines,
primarily significant carriers, representing 117 countries, the
IATA's member airlines account for carrying approximately 83% of
total Available Seat Kilometers air traffic. IATA supports airline
activity and helps formulate industry policy and standards. Its
headquartered in Montreal, Quebec, Canada with Executive
Offices in Geneva, Switzerland.
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2.1.1 Safety/Security related Organaisations in Aviation
International Civil Aviation organisation (ICAO)
ICAO is a specialised agency of the United Nations. It codifies the
principles and techniques of international air navigation and fosters the
planning and development of international air transport to ensure safe
and orderly growth. Its headquarters is located in the Quartier
International of Montreal, Quebec, Canada.

Fig 2.1.1 (b) ICAO

The ICAO Council adopts standards and recommended practices concerning air navigation, its
infrastructure, flight inspection, prevention of unlawful interference and facilitation of border-crossing
procedures for international civil aviation. ICAO defines the protocols for air accident, investigation
followed by transport safety authorities in countries signatory to the Chicago Convention on
International Civil Aviation.
Directorate General of Civil Aviation (DGCA)
The Directorate General of Civil Aviation (DGCA) is the regulatory body in
the field of Civil Aviation, primarily dealing with safety issues. It is
responsible for regulation of air transport services to/from/within India
and for enforcement of civil air regulations, air safety and airworthiness
standards. The DGCA also coordinates all regulatory functions with the
International Civil Aviation Organisation (ICAO).

Fig 2.1.1 (c) DGCA

Major Functions of DGCA:
Ÿ Registration to the civil aircrafts.
Ÿ Formulation of standards of airworthiness for civil aircrafts registered in India and grant of certificates
of airworthiness to such apparatus.
Ÿ Licensing of pilots, aircraft maintenance engineers, flight engineers and conducting examinations and
checks for that purpose.
Ÿ Issue license to the air traffic controllers.
Ÿ Certification of aerodromes and CNS/ATM facilities.
Ÿ Granting of air operator's certificates to Indian carriers and regulation of air transport services
operating to/from/within/over India by Indian and foreign operators, including clearance of
scheduled and non-scheduled flights of such operators.
Ÿ Investigating accidents/incidents and taking accident prevention measures including formulation and
implementation of safety aviation management programs.
Ÿ Carrying out amendments to the aircraft act, the aircraft rules and the Civil Aviation Requirements for
complying with the changes to ICAO annexes and initiating proposals for amendment to any other Act
or for passing a new act to give effect to an International convention or modification to an existing
convention.
Ÿ Coordinating at national level for flexible use of airspace by civil and military air traffic agencies and
interaction with ICAO for provision of more air routes for civil use through Indian Airspace.
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2.1.1 Safety/Security related Organaisations in Aviation
Ÿ Keeping a check on aircraft noise and engine emissions following ICAO Annex 16 and collaborating
with the environmental authorities in this matter, if required.
Ÿ Promoting indigenous design and manufacture of aircraft and aircraft components by acting as a
catalytic agent.
Ÿ Approving training programs of operators for carriage of dangerous goods, issuing authorisations for
transport of dangerous goods, etc.
Bureau of Civil Aviation Security (BCAS)
The Bureau of Civil Aviation Security (BCAS) was initially set up as a cell in the
DGCA in January 1978 on the recommendation of the Pande Committee. The
BCAS was re-organised into an independent department under the Ministry of
Civil Aviation on 1st April 1987. The primary responsibilities of BCAS include
laying down standards and measures concerning the security of civil flights at
international and domestic airports in India. BCAS headquarter is located at "A"
Wing, I-III floor, Janpath Bhavan, Janpath, New Delhi-110001.

Fig 2.1.1 (d) BCAS

Functions of BCAS:
Ÿ Laying down Aviation Security Standards by following Annex 17 to Chicago Convention of ICAO for
airport operators, airlines operators and their security agencies responsible for implementing AVSEC
measures.
Ÿ Monitoring the implementation of security rules and regulations and surveying of security needs.
Ÿ Ensure that the persons implementing security controls must appropriately train and possess all
competencies required to perform their duties.
Ÿ Plan and co-ordinate aviation security matters.
Ÿ Surprise/mock checks to test professional efficiency and alertness of security staff.
Ÿ Mock exercise to test the effectiveness of emergency plans and operational preparedness of various
agencies.

Airports Authority of India (AAI)
The Airports Authority of India (AAI) was formed on 1st April 1995
by merging the International Airports Authority of India and the
National Airports Authority to accelerate the integrated
development, expansion and modernisation of the operational,
terminal and cargo facilities at the airports in the country
conforming to international standards.
Fig 2.1.1 (e) AAI
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2.1.1 Cont...
Functions of AAI:
Ÿ Design, development, operation and maintenance of international and domestic airports and civil
enclaves.
Ÿ Control and manage the Indian airspace extending beyond the territorial limits of the country, as
accepted by ICAO.
Ÿ Construction, modification and management of passenger terminals.
Ÿ Development and management of cargo terminals at international and domestic airports.
Ÿ Provision of passenger facilities and information system at the passenger terminals at airports.
Ÿ Expansion and strengthening of operation area, viz. ,runways, aprons, taxiway etc.
Ÿ Provision of visual aids.
Ÿ Provision of communication and navigation aids, viz. ILS, DVOR, DME, Radar etc.

2.1.2 General Safety Policy
Eliminate
accidents

Provide
safety
guidelines
and training

Ensure
safety

Aims of
Safety Policy

Safety
communication
with the
employees

Evaluate risks
to health

Assess the
risks
Provide
hazard
controls

Fig 2.1.2 Safety Policy

A safety policy of an organisation is recognised by the written statement that states an organisation's
involvement in the protection of the health and safety of the employees, as well as the society in the
immediate surrounding neighbourhood. It gives the details of all occupational health and safety
elements of the policy to protect the employees' life and health up to or surpassing what would require
by the laws, regulations and practices in the relevant industry.
A general policy should include, but not be limited to measures that will:
Ÿ Eliminate or reduce possible accidents, incidents and occurrences.
Ÿ Ensure the safety of airport employees.
Ÿ Evaluate all risks to health and safety associated with airport operations.
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2.1.2 General Safety Policy
Ÿ Assess all risks to the safety of aviation operations at the airport.
Ÿ Provide adequate hazard controls for affected parties (including airport users, airport staff and the
airport community at large), whether these are health and safety related or not.
Ÿ Encourage consultation with airport employees and the airport community.
Ÿ Provide safety guidelines for purchasing and maintaining equipment.
Ÿ Provide suitable instruction, training and other information.
Safety policies and their objectives:
1. The service provider shall define its safety policy by following international and national requirements.
The safety policy statement shall:
Ÿ Reflect service provider commitment regarding safety, including the promotion of a positive safety
culture.
Ÿ Include a clear statement about the provision of the necessary resources for implementation of the
safety policy.
Ÿ Include safety reporting procedures.
Ÿ Indicate which type of behaviours are unacceptable to the service provider's aviation activities.
Ÿ Be signed by the accountable executive of the service provider.
Ÿ Be communicated, with the visible endorsement.
Ÿ Be periodically reviewed to ensure it remains relevant and appropriate to the service provider.
2. The safety policy statement shall include commitment to:
Ÿ Achieve the highest safety standards.
Ÿ Comply with all applicable regulatory requirements.
Ÿ Comply with international standards.
Ÿ Adopt proven best practices appropriate to the activity.
Ÿ Provide all the necessary resources.
Ÿ Ensure safety as a primary responsibility of all managers.
Ÿ Ensure that the safety policy is understood, implemented and maintained at all levels.
3. The management shall ensure the following to mitigate the organisation’s risks:
Ÿ Document service provider's priorities.
Ÿ Prescribe and document procedures for performing activities/processes.
Ÿ Provide training to the staff to develop the necessary knowledge, skills and attitude.
Ÿ Provide safety directives and controls to ensure their compliance.
Ÿ Procure suitable equipment and systems to support activities and ensure its continuous serviceability.
Ÿ Ensure that necessary resources are deployed to maximise the service providers' safety performance.
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2.1.2 General Safety Policy
Safety Accountabilities and Responsibilities:
The service provider shall:
Ÿ Identify the executive who, irrespective of other functions, is accountable on behalf of the
organisation for the implementation and maintenance of an effective SMS.
Ÿ Clearly define lines of safety accountability throughout the organisation.
Ÿ Include a direct accountability for safety on the part of senior management.
Ÿ Identify the responsibilities of all members of management, irrespective of other functions, as well as
of employees, with respect to the safety performance of the organisation.
Ÿ Document and communicate safety accountabilities, responsibilities and authorities.
Ÿ Define the levels of management with authority to make decisions regarding safety risk tolerability.
Appointment of Key Safety Personnel:
1. The service provider shall appoint a safety manager, who is responsible for the implementation and
maintenance of the SMS on behalf of the accountable executive. The safety manager's functions include:
Ÿ Performing/facilitating hazard identification and safety risk analysis.
Ÿ Monitoring corrective actions and evaluating their results.
Ÿ Providing periodic reports on the organisation's safety performance.
Ÿ Maintaining records and safety documentation.
Ÿ Planning and facilitating staff safety training.
Ÿ Providing independent advice on safety matters.
Ÿ Monitoring safety concerns in the aviation industry.
Ÿ Co-ordinating and communicating (on behalf of the accountable executive) with DGCA and other
service providers on issues relating to safety.
2. After induction, the safety manager shall impart knowledge of the organisation's operations,
procedures and activities as well as the applicable ICAO Standards and Recommended Practices (SARPS).
3. The service provider shall establish Safety Review Committee (SRC) and Safety Action Group (SAG)
depending upon size and scope of the service provider.
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2.1.2 General Safety Policy
Co-ordination of Emergency Response Planning:
Ÿ The service provider shall establish and maintain Emergency Response Plan (ERP) for aircraft
accidents, incidents and other aviation-related emergencies. He/she should ensure that the ERP is
coordinated adequately with ERPs of those organisation, it must interface with the provision of its
products and services.
Ÿ The ERP shall suit the scope and complexity of the service provider.
Documentation:
Ÿ The service provider shall develop and maintain the SMS manual that describes its safety policy and
objectives; SMS requirements; SMS processes and procedures; accountability, responsibilities and
authorities for SMS processes and procedures.
Ÿ The service provider shall develop and maintain SMS operational records as part of its SMS
documentation.

2.1.3 Safety Management System (SMS)
This is a statement about
what the organisation is
trying to achieve in terms
of safety.

There has to be some
means of measuring
whether the organisation is
achieving its safety
objectives. This is safety
assurance.

This is the ‘heart’ of the SMS.
The organisation will have
processes to evaluate safety
risks and control them.
Safety
policy and
objectives

Safety risk
management

Safety
assurance

Safety
promotion

In order to make the SMS
work the people involved need
to understand the system.

Fig 2.1.3 Safety Management System

Safety Management System is a business-like approach to manage safety in aviation. Standard with all
management systems, a safety management system provides for goal setting, planning and measuring
performance. It concerns itself with the organisational approach to safety rather than the conventional
reactive approach.
Safety Management System integrates existing operational policies, processes and procedures as well as it
introduces new elements necessary for a systematic approach to manage the safety risks. It also provides a
common framework to assess safety risks and addresses all aspects of airport operations.
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Note
Regulatory requirements:
DGCA CAR subject establishment of a Safety Management System (SMS), lays down the regulatory
provisions where all scheduled operators are required to implement Safety Management System as part
of their safety programme to achieve an Acceptable Level of Safety (ALS) in the operation of an aircraft.

2.1.4 Aim of SMS
The aim of SMS at an airport is to improve existing levels of safety in airline operation, i.e. reduction in
aviation accidents and incidents, through a systematic process of hazard and risk management. An
effective Safety Management System will also reap the following additional benefits:
Ÿ Minimise direct and indirect costs resulting from accidents and incidents.
Ÿ Increase safety awareness of the passengers.
Ÿ Create a positive, reliable and generative organisational culture.
Ÿ Proof of due diligence in the event of legal or regulatory safety enquiries.
Ÿ Improve the working environment resulting in better productivity and morale.

2.1.5 Safety Management Manuals (SMM)
A Safety Management Manual should be developed to record all safety management processes. This
manual can be integrated into the aerodrome manual or designed as a stand-alone handbook. The manual
should contain appropriate documentation on all operations related to SMS such as the reporting process,
hazard identification process, risk management process or change management process.
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2.1.6 Elements of SMS
Plan

Do

Review

Check
Fig 2.1.6 Elements of SMS

Plan: Airside Safety
Ÿ Understand statutory requirements, best industry practices and organisational requirements.
Ÿ Identify safety objectives.
Ÿ Establish emergency plans and business continuity/recovery plans.
Ÿ Confirm airside procedures documented and updated for all activities.
Ÿ Check if all risk assessments are complete.
Do: Airside Safety
Ÿ Provide initial training and testing.
Ÿ Ensure competencies and review training processes are in place.
Ÿ Ensure if infrastructure and equipment checks are being carried out.
Ÿ Discuss safety during staff meetings and consultation process.
Ÿ Check if all accidents, incidents and occurrences are reported.
Ÿ Investigate all accidents, incidents and occurrences and proceed with trend analysis.
Ÿ Ensure that insufficiency reporting process is in place.
Ÿ Ensure that behaviourial reporting is in place.
Ÿ Ensure that appropriate records are kept.
Ÿ Comply with all rules, regulations, policies, SOPs and other requirements.

29

Airline High Lift Truck Operator

2.1.6 Elements of SMS
Check: Airside Safety
Ÿ Ensure that senior management regularly audits or inspects all airside areas.
Ÿ Audit trainers and trainees, including any third parties.
Ÿ Confirm different levels of checks take place for all airside areas.
Ÿ Validate risk assessments, identify deficiency trends, accidents, incidents and occurrence trends.
Ÿ Measure safety performance.
Review: Airside Safety
Ÿ Identify causes of accidents, incidents and occurrences.
Ÿ Ensure preventive actions are taken and documented.
Ÿ Share safety information with the airside community.
Ÿ Work with others to identify and understand best industry practices.
Ÿ Understand the regulator's future requirements in the right time.
Ÿ Establish future safety objectives.

2.1.7 Safety Training
Safety upgrade at an airport is an on-going process. All activities whether reactive, proactive or predictive in
nature, aim at enhancing safety standards. These can be achieved through safety upgrade. Safety
promotion is linked closely with safety training, safety awareness and safety communication.
An organisation safety culture is linked to the success of the safety management training programs. All
personnel must understand airport safety policies, procedures and practices. They should assume their
roles and responsibilities within the safety management framework.

Fig 2.1.7 Illustration Diagram of Safety Training
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2.1.7 Safety Training
The safety training conducted will be as follows:
Basic safety training for all airport employees is to create awareness of the safety policy and objectives
and the importance of developing a safety culture. The training will cover the following topics:
Ÿ Safety policy and objectives of airports.
Ÿ Importance of complying with the safety policy and with the procedures that form part of the SMS.
Ÿ SMS fundamentals including definition of hazards, consequences and risks, safety risk management
process.
Ÿ Roles and responsibilities of staff in relation to safety.
Ÿ Requirement for on-going internal assessment of organisational safety performance (e.g. employee
surveys, safety audits and assessments).
Ÿ Airport safety reporting system.

2.1.8 Safety Performance Indicators (SPIs)
Traditionally, airport safety work is based on accident data. However, as accidents are relatively rare, there
is a need to establish Safety Performance Indicators (SPIs) (both leading and lagging), which are causally
related to accidents and incidents frequency and severity. It is crucial to include system failure, as well as
the human error to have a sound and comprehensive set of Safety Performance Indicators covering the
whole spectrum of airside operations.
The following harmonised and comprehensive set of Safety Performance Indicators (impacting aviation
safety) allows both the airport operator and other major airport partners to review and enhance
operational security at airports. It is not necessary to use all of the SPIs, but choose those that are deemed
to be relevant to operational safety and SMS. These may include:
Ÿ Number of aircraft occurrences.
Ÿ Number of runway crossings.
Ÿ Number of runway and taxiway incursions.
Ÿ Number of occurrences resulting in damage to aircraft.
Ÿ Number of occurrences in the maneuvering area and on aprons.
Ÿ Number of fuel and other spills.
Ÿ Number of prop wash or jet blast events.
Ÿ Number of vehicle/mobile equipment occurrences including non-compliance with site specific rules.
Ÿ Number of critical systems failures (electrical, communications).
Ÿ Number of FOD events (runways, taxiways and aprons).
Ÿ Number of passenger/staff injuries (minor, serious) and/or fatalities.
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2.1.8 Safety Performance Indicators (SPIs)
Ÿ Number of completed inspections, audits and investigations (including those action items on
completed within the anticipated time frame).
Ÿ Number of risk assessments carried out.
Ÿ Number of wildlife events and/or bird strikes at or in the vicinity of the airport.
Ÿ Number of occurrences at airside construction sites.
Ÿ Number of airside infrastructure events (e.g. damaged pavement).
Ÿ Number of events where access to life safety devices, emergency exits, fuel shutdown devices, etc., is
blocked.
Ÿ Number of airport employees trained, tested and competency demonstrated (including fresher
training).
Ÿ Number of planned training courses, safety briefing sessions, tool box meetings, etc.
Ÿ Number of safe behaviours observed.
Ÿ Number of safety reports received, assessed and followed up.
Ÿ Number of safe work procedures established and reviewed regularly.
Ÿ Demonstrated commitment by management to safety.
Ÿ Efficient reporting, data collection and analysis system in place.

Safety Performance Indicators

Fig 2.1.8 Safety Performance Indicators
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2.1.9 Airport Entry Permit (AEP)
Definition:
A permit system comprises of cards or other documents issued to individuals employed at aerodromes
or to those who need to access an aerodrome's airside, landside or security restricted areas. It is
mandatory that all people working at an airport be issued an entry permit by the appropriate authority
for security (BCAS) and the airport.
Proper procedures and guidelines for issuance of airport entry pass should be followed by all new
joining/ existing staff whose duties require them to work in restricted areas of the airport.
Entry permit shall be displayed at all times while working at the airport.
Issuance Based on Security Zones:
Security restricted areas are divided into different zones at the airports as follows:
SL. No

Zone

Location

Areas Covered

1

Zone-1

2

Zone-2

Security Hold
Area (SHA)

Security check counters including screened passenger waiting
for areas till boarding gate/aerobridge.

3

Zone-3

Airside

Apron area including runway/taxiway/parking/maintenance/
Hangar area.

Visitors’ area of arrival/ departure hall and other parts of the
Terminal Building airport other than SHA (to facilitate delegates/ passengers and
for administration purposes).

Conditions for Issue of AEP:
Airport entry permit shall be issued to a person to perform legitimate functions at the airport only after
background checks.
Such person can successfully attend the "One-day Aviation Security Awareness Training Programme”
which has a validity of one year.
The AEP of any person who is involved in any unlawful activity or found misusing the it, his/her AEP may
be cancelled, withdrawn, forfeited by the Commissioner of Security (BCAS) or any of the officers
authorised by him/her.
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2.1.9 Airport Entry Permit (AEP)
Types of Airport Entry Permit (AEP):
Types of Airport Entry Permit that are being issued by the authorities to grant airport entry are as follows:
Ÿ

Three days: Three days airport entery permit is issued after an application for AEP is submitted. It has
to be submitted three days before the expiry of the existing AEP permit. However, with this type of AEP
entry to some regions of the Aerodrome is restricted and one should have mandatory Escort (Exiting
staff) to enter those areas.

Ÿ

Fresh airport entry permit: Fresh airport entry permit is issued for the newly registered individual to
be working in the airport.

Ÿ

Foreign nationals: Foreign national AEP is issued to the foreign nationals, who have valid working visa.

Ÿ

Three months renewal: This type of AEP is issued when the employee has been confirmed within the
organisation and have valid AEP issues earlier which is expired.

Ÿ

Permanent airport entry permit: This is for the duration of one year, with valid passport and police
verification through Airport Operator.

Mandatory verification must be done by following organisation:
Ÿ

SP Bureau

Ÿ

Commissionerate

Ÿ

Passport Office

AVSEC training is mandatory to acquire any of the Airport Entry Permit (AEP) types.

2.1.10 Safety Audit

To Iden fy the
poten al hazards

To advise the
company about
the measures to
be taken against
the risks involved

To assess the
safety standards
maintained

Fig 2.1.10 Objectives of Safety Audit
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2.1.10 Safety Audit
Safety and security team will carry out safety audits on a regular basis to cover all operational areas. The
purpose of safety audits is as follows:
Ÿ To ensure that the safety standards and policies are being adhered to effectively.
Ÿ Observe hidden/potential hazards during day-to-day operations.
Ÿ To ensure operational equipment/instruments are serviceable.
Ÿ Carry out regular briefing of operational staff regarding safety regulations and advise improvements
to be carried out.
Audit Documents:
Safety Audit will be carried out as per the checklist conforming to the laid down safety standards. The list
is signed by the audit teams and submitted to the safety and security management for inspection.
Checks without Findings:
In case, all policies and procedures are adhered to, then with “NIL FINDINGS” remarks, the checklist duly
signed by the audit team members will file for records.
Checks with Findings:
Ÿ In case, all policies and procedures do not adhere to checks, the audit team must de-brief the
concerned manager/staff on duty to avoid reoccurrence.
Ÿ The report must be prepared and forwarded to the concerned operations in-charge/manager for
immediate corrective action.
Ÿ Weekly and monthly findings data should be accumulated and forwarded to the concerned person.
Reports:
Safety Manager will ensure:
Ÿ Accident/injury notifications are made as soon as possible through a chain of command or other
available means of communication.
Ÿ Accident reports are completed within 24 hours and submitted to safety department.
Ÿ Operational Hazard Reports (OHR) should be completed by any individual upon observing unsafe
acts/conditions and submitted to safety manager for further investigation.
Ÿ Safety manager will receive OHR, study it and submit a written report to the concerned person within
48 hours of the observation.
Ÿ Completion of Preliminary Report of Mishap (PROM) of an accident.
Ÿ Aviation accident prevention surveys.
Ÿ Safety audit checklists are correctly completed, analysed and filed.
Ÿ Safety checklists are duly filled and supported with relevant documents about safety inspections and
surveys.
Ÿ Safety checklists are submitted and recorded as per policy for document retention.
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2.1.10 Safety Audit
Corrective/Preventive Action Plan:
1. Department managers will find out the cause of the deficiency which turned into violation and submit
the corrective/preventive action plan against the breach.
2. Department Managers will ensure that all the violations/ observations are closed within seven days
after the safety audit. The responsibility of submitting the evidence regarding the implementation of
corrective/ preventive actions in appropriate areas is the responsibility of the concerned department
head.
3. The evaluation of these corrective/preventive actions will be determined by the Head of Safety and
Security.
4. Safety manager will play a proactive role in identifying hazards, potential hazards and situations in
which hazards might be present. This must be evident throughout the planning phase and execution of
operations. To resolve the observed hazardous actions or conditions, follow the prescribed programs:
Ÿ On-the-spot correction.
Ÿ Specific training to identify and deal with hazards.
Ÿ Safety surveys.
Ÿ OHR programme.
Ÿ FOD programme.
Ÿ Report to department safety committee.
Safety Inspection:
Other than the regular safety audits, a representative from safety department will carry out safety
inspections on various activities, on a random basis and check whether the required safety standards are
being correctly followed.
In case of any violations observed, the safety representative will immediately intervene and brief the
team regarding the safety hazard involved. The safety representative will inform and educate the staff to
avoid reoccurrence of the same. The safety hazard noticed, along with the staff name shall be forwarded
immediately to the concerned operations in charge/manager for further action.
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2.1.11 Dangerous Goods
Dangerous goods are articles or substances which are capable of posing a risk to health, safety, property or
the environment.
Not all the dangerous goods can be transported in passenger aircraft because of the apparent risk they
cause for the safety of passengers. Some dangerous goods are even forbidden for transport by air. When
they are allowed for transport by air, they must be wrapped with specific packages to minimise the risk of
accident and incident.

Fig 2.1.11 (a) Dangerous Goods

Acceptable Dangerous Goods:
A significant amount of dangerous goods may be carried on the aircraft, provided that they are properly
packed, labelled and marked for the safe transportation by the regulations. Those dangerous goods that
are restricted to all cargo aircrafts are either in large or small quantities are forbidden on passenger
aircrafts.
Forbidden Dangerous Goods:
Dangerous Goods Forbidden under Any Circumstances: Some dangerous goods are considered to be
too hazardous for transportation by air under any circumstances. Substances or articles falling under this
category are liable to explode, dangerously react, produce a flame or cause a dangerous evolution of
heat or dangerous emission of toxic, corrosive or flammable gas or vapours under conditions usually
encountered in transport. Such goods must not be carried on aircraft under any circumstances.
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2.1.11 Dangerous Goods
Dangerous Goods Forbidden unless Exempted: Certain dangerous goods are considered to be too
dangerous to be transported by air in the normal course of events. However, in exceptional
circumstances and under an exemption granted by the states concerned, these dangerous goods may be
carried, if details of the government exemptions are provided. Acceptance of dangerous goods, offered
under state exemption is at the discretion of the operator. The supplement to the ICAO technical
instructions provides details of adequate quantities per package and proper packaging for any
substances permitted under an exemption to the competent authorities. This will provide an overall
level of safety, which is equivalent to that provided by the DGR. The government exemption document
shows the details of required packaging and accompanies the shipment.
Hidden Dangerous Goods: At the airports, check-in staff must be adequately trained to identify and
detect dangerous goods which passengers normally carry/ may carry with them in their baggage.
Passengers carry item(s) which may contain hazardous articles that are not apparent. Such articles may be
found in the passenger baggage too. With the aim of limiting undeclared dangerous goods that are being
loaded on the aircraft and restricting passengers from taking on board, passenger handling staff should
seek confirmation from the passengers about the contents of the item(s) carried in baggage that may
contain dangerous goods.
Passenger check-in staff, must be alert and check:
Ÿ General descriptions which are often used for items in passengers' baggage which may contain
dangerous goods.
Ÿ Other indications on the packages, which show the presence of dangerous goods (e.g. labels,
markings).
Ÿ Staff must be aware to cross-examine against the class definitions and special provisions in the
regulations and confirm that no part of the package contents is dangerous; e.g., “Not restricted”.
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2.1.11 Dangerous Goods
Dangerous goods are divided into nine classes based on the type of risk involved.
Some of these classes are further divided into sub-divisions to identify the particular risk within the class. In
such cases, reference is made only to the sub-divisions and not to those main classes.
Class 1 - Explosives
Class 2 - Gases
Class 3 - Flammable Liquids
Class 4 - Flammable Solids
Class 5 - Oxidisers and Organic Peroxides
Class 6 - Toxic and Infectious Substances
Class 7 - Radioactive Materials
Class 8 - Corrosive Materials
Class 9 - Miscellaneous Dangerous Goods
2.1.11 (b) Classes of Dangerous Goods

Classes are expressed by a single digit number. For example, class 3.2 digit numbers define divisions. The
first digit identifies the class number and second identifies the variation within that class.
For example, Toxic gas is class 2 division 3 and is referred to as "Division 2.3". Each class or division has clear
guidelines that are used to determine whether an article or substance belongs to that class or division.
These criteria are technically detailed in the Dangerous Goods Regulations Manual in Section 3 of
classification.
The order in which the classes and divisions are numbered is for convenience and does not imply a relative
degree of danger. This means that Class 1 is not necessarily more dangerous than Class 2, Class 3 or any
other class.
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2.1.11 Dangerous Goods
Class 1 - Explosives
The explosives are usually prohibited from carriage by air.
E.g. TNT, Dynamite or Torpedoes.
Note: Symbol on the label shows the place for division and compatibility group.

Class/ Div. No.

IMP
Codes

1.1

REX

Articles and substances having a minor blast
or projection hazard.

1.2

REX

Articles and substances having a minor blast
or projection hazard.
When permitted to transport in an aircraft
the IMP code will be RCX and RGX.
Transport only possible with Cargo aircraft
(CAO).

1.3

REX
RCX and RGX

Description and Example

Articles and substances having a mass
explosion hazard.
E.g. TNT, Dynamite or Torpedoes
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2.1.11 Dangerous Goods
Description and Example

Class/ Div. No.

IMP
Codes

Articles and substances which cause no
significant hazard.

1.4

REX

Very insensitive substances which have a
mass explosion hazard.

1.5

REX

Extremely insensitive substances which do
not have a mass explosion hazard.

1.6

REX

Hazard
Label

Explosives which can be transported on a passenger aircraft are:
RXS (1.4 S) – Articles and substances which cause no significant hazard. The effect of the accidental
functioning is confined within the package.
E.g. Ammunition for hand weapons, safety fuses, some types of fireworks, etc.
Explosives which can be transported on a cargo aircraft are:
RCX (1.3 C), RGX (1.3 G), RXB (1.4 B), RXC (1.4C), RXD (1.4 D), RXE (1.4 E), RXG (1.4 G), RXS (1.4 S)
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2.1.11 Dangerous Goods
Class 2 - Gases

Description and Example

Class/ Div. No.

IMP
Codes

Any gas, which when mixed with air in
certain proportions form a flammable
mixture.

2.1

RFG

2.2

RNG

E.g. Butane, Propane, Acetylene, Lighters.

Any non-flammable, non-toxic gas or lowtemperature liquified gas.
E.g. Carbon dioxide, Neon, fire
extinguisher, Liquified Nitrogen or
Helium.

Gases that are known to be toxic or corrosive to humans and pose a health risk.
E.g. Most toxic gases are forbidden for
carriage by air (Ammonia, Chlorine). Some
are permitted (Aerosols of low toxicity,
tear gas devices).

2.3
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2.1.11 Dangerous Goods
Class 3 - Flammable Liquids

Description and Example

Class/ Div. No.

IMP
Codes

Any liquid having a closed cup flash point
of 60° C or below

3

RFL

Hazard
Label

E.g. Paint, Alcohols, Acetone, Petrol etc.

Class 4 - Flammable Solids

Description and Example

Class/ Div. No.

IMP
Codes

Any solid material which is readily
combustible or may cause or contribute to
fire through friction.

4.1

RFS

4.2

RSC

E.g. Matches, Celluloid

Spontaneously combustible (reacts with
air).
Such substances are liable to spontaneous
heating or to heating up in contact with air
and then catch fire.
E.g. White or Yellow Phosphorus.

Dangerous when wet (reacts with water).
Substances, which by interaction with
water is liable to become spontaneously
flammable or give off flammable gases.

4.3

E.g. Calcium carbide, Sodium.
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2.1.11 Dangerous Goods
Class 5 - Oxidizers and Organic Peroxides

Description and Example

Class/ Div. No.

IMP
Codes

Oxidizers:
A substance that yields Oxygen readily to
stimulate the combustion of other
material.

5.1

ROX

5.2

ROP

Description and Example

Class/ Div. No.

IMP
Codes

Toxic Substances:
Liquids or solids, which are dangerous, if
inhaled, swallowed or absorbed through
the skin.

6.1

RPB

6.2

RIS

Hazard
Label

E.g. Ammonium nitrate fertilizer, Calcium
chlorate, Bleaches.

Organic Peroxides:
An organic material (liquid or solid) that
ignite easily to cause an external flame and
then burns with an accelerating rate; some
substances react dangerously with others.

Class 6 - Toxic and Infectious Substances

E.g. Arsenic, Nicotine, Cyanide,
Pesticides.
Infectious substances which are known or
reasonably expected to contain pathogens
and cause disease in humans or in animals.
E.g. Virus (HIV), Bacteria, Rabies,
Biological products.
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2.1.11 Dangerous Goods
Class 7 - Radioactive Materials

Description and Example

Class/ Div. No.

IMP
Codes

Category I - White
Radioactive material with a low radiation
level on the package surface (No Transport
Index indicated).

7.1

RRW

7.2

RRY

Category II - Yellow
Radiation level higher than Category I and
Transport Index not exceeding 1.
E.g. Radionuclides or Isotopes, Medical or
Industrial purposes.

Category III - Yellow
Radiation level higher than Category II and
Transport Index exceeding 1 but not
exceeding 10.

Fissile – Critical Safety Index
Criticality safety index labels must be used
in addition to the appropriate
Radioactive labels to provide control over
accumulation of packages or over packs
containing fissile material.

7.3

7.4

E.g. Fissile material – Uranium 233.
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2.1.11 Dangerous Goods
Class 8 - Corrosive Materials

Class/ Div. No.

IMP
Codes

8

RCM

Description and Example

Class/ Div. No.

IMP
Codes

Any substance which causes a danger
during air transportation that is not
covered by other classes. These include
aviation regulated solid or liquid with anaesthetic, noxious or similar properties,
which could cause extreme annoyance or
discomfort to the crew members to limit
the accurate performance of assigned
duties.

9

ICE
RMD
RSB

Description and Example

A liquid or solid that will cause severe
damage when in contact with living tissue
or, in the case of leakage will materially
damage or even destroy other goods or
the means of transport.

Hazard
Label

E.g. Battery acids, Mercury, Sulphuric
acid.

Class 9 - Miscellaneous Dangerous Goods
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2.1.11 Dangerous Goods
Marking:
For each package and over pack containing dangerous goods that require marking, the shipper must:
Ÿ Check that the required marking is applied in the correct location on the package and that it meets the
quality and specification requirements of the regulations.
Ÿ Ensure that where specification packaging is required, the specification markings are specified exactly.
Ÿ Remove or destroy any irrelevant marking.
Ÿ Ensure that all the required markings have been applied before the package is presented to the
operator.
Markings used in dangerous goods for transportation are of two types:
Ÿ Package use markings: Markings which identify the use of a particular packaging for a particular
shipment. Every package of dangerous goods must be marked with the proper shipping name, the UN
or ID number, the full name, the address of the shipper and consignee.
Ÿ Package specification markings: Markings which identify the design or specification of a packaging.
Packaging and Marking Requirements:
As a minimum, each package or over pack containing dangerous goods must be marked to show:
Ÿ Proper shipping name(s)
Ÿ Applicable UN or ID no(s)
Ÿ Name of the shipper, address of the shipper and the consignee.

Example

Fig 2.1.11 (c) Marking of Dangerous Goods
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2.1.11 Dangerous Goods
Labelling:
Packages containing dangerous goods are usually identified with special labels. The main intention of all
the labels is to alert the risks inherent to the contents. Each class or division has a unique identification
label which should be displayed on the outer side of the package. These labels must correspond to the
detailed specifications such as size, colour, symbols and class/division number. The labels, which are
used for dangerous goods packages are divided into two types:
Ÿ Hazard labels.
Ÿ Handling labels.
Hazard Labels:
The diamond-shaped labels are mandatory for all packages transported by air. They represent the hazard
type, class and division of the dangerous goods. As per the IATA Dangerous Goods Regulations, minimum
dimensions of these labels should be100 x 100 mm.

Fig 2.1.11 (d) Hazard Label

Handling Labels:
The handling labels are also known as handling information labels. They indicate how the consignment
should be handled. These labels are to be glued along with the package for proper handling.

48

Participant Handbook

Example
Examples for handling labels are listed below:
Magnetic Material Label (MAG):
These labels are applied to materials that have relatively high
magnetic field strength.

Fig 2.1.11 (e) MAG

Cargo Aircraft only Label (CAO):
These labels must be used on packages that are not permitted
on passenger aircraft and are acceptable only on All-Cargo/
Freighter aircrafts.

Fig 2.1.11 (f) CAO

Cryogenic Liquid Label (RCL)
These labels must be used in addition to the non-flammable
gas (Division 2.2) hazard label on packages and overpack.

Fig 2.1.11 (g) RCL
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2.1.11 Dangerous Goods
Package Orientation Label (This way up):
These labels must be used on the packages whose orientation
must not be altered during transportation.

Fig 2.1.11 (h) This Way Up

Handling Label for Battery-Powered Wheel-chairs or Mobility
Aids.
These labels may be attached to the wheelchairs and mobility
aids with batteries.
These labels indicate the battery removal status. This label has
two partitions. One remains with the wheel-chair and
indicates whether or not the battery has been removed. The
other may be used to assist in identifying the battery and also
in reconciling the batter with its wheel-chair.
Fig 2.1.11 (I) Wheel-chair

Handling Label for Keep Away from Heat.
This label must be used in addition to the hazard label on the
packages and overpack containing substances in division 4.1,
division 5.2 and any other such shipments. These packages
must be protected from direct sunlight and stored in a cool,
well-ventilated place and away from all sources of heat.

Fig 2.1.11 (j) Away from Heat
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2.1.11 Dangerous Goods

Fig 2.1.11 (k) Dangerous Goods being Shipped with Warning Label

Fig 2.1.11 (l) Dangerous Goods being Shipped with Warning Label

Fig 2.1.11 (m) Manual Checks Being Performed on Dangerous Goods
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2.1.11 Dangerous Goods
IATA Cargo-IMP Codes
Given below is the list of Cargo-IMP codes with meanings that are used extensively within the airline
industry:
Code
CAO:
DGD:
ICE:
IMP:
MAG:
RCL:
RCM:
RCX:
RDS:
REQ:
REX:
RFG:
RFL:
RFS:
RFW:
RGX:
RIS:
RMD:
RNG:
ROP:
ROX:
RPB:
RPG:
R RE:
RRW:
RRY:
RSB:
RSC:
RXB:
RXC:
RXD:
RXE:
RXG:
RXS:

Meaning
Cargo aircraft only
Shipper's declaration for dangerous goods
Carbon dioxide, solid (dry ice)
Interline Message Procedure
Magnetised material
Cryogenic liquid
Corrosive
Explosives 1.3C
Diagnostic specimens
Dangerous goods in excepted quantities
To be reserved for normally forbidden Explosives, Divisions 1.1, 1.2, 1.3, 1.4F, 1.5 and 1.6
Flammable gas
Flammable liquid
Flammable solid
Dangerous when wet
Explosives 1.3G
Infectious substance
Miscellaneous dangerous goods
Non-flammable, non-toxic gas
Organic peroxide
Oxidizing substances
Toxic substance
Toxic gas
Excepted packages of radioactive material
Radioactive material Category I-White
Radioactive material Categories II-Yellow and III-Yellow
Polymeric beads
Spontaneously combustible
Explosives 1.4B
Explosives 1.4C
Explosives 1.4D
Explosives 1.4E
Explosives 1.4G
Explosives 1.4S
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UNIT 2.2: Hazard and Reporting
Unit Objectives
At the end of this unit, you will be able to:
Ÿ identify the general causes for accidents.
Ÿ explain hazard identification process and its types.
Ÿ report the hazards.
Ÿ explain the Safety Risk Management (SRM).

2.2.1 General Causes for Accidents
Factors responsible for an accident and incident:
Ÿ Miscommunication.
Ÿ Inadequate signage, markings or lights.
Ÿ Inadequate training of those involved.
Ÿ Trained staff not acting in the way they were trained.
Ÿ Inadequate equipment/mechanical condition/mechanical failure.
Ÿ Tasks carried out too quickly with inadequate resources.
Ÿ Failure to use PPE.
Ÿ Inadequate risk assessment.
Ÿ Human and organisational factors.
Ÿ Non adherence to Standard Operating Procedures (SOP).
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2.2.2 Hazards Identification
Hazard is any situation or condition that has potential to cause adverse consequences. Hazard
identification is a process where organisation hazards are identified and managed so that safety is not
compromised. The systematic identification and control of all hazards is the foundation for the
effectiveness of a risk management programme. It may be performed at any time as well as under specific
conditions.
Specific conditions would include:
Ÿ Unexplained increase in safety related events or infractions.
Ÿ Abnormal audit or safety indicator trends.
Ÿ Major operational changes.
Ÿ Installation of major equipment or facility .
Ÿ Insignificant organisational change.
Ÿ Hazard identification at the airport is accomplished through a predictive, proactive and reactive
process.
Predictive Hazard Identification Process:
Predictive hazard identification involves the introduction of a new system/procedure and change in
existing system/procedure. In airports as part of predictive hazard identification process, following tools
will be used:
Ÿ System and task analysis: In airport all departments will carry out the system and task analysis for
identifying hazards.
Ÿ External information are used as means of safety hazard identifications.
Proactive Hazard Identification Process:
Proactive hazard identification involves the process of identifying hazard before the event has occurred.
In airport as a part of proactive hazard identification process the following tools are used:
Ÿ Anonymous reports
Ÿ Voluntary reporting
Ÿ Safety inspections
Ÿ Safety audits
Ÿ Confidential reporting
Reactive Hazard Identification Process:
Reactive hazard identification is a process of identifying hazard after the event has occurred. In airport as
a part of reactive hazard identification process, the following tools are used:
Ÿ Accident Reports
Ÿ Incident Reports
Ÿ Minor Occurrences
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2.2.3 Hazard Reporting
The safety management team is responsible for ensuring the implementation of the incident reporting
system. All staff is encouraged to report any accident/incident on an immediate basis.
Proper and in-time reporting facilitates the collection of information on actual and potential safety
deficiencies. Besides, all staff including the outsourced team is encouraged to submit voluntary incident
reports.
It is mandatory to report any incident involving unsafe or potentially unsafe, occurrence or condition,
irrespective of whether it consists of injury/property damage. The report is to be submitted to the safety
and security department as soon as possible after the occurrence/incident within 24 hours.
What are the hazards a staff should report?
It is vital for all personnel to know what hazards they are required to report. The examples listed below
are commonly reported items; however, personnel should also be encouraged to report any other event
or situation with the potential to result in degradation of safety:
Ÿ Fire/smoke warnings declared emergencies
Ÿ Inadequate safety equipment
Ÿ Insufficiencies in existing operating procedures or manuals
Ÿ Dangerous goods in cabin
Ÿ Degraded operating standards
Ÿ Ground damage
Ÿ Evacuation of an aircraft
Ÿ Wake turbulence event
Ÿ Significant turbulence, wind shear or other severe weather encounters
Ÿ Crew or passenger illness or injury or crew incapacitation
Ÿ Violent, armed or intoxicated passengers
Ÿ Activation of lavatory smoke detectors
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2.2.3 Hazard Reporting
Reporting Formats and Procedures:
Reporting boxes are kept for Operational Hazard Report (OHR)/ Near Miss Report (NMR) and for
Voluntary Hazard Report (VHR), at the following locations so that staff can access them easily:
Ÿ Airport operational office
Ÿ Ramp office
Ÿ Domestic cargo warehouse
These forms will be collected by the safety and security representative on a weekly basis, reviewed and
corrective action would be taken accordingly.
The safety management team is responsible for submitting the report to the customer airlines (if involved,
through the SPOC), local authorities, AVP – SQP and the SVP office within 24 hours of the occurrence,
irrespective of whether the dangerous goods are cargo, mail, passenger baggage or crew baggage.

2.2.4 Safety Risk Management (SRM) and Control
Risk management allows airport operators to develop an objective assessment of the risk associated with a
specific activity. Risk assessments should be conducted for every task carried out by staff and can also be
carried out on a higher level of the operational business. For example, concerning bird strikes or runway
incursions.
SRM Background Information:
SRM is a systematic, explicit and comprehensive approach to managing safety risk at all levels throughout
the airport. A complete SMS using SRM will develop layers of safety built upon the measures taken to
mitigate risk. These layers are examples of implemented protective measures such as vehicle driver's
training programs, marking and lighting standards and reflective vests. An unsafe event can occur when
gaps occur in the system's protective layers. These gaps are not static and may appear unexpectedly. For
an incident or accident to take place, there is usually a succession of holes in a system that will line up and
enable an event to occur.
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2.2.4 Safety Risk Management (SRM) and Control
There are five phases to the SRM Process:

Phase 1 Describe the system
Phase 2 Identify the hazards
Phase 3 Determine the risk
Phase 4 Assess and analyse the risk
Phase 5 Treat the risk
Fig 2.2.4 (a) Five Phases of SRM

Phase 1:
Describe the System.
When considering the environment of the airport system, consider all the safety-related functions
already outlined in the ACM. The existing safety functions should steer the focus of the risk management
analysis and will assist in determining potential mitigation strategies.
Phase 2:
Identify Hazards.
In this phase, hazards to the system (i.e. operation, equipment, people and procedures) are identified in
a systematic, disciplined way. The three elements used in operational expertise are as follows:
Ÿ Training in SMS and Hazard analysis techniques.
Ÿ A well-defined hazard analysis tool.
Ÿ Adequate documentation of the process.
The hazard identification effort should mirror the management structure and complexity of the airport in
question. The airport manager at a small airport can conduct it alone, while a committee or group may
conduct it at a larger airport. Regardless, the person or the group will require sufficient expertise, safety
experience and training to perform the assessment adequately.
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2.2.4 Safety Risk Management (SRM) and Control
The hazard identification stage considers all the possible sources of system failure. Depending on the
nature and size of the system under consideration, these should include:
Ÿ The equipment (example: construction equipment on a movement surface)
Ÿ Operating environment (example: cold, night, low visibility)
Ÿ Human element (example: shift work)
Ÿ Operational procedures (example: staffing levels)
Ÿ Maintenance procedures (example: nightly movement area inspections by airport electricians)
Ÿ External services (example: ramp traffic by Fixed-Base Operator (FBO) or law enforcement vehicles).
Phase 3:
Determine the Risk.
In this phase, each hazard in its system context is identified to determine, what risks exist, if any, that may
be related to the hazard. In this phase, there is no determination of the severity or potential of the risk
occurring. First, all potential hazards are identified and documented. Next, the hazards are subjected to
an assessment of the possible severity and potential risk as described in Phase 4.
In a very simple example, an airport may have identified the hazard of Foreign Object Damage (FOD) on
the ramp, with the associated risk of the FOD being ingested into the engines of taxiing aircraft. That
hazard and the identified risk would be documented before moving to Phase 4, a determination of the
probability of that risk occurring and the severity if such an event were to occur.
Phase 4:
Assess and Analyze the Risk.
In this Phase, the airport operator estimates the level of risk by using the predictive risk matrix in Figure
2.2.4 (b).
The risk is the composite of the predicted severity and likelihood of the outcome or effect of the hazard in
the worst credible system state. To assess the risk of an accident or incident occurring, severity and
likelihood are first determined.
Severity is determined by the worst probable potential outcome. Over time, quantitative data may support
or alter the determination of severity and probability, but the initial risk determination will most likely be
qualitative, based on experience and judgment and not on the data.
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2.2.4 Safety Risk Management (SRM) and Control
The risk levels used in the matrix can be defined as:
Ÿ High Risk – Unacceptable level of risk: The proposal cannot be implemented or the activity cannot be
continued unless hazards are further mitigated so that risk is reduced to a medium or low level.
Tracking is required and management must approve any proposed mitigating controls. Catastrophic
hazards that are caused by:
Ÿ Single-point events or failures
Ÿ Common-cause events or failures
Ÿ Undetectable latent events in combination with single point or common cause events are
considered high risk, even if remote.
Ÿ Medium Risk – Acceptable level of risk: The proposal may be implemented or the activity can continue,
but tracking and management are required.
Ÿ Low Risk – The target level of risk: Acceptable without restriction or limitation; the identified hazards
are not required to be actively managed but are documented.
Hazards are ranked according to the severity and the likelihood of their risk, which is illustrated, by where
they fall on the risk matrix. Hazards with high risk receive higher priority for treatment and mitigation.
Severity
likelihood

No Safety
Effect

Minor

Major

Frequent

Probable

Remote

Extremely
Remote
Extremely
Improbable

HIGH RISK
MEDIUM RISK
LOW RISK
Fig 2.2.4 (b) Predictive Risk Matrix
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2.2.4 Safety Risk Management (SRM) and Control
Phase 5:
Treat the Risk.
In this phase, the airport operator develops options to mitigate the risk and alternative strategies for
managing the hazard. These strategies can be used to reduce the hazardous effects on the system. It should
be noted that the majority of risk management strategies address medium and high-risk hazards. Low-risk
hazards may be accepted after considering risk.
The risk management activity should identify feasible options to control or mitigate risk. Some options
could include:
Ÿ Avoidance: Selecting a different approach or not participating or allowing the operation or
procedure.
Ÿ Assumption: Accepting the likelihood, probability and consequences associated with the risk.
Ÿ Control: Development of options and alternatives that minimise or eliminate the risk.
Ÿ Transfer: Shifting the risk to another area.
Utilisation of safety risk management increases the level of safety in airport operations, maintenance and
new systems. Through SRM, hazards are assessed, mitigated, documented, tracked and operational data
are continuously monitored to provide feedback on hazards. Understanding the consequences of risk
increases the ability to anticipate and control the impacts of internal or external events on a programme.
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UNIT 2.3: Workplace Health and Safety
Unit Objectives
At the end of this unit, you will be able to:
Ÿ describe the importance of personal health and safety.
Ÿ explain the importance of PPE.
Ÿ perform first aid for the persons in need.

2.3.1 Personal Health and Safety

Fig 2.3.1 Health and Safety

The health and safety of all staff and third party workers, working on the airside needs careful
consideration. Risk assessments should be carried out by covering each task that airside staff are
required to complete. An airport should also ensure that third-party companies (including contractors)
operating airside, have completed risk assessments for the activities of their staff. Once the hazards and
residual risks have been identified, using a risk assessment, they should be eliminated or reduced as low
as reasonably possible.
One method to do this is to consider the following options:
Ÿ Eliminate: Cease doing the task, remove the hazard altogether.
Ÿ Reduce: Reduce the time exposed to the hazard, substitute with something less hazardous.
Ÿ Isolate: Physically isolate people from the hazard – fit guards, enclose the hazard.
Ÿ Control: Ensure appropriate supervision is in place to train the staff to follow procedures.
Ÿ Provide Personal Protective Equipment (PPE): Issue PPE appropriate to the identified hazard and
perform regular maintenance.
Ÿ Discipline: Put procedures in place requiring staff to behave in a particular way.

61

Participant Handbook

2.3.2 Personal Protective Equipment
Every work situation has its own set of hazards such as falling objects, traffic dangers, chemical spills and
excess noise which affects hearing, eye sight and can cause personal injury.
PPE is an equipment which is worn by employees to help minimise the effects of hazards. PPE includes
items such as hard hats, goggles, respirators, ear muffs, a reflective vest, high visibility clothing, boots and
gloves.

Head Protection: (Hard hats, helmets, sun hats) shall be
provided where there is a risk of injury to the head, such as a
person struck on the head by a falling object, a person may hit
his/her head against a fixed object, there may be inadvertent
head contact with electrical hazards.
Fig 2.3.2 (a) Safety Helmet

Eye Protection: (Goggles, safety glasses) Shall be provided
where a risk of eye injury exists. Typical hazards might include
flying particles, dust, splashing substances, harmful gases,
vapours, aerosols and high-intensity radiation from welding
operations.
Fig 2.3.2 (b) Safety Goggles

Hearing Protection: (Ear plugs, ear muffs) Shall be provided
where a risk of noise-induced hearing loss exists. The need for
hearing protection may be assessed through noise monitoring
or surveys.
Fig 2.3.2 (c) Ear Plugs

Respiratory Protection: (Respirators Face Masks, cartridge
filters) Shall be provided where there is a risk of airborne
contaminants. This will minimise the risk of exposure to an
atmosphere that is or may be injurious to health.
Fig 2.3.2 (d) Respiratory Masks
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2.3.2 Personal Protective Equipment

Hand Protection: (Gloves, gauntlets) Shall be provided where
there is an identified hazard associated with a potential for a hand
injury. A list of hazards shall be compiled for each workplace and
suitable hand protection is obtained to minimise risk.
Fig 2.3.2 (e) Protective Gloves

Protective Footwear: (Safety boots, gumboots, enclosed shoes)
shall be provided where the nature of the work exposes the
employee to a medium to high risk of injury to feet, e.g.
occupations such as workshop/maintenance and gardening staff.
Fig 2.3.2 (f) Safety Boots

Body Protection (High-Visibility garments, thermal wear, aprons,
safety harnesses) shall be provided to minimise the risk of injury
occurring to the body. Examples may include those who are
required to work outdoors and are exposed to the sun's rays for
continuous periods in a day. Direct exposure of the skin to UV
radiation from outdoor work shall be minimised by providing hats,
long sleeves/trousers and an adequate supply of sun screen.

Fig 2.3.2 (g) Safety Jackets

Fig 2.3.2 (h) A Person Wearing PPE and giving Signals
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2.3.3 First Aid

Fig 2.3.3 (a) First Aid

Definition:
First aid is an immediate treatment given to the victim of an accident or sudden illness before medical
help is obtained.
An injury is any wound or damage to the body resulting from an event. Injuries can be caused by activities
such as accidents or physical trauma.
Aims of First Aid:
First aid is based on scientific medicine and surgery. It is a skilled assistance but the first aider is not a
doctor. After the doctor takes charge, the first aider's responsibility ends. He can then stand by to help
the doctor.
1. Preserve Life:
Ÿ Ensure the air passages are open and remain so.
Ÿ Check for and control bleeding immediately.
2. Prevent Complications:
Ÿ Cover wounds.
Ÿ Immobilize fractures and large wounds.
3. Promote Recovery:
Ÿ Reassure the casualty.
Ÿ Handle casualty gently and make him/her comfortable.
Ÿ Arrange to transport the casualty to hospital or obtain medical aid.
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2.3.3 First Aid
General Rules to be followed as a First Aider:
Ÿ Ensure that there is no further danger to the casualty.
Ÿ Do first things first, quickly and without fuss or panic.
Ÿ Give CPR if breathing has stopped because every second counts.
Ÿ Stop any bleeding.
Ÿ Guard against or treat for shock by keeping the casualty warm, by moving him as little as possible and
handle him gently.
Ÿ Reassure the casualty and those around, to help to reduce anxiety or embarrassment.
Ÿ Do not allow people to crowd around, as fresh air is essential.
Ÿ Do not remove clothes unnecessarily, as they help to keep the casualty warm and to protect against
shocks.
Ÿ Arrange for assistance of the casualty by a doctor or hospital as soon as possible.
Diagnosis:
A diagnosis includes the following:
Ÿ History: It is the story of the accident (namely how the accident occurred) or the nature of illness of
the casualty. This is taken by asking the person directly or if the casualty is unconscious, then asking
the person with him or some person who has seen the accident.
Ÿ Symptoms: Symptoms are what the casualty tells the first aider e.g. pain, shivering, faintness, injury,
bruises, etc. leading the first aider to the region of injury.
Ÿ Signs: Signs are what the first aider feels and finds out for himself like paleness, swelling of parts,
injury, bleeding, deformity of the limbs, etc.
Treatment:
Ÿ Should be done step by step. Continue treatment until the doctor takes charge.
Disposal:
Ÿ The earlier the doctor takes charge, greater are the chances of recovery. Casualty should be taken to
the nearest hospital or clinic using quickest means of transport.

First Aid

Go through the video link: https://www.youtube.com/watch?v=VwY6QHCAxDM
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2.3.3 First Aid
Basic First-aid Kit:
Constituents of a basic first aid kit are listed as follows:
Ÿ

Plasters of different sizes and shapes

Ÿ Small, medium and large sterile gauze dressings
Ÿ At least two sterile eye dressings
Ÿ Triangular bandages
Ÿ Crepe rolled bandages
Ÿ Safety pins
Ÿ Disposable sterile gloves
Ÿ Tweezers
Ÿ Scissors
Ÿ Alcohol-free cleansing wipes
Ÿ Sticky tape
Ÿ Thermometer (preferably digital)
Ÿ Skin rash cream, such as Hydrocortisone or Calendula
Ÿ Cream or spray to relieve insect bites and stings
Ÿ Antiseptic cream
Ÿ Painkillers such as Paracetamol (or infant Paracetamol for children), Aspirin (not to be given to
children under 16) or Ibuprofen
Ÿ Cough medicine
Ÿ Antihistamine tablets
Ÿ Distilled water for cleaning wounds
Ÿ Eye wash and eye bath.

Fig: 2.3.3 (b) Basic First-aid Kit
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2.3.4 Administer Aid
Mouth-to-Mouth Resuscitation:
Mouth-to-mouth resuscitation, a form of artificial ventilation, is the act of assisting or stimulating
respiration, where a rescuer presses his or her mouth against that of the victim and blows air into the
person's lungs.

Steps

Fig 2.3.4 (a) Step 1

Step-1: Make sure the person is lying on a hard, flat surface.
Look into the mouth and throat to ensure that the airway is
clear. If an object is present, try to sweep it out with the fingers
(wear disposable surgical gloves if they are available). If
vomiting occurs, turn the person on his or her side and sweep
out the mouth with two fingers. Do not place the finger in the
mouth if the person is rigid or is having a seizure.

Step-2: Tilt the head back slightly to open the airway. Put
upward pressure on the jaw to pull it forward.

Fig 2.3.4 (b) Step 2

Step-3: Pinch the nostrils closed with thumb and index finger.
Place the mouth tightly over the person's mouth. Use a
mouthpiece if one is available. Blow two quick breaths and
watch for the person's chest to rise.
Fig 2.3.4 (c) Step 3

Step-4: Release the nostrils. Look for the person's chest to fall as
he or she exhales. Listen for the sounds of breathing. Feel for
the person's breath . If the person does not start breathing on
his or her own, repeat the procedure.
Fig 2.3.4 (d) Step 4
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2.3.4 Administer Aid
Choking:
Choking occurs when a foreign object becomes lodged in the throat or windpipe, blocking the flow of air.
Choking cuts off oxygen to the brain, administer first aid as quickly as possible.

Fig 2.3.4 (e) First Aid for Chocking

Ÿ 5 back blows: First, deliver five back blows between the person's shoulder blades with the heel of your
hand.
Ÿ 5 abdominal thrusts: Perform five abdominal thrusts.
Ÿ Give alternate 5 blows and 5 thrusts until the blockage is dislodged.
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2.3.4 Administer Aid
Chemical Burns in an Eye:
To assist the person who has experienced chemical burns in eyes, follow these steps:
Ÿ Immediately rinse the eye or eyes under a water tap or in a gentle shower or with a clean container of
water. Position the person's face so that the injured eye is down and to the side. Avoid spraying a highpressure water stream into the eye or eyes.
Ÿ Flush with lukewarm water for 15 to 30 minutes. The person should keep the eye open as wide as
possible. Wash the person's hands thoroughly to make sure no chemical is still on them.
Ÿ Do not rub the eye or place a bandage over the eye.
Ÿ While waiting for medical care, have the person wear sunglasses to decrease light sensitivity.
Foreign Particle in an Eye:
To assist the person who has experienced a foreign particle in an eye, follow these steps:
Ÿ Tell the person not to rub his/her eye – this could cause scratches on the eye surface.
Ÿ Ask the person to sit down and gently, separate his/her eyelids with thumbs or thumb and finger.
Ÿ Ask the person to look right, left, up and down and examine the eye for foreign objects.
Ÿ If something is present in the white of the eye, wash it out by pouring clean water or a sterile eye wash
from the inner corner of the eye towards the outer corner.
Ÿ If this is unsuccessful, try lifting the object off with a moist swab or the damp corner of a clean
handkerchief. If still the particle is not removed, seek medical help.

Fig 2.3.4 (f) Washing Eyes in Running Water
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2.3.4 Administer Aid
Severe Bleeding:
For severe bleeding, take these actions immediately:
Ÿ If there is an object embedded in the wound, control bleeding by pressing firmly on either side of the
object, do not remove or press the object, otherwise apply direct pressure on the wound.

Fig 2.3.4 (g) Controlling the Bleeding

Ÿ Apply a dressing firmly to control bleeding. Ensure that it is not so tight that it restricts circulation.
Ÿ Prevent/treat shock by lying the casualty down with his/her feet raised (if possible).
Ÿ If the casualty has a head injury, lay himself/herself down and slightly raise his/her head and shoulders.

Fig 2.3.4 (h) Controlling the Bleeding

Ÿ If blood comes through the dressing apply another bandage on top.
Ÿ If blood seeps through this too, remove both dressings and re-apply a new sterile dressing using direct
pressure to the wound.
Ÿ Support the injured area in a raised position.
Ÿ Seek medical attention if the bleeding does not stop or if the casualty goes into shock.
Ÿ Keep the casualty warm by laying him/her on a blanket or some other item.
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2.3.4 Administer Aid
Fracture:
In case of a fracture, provide first aid before taking the injured to professional care
Aptly follow the few first-aid treatment till the professional medical treatment is given:
Ÿ If the injured person is bleeding, elevate and apply pressure to the wound using a sterile bandage, a
clean cloth or a clean piece of clothing.
Ÿ If the injured person is bleeding, have fracture in his/her neck or back, help him/her stay as still as
possible. If the injured person have fracture in one of his/her limbs, immobilise the area using a strap or
suspend.
Ÿ Wrap an ice pack or bag of ice cubes in a piece of cloth and apply it to the injured area for up to 10
minutes at a time.
Ÿ Treat the injured for shock. Help the injured to get into a comfortable position, encourage him/her to
rest and reassure. Cover him/her with a blanket or clothing to keep himself/herself warm.
Ÿ Help the injured get to the emergency department for medical care.

R-Rest

I-Ice

C-Compression

After the injury, stop the injured
person from taking part in any
painful activity. Moving the injured
part can increase bleeding and
swelling and slow down the healing
process.

Use an ice pack to reduce the pain
and swelling in the affected area.
Apply ice for 15minutes every
two hours for 24 hours, then for
15 minutes every four hours for
24 hours.

Bandage the area firmly (but not
too tightly), starting just below
the injured area and moving up.
Overlap each layer by half. Finish
bandaging about one hand’s
width above the injured area.

Fig 2.3.4 (i) Rest Ice Compression Method
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2.3.4 Administer Aid
Electric Shock:
To assist the person who has experienced an electric shock, follow these steps:
Ÿ Look first. Don't touch. The person may still be in contact with the electrical source. Touching the
person may pass the current through rescuer.
Ÿ Turn off the source of electricity if possible. If not, move the source away from the affected person,
using a non-conducting object made of cardboard, plastic or wood.
Ÿ Check for signs of circulation (breathing, coughing or movement). If absent, begin resuscitation (CPR)
immediately.
Ÿ Lay the person down and, if possible, position the head slightly lower than the trunk, with the legs
elevated.
Ÿ Figure 2.3.4 (j) shows a man moving the power source away from the affected person using a wooden
stick.

Fig 2.3.4 (j) Electric Shock

Shock due to Injury:
To assist the person who has experienced a shock, follow these steps:
Ÿ Lay the person down with their head low and legs raised and supported, to increase the flow of blood
to their head. Do not raise an injured leg.
Ÿ Loosen any tight clothing around the neck, chest and waist to make sure it doesn't constrict their blood
flow.
Ÿ Fear and pain can make shock worse, by increasing the body's demand for oxygen, so while waiting for
help to arrive, it's important to keep them comfortable, warm and calm. Do this by covering them with
a coat or blanket and comforting and reassuring them.
Ÿ Keep checking their breathing, pulse and level of response.
Ÿ If they become unresponsive at any point, open their airway, check their breathing and prepare to treat
someone who has become unresponsive.
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2.3.5 Do’s and Dont’s
Sl.No

Do’s

Don'ts

1

Report suspicious activity.

Do not leave your system unlocked if not in use.

2

Communicate and co-ordinate
with respective officials in case of
any potential threat.

Never misuse the office resources (Pax manifest, duty
mobile, system credential etc) it may lead to potential
threat.

3

Stay alert.

Do not share your login credentials.

4

Closely monitor passenger (pax)
activity during check-in and
boarding to report any suspicious
activity.

Do not only depend on human calculations, use calculator
to reduce human error.

5

Ensure your safety at all point of
time.

Effectively use the time to avoid flight delays.
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Scan the QR Code to watch the related videos

https://bit.ly/3L4ksuz
Concept of Safety Management System

https://bit.ly/3tvXkPA

https://bit.ly/3qPo8J9
https://bit.ly/36BSmI7
Concept of IATA, ICAO & DGCA, AAI: Role,
Memberships and Importance
Sourced by: Vidyamitra (INFLIBNET Centre, Gandhinagar, Gujarat.)

https://bit.ly/3qxMQgQ

Concept of Dangerous Goods Sourced by:
Vidya-mitra (INFLIBNET Centre, Gandhinagar,
Gujarat.)

Concept of First Aid

https://bit.ly/37TGAtm
Concept of Personal
Protective Equipment

https://bit.ly/3NegVM6

https://bit.ly/3Ju2hxY

https://bit.ly/3D2wfXv

Concept of Hazard I dentification and Reporting
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Exercise
Briefly answer the following questions
1. List the prominent organisations for aviation in India.

2. Explain airline safety policy.

3. Explain SMS and its importance.

4. List out any five points of Safety Performance Indicators.

5. Explain proactive hazard identification process.

6. List any five PPE used at airport.
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Notes
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3. Unloading of an Aircraft
Load
AASSC
Aerospace & Aviation
Sector Skill Council

Unit 3.1 – Approaching the Aircraft
Unit 3.2 – Opening of Cargo Doors on the Aircraft
Unit 3.3 – Unloading of an Aircraft Load
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Key Learning Outcomes
At the end of this module, you will be able to:
Ÿ explain the procedure of approaching an aircraft.
Ÿ explain the procedure to open the cargo doors of an aircraft.
Ÿ perform unloading of an aircraft load.
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Unit 3.1: Approaching the Aircraft

Unit Objectives
At the end of this unit, you will be able to:
Ÿ explain steps to approach the aircraft.
Ÿ describe the marshalling signal to approach the aircraft.

3.1.1 Approaching an Arriving Aircraft
Before approaching the aircraft should ensure the following:
1.Ground Service Equipment(GSE) shall approach the aircraft only when
Ÿ The aircraft has stopped.
Ÿ The nose wheels are chocked.
Ÿ The anti-collision beacon is off.
Ÿ The marshaller has given the “safe to approach” signal.

Fig 3.1.1 (a) Chocking of Nose Wheel

Fig 3.1.1 (b) Anti-collision Beacon Lights
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3.1.1 Approaching an Arriving Aircraft
General Marshalling signals used while a person approaches an aircraft:

Request by marshaller to move personnel toward aircraft personnel ready to
approach the aircraft

Day: Either hand raised vertically
overhead, palm toward aircraft.
The other hand held horizontally and
indicating personnel wishing to
approach the aircraft.
Night: Similar to the day signal with
wands held as extension of the arms.

Fig 3.1.1 (a) Ready to Approach the Aircraft Signal

Personnel Approach the Aircraft
Day: Either hand raised vertically
overhead, palm toward aircraft.
The other hand indicated to personnel
concerned and gestures toward
aircraft.
Night: Similar to the day signal with
wands held as extension of the arms.

Fig 3.1.1 (b) Personnel Approach the Aircraft Signal
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3.1.1 Approaching an Arriving Aircraft
When working around an aircraft, be alert for protrusions that could cause injury such as antennas, pitot
tubes, vortex generators and air-conditioning pack exhaust ports.
Aircraft servicing involves several types of vehicles. General guidelines for positioning vehicles at the
aircraft include:
Ÿ Baggage-handling vehicles (belt loaders and pallet loaders) are normally the first to approach,
followed by catering and cabin-cleaning vehicles.
Ÿ When positioning catering and cleaning vehicles, ensure that the leading edge of the platform is as
perpendicular as possible to the side of the aircraft, taking into account the curvature of the fuselage.
Ÿ After the baggage-handling vehicles are in position, tow vehicles, pulling carts, trolleys, carts
(barrows), container dollies or other equipment carrying baggage, cargo and mail may approach.
Ÿ Provide clear access and egress to the refuelling vehicle.
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Unit 3.2: Opening of Cargo Doors on the Aircraft

Unit Objectives
At the end of this unit, you will be able to:
Ÿ explain types of cargo door and their location.
Ÿ explain the opening and closing of cargo hold doors.
Ÿ follow safety guidelines in a cargo compartments.

3.2.1 Cargo Door Types
Cargo is the compartment to carry goods which lies below the passenger cabin. Cargo is the place where
baggage, luggage of passengers as well as freight are kept.
There are five compartments in cargo:
Ÿ Forward cargo compartment
Ÿ Aft cargo compartment
Ÿ Bulk cargo compartment
Ÿ Main deck side cargo door
Ÿ Main deck nose cargo door

Fig 3.2.1 (a) Types of Cargo Compartment Doors
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3.2.1 Cargo Door Types
Forward cargo compartment:
It lies in the front part of an aircraft. The forward cargo door is located before the right wing on the lower
deck. Bulk cargo are items that are loosely loaded in a cargo compartment approved for carriage of noncontainerised items. The other option is containerised cargo, which are items first loaded inside a container
or on a pallet, then loaded into a cargo compartment approved for carriage of containers and pallets. The
forward cargo compartment is neither pressurised nor heated and carries goods in the containers.

Fig 3.2.1 (b) Forward Cargo Door

Aft cargo compartment:
Ÿ Aft cargo compartment lies before main gear cabin.
Ÿ Aft cargo compartment is used for the transport of the goods which are imported from other
countries.
Ÿ Aft cargo compartment have locks at the bottom to hold the containers so it decreases the chances of
collision.
Ÿ Aft cargo compartment is also neither pressurised nor heated.
Ÿ Both forward and after cargo doors are located on the right side of an aeroplane.

Fig 3.2.1 (c) Aft Cargo Door
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3.2.1 Cargo Door Types
Bulk cargo compartment:
The bulk cargo compartment is at the end of the aircraft after main gear cabin. The bulk cargo compartment
is used for the transport of the goods like vegetable, pets and other goods. The bulk cargo compartment is
pressurised and is heated because it sometime contains animals and they need normal temperature and
pressure to survive. The pets are normally carried in dog houses.

Fig 3.2.1 (d) Bulk Cargo Door

Fig 3.2.1 (e) Bulk Compartment

Main deck nose cargo door:
The nose cargo door is located at the front of a jumbo jet. It is used for loading and unloading long-sized
cargo, horses, etc.

Fig 3.2.1 (f) Nose Cargo Door
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3.2.1 Cargo Door Types
Main deck side cargo door:
The side cargo door located behind the left wing on the main deck is the largest in height and width.

Fig 3.2.1 (g) Side Cargo Door

3.2.2 Opening and Closing of Cargo Hold Doors
1. Opening Cargo Hold Doors:
Ÿ Do not operate cargo doors unless trained and authorised.
Ÿ Ensure that manual operation of an electrically or hydraulically operated cargo door may only be

performed by maintenance personnel or flight crew.

Ÿ Do not open the cargo doors until the aircraft engines have been shut down and the anti-collision

lights have been switched off.

Ÿ Perform a visual check for any signs of damage to the doors or surrounding areas, before positioning

loading equipment or any other ground support equipment at cargo doors and opening cargo doors. If
any irregularities are discovered during this visual check, report them to aircraft maintenance
personnel and the Pilot-in-Command.

Ÿ Ensure that the cargo doors must be opened using technical steps or belt loaders equipped with raised

safety rails to reach the cargo doors. ULD loaders must not be used.

Ÿ Open the cargo doors in accordance with the specific instructions of respective aircraft type.
Ÿ Allow adequate space for door clearance to avoid equipment obstructing the free passage of the door.
Ÿ Most aircraft lower compartment cargo doors hinge upwards. Be aware that while opening or

closing cargo doors, the lower edge of the door will swing down before going upward.

Ÿ For main deck cargo compartment doors, remove safety barrier once the main deck loader is in

position.

Ÿ Do not use excessive force, tools or ground support equipment to push or pull to open the cargo

doors.
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3.2.2 Opening and Closing of Cargo Hold Doors
2. Closing Cargo Hold Doors
Ÿ Do not operate cargo doors unless you have first been trained and authorised.
Ÿ Manual operation of an electrically or hydraulically operated cargo door may only be performed by

maintenance personnel or flight crew:

Ÿ Before closing the cargo doors, ensure:
Ÿ Load restraint and door protection nets are properly fitted.
Ÿ Cargo compartment lights have been switched off unless required for carriage of live animals

(AVI).

Ÿ Door area including the door sill and frame are free of gravel, water, ice and other foreign

substances or obstructions.

Ÿ Door and door frame show no visible signs of damage.
Ÿ Any damage discovered during the inspection of the cargo doors and surrounding areas/frames is

immediately reported to aircraft maintenance personnel and the Pilot-in-Command.

Ÿ All cargo doors must be closed using technical steps or belt loaders equipped with raised safety rails to

reach the cargo doors. ULD loaders must not be used.

Ÿ Door lock indicators should properly set as applicable such as that the door is properly locked, handles

are stowed flush and panels are properly closed.

Ÿ If a cargo compartment door is not closed properly, it must be re-opened and re-closed.

Caution:
If a cargo door must be re-opened prior to aircraft movement, approval from the flight crew via the ground
staff responsible for the departure must be obtained.

3.2.3 Re-opening of Cargo Hold Doors
Ÿ If a cargo compartment door is not closed properly, it must be re-opened and re-closed.
Ÿ Once the pre-departure walk-around has taken place, do not attempt to re-open any aircraft door
without the authorisation of the flight crew.
Ÿ In case if a door must be re-opened, notify the flight crew through an open cockpit window or use the
flight interphone system.
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3.2.3 Re-Opening of Cargo Hold Doors
Ÿ If the flight or cabin crew requires a door to be re-opened, they will notify the ground staff.
Ÿ If the flight crew gives clearance for the door to be reopened, follow the actions/steps in: Opening
Cabin Access Doors.
Ÿ If authorisation to re-open the door is not granted, do not attempt to re-open the door unless
clearance is received from the flight crew.

3.2.4 Safety Guidelines in a Cargo Compartments
If standing or walking in cargo compartments:
Ÿ Make sure to find a safe place to step.
Ÿ Never step on Power Drive Units (PDU), rollers, raised locks or other restraints.
Ÿ Do not step on ball-mats. If it is unavoidable to step on ball-mats, step carefully between the roller

balls of the ball-mat.

Ÿ Step carefully on the following if aircraft has no solid floor panels:
Ÿ Fixed parts of the ULD loading system track.
Ÿ Vertical stanchions of the aircraft structure, on which the ULD loading system tracks are fixed.
Ÿ Holes between the vertical stanchions and the ULD loading system tracks.

ULD Restraints
Many ULD restraints, for example pallet locks or door sill restraints are operated manually:
Ÿ Take care of your fingers to avoid injuries.
Ÿ Do not use feet to raise or to lower the restraints. This can damage them.

Preventing Aircraft Damage:
Be careful during loading and unloading to avoid damage to the aircraft walls, doors and floors. Damage
also may result from exceeding floor weight limitations, inadequate tie-down, failure to fasten separation
and door nets, improper opening or closing of doors, operating cargo doors during strong winds and using
levering tools in the hold. Be alert for any change in aircraft height above the ground during loading or
unloading.
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3.2.4 Safety Guidelines in a Cargo Compartment
Aircraft structures are fragile and damage may have serious results. Therefore, be very careful while
positioning equipment close to the aircraft.
Follow these additional tips while loading and unloading an aircraft:
Ÿ Open hold doors with caution.
Ÿ Ensure that doors are fully opened and locked before beginning work.
Ÿ Ensure that cargo restraints are functioning properly.
Ÿ Be careful not to damage the seals around cargo hold doors, as such damage can render the aircraft
unserviceable.
Ÿ Ensure that restraint nets are in place.
Ÿ Ensure that hold latches and sill locks are raised before closing and locking a hold door.
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Unit 3.3: Unloading of an Aircraft Load

Unit Objectives
At the end of this unit, you will be able to:
Ÿ identify types of loading and unloading equipment.
Ÿ explain the role of a supervisor.
Ÿ perform unloading of an aircraft load.

3.3.1 Aircraft Loading/Unloading Equipment
Belt Loader/Sky loader: Belt loaders are vehicles with conveyor belts for unloading and loading of baggage
and cargo onto aircraft. A belt loader is positioned at the door sill of an aircraft hold (baggage compartment)
during operation.

Fig 3.3.1 (a) Belt Loader
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3.3.1 Aircraft Loading/Unloading Equipment
Special precautions when using belt loader/sky loader:
Ÿ Ensure proper separation between articles on the conveyor belt to avoid jamming.
Ÿ Adjust the back of the conveyor belt correctly to avoid goods dropping from the belt.
Ÿ Handrails shall be deployed when a belt loader is used to gain access to the aircraft cargo holds;

however caution shall be exercised where there is restricted clearance with the aircraft fuselage or
engines.

ULD Loader:
It is a pallet or container used to load luggage, freight and mail on wide-body aircraft and specific narrowbody aircraft. It allows a large quantity of cargo to be bundled into a single unit.

Fig 3.3.1 (b) ULD Loader

Special precautions to be taken while using ULD Loader:
Ÿ Check that the ULD loader is serviceable before use.
Ÿ Never drive a ULD loader underneath the wing of an aircraft.
Ÿ ULD loaders should not come in contact with the aircraft. Position the ULD loader 2 in/5 cm away or

until the proximity sensors stop the movement (if equipped).

Ÿ Do not open/close aircraft cargo compartment doors while standing on a ULD loader. Use technical

steps or a belt loader with a raised side safety rail and deploy stabilisers if equipped.

Ÿ Constantly monitor the parts of the aircraft that may come into contact with the loader (e.g. edge of

cargo hold opening, aircraft cargo door, control panel doors, fairings on fuselage and wings).

Ÿ Adjust the loader's front platform during loading as required when the aircraft's level varies as the

load changes.
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3.3.1 Aircraft Loading/Unloading Equipment
Dollies: Dollies are used to move Unit Load Devices (ULDs) and pallets. Use a marshaller when connecting
loaded dollies together.

Fig 3.3.1 (c ) Dollies

Fig 3.3.1 (d) Dollies Carrying two ULD

Special precautions to be taken while using Dollies:
Ÿ Ensure that tow pins are engaged and secured in the lower eyelets of the couplings.
Ÿ Ensure that dollies are in the correct forward-aligned position and that personnel are clear before

towing.

Ÿ Align dollies to ensure the safe transfer of ULDs.
Ÿ Ensure ULD locks are engaged before towing.
Ÿ Move the dollies to the assigned area when not in use.

Carts(Barrows):
Carts (also called barrows) are used to move baggage, freight and mail around the airport. They must not be
used to transport personnel. Place loaded carts immediately behind the tow vehicle. Never tow more than
six carts at a time. Never tow carts underneath the aircraft fuselage or engines.

Fig 3.3.1 (e) Baggage Carts
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3.3.1 Aircraft Loading/Unloading Equipment
Special precautions to be taken while using Carts:
Ÿ Connect the first cart to the tow vehicle's towing assembly pin. The pins should be engaged in all
eyelets of the towing coupling.
Ÿ Connect other carts.
Ÿ Check that each coupling is connected securely.
Ÿ Do not load carts above the height of the end support railings.
Ÿ Do not drive over fuel hoses or anti-static leads.
Ÿ Do not block the refuelling vehicle or any other vehicle.
Ÿ Place the carts in the stowage area when not in use.
Low-Profile Trailers:
Low-profile trailers also may be used to move ULDs. Use a marshaller while connecting them and observe
any local rules regarding the maximum number of trailers that may be connected.
Tow Vehicles:
Tow vehicles or tugs are used to tow rolling stock such as carts (barrows), dollies, low-profile trailers and
various non-motorised equipment. Follow the “no seat, no ride” rule.

Fig 3.2.4 (f) Towing Vehicle Carrying Baggage Cart

Special precautions to be taken while using Tow Vehicles:
Ÿ Come to a complete stop before connecting or disconnecting equipment.
Ÿ Ensure that there is enough clearance when towing equipment is near aircraft or other ground
equipment.
Ÿ Use extreme caution when towing covered rolling stock is near narrow body aircraft.
Ÿ Never walk over trailer draw bars or cross between two parked pieces of rolling stock if a towing
vehicle is connected.
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3.3.1 Aircraft Loading/Unloading Equipment
Ÿ Close the curtains/rails on rolling stock, whether full or empty.
Ÿ Check all towing hitches before pulling the rolling stock.
Ÿ Tow lightweight carts behind heavier ones; be careful when on downgrades, turning or braking.
Ÿ Ensure that locks are raised on dollies when moving ULDs.
Ÿ Avoid sudden braking.
Baggage Conveyor Belt:
Ÿ Conveyor belts are to be positioned to the aircraft hold doors by keeping approximately a gap of 6
inches.
Ÿ The conveyor belt tip should not touch nor be positioned inside and resting on the hold door.
Ÿ When the conveyor belt is in use, the equipment operator should be available there at all times.
Ÿ When conveyor belt is not in use, stop the engine, pull the vehicle away from the aircraft and apply the

parking/emergency brake ON.

Fig 3.3.1 (g) Baggage Conveyor Belt Loader
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3.3.2 Supervisor’s Responsibilities
While unloading of an aircraft, the loading supervisor or his/her representative is responsible for:
Ÿ Checking the inbound Loading Instruction Report(LIR) to ensure that all loads for that airport are
unloaded.
Ÿ Checking for any load irregularities compared with the inbound LIR.
Ÿ Checking for any locks or restraints that have been left unsecured.
Ÿ Checking each hold, even those that the LIR indicates are empty.
Ÿ Completing an Aircraft Irregular Load Report (AILR) whenever an irregularity is found with an inbound
load and submitting it to the appropriate departments.

Fig 3.3.2 (a) Supervisor Inspecting Reports

Terms:
Ÿ Load control: A function to ensure the optimum utilization of the aircraft capacity and distribution of
load as directed by safety and operational requirements.
Ÿ Load planning: A function to ensure that the aircraft is within the load limits.
Ÿ Loading index: An expression of the C or G of an aircraft after it has been fueled and loaded.
Ÿ Loading: Stowing load or ULD's on board the aircraft after it has been fuelled.
Ÿ Loading Instructions: Instructions given by load controller to the person responsible for aircraft
loading.
Ÿ Loading Report: Signed loading instructions with any deviations recorded, passes back to load control
for action as required.
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3.3.3 Initiate Unloading of Load
Baggage Handling:
Ÿ Objective The objective is to provide general guidelines to baggage services personnel to ensure safe,
secure and reliable handling of baggage .
Ÿ Checked Baggage Handling In general, airlines will accept personal property of a passenger that are
necessary or appropriate for wear, use, comfort or convenience in connection with his/ her trip under
conditions laid down in the Passenger Services Manual.
Baggage Operations Overview:

Baggage
Operations

Transfer

Fig 3.3.3 (a) Overview of Baggage Operations
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3.3.3 Initiate Unloading of Load
Types of Services and Coverage:
Ÿ Baggage Control Centre (BCC): The BCC acts as the nerve centre to co-ordinate, receive and
disseminate messages and instructions to the various baggage operational areas as well as to the other
relevant and non-relevant departments. It is also the control centre for staff reporting, manpower
deployment and equipment control.
Ÿ Arrival Baggage Handling (BBA): Bags are to be offloaded and presented orderly and expeditiously for
arriving passengers.
Ÿ Departure Baggage Handling (BMA): Baggage staff are to sort, reconcile or maintain third portion
manual records, load and dispatch checked-in baggage correctly and punctually to the departing
flights/aircrafts.
Ÿ Transfer Baggage Handling and Reconciliation: Baggage staff are to sort and ensure that interline bags
are transferred on time to the connecting flights. Baggage scanning ensures that bags are reconciled
and transferred when the passengers have been accepted onto the connecting flight.
Main duties and responsibilities of BCC
The BCC serves as a nerve centre to co-ordinate all baggage handling activities at the various baggage
sorting areas. Their main responsibilities are:
Ÿ Maintain up-to-date information on aircraft movement for dissemination to the staff.
Ÿ Maintain all the communication facilities in the control centre.
Ÿ Record and disseminate advance baggage handling information, on schedule changes and additional
flights to the rest of baggage staff.
Ÿ Prepare and update daily Baggage Presentation Timing records, Baggage Transfer Action Form.
Ÿ Filing of daily Baggage Service Report and Bingo Cards.
Ÿ Issuing and maintaining equipment and related records.
Ÿ Ensure adequate number of containers for flights.
Ÿ Inform and update BBA of arrival flight movement.
Ÿ Update and monitor baggage container dispatch from BMA and transfer from 60 minutes to STD
progressively.
Ÿ Receive and file the reports submitted by baggage staff.
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3.3.3 Initiate Unloading of Load
Arrival Baggage Handling
Objective:
Baggage staff ensures an expeditious and orderly distribution of the baggage to the passengers.
Standards:
Ÿ Proper sequencing of baggage presentations by baggage class is very important. Generally, for most
airlines, Baggage Services are required to present FRCL baggage first, followed by JCL, Crew and EYCL
baggage. All bags must be handled with care.
Ÿ First bag delivery must be less than or equal to 15 minutes from a flight's ONBL (On Block Time of
Arrival).
Ÿ Last delivery must be less than or equal to 40 minutes for international flights.
Ÿ ONBL time starts when three required processes are completed, such as Engine Aircraft Off, Anti
Collision Light Off and Chocks On. For domestic flights, FB – 10 minutes and LB – 30 minutes
Guidelines for Arrival Handling
Ÿ Fragile items and those containing liquid, as well as Out-of-Gauge (OOG) items must be sent to the
baggage claim hall through the Arrival OOG belts.
Ÿ Information on bags found damaged on arrival must be relayed in the presence of AI security and
recorded on Baggage Presentation Timing (BPT) to the Lost and Found claim staff and these bags must
be placed in the provided blue plastic tub before being delivered to the claim hall.
Ÿ Bags found without a tag at arrival area are to be offloaded and handled in accordance with the
various airlines' requirements.
Ÿ Livestock received as checked baggage would be handed over to the commercial staff at arrival area
that are handling and assisting the passengers. Livestock will be conveyed through SOOG lift escorted
by BBA staff.
Ÿ Alert the ramp supervisor through DM or BSO to make a thorough search for the missing baggage
when the passenger's baggage could not be found on the conveyor belt.
Ÿ All irregularity must be recorded in the arrival BPT record.
Ÿ If Baggage Transfer (BT) containers are sent to arrival area together with local containers, the local
containers must be detached immediately for the same equipment operator to re-tow the BT
containers to transfer. If the BT containers belong to the same arrival flight departing from the airport,
such containers are not conveyed to BBA and remain at the ramp itself.
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3.3.3 Initiate Unloading of Load
Ÿ In the event if a bag is received opened or damaged, the concerned airline representative security
must be informed. If required, the bag should be cling wrapped in the presence of the security staff.
The security personnel will escort the bag to the Arrival claim hall till the bag is handed over to Lost
and Found staff at the arrival hall.
Ÿ In the event if the passenger cannot be located, the opened/damaged bag will be handed over to
Lost and Found department.
Ÿ Details of opened/ damaged bag such as name of passenger, tag number and description of bag must
be recorded in the BPT form by the BBA staff.
Manual recording of Baggage Presentation Timings (BPT)
Ÿ The BPT of every flight handled is recorded manually.
Ÿ The Arrival BSO must assign a staff who shall be responsible for recording all baggage deliveries from
the aircraft by the Equipment Operator (EO). This is to ensure that the baggage timings are met for
every flight handled according to the laid down standards.
Ÿ The first bag timing is calculated as the time when the first bag is placed on the arrival carousel belt in
Baggage Breakup Area (BBA).
Ÿ After receiving the last trip of delivery from ramp, the last trip timing is derived by adding two
minutes to every container/trolleys received.
Initiate Unloading from Aircraft
Ÿ Unload first class baggage, short connection baggage, transfer baggage and priority baggage before

unloading other baggage, mail and cargo.

Ÿ Send short connection baggage immediately to the baggage transfer area, followed by the transfer

baggage as soon as it is unloaded.

Ÿ Send priority baggage immediately to the BBA.
Ÿ Unload the rest of the passenger baggage and send passenger baggage to the BBA.
Ÿ Take possession of left behind/ unclaimed baggage (if any) in the cabin (from designated airline/

authorised personnel) as soon as all the passengers have de-boarded.

Ÿ Unload express cargo and mail according to the loading documents before unloading other cargo.
Ÿ Ensure that the inbound cargo/ mail is dispatched to the air cargo terminal.
Ÿ Unload the rest of the cargo.
Ÿ Send the rest of the cargo to the Cargo Handling Department.
Ÿ Give special attention to special loads , for example: heavy items, dangerous goods, live animals,

valuable cargo and human remains, as advised by messages about load on board from the previous
station.

Ÿ Check the net for small items and pieces to be unloaded.
Ÿ Do not unload route equipment, for example: flight kit and standard equipment.
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3.3.3 Initiate Unloading of Load
After unloading
After each unloading, check the compartments carefully for:
Ÿ Damages.
Ÿ Missing/ unserviceable restraints.
Ÿ Spilled liquids or other substances and ensure necessary cleaning of compartments is done.
Ÿ Loading accessories and tie-down equipment that is left behind .
If all arrival tasks are completed and the aircraft has a considerable ground time, ensure that all cabin/
cargo access doors are closed (by the authorised personnel) and the engaged GSE's are removed safely
from the aircraft.

Note
Report all damages, missing/unserviceable restraints or contaminations to the duty manager/airlines
representative immediately.
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Do's and Don'ts of Cargo Care - Container Stowage
Sl.No

Do’s

Don’ts

1

Choose the most suitable container to Do not use tools grip or other loading devices
accommodate the cargo.
unless the goods can "Withstand" of the
"resist" these handling aids.

2

When a container arrives at your loading Never stow heavy goods on top of light goods.
facility, thoroughly inspect the condition of
the container.

3

Keep within the load limits of the container.

4

Distribute the weight of the cargo evenly Do not load goods in a container with
over the floor of the container.
damaged Doorrubers. Never stow heavy,
dense items on one section and light,
voluminous items in another.

5

Stow the cargo tightly.

6

Observe all the handling instructions on the Do not use dunnage which is incompatible
cargo such as : "Do Not Drop, This Side Up”.
with the cargo.

7

Use cargo liners for obnoxious cargo e.g., Do not stow without plastic or water green hides, carbon black.
repellent shrouds over the top and side of the
load to protect against damage from water
and condensation.

8

Stow goods with sharp corners and Do not ship until all container doors are closed
projections separate from other types of and sealed properly.
merchandise. Use dunnage and separating
materials.

9

Place any package containing liquid on a Do not accept equipment which is not in good
double tier of dunnage. This should also be order and poses a threat to the safe arrival of
done for the entire load when general cargo your merchandise.
is mixing with liquid cargo.

10

Never stow goods with marked odours close to
merchandise which can be contaminated by
odours.

Never smoke while loading and unloading
containers.

Avoid stowing wet and damp goods together
with dry goods.

-
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Exercise
Briefly answer the following questions.
1. Explain about approaching an aircraft.

2. Explain briefly about the opening of cargo hold doors.

3. What is the role of a supervisor during loading operation?

4. Explain briefly about the safety guidelines in the cargo compartments.
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Tips

!

Ÿ Get to know more about the cargo doors on the aircraft.
Ÿ Get to know more about safety guidelines in a cargo compartments.

Notes
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Notes
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4. Loading an Aircraft
Load
Unit 4.1 – Approaching the Aircraft

AASSC
Aerospace & Aviation
Sector Skill Council

Unit 4.2 – Opening of Cargo Doors on the Aircraft
Unit 4.3 – Loading of an Aircraft Load

105

AAS/N0104

Participant Handbook

Key Learning Outcomes
At the end of this module, you will be able to:
Ÿ understand how to approach an aircraft and follow the given instructions.
Ÿ

understand the procedure for opening the cargo doors on the aircraft.

Ÿ list different types of goods need to be loaded.
Ÿ explain procedures for departure handling.
Ÿ explain principles of loading.
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Unit 4.1: Approaching the Aircraft

Unit Objectives
At the end of this unit, you will be able to:
Ÿ explain steps to approach the aircraft.
Ÿ describe the marshaling signal to approach the aircraft.

The guidelines to be followed for Approaching the Aircraft while loading of an aircraft is same as that of
guidelines for Approaching the Aircraft while unloading of an aircraft.
Refer to “Unit 3.1: Approaching the Aircraft” under the NOS-3 Unloading of an Aircraft Load [AAS/N0103]
Page No. 67-69
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Unit 4.2: Opening of Cargo Doors on the Aircraft

Unit Objectives
At the end of this unit, you will be able to:
Ÿ explain types of cargo door and their location.
Ÿ explain the opening and closing of cargo hold doors.
Ÿ ensure adherence to the specified safety guidelines .

The guidelines to be followed for Opening the Cargo Doors on the Aircraft while loading of an aircraft is
same as that of guidelines for Opening the Cargo Doors on the Aircraft while unloading of an aircraft.
Refer to Unit 3.2: Opening of Cargo Doors on the Aircraft under the NOS-3 Unloading of an Aircraft Load
[AAS/N0103].Page No. 70-76
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Unit 4.3: Loading of an Aircraft Load

Unit Objectives
At the end of unit, you will be able to:
Ÿ list different types of goods that need to be loaded.
Ÿ explain procedures for departure handling.
Ÿ explain the principles of loading.

4.3.1 Principles of Loading
Responsibilities of Ramp Handling Personnel
It is imperative that all ramp handling personnel adhere to the following loading principles at all time:
Ÿ Before Loading: Check the compartments before loading for damage, missing restraint, loose
equipment or other items not belonging there.
Ÿ ULD Numbers: The ULD loaded on to the aircraft must be cross-checked against the unit numbers on
the LIR.
Ÿ Loading Procedure: Observe the regulations for crew baggage, cabin load and special-loads including
load incompatibilities. Use the available volume of the compartments to the maximum possible
extent. Load heavy or solidly packed pieces always on or near to the floor. If offloading shipments
observe the load priority due to weight or volume, then do not load heavy or solidly packed pieces on
the top of lighter or sensitive load.
Ÿ Location of loading: Use only the allowed compartments for loading. Ensure the distribution of the
load according to the loading instruction. Do not load any pieces in toilets or in the crew
compartments. Do not load any load beside the ULD on the floor in ULD compartments.
Ÿ Adherence to Loading Instructions: The ramp personnel shall only load items that are mentioned on
the loading instruction.
Ÿ Loading Positions: On bulk loading aircrafts, the ramp personnel shall make note of the trolley
number that is loaded into a particular compartment of the aircraft.
Ÿ Caution: Some aircrafts have blowout panels or lining panels in the compartment walls or ceiling
which if damaged can turn the compartment or the whole aircraft inoperative.
Ÿ Safety: Make sure that specially marked positions which must always be accessible for safety reasons,
are free at all times, for example: vision lenses or gear extension indicators in the cabin floor and
emergency exits. The aircraft must be loaded and unloaded carefully to avoid accidents.
Ÿ Sensitive Shipments: Load sensitive shipments with special care, for example: measuring
instruments, fragile pieces, flowers, dangerous goods, etc. Make sure that sensitive shipments are
not damaged by other load. For sensitive shipments to be loaded in bulk compartments and for all
dangerous goods, observe special handling instructions (labels or imprints), e.g. 'Fragile', 'This Way
Up!' or arrows showing the proper orientation of the package.
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4.3.1 Principles of Loading
Ÿ Aircraft Type Related Regulation: For aircraft type related regulations refer to the customer airline
manuals. Observe all aircraft type related regulations for loading ULD. Do not exceed aircraft type
related loading limitations.
Ÿ Recording of ULD: Record loaded ULD for ULD circulation and stock control.

4.3.2 Loading Supervisor’s Responsibilities
During aircraft loading, the loading supervisor or his/her designated representative is responsible for:
Ÿ Monitoring the loading of the aircraft until hold doors are closed.
Ÿ Working with load control personnel to resolve any discrepancies with the load or the Load Instruction

Report (LIR).

Ÿ Stop the loading of that hold until any noticed discrepancy has been resolved.
Ÿ Ensuring that the load in a pre-loaded aircraft is safe and secure.
Ÿ Ensuring that the destinations, weights, container numbers and pallet numbers correspond to the LIR.
Ÿ Ensuring that all loads are in the correct position according to the LIR.
Ÿ Double-checking around no-fit positions to ensure that the locks are raised.
Ÿ Entering the hold to ensure that all locks are raised.
Ÿ Confirming with the operator before closing each door that the load matches the LIR and is restrained
correctly.
Ÿ Checking that the doorsill locks, lateral guides and webbing are raised.
Ÿ Ensuring that hold doors are not reopened after loading without first advising the flight crew.
Ÿ Completing the aircraft loading checklist and the departure report on the LIR after loading is
complete.
If a shift change takes place during loading, the outgoing supervisor shall brief his/her replacement when
he/she begins work. The handover briefing shall cover the following:
Ÿ Which container cards have been checked.
Ÿ Total number of bags, cargo and mail.
Ÿ Which holds have been checked, completed and closed.
Ÿ Any dangerous goods (hazardous material) or special loads.
Ÿ Other significant information.
The loading supervisor shall initiate the LIR and the checklist, indicating those no-fit areas and loaded
containers and pallets for which he/she was responsible. The loading supervisor shall also note when the
handover occurred.
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4.3.3 Securing of Loads
When transporting load in an aircraft, it shall be secured so that it cannot move during the flight. Such
unrestricted movement of load inside the hold can cause damage to the aircraft structure or other
important parts of the aircraft.
Load in bulk compartments generally is secured by door nets and net sector divider nets.
Always Remember to:
Ÿ Lash heavy pieces (HEA) weighing 150 kg or more.
Ÿ Lash cages with live animals (AVI).
Ÿ Refer IATA DGR for specific regulations pertaining to the transport of dangerous goods and special
loads.
Ÿ Lashing the load which is sensitive against shocks or tilting, if the available volume of the

compartment or net sector is not completely filled with load, such as:

Ÿ Barrels or drums filled with liquids, paste-like materials, granules, powders or similar material
Ÿ Small pieces with a high individual weight (high density cargo)
Ÿ Pipes, tubes, bars, beams, planks, poles or similar pieces, etc.
Ÿ Lash all pieces in all net sectors with open divider net.

4.3.4 Securing of ULDs
Normally, ULDs are secured by a ULD restraint system on the compartment floor. In the event of
unserviceable ULD restrain, observe Missing or Unserviceable Restraint’s regulation from the customer
airline manual.
Loading staff shall ensure that ULDs:
Ÿ Are guided into position by side rails and/or stops, locks or guides
Ÿ Have an unobstructed path into the desired position
Ÿ Are prevented from high-speed impact with locks or stops
Ÿ Have a width and height that will allow clearance without damaging the aircraft door opening
After completion of loading:
Attach the net sector divider nets and the door net to their tie-down fittings and pull them tight if door nets,
net sector divider nets or net stanchions show any damage (missing tie-down fittings, torn or cut net parts,
missing rings etc.). The net sector divider net is considered to be unserviceable.
Ÿ Do not load anything into these net sectors.
Ÿ Lash all pieces in all net sectors with damaged door net or divider net.
Ÿ Ensure that a temporary fixing of the net by tie-down ropes is not allowed.
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4.3.4 Securing of ULD’s
Note:
Ÿ When large or heavy items are manoeuvred inside an aircraft that has no mechanised loading system;
a moveable roller track system is typically used in order to minimise the potential threat of aircraft
damage.
Ÿ Do not use crowbar or similar type of equipment for movement of ULD's.

4.3.5 Completion of Loading
Loading of an aircraft is completed after the following tasks have been accomplished, loading supervisor
shall ensure to check the following:
Ÿ The load is secured (for ULDs check of visible restraints only).
Ÿ Door safety nets, compartment separation nets and the crash net are properly closed.
Ÿ Cargo access doors/hold/compartments have not been damaged during loading.
Ÿ The cargo access doors are closed and locked properly (by the authorised staff).
Ÿ Loading instruction report is completed and signed by the authorised ramp supervisor who
completed the loading of the aircraft and is to communicate the same to load control.

4.3.6 Refusal of Loads
Dead load on an aircraft can be refused after consultation with the customer airline for the following
reasons:
Ÿ Not properly packed.
Ÿ May cause damage to the aircraft or to other load.
Ÿ Not weighed properly.
Ÿ May contaminate the compartment or other load: dirty bowls for casings, dirty plastic foil etc.
Ÿ Not packed according to valid packing requirements, for example: dangerous goods, human remains,
animals, etc.
Ÿ Special handling instructions cannot be observed or necessary loading accessories are not available.
The ramp personnel must examine the ULD before loading. If any leakage is noticed, the ULD must not
be loaded onto the aircraft. Obtain concurrence from the customer airlines before offloading.
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4.3.7 Load Control Principle
The safety of a flight requires accurate planning, recording and reporting of all actual load boarded on an
aircraft. Documented communication is required to ensure correct weight and balance calculations are
conducted prior to an aircraft's departure.
Regulatory Requirements
Operational load control records must be retained in accordance with all applicable regulatory and
operating airline requirements to include:
Ÿ Training and qualification records for personnel that perform load control functions.
Ÿ Load control documentation for each flight in accordance with requirements of the operating airline.
Ÿ The load control process must have an audit trail for each departure.

Ÿ Weight and balance records must be retained for a period in accordance with applicable regulations
or requirements of the operating airline, but no less than a period of three months.
Ÿ The operating airline will identify specific loading positions within each aircraft type for the purpose of
planning and positioning the load in the aircraft.
Ÿ The operating airline will specify requirements for presenting load information in load documents,
reports and messages. Forms used in the load control process must be in compliance with the
operating airline's operations manual.
Ÿ All scales (weigh bridges) used for weight determination of load and clearance measuring systems
must be calibrated and checked at intervals determined by the operating carrier or state.
Load Planning
The following considerations are used in the planning process:
Ÿ Type of aircraft prepared for service.
Ÿ Fuel load and distribution.
Ÿ Aircraft equipment, catering, EIC, crew etc.
Ÿ Planned dead load.
Ÿ Expected passenger load and distribution.
Ÿ Aircraft manufacturer's defined and company imposed, limitations.
Ÿ Specific requirements of operating airline.
Ÿ Special load including IATA Dangerous Goods Regulations (DGR) etc.
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4.3.7 Load Control Principle
Off-Load Planning:
A LIR/OIR (manual or electronic) is issued prior to aircraft arrival for incoming/transit flights. The off-load
planning include the following:
Ÿ Baggage details (in handling sequence and priorities required by the operating airline)
Ÿ Cabin Load.
Ÿ Containers and pallets.
Ÿ Cargo, mail and EIC.
Ÿ Mobility aids for gate delivery.
Ÿ Summary of DG/SL.
Ÿ Any relevant plain language text/instruction if required.
Ÿ Flight details, which may include date, registration, issue number, etc.
Ÿ Any other requirements of the operating airline.
On-Load Planning:
A signed LIR (manual or electronic) is issued for each flight and includes the following:
Ÿ Contact details of Load planner/controller
Ÿ Hold content instructions
Ÿ Planned baggage
Ÿ Planned cargo, mail and EIC
Ÿ Mobility aids
Ÿ Priority baggage
Ÿ DAA baggage if applicable
Ÿ Crew baggage (for placement and not weight recording)
Ÿ Transfer or connection baggage
Ÿ Summary of dangerous goods/special loads
Ÿ Flight details, which may include date, registration, issue number, etc.
Ÿ Any other requirements of the operating airline
Baggage ULD Requirement:
Ÿ Calculate the baggage ULDs required using the average number of bags and commodities for the
route/aircraft type.
Ÿ Use average bags per booked passenger and average number of bags per ULD. Obtain cargo weight,
volume and contents. Plan not to obstruct passenger baggage offload at arrival station.
Ÿ Block any unusable ULD positions based on any operating airline requirements (e.g. extra fuel tanks,
catering equipment or flyaway kits etc.)

114

Airline High Lift Truck Operator

4.3.7 Load Control Principle
Aircraft Loading:
Before loading, the hold shall be visually inspected for damage that can affect the load capacity. A qualified
individual must supervise the loading of the aircraft and provide a signed confirmation to say:
Ÿ The aircraft has been loaded as instructed–including any special load instructions.
Ÿ The condition of locks, restraints or ULDs has not affected load capacity.
Ÿ The bulk load and ULDs are correctly secured; locks and nets are in use and visible dangerous goods
packages were inspected prior to loading.
Ÿ Special loads, including dangerous goods have been stowed and secured according to regulations and
operating airline procedures.
Ÿ The holds are free of any foreign objects.
Ÿ Any deviations are noted.

4.3.8 Handling of Special Goods
1. Undeveloped Film - FIL
If press material, for example films with TV news, is delayed, the material may become useless for the
consignee.
Ÿ Make sure that press material is transported without delay. If press material contains undeveloped
films, it gets the special load code FIL.
Ÿ Do not load undeveloped films (FIL) next to radioactive materials (RRY).
Ÿ Do not load video/audio tapes next to magnetised materials.
2. Human Remains (HUM)
Cremated Human Remains (Urns)
Ÿ Cremated remains must be shipped in funeral urns efficiently protected against breakage.
Urns transported as cargo
Ÿ Loading and transport of cremated human remains in urns as cargo is allowed without special

restrictions.

Ÿ Cremated human remains in urns may also be transported as checked baggage or hand luggage if the

urn is securely packed into an outer box. If carried as hand luggage, the urn must be packed into a
neutral box.

3. Human remains not cremated - HUM
Ÿ Human remains not cremated must be handled in accordance to the customer airlines requirement.
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4.3.8 Handling of Special Goods
4. Handling of HUM
Inform all the en-route stations regarding:
Ÿ Load Message (by the HUM code and the weight).
Ÿ Load Sheet.
Ÿ CPM (if applicable).
Ÿ NOTOC.
Transit station:
Ÿ Immediately report any change in the stowing position as well as any irregularity at stations en-route
by means of a load message. Human remains may never be off-loaded en route.
5. Wet Cargo:
All loads which contains liquids or from which liquids may come out because of the nature of the load,
except dangerous goods, are defined as wet cargo. Examples:
Ÿ Shipments of casings and raw skins.
Ÿ Live animals (AVI - mammals, fish, eels and moluscs only).
Ÿ Fresh or frozen meat (PEM), unless packed in vacuum sealed plastic and kept cool by 'gel packs' instead

of dry ice.

Ÿ Fish and seafood (PES) cooled with wet ice.
Ÿ Flowers (PEF), fruits and vegetables (PEP) with high moisture.

Standard Loading:
When loading wet cargo on to a ULD or Bulk Compartment:
Ÿ Cover the floor of the ULD or compartment with plastic foil with an extra meter on each side of the
load, so that it can be folded over the first layer of the cargo.
Ÿ This is also needed for boxes with airtight packed live animals, for example live fish or molluscs.
Ÿ Live animal (AVI) shipments with need of air supply may only be covered up to a height that sufficient
ventilation is still possible.
Ÿ Additionally, cover the floor of the ULD or compartment with absorbent sheets for wet cargo.
Ÿ Load the packages in upright position, especially with the seal at the top, to avoid spilling if the seals
become leaky. Strictly observe special handling advices, for example: 'This Side Up!'.Do not load
packages, if they are damaged or seem to be damaged.
Casings and raw skins: When loading casings or raw skins, observe the following special regulations to
prevent the leaking of brine into the compartments. Brine causes heavy severe corrosion. Before
positioning for Loading, each barrel or container shall be secured into a plastic bag. Always tie-down the
plastic bag properly.
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4.3.8 Handling of Special Goods
6. Perishable Cargo
Live Human Organs – LHO
The following commodities are considered “Human Organs”:
Ÿ All shipments of live organs destined for surgical transplants.
Ÿ Human tissue cultures.
Ÿ Blood and previously treated blood plasma.
Ÿ Any shipment of medical and living nature destined for surgical operation on people.
Note: Live Human Organs (LHO) has priority over any other load and may never be offloaded.
Standard Handling:
Live human organs must be stored in a place as cool as possible. Storage in a freezer, however, is strictly
prohibited. Live human organs, cooled with a maximum net quantity of 10 kg dry ice may be loaded in the
passenger cabin.
Notification must be presented to the captain.
Ÿ When the net quantity dry ice exceeds 10 kg.
Ÿ When cryogenic liquid (e.g. UN1977 - nitrogen, refrigerated liquid) is used. In case of cryogenic liquid
(RCL) in a non-pressurised packaging, a permanent gas leakage in limited quantity may cause visible
condensation water vapour at the package opening and a feeling of cold. This is normal and must not
be considered dangerous.
LHO shipments in cabin must always be handed over to the cabin crew or to the captain, in case of a cargo
flight. Shipments must be mentioned under the code LHO/CREW on the NOTOC and LDM.
The NOTOC must show the applicable NACA code (e.g. NACA 1, 2, 3, 4, 5, 6 or 7). The NACA code is
mandatory, in order to obtain priority from ATC (hospital flights).
Ÿ NACA 1 - Minor Health Disturbance
Ÿ NACA 2 - Out-Patient Check-up Needed
Ÿ NACA 3 - Hospital Treatment Needed
Ÿ NACA 4 - Possibly Health Threatening
Ÿ NACA 5 - Acute Critical Condition
Ÿ NACA 6 – Resuscitation
Ÿ NACA 7 – Death
Respective customer airline procedure must be checked.
7. Sensitive Cargo:
The condition or usefulness of perishable or sensitive cargo may decrease if exposed to extreme changes in
temperature or humidity or if delayed in transport. Make sure that all packages containing perishable cargo
are marked with the IATA label 'Perishable'.
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4.3.8 Handling of Special Goods
Special Goods Codes
PEF

Plants and Plants Products

PEP

Fruits and Vegetables

PES

Fresh fish and sea food

PEM

Fresh meat and poultry and their products

PEA

Other products deriving from animals(hunting trophies and skin)

PEH

Temperature sensitive pharmaceuticals

PER

Other sensitive cargo (medicines/serum....)

PRS

Press material

VAL

Valuable cargo

VUN

Vulnerable cargo incl. Work of Art

BIG

Oversized Big packages

WET

Wet cargo

Foodstuffs for Human Consumption - EAT
Food stuff for Human consumption refers to foodstuff other than fish, meat, fruits and vegetables. EAT
shipments are to be loaded in compartments where low temperature can be maintained.
EAT are not to be stowed in the same compartment, unless loaded in ULDs not adjacent to one another or in
closed ULDs with:
Ÿ Toxic substances (RPB)
Ÿ Infectious substances (RIS)
Ÿ Biological substance, Category B (RDS).
EAT shall be adequately separated from human remains in coffins (HUM). Separation may be achieved by
either placing normal cargo between the two incompatible loads or by separate tie-down.
EAT shall not be loaded in the same compartment, with:
Ÿ Strong smelling animals (AVI)
Ÿ Baggage
Ÿ Normally adequate separation between EAT, PEM, PEP, PES and AVI is required
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4.3.8 Handling of Special Goods
Live Animals – AVI
Some of the limiting factors while handling live animals in addition to the aircraft type, version and
configuration are:
Ÿ Volume of suitable stowage space available.
Ÿ Environmental conditions in the cargo compartment.
Ÿ Necessity of in-flight attention.
Ÿ Inconvenience to passengers (e.g. smell).
Ÿ Live animals (AVI) are temperature and ventilation sensitive commodities.
The procedure concerns animals, carried as cargo or checked as baggage (AVIH). Transportation must be in
accordance with the IATA Live Animals Regulation (LAR). Specific information per country like import,
export and transit regulations is published by Travel Information Manual Automatic (Timatic).
8. Standard Precautions
Personal attendance:
Animals are fully dependent on attention given by handling personnel. The only effective way to cover this
aspect is to have a personnel member to keep an eye on the shipment during the entire handling process on
the ground, preferably someone who is familiar with the treatment of animals.
Exposure to environmental changes: Extreme temperatures may affect animals. Though most of them are
capable of standing moderate climatic variations, it is recommended to protect animals from cold, rain and
sun. Keep the exposure time as short as possible, when unavoidable. It is also necessary to handle the cages
with care and to comply with the specific handling instructions of the shipper.
Fresh air:
Transit stations shall provide fresh air to animals, preferably using an air-conditioned unit. The duration
depends on the outside temperature.
Food and water:
Stations of dispatch shall provide adequate supplies of water and food for the duration of the flight. The
handling of animals for air transportation in cages must comply with the regulations laid down in the “IATA
Live Animals Regulations”.
9. Standard Instructions for Handling:
Animals shall be protected from noise, fumes, drafts, direct sunlight and bad weather conditions:
Ÿ Cages shall be stowed in such a way that there is enough distance to other load to guarantee a
sufficient oxygen supply.
Ÿ Cages shall not be loaded directly in front of air outlets or in direct contact with compartment walls.
Ÿ When live animal shipments are loaded, the floor of the compartment or ULD shall be protected by
polythene sheets.
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4.3.8 Handling of Special Goods
Ÿ The cages and all other load in the same net section must be secured against movement.
Ÿ Live animals and Dry Ice shall not be loaded in the same hold.
Ÿ Live animals and Toxic/Infectious Substances (RPB/RIS) shall not be loaded in the same bulk
compartment/ULD. If loaded in separate ULD´s, the ULD´s shall not be loaded adjacent to each other.
Ÿ Live animals and Cryogenic Liquids (RCL) shall not be loaded in close proximity (minimum distance
0.5m).
Ÿ Laboratory animals shall not be loaded in close proximity to other animals. Live animals, which are
natural enemies, shall not be loaded in the same net section or on the same pallet.
Ÿ Live animals, which emit a strong smell, should not be loaded in the same hold as EAT or baggage.
Ÿ Compartment lights shall be switched off (exception: transportation of live birds).
Ÿ The corresponding compartment door shall be closed as late as possible. At the destination or transit
station, the compartment door shall be opened immediately.
Ÿ The special load info on the NOTOC shall be completed and handed to the cockpit crew.

4.3.9 Handling of Dangerous Goods
Dangerous goods may be carried in the lower deck cargo compartments in accordance with the
regulations.
Ÿ Due to their inherent characteristics, dangerous goods must be handled with greatest care and
caution. The nature and type of handling/stowage requirements are laid down in the IATA Dangerous
Goods Regulations and the instructions must be strictly adhered to:
Ÿ Handling and loading (into an aircraft cargo compartment or a ULD) shall only be performed under
the direct supervision of the staff who have received appropriate training in the application of the
handling procedures contained in the IATA Dangerous Goods Regulations.
Ÿ All loading staff will wear protective gloves and other safety equipment depending on the nature
and type of dangerous goods being handled.
Ÿ Dangerous goods must not be carried in the passenger cabin or filght deck together with passengers
or crew members. Prior to loading, the outer packaging of dangerous goods shall be inspected to
determine that it has no holes, leakages or other indication that the integrity of the package has been
compromised and for radioactive material, that any package seal is not broken. Under no
circumstances shall dangerous goods be loaded into an aircraft whenever damage is noticed or
suspected.
Ÿ On unloading the aircraft, the outer packaging of dangerous goods and if carried in ULDs, the areas
where the ULD was stowed shall be inspected for evidence of leakage or contamination and if any such
evidence is noticed, same should be brought to the attention of the maintenance department for
necessary spill cleaning/management.
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4.3.9 Handling of Dangerous Goods
Ÿ The aircraft in which spill, leakage or contamination is detected shall not be deployed for operation of
flight unless such spill have been duly cleaned.
Ÿ Packages containing dangerous goods shall always be handled with care so as to avoid any damage. In
particular, throwing, bumping and dropping such packages should never occur.
Ÿ Packages with special handling instructions (labels or imprints, e.g. “This Side Up” or arrows to
indicate the proper orientation of the package, etc.) must be handled in accordance with such
markings and secured in a manner which will prevent any movement which would change the
orientation of the package during warehousing and porting.
Ÿ The Pilot-in-command shall be notified in writing prior to departure that dangerous goods are on
board. For this purpose, the completed form “Special Load Notification to Captain” (NOTOC) shall be
used. When no dangerous goods are loaded on an aircraft, the Pilot-in-command shall be notified in
writing prior to the departure that no dangerous goods are on board, by means of a special load
Notification to Captain ( NOTOC) clearly indicating “NIL DG
Ÿ A change in load and/or in loading position at a transit station shall be recorded in the Loading
Instruction/Report and in the Notification to Captain. Some dangerous goods require more than one
hazard label. For segregation purposes, only the primary hazard must be observed.

4.3.10 Standard Procedure for Loading
Maximum stowing density:
Ÿ The maximum stowing densities of small mammals (dogs, cats), whether carried as AVI or AVIH, in
bulk compartments can be found in the customer airline manual.
Loading precautions
Ÿ The loading of animals must be planned in such a way that no offloading at an intermediate station is
required. Ensure that the AVI is lashed and secured for flight.
Mixed loading
Ÿ In some cases the mixed loading of live animals with other commodities is restricted. Refer to DG
segregation chart.
Documenting live animals/ animal attendants.
Live Animals must be reported on:
LIR(In case the temperature and/or ventilation cannot be set by the cockpit crew, this requirement
must be mentioned on the LIR).
Ÿ LDM
Ÿ CPM
Ÿ NOTOC:
(a) Code “AVI” + species + quantity must be mentioned in the box “Other Special Load”.
(b) The temperature and/or ventilation requirement must be mentioned in the SI-field.
Ÿ Crew information
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4.3.11 Valuable Cargo - VAL
Valuable Cargo (VAL) are items with declared value of 65000 Indian Rupee (or equivalent and would be
airline specific) or more per kilogram (gold, bank notes, jewellery etc.). Valuable cargo needs special
handling procedures for security reasons.
The captain shall be informed about the valuable cargo verbally and in the special load info on the NOTOC.
The special load code “VAL” for valuable.
Standard Handling of Valuable Cargo
The cargo handling department along with airline security staff are responsible to check and control the
handling of valuable cargo on the ramp:
Ÿ Until loading into the aircraft.
Ÿ After offloading from the aircraft.
The load controller or ramp agent is responsible:
Ÿ To inform the cargo handling department about the planned loading position according to the loading
instruction.
Ÿ To inform the captain also verbally about the loading of the valuable cargo (in addition to the special
load information and the load sheet) and it is loading position.

4.3.12 Heavy and Big Pieces – HEA/BIG
HEA: A single piece of cargo, weighing between 150 kg and 300 kg to be loaded in a bulk compartment.
Packages over 300 kg may not be accepted for loading in a bulk compartment without prior approval from
the customer airline.
BIG: A single piece of cargo which has to be loaded on an aircraft pallet, exceeding the standard pallet load
limits.
Acceptance of HEA:
Ÿ As standard HEA's up to 300 kg may be accepted, if their dimensions stay within the maximum
package sizes. In order to avoid incidents, it is essential that HEA characteristics are exchanged
between all departments concerned.
Ÿ For obtaining permission to accept HEA/BIG: It is advised to obtain written approval from the
customer airlines before the acceptance of HEA or BIG, this will be done by the cargo department. The
ramp personnel must ensure that a copy of theapproval is kept on file as record.
Standard Handling of HEA:
In certain circumstances flight safety requires the use of:
Ÿ Wood for load spreading , floor contact area.
Ÿ Tie-down material.
Ÿ General rule.
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4.3.12 Heavy and Big Pieces – HEA/BIG
Secure heavy pieces so that they cannot move during take-off, flight or landing. Follow the safety
instructions to handle HEA; if a cargo piece is:
Ÿ not marked with an HEA label but is recognised as a heavy piece due to other weight indications on the
package
Ÿ too heavy to handle with adequate manpower
Preferred method of Loading:
Ÿ Load and secure heavy pieces on pallets.
Ÿ Load heavy pieces into the containers.
Ÿ Load heavy pieces very carefully to avoid damages to the container or to the load.
Ÿ Observe the general rule - the HEA must not move during take-off, flight or landing.
Ÿ Load the HEA horizontally with as much floor contact as possible.
Ÿ Lash the HEA in the container, if the container is not filled up to 40 cm(about 16”) below the container
roof.
Ÿ Do not load heavy pieces into horse containers.
Ÿ Ensure the loading of HEAs into refrigerating containers RAP, RKN.
Bulk compartments
Check with airline if there is a weight limit for heavy pieces at the destination:
Ÿ Observe the minimum pre-advice time for heavy pieces if any.
Ÿ Heavy pieces must be loaded in a way that there is no risk of damage to the aircraft.
Ÿ Heavy pieces (HEA) in bulk compartments must be always lashed.
Note:
Ÿ As load planning department: check the load ability into the planned aircraft type and at departure
and destination station; issue special permission and loading instructions.
Ÿ Pieces that must be loaded over more than one ULD loading position are defined as oversized cargo
(BIG).

4.3.13 Loading of Aircraft Engines
There are two different methods for the transport of aircraft engines:
Ÿ Interior transport in the cargo compartments of the aircraft (Loaded in the cargo hold).
Ÿ Exterior transport by attaching the engine to the wing structure.
The cargo handling department is responsible to position aircraft engines with correct pallet build-up and
ready for loading at the aircraft. The cargo handling department may only accept shipments, if the shipper
provides a fully completed and signed shipper's declaration for aircraft engines.
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4.3.13 Loading of Aircraft Engines
The Ramp Agent is responsible to check the following:
Ÿ Make sure that a copy of the completed and signed shipper's declaration for aircraft engines is
attached to the ULD tag.
Ÿ Do not load aircraft engines, if the Shipper's Declaration for Aircraft Engines
Ÿ Is missing
Ÿ Is not filled out completely
Ÿ Is not signed
Ÿ If the correct securing of the engine on the pallet is obviously doubtful; make sure that the securing is
checked by qualified personnel for example, an Engineer.

4.3.14 Departure Baggage Handling
1.Objective
Ÿ Sort and load check-in baggage correctly and ensure that they are dispatched punctually to
the departing flight/aircraft.
2.Departure Workflow

Fig 4.1.14 (a) Flowchart of Departure Workflow
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4.3.14 Departure Baggage Handling
3. Calibration of Scales
Correct weight of the baggage plays an important role in the load and trim of the aircraft. It is the
responsibility of the check-in staff to ensure that the correct weight is recorded in the Departure Control
System (DCS) and on the coupon during manual check-in. However, it is the responsibility of the baggage
personnel to ensure that count of baggage loaded in the Unit Load Device (ULD)/ Trollies is accurate.
The maintenance of the weighing scales at the check-in counters are looked after by the airport operator.
4. Workflow and Precision Timings for Departure Handling
Ÿ Staff will prepare sufficient trolleys/ containers according to container build up given by load control.
Ÿ The serviceability of the containers/ trolleys must be checked prior to use.
Ÿ Containers must be properly labelled with destination, flight number, date and remarks on class or
content.
Ÿ Staff will retrieve bags from the carousel and sort out the bags by flight, destination and class, as
indicated on the baggage tags. These bags will then be loaded into the correct trolleys/ containers
after reconciling using hand held scanners and recording the third portion stickers or writing the
baggage tag numbers onto the bingo cards.
Ÿ Crew baggage must be reconciled and loaded into the correct trolleys/ containers.
Ÿ Containers must be locked and the parking bay of the flight must be confirmed before the containers
are dispatched progressively to aircraft site along with delivery slips for aircraft loading.
5. Guidelines for Departure Handling
Ÿ Fragile items and bags containing liquid must be loaded on the top of the container or sent as loose
bags for bulk-hold loading.
Ÿ All loaded containers are to be sealed with the concerned airline’s stickers before they are dispatched
to the aircraft.
Ÿ Bags belonging to airlines found damaged or opened at the departure area must be repacked and
security should be informed accordingly.
Ÿ The damaged or opened bag will be cling wrapped in the presence of security personnel. This will then
be sealed with a brown tape before it is sent to the aircraft site for passenger's identification before
being uplifted onto the flight in the presence of security staff.
Ÿ Information on bags that are mishandled must be sent immediately to the Lost and Found
Department staff for tracing and forwarding.
Ÿ All containers positioned at carousel, waiting for bags to be loaded, must be kept opened at all times.
This is to ensure the visibility of the contents in the container at BMA and thus prevent unnecessary
short shipment.
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4.3.15 Procedure to Handle Baggage (Threat Scenario)
In addition to the normal handling of arrival and departure baggage, the following points are to be adhered
to in an event of increased threat perception:
Ÿ Enhancing supervision by allocating more security staff in baggage make up and break up area.
Ÿ Sharing updates and sensitising staff on aviation security during shift briefings.
Ÿ Focusing on X-ray screening of transfer baggage.
Ÿ Coordinating closely with Security Agencies

4.3.16 Guidelines for Departure Mails/Couriers
Ÿ Identify and reconcile all mails and couriers.

Ÿ Ensure that the mails/couriers received from a station for further transfer to other station must be Xray screened before forwarding.
Ÿ Ensure that sensitive or high worth mails/couriers are sent in security containers and escorted at all
points.

Fig 4.1.16 (a) Images of Mails and couriers
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4.3.17 Loading Gestures
Back injuries and problems are common for ramp personnel. Causes include improper lifting techniques,
poor posture, lack of fitness, fatigue, stress, not stretching before lifting and lifting excessive loads.
Follow these guidelines for manual handling and lifting:
Ÿ Test the object's weight before lifting; ask help if it is too heavy.
Ÿ Place your feet in a comfortable, balanced position before lifting.
Ÿ Bend your knees and if possible, hold the load with both hands.
Ÿ Keep your back straight. Lift the load gradually by straightening your legs. Let your thighs, not your
lower back, do the work. Keep your arms and elbows close to your body.
Ÿ Do not twist your body to change direction.
Ÿ Carry the load close to your body and watch where you are going.
Ÿ Use the same techniques in reverse when lowering the load.

Fig 4.1.17 (a) Wrong Posture of Lifting Heavy Objects

Fig 4.1.17 (b) Right Posture of Lifting Heavy Objects
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4.3.18 Departures Loading
Ÿ Ensure that the aircraft is properly secured with wheel chocks and safety cones
Ÿ In case the arriving aircraft has been accepted by another ramp agent or if the aircraft has been
standing on ground unattended for a longer period of time for example the following tasks have to be
performed for departure during a night stop.
Ÿ Ensure that the aircraft is properly secured with wheel chocks and safety cones.
Ÿ Ensure that all necessary ground equipment is available and are in serviceable condition.
Ÿ Load the aircraft as per Loading Instruction Report (LIR).
Ÿ Ensure the cargo compartments are checked: for damage, missing restraints, loose equipment or
other items not belonging there before loading.
Ÿ Report all damages, missing/ unserviceable restraints or foreign objects to the duty manager/ airlines
representative immediately.
Ÿ Deliver the briefing package to the cockpit and advise AZFW and EZFW.
Ÿ Ensure to double check the outbound dead-load with ULD numbers against the LIR, properly
completed ULD or trolley tags, properly closed pallet nets or container doors, damaged ULDs and
inspection of dangerous goods.
Ÿ Ensure that shipments with a label saying “Cargo Aircraft Only” are not loaded onto a passenger
aircraft.
Ÿ Check the loading instructions for incompatibilities of special loads, loading sequence and ground
stability of the aircraft.
Ÿ Ensure no damage is caused to dangerous goods packages or containers containing the same during
loading and unloading.
Ÿ Maximum loads of loading positions, net sections, compartments/ holds in accordance to the airline
manuals.

Loading and Unloading of an Aircraft Load

Go through the video
link:https://aviationlearnings.com/how-cargo-is-loaded-and-unloaded-from-an-airplane/
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Exercise
Briefly answer the following questions.
1. What is wet cargo ?

2. Explain about loading gestures to avoid back pain at workplace.

Tips

!

Ÿ Get to know more about the cargo doors on the aircraft.
Ÿ Get to know more about loading gestures..
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Sector Skill Council

Unit 5.1: Reviewing Prestart Inspection Checklist
Unit 5.2: Recording of Inspection Findings
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Key Learning Outcomes
At the end of this module, you will be able to:
Ÿ identify all the parts of high lift truck.
Ÿ identify the appropriate pre-start inspection checklist.
Ÿ perform the pre-start inspection as per the checklist.
Ÿ identify any defects and determine if the same can impact the operations.
Ÿ ensure that all the findings against the pre-start inspection checklist are duly filled.
Ÿ record any additional defects found beyond the pre-start inspection checklist.
Ÿ file the duly filled form in the manner as defined by the organisation or regulatory policies and
procedures.
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Unit 5.1: Reviewing Prestart Inspection Checklist

Unit Objectives
At the end of this unit, you will be able to:
Ÿ identify all the parts of high lift truck.
Ÿ identify the appropriate pre-start inspection checklist
Ÿ perform the pre-start inspection as per the checklist.
Ÿ identify any defects and determine if the same can impact the operations.

5.1.1 Parts of the Truck
One aspect of a daily management system is the pre-start checklist. Before a high lift truck is moved or goes
into service for the day, the operator must complete a thorough inspection known as a pre-start inspection.
The purpose of the pre-start checklist is:
Ÿ To stop and make think – is this equipment safe to use?
Ÿ To identify small problems before they become big ones.
Ÿ To uncover the defects that might cause damage to the equipment if it is started.
Pre-start check is a process that ensures the machines/vehicles are operational before use. The operator
can demonstrate the management of machinery to a quality standard on a regular basis by the staff and
prevent issues before they arise.
The purpose of an inspection is to identify whether work equipment can be operated, adjusted and
maintained safely – with any deterioration detected and remedied before it results in a health and safety
risk.
The high lift truck used in the apron must undergo pre-start inspection routinely and the Airline High Lift
Truck Operator has to maintain the respective documents on a regular basis.
Different types of high lift trucks used in the airport are given below:
1. Flight Catering High Lift
2. Passenger Step Ladder
3. Maintenance Man Lift
4. Toilet Service Unit
5. Baggage Conveyor
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5.1.1 Parts of the Truck
Catering truck high loader or food loader truck is a type of high-lift
truck, specially customised to lift around 5 tonnes of catering loads
into the aircraft.

5.1.1 (a) Flight Catering High Lift

These high-lift trucks are equipped with staircases to facilitate the
passenger movement into or out of the aircraft.

5.1.1 (b) Passenger Step Ladder

This is a type of scissor lift truck used for maintenance work on various
types of aircraft. It is also highly suitable as an undercarriage for a
catering container.

5.1.1 (c) Maintenance Man Lift

This is a type of high-lift truck, much efficient for aircraft lavatories and
also used for handling the waste when the aircraft is on the ground.

5.1.1 (d) Toilet Service Unit

This truck is used to load the baggage into the aircraft, equipped with
conveyors in the form of roller track or conveyor belt loader, which is
available in towable as well as mobile versions.

5.1.1 (e) Baggage Conveyor
Table 5.1.1 (a) Different types of High lift Trucks used in Airport
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5.1.1 Parts of the Truck

Fig 5.1.1 (f) Outside Parts of High Lift Truck

Fig 5.1.1 (g) Different Parts Inside the Cabin of High Lift Truck
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5.1.1 Parts of the Truck
A high lift truck has following different parts A high lift truck has following different parts
inside the cabin:
outside the cabin:
Ÿ Steering Wheel

Ÿ
Ÿ
Ÿ
Ÿ
Ÿ
Ÿ
Ÿ
Ÿ
Ÿ

Ÿ Gear Selector
Ÿ Left Indicator
Ÿ Right Indicator
Ÿ Brake Pedal
Ÿ Gas Pedal
Ÿ Parking Brake
Ÿ Emergency Lift Switch

Hand rails
Rotating beacon
Rear view mirror
Stabiliser
Stabiliser controls
Antiskid step
Perimeter marker
Platform spacer
Lift control panel

Instrument and Controls:

Fig 5.1.1 (h) Different Instruments and Controls Inside the Cabin of High Lift Truck
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5.1.1 Parts of the Truck
1. Steering wheel
2. Direction switches
3. Parking brake lever
4. Emergency disconnect switch
5. Adjusting lever
6. Brake pedal
7. Accelerator
8. Key switch
9. Turning signal switch
10. Lifting lever
11. Tilting lever
12. Meter panel
13. Horn button
Meter Panel:
A

B

C
D

E

F
G
Fig 5.1.1 (i) Meter Panel

A. Battery warning: The figure 5.1.1 (e) shows different levels of the battery; from a full-state on the left to
20% on the right. When the battery level decreases to 20%, the whole battery indicator bar will start
blinking. This indicates an urgent requirement to stop the work and charge immediately.

Fig 5.1.1 (j) Indication of Battery Status in a Meter Gauge

Notice: Charging in time is very important; as it affects the lift-span of the battery.
B. Mode indication: The figure 5.1.1 (k) shows different modes of S, P, E and SPE; from left to right.
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5.1.1 Parts of the Truck

Mode

Mode

Mode

Mode

Fig 5.1.1 (k) Representation of Different S, P, E and E Modes in the Meter Pannel

Ÿ Mode S is a super mode; therefore, the truck acceleration/deceleration rate, max climbing gradient
etc., are much higher in this mode. This mode is applied while transporting goods in a short time or
climbing an inclined slope. However, this mode is used only during emergencies, because it costs more
energy.
Note: All kinds of index are lower than the Mode S.
Ÿ Mode P is power mode. It is applied in case of long-distance transportation and if higher power/speed
is needed.
Ÿ Mode E is economical mode. All the parameters are optimised. Working in this mode saves power;
therefore it is applied for a long time work after charging and it is suggested to work in this mode in
normal work-time.
Ÿ Mode SPE is safe mode. Therefore the maximum vehicle speed is limited to about 7km/h. It is applied
while working in a busy storage and cabinet room.
Note: Mode E is the default mode, every time after power cutting the work mode resets to mode E
irrespective of its mode before power cut. However, the switch key still remains in its previous mode.
Mode
Fig 5.1.1 (l) Mode Switch Button

The mode can be switched through the mode switch button (G) among the mode of S, P, E, SPE, as the above
diagram shows.
A. Parking brake indicator lamp: The lamp will be bright, while using the parking brake.
B. State indicator lamp: This lamp will be bright and blinks, when there is something wrong with the
operation/electrical controller or if the battery is in low power.
C. Error code display area: Display the error code of the electrical controller.
D. Error code display area: Displays error code of electrical controller.
Notice: “Travel” is the error code of tow electrical controller; “HYD” is the error code of the pump
controller. “Travel OK” means it works without error.
F. Work-time accumulate timer: When the truck key switch turns ON, the left hour timer will start to time.
The minimum resolution is 10% of an hour; the other two hour timers are not used.
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5.1.2 Prestart Inspection Checklist
A vehicle that is in need of repair, defective or in any way unsafe should be removed from service. The
problem should be recorded on a log and reported to a supervisor immediately. This section discusses preoperational and operational inspections that operators should perform to ensure safe operation of the high
lift truck.
Ÿ General condition and cleanliness.
Ÿ Floor - clear of objects that could cause an accident.
Ÿ Overhead - no obstructions---interfering with safe high lift truck usage.
Ÿ Nearby objects to avoid as you drive away.
Ÿ Fire extinguisher - present and charged.
Ÿ Engine oil level, fuel level, radiator water level (LPG, gas and diesel forklifts).
Ÿ Battery - fully charged; no exposed wires; plug connections not loose, worn or dirty; vent caps not
clogged; electrolyte levels in cells is adequate; secured in place by hold-downs or brackets.
Ÿ Bolts, nuts, guards, chains or hydraulic hose reels not damaged, missing or loose.
Ÿ Wheels and tires - check for wear, damage, and air pressure, if pneumatic tires.
Ÿ Forks - forks not bent; no cracks present; positioning latches in good working condition; carriage teeth
not broken, chipped or worn.
Ÿ Chain anchor pins - not worn, loose or bent.
Ÿ Fluid leaks - no damp spots or drips.
Ÿ Hoses - held securely; not loose, crimped, worn or rubbing.
Ÿ Horn - working and loud enough to be heard in working environment; other warning devices
operational.
Ÿ Seatbelt and/or operator restraint device (if equipped) - belts and restraints work properly; no visible
wear or damage; anchors, buckles, etc., function properly.
Ÿ Overhead guard - no damaged areas.
Before starting the vehicle, conduct a pre-operational (or pre-start) inspection that checks a variety of
items, including but not limited to:
Pre-start operational checks
Ÿ Foot Brake - pedal holds, unit stops smoothly.
Ÿ Parking Brake - holds against slight acceleration.
Ÿ Lift Mechanism - operates smoothly (check by raising forks to max height then lowering forks).
Ÿ Tilt Mechanism - moves smoothly (check by tilting mast all the way forward and backward).
Ÿ Deadman Seat Brake - holds when operator rises from seat.
Ÿ Clutch and Gearshift - shifts smoothly with no jumping or jerking.
Ÿ Dash Control Panel - all lights and gauges are operational.
Ÿ Steering - moves smoothly.
Ÿ Cylinders and Hoses - not leaking after above checks.
Ÿ Listen for any unusual sounds or noises.
Ÿ Lights - headlights and warning lights are operational. Report any problems in daily check to the
supervisor immediately.
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5.1.2 Prestart Inspection Checklist
Before Starting the High Lift Truck
Before operating any high lift truck it is necessary to perform pre-operational checks to identify damage,
prevent accidents and to ensure the high lift truck is safe to use. At a workplace, there are chances that
multiple employees use single high lift truck, so it is important to familiarise with the new high lift truck to
ensure that it is ready for operations since the last use.
Ÿ Visual checks
Ÿ Tyres (check for wear, splitting and pressures)
Ÿ Condition of the lights and lenses
Ÿ Condition of the gauges
Ÿ Obvious signs of damage to the body and overhead guards
Ÿ Obvious signs of damage to the mast, lifting assembly and attachments
Ÿ High lift truck tynes and backrest for cracks and fractures
Ÿ Hydraulic hose, unions, cylinders for leaks or damage
Ÿ Underneath the high lift truck for fuel or oil leaks
Ÿ LPG bottle for leaks and security
Ÿ Battery connections
Ÿ Security of the fitting of attachments
Ÿ Thickness and condition of the tires
Before starting the vehicle, conduct a pre-operational (or pre-start) inspection that checks a variety of
items, including but not limited to:
Check of Liquid Levels:
Ÿ Hydraulic fluid
Ÿ Brake fluid
Ÿ Engine oil coolant
Ÿ Battery
Ÿ Fuel
Some important points operator needs to take extra care with are:
Ÿ Checking the data plate for capacities (safe working load)
Ÿ Load centre
Ÿ Mast full height (MFH)
After Starting the High Lift Truck
After completing the initial check (before starting the high lift truck) It is essential to go through a few safety
tests when initially starting the high lift truck to find out the faults and problems before putting the high lift
truck to use.
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5.1.2 Prestart Inspection Checklist

Fig 5.1.2 (a) Operator Observing the Conditions of Truck before Operation

Ensure you check:
Ÿ Handbrake
Ÿ Transmission – forward and reverse positive movement
Ÿ Brakes and inching pedal
Ÿ Full range of steering movement
Ÿ Lift control, tilt control and side shift if fitted
Ÿ Additional devices are fitted
Ÿ Horn, flashing lights, headlamps, indicator, reversing lights and beeper
Ÿ Instruments are working correctly
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5.1.3 High Lift Truck Operations Maintenance
Safety and Operational Checks:

Engine Off Checks
Leaks – Fuel, Hydraulic Oil, Engine Oil or Radiator Coolant
Tires – Condition and Pressure
Forks, Top Clip Retaining Pin and Heel – Check Condition
Load Backrest – Securely Attached
Hydraulic Hoses, Mast Chains, Cables and Stops – Check Visually
Overhead Guard – Attached
Finger Guards – Attached
Propane Tank (LP Gas Truck) – Rust Corrosion, Damage
Safety Warnings – Attached (Refer to Parts Manual for Location)
Battery – Check Water/Electrolyte Level and Charge
All Engine Belts – Check Visually
Hydraulic Fluid Level – Check Level
Engine Oil Level – Dipstick
Transmission Fluid Level – Dipstick

OK Maintenance

Engine Air Cleaner – Squeeze Rubber Dirt Trap or Check the
Restriction Alarm (if equipped)
Fuel Sedimentor (Diesel)
Radiator Coolant – Check Level
Operator's Manual – In Container
Nameplate – Attached and Information Matches Model, Serial
Number and Attachments
Seat Belt – Functioning Smoothly
Hood Latch – Adjusted and Securely Fastened
Brake Fluid – Check Level
Table 5.1.3 (a) Safety and Operational Checks

Employee Safety:
Ÿ Only the lift truck operator is allowed to operate the lift truck. Other employees shall not be permitted
to ride on the side or back, stand on a pallet being transported or to stand on the forks.
Ÿ Operators shall use the operator restraint (seatbelt, harness, etc.) provided by the manufacturer at all
times while operating the lift truck.
Ÿ All personnel shall keep their arms, hands, legs or feet clear of areas between the uprights of the mast,
outside the running lines of the lift truck, from moving parts and within the confines of the overhead
guard supports or lift cage/ platform.
Ÿ No person shall be allowed to stand or pass under the elevated portion of any lift truck, whether
loaded or empty.
Ÿ Lift trucks shall not be driven up to anyone standing in front of a bench or other fixed object.
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5.1.3 High Lift Truck Operations Maintenance
Ÿ No operator shall engage in any activity involving the use of hands other than those required to
operate the vehicle. This includes, but is not limited to eating, drinking, smoking, reading, etc.
Ÿ No operator shall wear radio headsets, carry or listen to audio devices such as radios and tape players,
wear headsets or use cell phones or portable radios except that equipment issued by the Department
for safety or communication.
Travelling:
Operators are responsible for the safe operation of the lift truck. Stunt driving and horseplay shall not be
permitted. Operators will adhere to the following while travelling with a lift truck:
Ÿ Ensure that there is always sufficient clearance under the doorways and overhead installations such
as lights, pipes, sprinkler systems, fire alarm systems, etc.
Ÿ Operate the lift truck at a speed that will permit it to be brought to a stop safely.
Ÿ Reduce the speed while negotiating turns. Start the turn by turning the steering wheel in a smooth,
sweeping motion. Avoid sudden moves that can cause objects to fall off the load or make the truck tip
over.
Ÿ Avoid holes, bumps, wet spots, obstacles, quick starts and stops.
Ÿ Always yield to ambulances, fire trucks or other vehicles in emergency situations.
Ÿ Always yield to pedestrians. Stay to the right except in areas where someone could step out in the line
of travel such as doors, racks, bins or intersections.
Ÿ Do not pass pedestrians in congested areas.
Ÿ Blow the horn before overtaking pedestrians or when coming upon them from the rear.
Ÿ Do not pass the trucks travelling in the same direction, from their blind spots or other dangerous
locations.
Ÿ Slow down and blow the horn at cross aisles and other locations where vision is obstructed.
Ÿ Scan from side-to-side while looking in the direction of travel. Travel with the load trailing whenever
the load obstructs the operator's view.
Ÿ Cross railroad tracks and other obstacles diagonally whenever possible.
Ÿ Ascend and descend the grades slowly. When ascending or descending grades are more than 10 %,
loaded trucks shall be driven with the load upgrade. When empty, grades should be taken with the
load engaging it means (forks) downgrade. On all grades the load and load engaging means it should
be kept straight or slightly tilted back and raised only as far as necessary to clear the road surface.
Ÿ Never turn on a slope which is greater than 10 % inclination.
Ÿ Cross dock boards and bridge plates slowly and never exceed their rated capacity.
Ÿ Avoid running over loose objects on the roadway surface. Stop and pick the objects up.
Ÿ Never travel side by side and always keep three truck lengths apart when following other lift trucks.
Ÿ Keep the load low while travelling.
Ÿ Beware of rear end swing steering. Always maintain an appropriate distance to clear the objects.
Ÿ Always stay well clear from the edges of loading docks, ramps and other elevated surfaces or drop-offs.
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5.1.3 High Lift Truck Operations Maintenance
Loading:
Ÿ Only loads within the rated capacity of the truck shall be lifted. Load capacity shall be adjusted for long
or high (multi-tiered) loads. Only stable and safely arranged loads shall be lifted. The lift truck operator
shall take steps to stabilise unstable loads through the use of shrink-wrapping, banding or other
means. Extreme caution shall be exercised when handling off-centre loads that cannot be centred.
Ÿ The forks shall be placed under the load as far as possible; the mast shall be maintained straight up or
tilted slightly backwards to stabilise the load.
Ÿ Extreme care shall be used when tilting the load forward or backwards, particularly when high tiering.
Ÿ Tilting the mast forward with the load-engaging means elevation is prohibited except to pick up a load.
Ÿ An elevated load shall not be tilted forward except when the load is in a deposit position over a rack or
stack.
Ÿ While stacking or tiering, only a safe backward tilt to stabilise the load shall be used.
Ÿ Never attempt to carry a load on just one fork as with a sling or other carrying device.
Maintenance of Lift Trucks:
Ÿ The operator shall conduct a complete lift truck safety inspection before its operation (at least daily or
before each shift). If two or more operators share the lift truck during a shift, the department will
appoint an operator inspect that shift.
Ÿ The operator will use the Lift Truck Safety Inspection Form or similar form to conduct the safety
inspection. Inspection forms shall be kept on file for 30 days and are subject to review by OESO.
Documentation of repairs made to the lift truck shall be maintained with the lift truck's Preventive
Maintenance (PM) records.
Ÿ Deficiencies or any mechanical defect that would prevent the safe operation of the lift truck will be
corrected or repaired immediately by authorised personnel or the lift truck will be removed from
service, parked and lock-out/tag-out procedures initiated until such repairs are completed.
Ÿ Preventive Maintenance shall be performed as recommended by the manufacturer.
Ÿ No repairs shall be made to lift the trucks in locations where flammable gases, flammable vapours or
combustible dust are present.
Ÿ Repairs to the fuel and ignition systems that involve fire hazards shall be conducted only in locations
designated for such repairs.
Ÿ All lift trucks shall be kept in a clean condition, free of lint, excess oil and grease.
Ÿ Non-combustible agents should be used for cleaning the trucks. Solvents with a low flash point (below
100 F) shall not be used.
Ÿ The battery shall be disconnected before repairs to the electrical system.
Ÿ All parts of any lift truck requiring replacement shall be replaced only by parts equivalent as to safety
with those used in the original design.
Ÿ Lift trucks shall not be altered because the relative positions of the various parts are different from
what they were when originally received from the manufacturer; neither altered either by the
addition of extra parts not provided by the manufacturer nor by the elimination of any parts.
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5.1.4 Defects in High Lift Trucks
The high-lift box truck is designed for transporting employees and supplies to support the cabin cleaning,
servicing and catering operation. This truck is used to service aircraft using the elevated service doors. The
truck has a lift kit which raises the entire box end of the truck to the aircraft doors. The employee enters the
aircraft from an extendable platform which is designed for transporting the supplies. Some trucks are
equipped with stabilisers which are installed on the front and rear of the lift to provide additional stability
when the body is elevated.
These trucks are unique to the industry and are designed to help employees load/unload supplies from an
aircraft. Some hazards are encountered while operating a high lift/box truck in the aviation industry. All of
these hazards have the potential of injuring the employees.
Hazards associated with the High-Lift Truck:
1. Fall hazard
2. Crush hazard
3. Blind spots/visibility
4. Lighting
5. Truck height
6. Turning radius
7. Items not secured on shelves
8. Truck alignment to aircraft
9. Severe weather
10. Unexpected truck movement
11. Equipment failure
12. Exposure to hydraulic fluids/leaks
13. Hazard mitigation
In order to help mitigate hazards, the employer should ensure completion of job safety analysis to identify
the potential hazards related to each task. Document the procedures that address the specific hazards,
without fail.
Airline High Lift Truck Operator should cover the following to reduce the risk of hazards associated with the
high lift truck.
1. Inspection
Ÿ Inspect vehicles at the beginning of each shift
Ÿ Report all unsafe conditions to designated personnel
Ÿ Remove from service if unsafe for use.
2. Stocking/Stacking
Ÿ Proper lifting/carrying techniques; establish three points of contact
Ÿ Heavier items stored waist height or below
Ÿ Secure supplies
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5.1.4 Defects in High Lift Trucks
3. Positioning
Ÿ Use a guide person when approaching the aircraft
Ÿ Educate guide person on proper techniques
Ÿ Perform brake checks
4. Chocking
Ÿ Types of chocks
Ÿ Who chocks
Ÿ Which tires
Ÿ Position chock(s) against the tire
5. Operating Platform
Ÿ Ensure stabilisers are deployed
Ÿ Ensure adequate clearance before the platform is raised or lowered
6. Use of Safety Devices (Handrails)
Ÿ Ensure handrails are in place before opening the aircraft door
7. Truck Operation
Ÿ How to conduct a pre-operational inspection
Ÿ Powered Industrial Truck training is provided
In addition to having procedures that address these hazards, the employer should ensure that the audits
and safety observations are performed and all the procedures are adequate and being followed.
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Unit 5.2: Record of Inspection Findings

Unit Objectives
At the end of this unit, you will be able to:
Ÿ ensure that all the findings against the pre-start inspection checklist are duly filled.
Ÿ record any additional defects found beyond the pre-start inspection checklist.
Ÿ file the duly filled form in a manner as defined by the organisation.

5.2.1 Record Maintenance in Prestart Inspection
The purpose of records management is part of an management broader function of governance, risk
management, and compliance and is primarily concerned with managing the evidence of the activities as
well as the reduction or mitigation of risk associated with it.
While maintaining the records the following are the 3 tips for conducting pre-start inspection
1) Conducting a visual check

Fig 5.2.1 (a) Visual check on air in the tire

Ÿ An organisation requires that all high lift trucks be examined at least daily before they are used to
ensure that they are in a safe operating condition. If high lift trucks are used on a round-the-clock
basis, then they must be examined after each shift.
Ÿ When conducting a high lift truck inspection, the operator should first perform a pre-start visual check
with the engine OFF.
Ÿ A vehicle in need of repair, defective or in any way unsafe, should not be driven and should be taken
out of service immediately. Any problems should be recorded and reported to a supervisor. It is
important to let operators know that they will not be able to use the high lift truck until it is fully
repaired.
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5.2.1 Record Maintenance in Prestart Inspection
2) Performing an operating inspection

Fig 5.2.1 (b) Operational Inspection on Steering

Ÿ Once the visual check is completed, operators should conduct an operational inspection while the
engine is running.
Ÿ Evaluate the accelerator linkage, inch control if equipped, breaks, and steering.Check if the steering is
hard to turn or loose? If so, that should be noted.
Ÿ It is equally important to test the drive control, tilt control, both forward and back, and the hoist and
lowering control. Do not forget checks on the horn, lights and back-up alarm if equipped
3) Execute and document these inspections frequently
Ÿ Recording the findings using an inspection checklist is a good idea because it can provide evidence to
an inspector that high lift trucks are being inspected as required. This will be critical in the event an
incident occurs while the high lift truck is in operation.
Ÿ Because high lift truck inspections are required daily, it is also important to know how to carry out
such inspections. If an operator is unaware of a condition that would require a high lift truck to be put
out of service, the consequences could be disastrous. Proper training can ensure operators know
what to look for while conducting a high lift truck inspection.
Record maintenance:
Record and report any defects in accordance with the vehicle defect reporting systems. Remember:
Ÿ Any safety-critical items must be repaired or the high lift truck must be taken out of service.
Ÿ Records of all checks, repairs and services should be kept for the high lift truck.
Ÿ Analysis of the records may highlight a pattern or history of recurring defects or poor maintenance
repair standards.
There are different types of records to be maintained in the high lift truck pre-start inspection and
maintenance process.
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5.2.1 Record Maintenance in Prestart Inspection
Each record that is maintained in pre-start inspection has to provide the information as shown:
1. Vehicle and operator information
2. Equipment maintenance report
3. Equipment/vehicle pre-start checklist
This record will give the details of operator, vehicle description, operator license number, mileage and the
date of inspection.

Operator Name

Vehicle Description

License
Number

Date of
inspection

Mileage
(km’s)

Day 1

Day 2

Day 3

Day 4

Day 5

(D/M/Y)
Table 5.2.1 (c) Record on Vehicle and Operator Information

The equipment maintenance report will give the information such as name of equipment, manufacture,
serial number, date of maintenance and inspection.
This report also contains the detail of the person who conducts the inspection.

Table 5.2.1 (d) Equipment Maintenance Report
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5.2.1 Record Maintenance in Prestart Inspection
Equipment/vehicle Prestart Checklist
Company

Machine Make/Model

Unit #

Date/Time

Mileage

Fluid Levels
Motor Oil
Radiator
Power Steering
Windshield Washer

Rear End
Brake Fluid
Greasing Required

Air Filter
Oil Change Required?
Oil Filter Changed?

Horn & Switches
Windshield Defrost
Beam Indicator
Fire Extinguisher
First Aid Kit
Survival Kit
Acc. Pedal and Air Throttle
Compressed Air

Steering Power Assist
Windshield
Instrument Lamps
Hazard Warning Kit/Flares
Air Pressure Gauge
Cellular Phone
Booster Cable
Steering Column Security

Clearance Lamps
Stop Lamps
Hazard Lamps
TDG Placards
Paint
Headache Rack or Chain
Reservoirs/Brackets/Straps

Identification Lamps
Turn Signal Lamps
Reflex Reflectors
Fenders/Mud Flaps
Air Lines
Body & Doors
Bumpers & Cabs

Air Compressor Belt
Fuel Pump and System
Fan & Belt
Windshield Washer Pump
Windshield Wash Container

Air Compressor
Battery & Wiring
Carburetor
Distributor

Sprocket
Shock Absorbers
Oil Pan
Drag Link
Tie Rod
Frame Rails

Springs
Muffler
Pittman Arm
Differential
Suspension
Axles

Chock Block
Brake Drum Condition
Brake Lines & Hoses
Tire Pressure
Vacuum System, Reserve
Pump Operator
Tire Wear
Spare Tire

Road Clearance
Brake Lining Thickness
Brake Failure Indicator
Park Brake
Emergency Brake
Brake Operation
Jack
Chains

Driver's Compartment
Sun Visors
Windshield Wipers
Side Windows
Pedal Pads
Seats & Seatbelts
Speedometer
Compressor Buildups
Air Leakage

Body Exterior
Head Lamp Operation/Aim
Tail Lamps
Marker Lamps
Trailer Hitch
Trailer Cord
Tire Pressure
Glad Hands & Air Systems

Under The Hood
Hood
Power Steering System
Air Filter
Cooling System
Exhaust System

Undercarriage
Pin & Bushing Wear
Link Wear
Roller Wear
Idler Wear
Track Wear
Roller Guards

Brake, Tires, and Wheels
Brake Components
Spring Caging Bolts
Disc Brakes
Reservoirs and Valves
Wheel Bearings
Proportioning Valve
Brake Camshafts & Travel
Tire Iron
Rating Legend:

NA - Not Applicable
M - Passed but maintenance required

P - Passed in good working condition
R - Rejected, repair necessary before returning to service
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5.2.1 Record Maintenance in Prestart Inspection
Note: Continuation of Equipment/vehicle Prestart Checklist
¨ Equipment Passed

¯ Equipment Not Passed

Work Required

Assigned To

Completion (Date/Time)

1.

1.

1.

2.

2.

2.

Repairman Signature:

Supervisor's Signature:

Table 5.2.1 (e) Equipment/vehicle Prestart Checklist

5.2.2 Escalation and its Procedure
Escalation Procedure:
An escalation plan is a set of procedures set in place to deal with potential problems in a variety of contexts.
In a call centre, for example, an escalation plan specifies measures to be implemented when unexpected
strain or an increased level of stress is placed upon the centre. This stress can be in the form of a disaster or
increased call volume. The escalation plan is put into effect once a certain threshold is hit, such as when the
queue hits an unacceptable level.
While designing an escalation plan, it should include:
Ÿ Call volume management, which involves switching (either manual or computer controlled) to
channel calls efficiently.
Ÿ Stage management, which is used to avoid escalating a crisis from a disruption to a full-blown
emergency.
Ÿ Test management, which tactically evaluates all levels of the escalation plan.
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5.2.2 Escalation and its Procedure
Procedure:

Receiving

Incident is reported

Validating

Incident verified as valid for the help desk to address

Logging

Ticket entered into an incident application

Screening

Determine symptoms

Prioritising

Determine importance of incident

Assigning

Handle or escalate

Escalating

Referring to higher level tier

Resolving
Closing

Fig 5.2.2 (a) Flowchart for Escalation Procedure
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Problem resolced
Logging resolution and
changing ticket status

Airline High Lift Truck Operator

Exercise
Briefly answer the following questions.
1. What is a pre-start checklist ?

2. What is purpose of pre-start checklist ?

3. Explain the different modes in meter panel.

4. Explain the different modes in meter panel.

153

Participant Handbook

154

6. Operating a Vehicle
Airside
AASSC
Aerospace & Aviation
Sector Skill Council

Unit 6.1 – General Rules – Operating a Vehicle Airside
Unit 6.2 – Aircraft Stand Markings
Unit 6.3 – Driving Inside Aircraft Parking Stand
Unit 6.4 – Adverse Weather Conditions
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Key Learning Outcomes
At the end of this module, you will be able to:
Ÿ summarise the general rules to be followed while operating vehicle airside.
Ÿ prepare the vehicle for airside use.
Ÿ manoeuvre the vehicle airside.
Ÿ identify different types of aircraft stand markings.
Ÿ maintain procedures and practices which contribute to the safety of airside traffic and apron
operations.
Ÿ comply with airside accident, hazard and emergency procedures.
Ÿ discuss the effect of adverse weather conditions.
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UNIT 6.1: General Rules – Operating a Vehicle Airside
Unit Objectives
At the end of this unit, you will be able to:
Ÿ perform pre-operational checks.
Ÿ discuss driving on airside roadways.
Ÿ describe the vehicle parking airside.
Ÿ explain the speed of airside.
Ÿ explain what is right of way of an aircraft.
Ÿ describe the airside roadways.

6.1.1 Pre-operational Checks
The driver shall perform checks to ensure that the vehicle is in roadworthy condition prior to
commencement of operations. Damaged, faulty or unserviceable vehicle should not be used and it should
be flagged at the first instance to driver's reporting officer.
Plan Airside Safety
Ÿ Understand statutory requirements, best industry practices and organisational requirements.
Ÿ Identify safety objectives.
Ÿ Establish emergency plans and business continuity/recovery plans.
Ÿ Confirm airside procedures documented and up to date for all activities.
Ÿ Check if all risk assessments are complete.
Do Airside Safety
Ÿ Provide initial training and testing.
Ÿ Ensure competencies and review training processes are in place.
Ÿ Ensure if infrastructure and equipment checks are being carried out.
Ÿ Discuss safety during staff meetings and consultation processes.
Ÿ Check if all accidents, incidents and occurrences are reported.
Ÿ Investigate all accidents, incidents and occurrences and proceed with trend analysis.
Ÿ Ensure that insufficiency reporting process is in place.
Ÿ Ensure that behaviourial reporting is in place.
Ÿ Ensure that appropriate records are kept.
Ÿ Comply with all rules, regulations, policies, Standard Operating Procedures(SPOs) and other
requirements.
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6.1.1 Pre-operational Checks
Check Airside Safety
Ÿ Ensure senior management regularly audits or inspects all airside areas.
Ÿ Audit trainers and trainees including any third parties.
Ÿ Confirm different levels of checks that take place at all airside areas.
Ÿ Validate risk assessments.
Ÿ Identify deficiency trends and accident, incident and occurrence trends.
Ÿ Measure safety performance.
Review Airside Safety
Ÿ Identify causes of accidents, incidents and occurrences.
Ÿ Ensure preventive actions are taken and documented.
Ÿ Share safety information with the airside community.
Ÿ Work with others to identify and understand best industry practises.
Ÿ Understand the regulator's future requirements in the right time.
Ÿ Establish future safety objectives.

6.1.2 Driving on Airside Roadways
Vehicle Operating Procedure:
The following is the procedure for operating a vehicle:
Ÿ No person shall operate a vehicle airside without a valid driver's license.
Ÿ No person shall operate a vehicle airside while prohibited from operating a vehicle.
Ÿ No person shall operate a vehicle airside who does not hold a restricted air radio operator's permit.
Ÿ No person shall operate a vehicle in a manner that is dangerous to aircraft, equipment, persons or

vehicles.

Ÿ Aircraft always have the right-of-way. Before entering an airport movement area, the vehicle operator

shall always check and ensure that aircraft is not approaching or departing.

Ÿ Unless required for airport operational purposes, all persons must remain on the apron.
Ÿ Every person operating a vehicle airside, shall yield the right-of-way to pedestrians being escorted

between aircraft and the terminal building.

Ÿ Every operator of a vehicle in an airside area shall yield the right-of-way to an emergency vehicle with

warning devices operating.

Ÿ Every operator of a vehicle in an airside area, other than an emergency vehicle with warning devices

shall yield the right-of-way.
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6.1.2 Driving on Airside Roadways
Ÿ Every operator of a vehicle in an airside area, other than an emergency vehicle with warning devices
operating, shall yield the right-of-way.
Ÿ All vehicles operating airside must be registered as required by law.
Ÿ Headlights roust be turned on whenever a vehicle is operating in the manoeuvring area.
Ÿ Every operator of a vehicle involved in an accident in the airside area of an airport shall report the
accident immediately to the airport manager/designate.
Ÿ Operators and vehicles will remain clear of the scene of an accident or aircraft carrying distinguished
visitors unless authorised by the airport manager/designate.
Ÿ Smoking is not permitted on the airside. This prohibition applies to persons both inside and outside
vehicles and equipment.
Ÿ No person shall park a vehicle where parking is prohibited.
Ÿ No person shall park a vehicle in any area of an airport not intended for the use of vehicles without the
permission of the airport manager,
Ÿ Vehicles on the manoeuvring area must be operated by persons who have read, understood and
signed airside access procedure.
Ÿ Vehicle operators shall remain at a safe distance from areas affected by jet blast or propwash of
manoeuvring aircraft and shall not pass in front of or closely behind the aircraft with engines running.
Ÿ No person shall operate a vehicle with a speed exceeding 20Km/h.
Ÿ Every operator of a vehicle on an apron shall have acknowledge and shall obey all instructions
received from airport manager/designate.
Ÿ All vehicles must be equipped with operational headlamps, tail lamps and parking lamps.
Ÿ Headlamps, non-flashing tail and parking lamps must be operated during darkness and reduced
visibility and may be left on as required while engaged in service co-parked aircraft.
Ÿ Equipment and vehicles shall not be parked or left unattended without the permission of the airport
manager.
Ÿ No person shall throw any glass, nails, tacks, scraps of metal chemical substance or other material that
may damage any aircraft or vehicle on a road, apron or manoeuvring area at an airport.
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6.1.3 Vehicle Parking Airside
The following actions shall be taken by the vehicle operator if a vehicle breaks down on the apron or on an
uncontrolled taxiway:
Ÿ The regional airport manager shall be notified, during working hours.
Ÿ The airports division duty manager shall be notified after working hours.
Ÿ The vehicle operator shall make arrangements for the immediate removal of vehicle from the
movement area.
Ÿ Vehicle repairs shall not be carried out on any movement areas, except for emergency repairs
required to remove the vehicle from the movement area. All maintenance activities shall take place
on the owner’s leased property.

6.1.4 Speed
The driver of vehicle shall follow speed limits, indicated by road signs and markings strictly.
The speed limit to be observed near an aircraft or aircraft stand:
Ÿ Within the aircraft stand

5km/h

Ÿ Within the Baggage Handling Area

10km/h

Ÿ On roadways within 15m of aircraft stand

15km/h

Ÿ On roadways more than 15m away from aircraft stand

20km/h

Fig 6.1.4 Speed Limit

6.1.5 Right of Way
Aircraft is always given the right of way, followed by an emergency vehicle, for instance, when police and an
ambulance is attending to an emergency.

Fig 6.1.5 (a) Aircraft Taxiing

Fig 6.1.5 (b) Aircraft on Tow or Push Back
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6.1.6 Airside Roadways
1. Primary Roadways:
Located in front of the aircraft parking stands, these roadways are meant for movement of vehicle and
equipment. The speed limit on these roadways that are within 15m of aircraft stand is 30km/h.
Driver shall not use the aircraft stand near the primary roadway as a short cut or to over-take other
vehicles.
Driver using roadways in front of the Baggage Handling Areas shall give way to tractors towing baggage
containers/trolley (ULD) into and out of the Baggage Handling Areas (BHA).

Fig 6.1.6 (a) Airside Roadways

2. Secondary Roadways:
The roadway is painted in broken white lines and is located behind aircraft parking stands. The speed
limit is 30km/h as the secondary roadway is within 15m from aircraft stand.
Driver shall not use the secondary roadway as a short cut or to over-take. Only vehicles exceeding the
height limit along the primary roadway shall be allowed to use the secondary roadway.

Fig 6.1.6 (b) Secondary Roadways

6. Perimeter Roadways:
Perimeter roadway is located near the fences surrounding the aerodrome boundary. The speed limit is 50
km/h to 20km/h.

Fig 6.1.6 (c) Perimeter Roadways
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6.1.6 Airside Roadways
4. Roadways Crossing Taxiways:
In airside, there are roadways that cross taxiway. When using these roadways, driver is to look out and
give way to aircraft at all times.

Fig 6.1.6 (d) Roadways Crossing Taxiways

The “Give Way to Aircraft” sign painted on the roadway warns driver of taxiway crossing ahead and
potential aircraft movement. Driver is to stop at the “STOP” marking and visually check that the area is clear
of aircraft movement before moving onto the crossing.
If there are light signals at the roadway crossing, driver shall check the signals, that it is clear to proceed
before moving. Notwithstanding this, the light signals provide supplementary warning. Driver is still
required to visually check that the area is clear of aircraft movement before moving.
To prevent obstruction to aircraft movement, driver is not allowed to stop on any part of the crossing.

Fig 6.1.6 (e) Roadways Crossing Taxiways

5. Tunnel Roadways:
The speed limit in the tunnel roadway is 50km/h. However, driver must exercise caution and be prepared
to reduce speed as they exit the tunnel roadway and approach primary roadway within 15m of an aircraft
stand.

Fig 6.1.6 (f) Tunnel Speed Limit
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6.1.6 Airside Roadways
Driver shall obey with the following rules:
Ÿ Waiting or parking in the tunnel is prohibited.
Ÿ Tunnel roadways cannot be used when the red light on the gantry is activated.
Ÿ The height limit of the tunnel roadways is 4.5m.
Ÿ The vehicles listed below are not allowed in the tunnel roadways.

Fig 6.1.6 (g) Tow-tugs and Heavy Tractors weighing above 45 tonnes

Fig 6.1.6 (h) Joint Container Pallet Loaders (JCPL) Main Deck Loaders

Fig 6.1.6 (i) Tankers and Bowsers carrying flammable liquid having a flash point of 61 Celsius

Fig 6.1.6 (j) Vehicle transporting radio-active, chemical and explosive items
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UNIT 6.2: Aircraft Stand Markings
Unit Objectives
At the end of this unit, you will be able to:
Ÿ

explain the different layout of aircraft parking stand.

Ÿ

explain the layout of overlapping ERA, ERA, ESA and equipment parking area.

Ÿ

identify the markings of no parking area.

Ÿ

identify markings used for pedestrian crossing.

6.2.1 Layout Aircraft Parking Stand
Driver shall park the vehicle in the designated parking areas:
1
2
3

4

9
8

7

10

5
6

Fig 6.2.1 Layout of Aircraft Parking Stand

7. Fuel Hydrant Pit

1. Primary Roadway
2. Holding Strip

8. Passenger Loading Bridge Safety Zone

3. No Parking Area

9. Equipment Parking Area (EPA)
10. Equipment Restraint Area (ERA)

4. Equipment Staging Area (ESA)
5. Apron Boundary Line (ABL)
6. Secondary Roadway
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6.2.2 Layout of Overlapping ERA
Overlapping ERA is the area where the ERA of 2 stands overlap.
Driver shall not park vehicle or equipment in this area prior to the arrival of aircraft or after the departure of
aircraft.

Fig 6.2.2 Overlapping ERA

6.2.3 Equipment Restraint Area [ERA]

Fig 6.2.3 Equipment Restraint Area

The ERA of an aircraft stand demarcates the area to be kept clear for the safe movement of an aircraft in and
out of the aircraft stand. Drivers are not allowed to park or position any vehicle or ground servicing
equipment within the ERA at all times, unless they are servicing an aircraft after its arrival or prior to
departure.
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6.2.4 Equipment Staging Area [ESA]
The ESA of an aircraft stand is demarcated by a continuous white line outlining the area where ground
handling equipment or vehicles for the servicing of an aircraft are positioned at least 20 minutes before the
arrival of the aircraft. All vehicles must be lined up in an orderly manner at all times.

Fig 6.2.4 Equipment Staging Area

6.2.5 Equipment Parking Area
The EPA is demarcated by a continuous white line and is reserved (via lease) for parking of vehicle (which
includes ground handling equipment).

Fig 6.2.5 Equipment Parking Area

6.2.6 No Parking Area
This area shall be kept clear at all times as it provides the manoeuvring space for tow-tug driver to position
and connect the tow-tug to the aircraft nose wheel when preparing for aircraft pushback.
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6.2.6 No Parking Area

Fig 6.2.6 No Parking Area

6.2.7 Strip, Pedestrian Crossing
Holding Strips:
The holding strip is located between the primary roadway and the aircraft stand. Driver is only allowed to
park on the holding strip of the aircraft stand. Driver is allowed to park on the holding strip for not more
than 20 minutes before the arrival of the aircraft.

Fig 6.2.7 (a) Holding Strips

Pedestrian Crossing:
Driver shall look out for pedestrian crossing signs and slow down when approaching the crossing. Driver
shall stop at the crossing and give way to pedestrian.

Fig 6.2.7 (b) Pedestrians Crossing
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UNIT 6.3: Driving Inside Aircraft Parking Stand
Unit Objectives
At the end of this unit, you will be able to:
Ÿ explain about the general driving conduct.
Ÿ describe about the incident reporting.
Ÿ get a clarity on giving way to aircraft.
Ÿ explain about the airside lights, markings and signs.
Ÿ define safety distance from an aircraft and its importance.
Ÿ perform vehicle refuelling and towing of an aircraft.

6.3.1 General Driving Conduct
Do's and Don'ts:
1. Valid Driving License:
Driver shall carry his Airside Driving Permit (ADP) and show it upon request by authorised personnel.

Fig 6.3.1 (a) Valid Driving license

2. Alcohol and Drugs:
No person under the influence of alcohol, medicine or drugs shall operate a vehicle in the airside.

Fig 6.3.1 (b) No Alcohol and Drugs

3. No Eating or Drinking:
No person shall consume any form of food or drinks within the airside.
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6.3.1 General Driving Conduct

Fig 6.3.1 (c) No Eating and Driving

4. No Smoking:
Smoking is strictly prohibited in the airside. Violators will be referred to Airport Operator.

Fig 6.3.1 (d) No Smoking

5. Use of Communication Devices:
Use of mobile phone while driving except with the aid of hands-free device in the airside is strictly
prohibited.

Fig 6.3.1 (e) No Mobile Phone

6.3.2 Incident Reporting
1. Vehicle Breakdown
Reporting:
Driver should immediately inform airside management centre if their vehicle has stalled on the taxiway
or aircraft parking stand.
Removal:
The driver should contact the company maintenance section to repair or tow the vehicle away as soon as
possible.
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6.3.2 Incident Reporting

Fig 6.3.2 (a) Vehicle Breakdown (Reporting)

Fig 6.3.2 (b) Vehicle Breakdown (Removal)

Prevent obstruction to airside traffic:
Ÿ

Driver should try to move the vehicle to the side of the road

Ÿ

Driver should switch on the hazard lights and place a breakdown sign behind the vehicle as a warning
to other drivers

Ÿ

Driver tshould not leave the vehicle unattented

2. Vehicle Accident
Reporting: In the event of an accident in the airside, the driver involved should report it immediately to
the airside management centre.
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6.3.2 Incident Reporting
Injuries: If there are any injuries, the driver should immediately call the medical emergency hotline for
assistance.

Toll Free - 1800110402

Toll Free - 1800110402

Fig 6.3.2 (c) Vehicle Accidents

Note: The above given toll free number is a general number for Airport Authority of India, for further detail
please speak to customer care.
3. Remain at scene of accident:
Personal involved in the accident shall remain at the scene until an authorised personnel arrives to
handle the situation.

Fig 6.3.2 (d) Accidents Scene

4. Preservation of Accident Scene:
No vehicle or equipment involved in an accident should be removed until permission is granted by an
APD officer or authorised personnel on-site.
Vehicle involved in the accident may be moved as far as necessary to extricate any person or animal
involved.
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6.3.2 Incident Reporting

Fig 6.3.2 (e) Vehicle Removal from Accident scene

6.3.3 Giving Way to Aircraft
Driver's vehicle shall give way to taxiing aircraft or an aircraft on tow or pushback.
To identify an aircraft ready for pushback at the aircraft stand, driver is to look out for the following signs:
Ÿ Aircraft anti-collision light is switched on.
Ÿ PLB retracted.
Ÿ All GSE removed from aircraft.
Ÿ Safety cones are removed.
Ÿ Tow tug attached to aircraft.
Ÿ There is “Give way to Aircraft” sign painted on the ground to the driver.

Fig 6.3.3 (a) Giving Way Aircraft

Driver shall stop, move into the edge of the nearest available aircraft stand and wait until the aircraft has
completed pushback from the stand and break off from tow tug before proceeding.

Fig 6.3.3 (b) Aircraft Marking
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6.3.4 Airside Lights, Markings and Signs
Airfield Edge Lights:
While driving on the airfield, the vehicle operator will encounter various lights.
Every vehicle operator must know the meaning of these lights to avoid entering areas where they are not
permitted.
1. Blue Lights: Blue lights are used along the edge of aprons and taxiways.

Fig 6.3.4 (a) Blue Lights

2. White Lights: White lights are used along the edges of runways.

Fig 6.3.4 (b) White Lights

6. Amber Lights: Amber lights are used at the intersection of aprons and taxiways.

Fig 6.3.4 (c) Amber Lights

4. Guard Lights: A light system intended to caution pilots or vehicle drivers that they are about
to enter an active runway. These are sometimes referred to as "Wig Wags."
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6.3.4 Airside Lights, Markings and Signs

Fig 6.3.4 (d) Guard Lights

5. Aerodrome Beacon: The aerodrome beacon is a large rotating white light mounted on top of the control
tower. It is provided for visual identification of the airport by aircraft and vehicles on the airfield.

Fig 6.3.4 (e) Aerodrome Beacon

6.3.5 Signs
Mandatory Signage: These signs have white letter/numbers on a red background and are similar to the
highway signage. They are located 15 m to 20 m away from the edge of the manoeuvring surface.
Mandatory signage includes the following:
Ÿ Runway Designator signs.
Ÿ Category I, Category II, Category III or Category II/III Holding position signs.
Ÿ No Entry sign.
At no time should a vehicle operator (permit holder) violate any mandatory signage. If done, must turn
around and proceed back to the Airport Apron.

Fig 6.3.5 (a) Runway Designator

Fig 6.3.5 (b) Holding Position
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6.3.5 Signs
Information Signage : It is a signage that consists of black letters/numbers on a yellow background except
location signs. Location Signs consist of yellow letters/numbers on a black background. Information
signage includes the following:
1. Directional Signs (Black on Yellow) : Shall have a letter or a letter-number combination message,
identifying the route plus an arrow or arrows appropriately oriented.

Fig 6.3.5 (d) Three Directional Signs Combined with one Location Sign

2. Destination Signs (Black on Yellow) : Shall have a letter, a letter number-combination or a number
message, identifying the destination with an arrow indicating the direction to proceed. They include
information to inbound and outbound aircraft.

Fig 6.3.5 (e) Destination Sign for Common Taxiing Route to Two Runways

Fig 6.3.5 (f) Inbound Destination Sign

3. Location Signs (Yellow on Black) : Shall include the designation of the location; most commonly a taxiway
or other movement area the aircraft or vehicle is on or is entering and shall contain a letter or letter number
combination. It shall not contain arrows.

Fig 6.3.5 (g) Locations Signs
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6.3.5 Signs
4. Airside Service Roads Signs: They are the signs used on aprons and airside service roads, generally the
same signs as those used on territorial roads. All vehicle operators on airside service roads are required to
comply with these signs.

6.3.6 Safety Distance from Aircraft
1. Safety Distances from a Stationary Aircraft being Refuelled:
Communication equipment used during aircraft fuel servicing operations within 3m (10ft) of the fuelling
equipment. The fill or vent points of an aircraft fuel systems shall be intrinsically safe in accordance with
UL913, standard for intrinsically safe apparatus and associated apparatus for use in Class I, II and III Division
1, Hazardous (classified) locations.

Fig 6.3.6 (a) Safety Distances from a Stationary Aircraft being refuelled

2. Safety Distances from a Stationary Aircraft with Engine Running:

Fig 6.3.6 (b) Safety Distances from a Stationary Aircraft with Engine Running

3. Safety Distances from a Taxiing Aircraft:
No driver shall cross the movement area in front of the path of a taxiing aircraft or an aircraft on tow or
pushback. Driver shall remain vigilant to the hazards of jet blasts. A safety distance of 250m behind aircraft
is recommended.
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6.3.6 Safety Distance from Aircraft

Fig 6.3.6 (c) Safety Distances from a Taxiing Aircraft

6.3.7 Vehicle Refuelling and Towing
Refuelling at the apron area is subject to the following conditions:
Ÿ Refuelling can only be carried out at refueling locations declared by the various service providers to
AES.
Ÿ If the vehicle is out of fuel, it shall be towed to the designated locations for refuelling.

Fig 6.3.7 (a) Vehicle Refuelling

Ÿ Spillages shall be cleaned immediately.

Fig 6.3.7 (b) Spillage
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6.3.7 Vehicle Refuelling and Towing

Fig 6.3.8 (a) Baggage Trolleys

Only

Fig 6.3.8 (b) Three Pallet Dollies
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6.3.7 Vehicle Refuelling and Towing

Fig 6.3.8 (c) Without proper two bar

Height Limit Around Airside
The general height limit for airside roadways varies from 3.5m to 4.5m. The driver towing the tall
equipment exceeding 3.5m are to take note of any overhanging building structures and height limit signs
displayed in the airside. Driver has to plan and avoid roads with a height limit lower than that of the
equipment under tow. Driver shall instead use secondary roadways to complete the trip.
Safety During Adverse Weather
In the event of low visibility or inclement weather, these procedures shall be followed:

Fig 6.3.8 (d) Adverse Weather

Vehicle Lighting
Ÿ Driver should slow down to a speed safe for the prevailing conditions. Driver shall switch on the
flashing yellow light on the highest point of the vehicle.
Ÿ Switch on the headlights on low beam at all times.

Fig 6.3.8 (e) Vehicle Lighting
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6.3.7 Vehicle Refuelling and Towing
Category II Instrument Landing System (ILS) Operations:
Ÿ Airport Tower may declare CAT II ILS Operations during prolonged period of low visibility (like haze) to
help aircraft landings.
Ÿ All airside personnel and equipment shall keep cleared of the CAT II ILS Out of Bound Area and ILS
Critical and Sensitive Areas (LSA) upon the declaration.
Ÿ Driver has to turn on the yellow vehicle obstruction lights and headlights at all times. This includes
tow-tractor during towing operations.
Ÿ Non-essential airside activities and vehicular movement shall be minimised.
Ÿ No vehicle shall enter the CAT II ILS out of bound area unless instructed by Airport Tower.

Fig 6.3.8 (f) CAT II ILS Out of Bound Area is Demarcated in Yellow/Pink in the Attached Airport Layout
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UNIT 6.4: Adverse Weather Conditions
Unit Objectives
At the end of this unit, you will be able to:
Ÿ explain the working procedure during bad weather.
Ÿ list various types of weather conditions that affect the safety of an aircraft.
Ÿ outline the do’s and don’ts of operating a vehicle airside.

6.4.1 Strong Winds

Fig 6.4.1 Strong Winds

A number of precautions must be taken to prevent equipment from colliding with an aircraft due to the
wind or to make sure that the structural strength of the aircraft is not exceeded, especially while operation
the door. These recommendations can be adapted according to the wind thresholds defined by the airline
and the airport operators.
The following points should be considered:
Ÿ The aircraft must be chocked more securely. The cabin, hold doors and the service panels must be
handled with care.
Ÿ The proper chocking or braking of vehicles and equipment must be adapted and checked.
Ÿ Non-powered equipment can be secured by attaching it to a properly immobilised towing vehicle.
Ÿ Any equipment with an elevator platform must be fully lowered, because they are particularly
sensitive to wind. Any equipment in contact with the aircraft must be moved out of the ASRA
especially the passenger boarding stairs and passenger boarding bridge.
Ÿ Pushback operation must be halted.
Ÿ De-icing and anti-icing operation must be halted.

181

Participant Handbook

6.4.1 Strong Winds
Ÿ Make sure that the containers are securely closed and locked on the dollies. Empty containers are
more sensitive to wind and demand special attention.
Ÿ Always take care when loading empty containers in high winds.
Ÿ Wind can continually blow new FOD into the ASRA. Therefore, care must be taken throughout the
turnaround and not just before the arrival and the departure of the aircraft.

6.4.2 Storms

Fig 6.4.2 Storms
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6.4.3 Winter Conditions

Fig 6.4.3 Winter Conditions

Following points should be considered:
Ÿ The marshaller must check that the snow and ice on the aircraft stand has been sufficiently removed

before the aircraft arrives, to allow for proper and safe manoeuvres.

Ÿ The marshaller must only allow an aircraft to enter a stand if the conditions allow the handling

operations to be performed in complete safety, both for the aircraft and all the operators. By doing so,
the marshaller engages the liability of the ground handler.

Ÿ Snow and ice should be removed from the vehicles and equipment that service the aircraft, as they

could contaminate the apron. Windscreens must be completely free of snow, ice and mist in order to
guarantee good visibility.

Ÿ Grip may be seriously reduced in certain places, so the speed of the vehicles must be adapted to the

conditions, especially in the vicinity of the aircraft.

Ÿ The operators responsible for the water supply and the lavatory services must make sure that no

liquid is spilt on the ground, because it could freeze.

Ÿ Utmost care must be taken during push back or towing operations on slippery surfaces. It is strongly

advisable to avoid sudden change in direction, acceleration or brake.

Ÿ On slippery surfaces, make sure that engines are not started before the end of the pushback, because

both the tractor and the aircraft might skid.
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6.4.4 Poor Visibility

Fig 6.4.4 Poor Visibility

6.4.5 Do’s and Don’ts of Operating a Vehicle Airside
Sl.No

01

02

03

Do’s

Don’ts

Always drive in the movement area.

Never exceed the speed limit.

If one becomes uncertain of the location
on the airport movement area, STOP and
immediately contact ATC for help.

Never cross a holding position markings
including hold lines for inactive or closed
runways without explicit ATC instructions.

Drive carefully around the aircraft.

One should know airfield markings, signs and
lighting (as outlined in the next section). Be
careful not to hit taxiway edge lights.
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6.4.5 Do’s and Don’ts of Operating a Vehicle Airside
Do’s

Sl.No

04

Don’ts

Extra vigilance is necessary when

Avoid distractions and focus on where other

driving on an airside during construction.

vehicles and/or aircraft are on the airfield,
especially on one’s intended route.

05

A hot spot is a runway safety related problem,
typically at a complex or taxiway and runway
intersections. As a vehicle driver, it is his/her
responsibility to be familiar with these areas
and use extreme caution when driving in or
near them.

Operating a Vehicle Airside

Painted yellow on the taxiway pavement,
Before reaching the solid lines, it is
imperative to STOP and not cross the lines
until one gets clearance from ATC.
Do not drive past this sign or marking
without permission from ATC.

Go through the video link: https://www.youtube.com/watch?v=nULIDidb4Uw
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Exercise
Briefly answer the following questions:
1. Explain briefly about vehicle operating procedure at airside.

2. Explain briefly about driving inside aircraft parking stand.

3. Explain briefly about different adverse weather conditions.

186

Airline
Airline
HighCargo
Lift Truck
Assistant
Operator

Tips

!

Ÿ Get to know more about the vehicle operating at airside.
Ÿ Get to know more about the working procedure during adverse weather conditions.

Notes
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7. Post Operational
Inspection of
Equipment/vehicle
AASSC
Aerospace & Aviation
Sector Skill Council

Unit 7.1: Reviewing Post Operational Inspection Checklist
Unit 7.2: Recording of Inspection Findings
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Key Learning Outcomes
At the end of this module, you will be able to:
Ÿ identify the appropriate post operational inspection checklist.
Ÿ perform the post operational inspection.
Ÿ identify any defects and determine if the same can impact the operations.
Ÿ ensure that all the findings against the post operational inspection checklist are duly filled.
Ÿ record any additional defects found or caused during the operations.
Ÿ file the duly filled form in the manner as defined by the organisation or regulatory policies and
procedures.
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Unit 7.1: Reviewing Post Operational Inspection Checklist

Unit Objectives
At the end of this unit, you will be able to:
Ÿ identify the appropriate post operations inspection checklist.
Ÿ

perform the post operations inspection.

Ÿ identify any defects and determine if the same can impact the operations.

7.1.1 Post Operational Inspection Checklist
During post operational inspection the operator must:
Ÿ Look under the machine to make sure there are no visible leaks or pools of fluid; if there are, the
source must be identified and the leak should be repaired.
Ÿ Inspect the tyres, rims or undercarriage for an accumulation of dirt or debris, excessive wear and any
visible damage; problems in these areas can pose serious safety concerns and diminish the machine's
performance.
Ÿ Check the fluid levels to make sure there is enough engine oil, hydraulic oil, coolant, diesel, Diesel
Exhaust Fluid (DEF) and others, as these are the lifeblood of any piece of heavy equipment; it may
affect the performance and cause a risk of costly damage.
Ÿ Remove any dirt, mud, debris and material anywhere around the radiator and other engine parts and
in the engine compartment; all engine parts need to be able to move, breathe and cool properly, but
an accumulation of any foreign matter can interfere with all of this.
Ÿ Take a look at the air, fuel, oil and other filters, keeping an eye out for damage or leaks; it is costeffective and convenient to replace a defective filter, but sometimes damage can result from
unaddressed filter problems.
Ÿ Check the fan, alternator and other belts, looking for wear, frays or other damage; just like with the
filters, it is much better in terms of machine downtime and cost if belt problems are noticed and
addressed early.
Ÿ Inspect the heavy equipment's greasing points and grease the joints and high-friction areas as needed
to ensure smooth, efficient operations and prevent undue wear and damage; every operator's
manual has details about grease points and frequency.
Ÿ Check hydraulic connections, pressure and the entire coupling structure; do not forget to release
pressure when taking off the attachments.
Ÿ Pay attention to buckets, teeth and other ground tools, making sure there are no breaks or damage;
problems here can significantly impede productivity, as well as fuel efficiency, safety and leading to
structural wear and damage.
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7.1.1 Post Operations Inspection Checklist
Ÿ Confirm that the attachment mount-up is connected properly, including a flush and fully engaged
couples and securely connected hydraulic hoses and electrical connections.
Ÿ Take a few minutes to go over the full structure of the machine; search for wear, damage and other
problems.
Ÿ Give the operator's cab a visual inspection and remove anything that does not belong in there.
Ÿ Check the operator controls and indicator, warning lights and make sure lights and safety features like
the backup alarm and rear-view camera are working; take a look at the mirrors and position them for
maximum visibility before operations.

7.1.2 Defect Identification
Lifting Equipment: The lifting operations and lifting equipment require the enforcing authority to be
notified where the examination reveals a defect involving an existing or imminent risk of serious personal
injury. This could be items that have broken or consumable items that have reached (or exceeded) the end
of their life.
Immediate Attention Required: A defect has been identified which requires immediate attention. The
item of equipment should be removed from service until the defect has been rectified. If the legislation
requires a copy of the examination report will have been forwarded to the relevant enforcing authority.
Defects Requiring Attention within a Time Period: A defect has been identified which requires attention
within a specified time. The competent person will assess the rate of deterioration and by using his or her
professional judgement; assess that the item will remain safe to use during the specified period.
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Unit 7.2: Recording of inspection findings

Unit Objectives
At the end of this unit, you will be able to:
Ÿ ensure that all the findings against the post operational inspection checklist are duly filled.
Ÿ record any additional defects found or caused during the operations.
Ÿ file the duly filled form in the manner as defined by the organisation or regulatory policies and
procedures.

7.2.1 Post Operational Inspection Report
The report shall cover at least the following parts and accessories:
Ÿ Service brake including trailer brake connector
Ÿ Parking brake
Ÿ Steering mechanism
Ÿ Lighting device and reflectors
Ÿ Tyres
Ÿ Horn
Ÿ Windshield wiper
Ÿ Rear vision mirrors
Ÿ Coupling device
Ÿ Wheels and rims
Ÿ Emergency equipment
Report Content: The report shall identify the vehicle and list any defect or deficiency discovered by or
reported to the operator which would affect the safety of operation of the vehicle or result in its mechanical
breakdown. If no defect or deficiency is discovered by or reported to the operator, the report shall indicate
the same. If an operator operates more than one vehicle during the day, a report must be prepared for each
vehicle operated.
The driver must sign the report. On two-driver operations, only one driver needs to sign the driver vehicle
inspection report, provided both drivers agree to the defects or deficiencies identified.
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7.2.2: Driver Vehicle Inspection Report
The operator shall maintain the original driver vehicle inspection report, the certification of repairs and the
certification of the driver's review for three months from the date the written report was prepared.
The form requires three signatures:
1. Operator signature when a vehicle is discovered to have a defect.
2. Signature certifying the repairs have been made.
3. Operator acknowledgement that repairs have been made before operation.
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7.2.2: Driver Vehicle Inspection Report

Fig 7.2.2 (a) Driver’s Vehicle Inspection Report

195

Participant Handbook

Exercise
Briefly answer the following questions:
1. Explain briefly about defect identification.

2. List the signatures required in the driver vehicle inspection report.

3. List all the parts that are covered in Post Operation inspection report.
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Notes
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8. Work Effectively in
a Team
AASSC
Aerospace & Aviation
Sector Skill Council

Unit 8.1 – Support the Team
Unit 8.2 – Maintain Personal Presentation
Unit 8.3 – Develop Effective Work Habits
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Key Learning Outcomes
At the end of this module, you will be able to:
Ÿ support the team to work efficiently.
Ÿ maintain personal presentation.
Ÿ develop effective work habits in a workplace.
Ÿ list the essential factors of courteous behaviour at a workplace.
Ÿ summarise the airline personnel decision making process.
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UNIT 8.1: Support the Team
Unit Objectives
At the end of this unit, you will be able to:
Ÿ display courteous and polite behaviour at all times.
Ÿ take opportunities to enhance the level of assistance offered to colleagues.
Ÿ meet all reasonable requests for assistance within the timeframe.
Ÿ complete the allocated task.
Ÿ seek assistance when difficulties arise.
Ÿ use questioning techniques to clarify instructions or responsibilities.
Ÿ identify and display a non-discriminatory attitude in all contacts with customers and other staff

members.

8.1.1 Courteous Behaviour
Essential factors at workplace for courteous behaviour are as follows:
1. Good Communication Skills
Ÿ The Basics: Good communication makes the work environment more productive and pleasant. The

basics learned as children still apply: say please, thank you and you're welcome. Don't raise voice and
don't use offensive language. Address others formally and politely; don't interrupt others when they
are speaking.
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8.1.1 Courteous Behaviour

Fig 8.1.1 (a) Communications

Ÿ Body Language: Respect co-workers by giving them full attention. Face the other person and have an eye

contact. Pay attention to the body language while greeting someone at workspace.

Fig 8.1.1 (b) Body Language

Ÿ Managing Emotions: At times, when the Airline Ramp Executive is upset or dealing with an issue at work,
the best response is to wait, process thoughts and think through words before voicing a complaint or
giving a thought/suggestion. Think before speaking an inappropriate word. When on the receiving end
of constructive feedback, listen to the words and feelings of others.

Fig 8.1.1 (c) Ask for Help
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8.1.1 Courteous Behaviour
Ÿ With your boss: Keep him/her informed so that there are no surprises. Share information about

delays, setbacks, new developments or concerns. In order to do your job more efficiently, don't be
afraid to ask for help.

2. Positive Etiquette at Work Space
Ÿ Time Management: Arrive at work 10 to 15 minutes early. It demonstrates respect for the job and

employer, as well as an eagerness for the job. It also provides an opportunity to interact with coworkers before beginning the day. Also be willing to stay late; this also shows respect and dedication.

Fig 8.1.1 (d) Time Management

Ÿ Show Respect to Co-worker's Time: Being on time or early for meetings and other appointments will
go a long way in fostering workplace harmony. Meet deadlines. Return messages and respond to
requests in a prompt manner. Whenever possible, schedule the absences in advance so that the coworkers can prepare. Show co-workers and customers that they are important.

Fig 8.1.1 (e) Show Respect

Ÿ Pay Attention: One should learn all that can be and anticipate what will be required for oneself. Be a
self-starter. Don't expect boss to regularly tell one to carry out the routine tasks and responsibilities.
Pitch in and help others.

Fig 8.1.1 (f) Pay Attention
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8.1.1 Courteous Behaviour
Ÿ Attitude: Do what is asked to do and choose to be productive. Be willing to do the tasks which no one
likes to do but are crucial for business operations. Leave problems and negative attitudes at home; be
mentally and physically present at work.
Ÿ Smile and Be Energetic: Be respectful to everyone; all roles in the workplace are interconnected.
Kindness, courtesy, friendliness and an acknowledgment to the efforts of others will go a long way
towards creating a positive work environment. These qualities will even bring in a considerable change
in the behaviour of co-workers.

Fig 8.1.1 (g) Energetic

Ÿ Accept Responsibility: Can be defined as taking ownership of one’s behaviour and its consequences. It
is very poor etiquette to pass the blame on a co-worker. Accepting responsibility for our errors shows a
mature confidence and will ultimately invite respect.

Fig 8.1.1 (h) Accept Responsibility

3. Good Behaviour at Work Spaces:
Ÿ Cubicles: In many workplaces employees work in open areas or cubicles. While this structure readily
invites interruptions, be mindful of the personal space and boundaries of co-workers. Don't just barge
in; try to announce yourself with a knock or by saying “excuse me” or “knock-knock”.
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8.1.1 Courteous Behaviour
Furthermore, pause before entering and wait for a response and ask if it's a good time to talk. Don't loiter
outside the cubicle waiting for co-worker to get off the phone.

Fig 8.1.1 (i) Knocking

Ÿ Kitchen: Clean up and don't expect others to do it. Be careful not to burn food in the microwave and
avoid using it to heat up smelly food like fish. Wash and return dishes to their proper place. Mark items
in the refrigerator with name and a date; don't leave old food in there to become a science experience.
Never, ever take someone else's food, unless it is offered.
Ÿ Bathrooms: Clean up after using the restroom, to facilitate the next person's use.
Ÿ Hallways and Elevators: These are perfect places to have positive and friendly interactions with coworkers so, don't isolate by regularly checking your cell phone for messages or wearing music
headphones. Otherwise, it sends an unfriendly message of wanting to be alone.
4. Dress Appropriately:
Ÿ Clothing: While dress codes have relaxed significantly over the years, it is best nonetheless to be
careful in how to dress and wear an appropriate attire for office. What one wear communicates how
he/she sees himself/herself and is also a representation of his/her employer.
A sloppy or slovenly appearance may suggest to his/her co-workers and clients or to the company,
aren't worthy of the respect that comes when one present himself/herself appropriately.
Avoid revealing, low-cut or sexy clothing. Become familiar with employer's dress code and follow it.
Professional dressing generally, causes one to act more professionally.
Ÿ Hygiene: Come to work with clean clothes, clean hair and a clean body. Furthermore, keep the
personal grooming private.
Ÿ Smells: Different smells at work can be distracting or annoying. In the case of allergies, they can even
be dangerous. So avoid perfume, after lotion and enjoy your pungent lunch or snacks in the
lunchroom instead of at your desk. Consider keeping an unscented air freshener handy. If you have a
problem with a co-workers scent, it's okay to address it directly to them.
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8.1.1 Courteous Behaviour
5. Gender Neutral Attitude:
Ÿ Etiquette is Gender Neutral: Back in the day, the rule was that men held doors for women. Now, of
course, the workplace is filled with women and the guidelines about manners have changed. Here are
some general suggestions:
Ÿ Holding a door: The first to arrive holds it for others.
Ÿ Getting off elevators: The person closest to the door exits first.
Ÿ Paying for meals: Whoever invites pays.
Ÿ Greeting someone: Male or female, it's best to stand to greet someone, particularly a higher
level co-worker, customer or client.
Ÿ Helping to carry something: We all appreciate help when overloaded so regardless of gender,
lend a helping hand.
Basic workplace etiquette are as follows:
Ÿ Come to work clean and well dressed.
Ÿ Dress in accordance to employer's dress code.
Ÿ Don't distract others unnecessarily from their work .
Ÿ Speak quietly, that the voice doesn't carry across the work areas of co-workers.
Ÿ Clean after using (like desk, conference room, kitchen, washroom); so that it is ready for use for next coworker.
Ÿ Respect co-worker's property and food.

206

Airline
Airline
HighCargo
Lift Truck
Assistant
Operator

UNIT 8.2: Maintain Personal Presentation
Unit Objectives
At the end of this unit, you will be able to:
Ÿ learn the importance of personal hygiene and grooming at the workplace.
Ÿ identify the rules and regulations your organisation has on personal hygiene and grooming.
Ÿ meet and maintain standards for personal hygiene and grooming.
Ÿ project a positive image by meeting appropriate standards of personal presentation.
Ÿ identify and wear appropriate clothing for the workplace.

8.2.1 Personal Presentation at Workplace
There are three key areas to discuss concerning how one should look - i.e. how to present to customers:
1. Personal Hygiene
2. Dress Code
3. Grooming
1. Personal Hygiene: One personal benefit of good hygiene is having better health. Clean body prevents
illness and infection from bacteria or viruses. For example, the simple act of washing hands regularly is an
effective way to keep germs from spreading. One would be much more likely to get sick if, he/she avoid
washing the hands before eating.

Fig 8.2.1 (a) Personal Presentation at Workplace
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8.2.1 Personal Presentation at Workplace
2. Dress Code:
A work dress code is a set of standards that companies develop to provide employees with guidance about,
what is appropriate to wear at work. Work dress codes range from formal for business to casual in usual
days.
Dressing formally not only reflects ones image but also the organisation he/she represents. One need to
follow a proper dress code at the workplace. An individual just can't afford to be casually dressed for
important business meetings or presentations. An individual who looks presentable is liked and
appreciated by all. Someone who is formally and sensibly dressed does not have to try too hard to impress a
client.

Fig 8.2.1 (b) Dress Code

3. Grooming:
Untidy and inappropriate dressing reflects negative impression on customers about an organisation or a
person.

Fig 8.2.1 (c) Grooming
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8.2.1 Personal Presentation at Workplace
Projecting a positive image by your personal presentation:
What customers think of oneself will be determined at the first impression of an organisation. Customers
will form an opinion initially based on the looks and the behaviour.
To project a 'positive image', take note and attend to the following factors:
Ÿ Personal Hygiene
Ÿ Health and Safety
Ÿ Personal Hygiene:
Paying attention towards presentation, sends a message to the clients that he/she cares about the way
others perceive him/her. It implies that he/she also care about the service, the way it is offered and
performed. Presentable looks helps the clients to have a better opinion on the organisation/personnel.
Example:
Two customers visit a sandwich shop.
The first, Cheryl, is served by a sweaty man with dirt under his fingernails. He doesn't have an apron on and
before he cuts the bread he rubs the knife on the back of his dirty jeans. He scratches inside his ears and
Cheryl is sure that she even sees him pick his nose. The sandwich looks fine but Cheryl feels rather nauseous
as she eats it and puts it in the bin half eaten.
Turn to a partner and discuss, how you would rate Cheryl's customer satisfaction after her visit.
Being clean and fresh contributes to customer satisfaction. If personal hygiene is lacking, customers
won't want to return even if the service was of an acceptable standard.
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8.2.1 Personal Presentation at Workplace
Health and Safety:
In the airline industry, health-related issues become crucial while performing activities such as aircraft
operations, passenger transport, cargo, etc. They deal with matters like duty-time limitation, transmission
of communicable diseases and disinfection.
Employees who deal with food:
Food poisoning (the transmission of disease through food) is always a danger, at a place where food is being
handled, e.g. restaurant kitchens, fisheries, canning factories, etc.
Food handlers have a moral and legal responsibility to keep high standards of personal cleanliness to
ensure that they do not contaminate food. Food handlers should be in good health and must stay away
from work if they have diarrhoea, vomiting, a food-borne infection, skin infections, sores, heavy colds and
ear or eye discharge.
Food handlers should wash their hands regularly and not wipe utensils on the same cloth.
Employees who deal with animals:
Diseases can be transmitted from infected animals while handling or slaughtering. Therefore it is essential
that employees don't have open wounds (which bacteria could infect) and that they don't bite their nails or
eat with hands contaminated by animal fluids.
Employees who deal with dangerous materials:
In workplaces where hazardous or toxic substances (for example, lead) are handled, employees should
cover the cuts and sores, take care to wash thoroughly and not smoke in the workplace to avoid infection.
Aspects of Personal Hygiene:
Looking after body:
It is essential to make sure you keep yourselves as fresh as possible.
Ÿ Bath or shower at least once a day.
Ÿ Ensure to use soap or body gel.
Ÿ Use an underarm deodorant or antiperspirant every morning.
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8.2.1 Concerned Areas of Personal Presentation
Hand and Nail Care:
Ÿ Ensure that hand and nails are clean.
Ÿ Use a hand cream if hands are dry or the skin is cracked.
Ÿ At work, dry the hands on single service roller towels, disposable paper towels or hot air dryers to avoid
picking up an infection.
Nose, Mouth and Teeth:
Ÿ Brushing the teeth every day in the morning helps to avoid bad breathe.
Ÿ Use some mouth fresheners to avoid a bad breathe when necessary.
Ÿ Wash your hands after sneezing or blowing your nose.
Ÿ Use disposable paper tissues rather than handkerchiefs.
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UNIT 8.3: Develop Effective Work Habits
Unit Objectives
At the end of this unit, you will be able to:
Ÿ take a decision on your own for certain operations.
Ÿ learn the effects of harassment at workplace.
Ÿ prioritise your work according to the urgency.

8.3.1 Airline Personal Decision-making Process
To ensure compliance with the law, airline personnel should:
Be Comprehensive: Before taking any action, airline personnel should conduct a comprehensive
evaluation of the facts known at the time, considering the totality of the circumstances. A thorough
evaluation should include whether a passenger's appearance is the determinative factor causing concern.
In other words, airline personnel should ask themselves would it be concerned that his/her behaviour rises
to the level of a potential threat to security or safety.
Ensure Effective Communication: Communicate by actively participating in information exchange with the
passenger, co-workers and other air travellers (if appropriate and applicable) to clarify and confirm the facts
and details involved in the situation.
Follow Airline Protocol and Decision-making Process: In conducting an inquiry, airline personnel should
follow their company's protocol, decision-making processes and relevant government agencies' directives,
to resolve the situation appropriately.
Assess Each Situation Individually: Focus on the specific facts and details to ensure that any basis for taking
action based on perceived suspicious behaviour is reasonable. A passenger's perceived race, colour,
national origin, religion, sex or ancestry alone is not a reasonable basis. All passengers have the right to fly
free from all forms of unlawful discrimination.
Inquire about the Potential Threat: Ensure that the airline's obligation are carried out appropriately.
For example:
Ÿ Speaking to the passenger.
Ÿ Consulting the co-workers about the concern.
Ÿ Adhering to company policies.
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8.3.1 Airline Personal Decision-making Process
Resolve and give remedy to the situation: Airlines should include conflict resolution techniques in their
procedures and protocols, e.g., active listening, self-awareness, validating frustrations, anti-bias and antidiscrimination techniques and honest communication. Airline personnel should employ the suggested
methods and attempt to resolve the situation by taking the appropriate action in compliance with the law
and established airline policy. Explain decision to persons involved, including co-workers and when
applicable to the passenger.
Illustrative Scenarios:
The department understands that complex scenarios may arise quickly and require airline personnel to
respond promptly, sometimes under tight time frames and stressful conditions. These situations may
require additional questioning, screening, searches or requests for support from appropriate authorities
for safety or security reasons. A case study is provided to illustrate possible ways to resolve a situation
effectively while respecting all passengers' rights.
Scenario:
Two men are seated together on-board the aircraft before take-off and are whispering in a foreign
language. One of the men is also holding a book that appears to be written in Arabic. A third passenger
seated nearby overhears their conversation and informs airline personnel that he feels “uncomfortable”
with the two individuals. The third passenger believes they are of Arab or South Asian descent, that they are
speaking in a foreign language, which he thinks is Arabic and holding a book in a foreign language, which he
thinks may be the Quran. The third passenger notifies the flight attendant.
Action:
Airline personnel have an obligation to conduct an objective and comprehensive inquiry considering the
totality of the circumstances before taking action. Crew members should follow airline protocol for these
situations and rely on their training to accomplish an objective inquiry. The pilot, who has ultimate
authority for the safety of the flight, may rely on the cabin crew to make an accurate fact-based assessment
of the situation. A decision is proper if the facts are known before taking any action. Before taking an action,
consider whether these passengers' behavior would concern, but for their appearance, i.e., Will it be
concerned if they did not appear to be of Arab descent, speak in a foreign language or hold a book written in
Arabic that appears to be the Quran? Ask yourself: “If I had observed this exact behavior in non-Arab men
speaking English, would you still be concerned?” If the answer is no and if there is no other information
then it indicates that there is no potential threat.
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8.3.1 Airline Personal Decision-making Process
Removing the passengers from the plane may lead to the discrimination of the passenger on the basis of
their religion or national origin. It is important to ensure that the inquiry is not based on cultural
stereotypes and is focused on first-hand observable behaviours that support a reasonable and rational
evaluation of the facts leading to the security concerns.
In this scenario, it is not permissible to remove the passengers on the basis that they are speaking Arabic,
they appear to be of South Asian descent and are holding a book written in Arabic or another foreign
language or appears to be the Quran. If, the inquiry indicates theat the passenger may pose a risk to the
flight take an appropriate action in compliance with the law and established airline policy. If that results in
removal of a passenger, it is important that the removal to be conducted respectfully and as discretely as
possible. Alternatively, if the passenger in question do not pose a security risk, consider offering to move
the third passenger to another seat or offering to book him on another flight.
Summary:
A passenger's race, colour, national origin, religion, sex or ancestry may not be the determinative factor in
finding that a passenger may present a security or safety risk. Airlines should instead undertake a
comprehensive analysis considering the totality of the circumstances. Airline personnel should take steps
to conduct an objective, fact-based inquiry to ensure that a decision is reasonable and rational. If you
conclude, after a fact-based inquiry, that a passenger may pose a safety or security threat and should be
removed from a flight, it is important that the removal be conducted respectfully and with discretion.
Always consider whether any situation may be resolved in a non-confrontational manner to avoid
escalation. At all times, airline personnel should comply with the law and the airline's applicable policies
and protocols.
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8.3.1 Airline Personnel Decision-making Process
Benefits for Employee in Team Work:
Reduce job
stress level
Increase
Employee
Performance

Customer
satisfication

Increased job
satisfaction

Greater
sense of job
security

BENEFITS TO
EMPLOYEE

Better
Physical and
Mental
Health

Enhanced
control over
Work life
environment
Fig 8.3.1 Benefits of Team Work

8.3.2 Harassment
What is Harassment?
Any conduct based on age, disability, HIV status, domestic circumstances, sex, sexual orientation, gender
reassignment, race, colour, language, religion, political, trade union or other opinion or belief, national or
social origin, association with a minority, property, birth or other status that is unreciprocated or unwanted
and that affects the dignity of men and women at work.
Harassment frequently involves an abuse of power where the targets can experience difficulties in
defending themselves. Harassment at the workplace is any unwelcomed or offensive action, addressed to
a worker or a group of workers that causes difficulty in the performance of an assigned job or causes a
worker to feel that he/she is working in a hostile environment. This can cause risk to the health and safety of
the worker.
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8.3.2 Harassment
Factors of Harassment:
Harassment is classified as a form of discrimination if it is based on one of the prohibited grounds of
discrimination defined in the International Convention or National Legislation.
Harassment may be based on factors such as:
Ÿ Race
Ÿ Gender
Ÿ Culture
Ÿ Age
Ÿ Sexual orientation
Ÿ Religious preference
The basis of harassment can differ from one country to another and from one social context to another.
Types of Harassment:
Harassment may take the form of words, gestures or actions that tend to annoy, alarm, abuse, demean,
intimidate, belittle, humiliate or embarrass a person. There are three forms of harassment:
Ÿ Physical harassment: e.g. (sexual) violence or unwelcomed physical contact such as kissing or
touching.
Ÿ Verbal harassment: e.g. comments, offensive jokes, personal insults, offensive language.
Ÿ Non-verbal/visual harassment: e.g. staring, leering, whistling, threatening behaviour, sexually
suggestive gestures or 'freezing' somebody out.

8.3.3 Sexual Harassment at the Workplace
Definitions:
Sexual harassment is any unwanted verbal or physical conduct or gesture of a sexual nature, request for
sexual favours or other behaviour of a sexual nature that makes the recipient feel humiliated, offended and
intimidated. Sexual harassment also covers situations when such conduct mentioned above is made into a
working requirement and create a hostile or inappropriate working environment. The recipient's reaction
must be reasonable considering the situation and circumstances at hand. In other words, sexual
harassment is:
Ÿ Misuse of sexual behaviour.
Ÿ Request for sexual favours.
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8.3.3 Sexual Harassment at the Workplace
Types of Sexual Harassment:
Sexual harassment are of various types. There are five forms of sexual harassment.
1. Physical harassment includes unwelcomed touching in a sexual manner such as kissing, patting,
pinching, glancing and staring with lust.

Fig 8.3.3 (a) Physical harassment

2. Verbal harassment includes unwelcomed comments about a person's private life, body parts or
appearance, sexually suggestive jokes and comments.

Fig 8.3.3 (b) Verbal Harassment

3. Gestural harassment includes sexually suggestive body language, gestures, repeated winks, licking lips
and gestures with fingers.
4. Written or graphic harassment includes displays of pornographic materials, sexually explicit pictures,
screen savers or poster’s harassment via emails and other modes of electronic communication.
5. Psychological/emotional harassment consists of persistent proposals and unwelcomed requests,
unwanted invitations to go out on dates, insults, taunts and indications of a sexual nature.
What constitutes sexual harassment?
Ÿ When the conduct has the effect of creating an intimidating, hostile or offensive work environment.
Ÿ When such conduct is offensive and unacceptable for the victim (subjective test, based on the
perspective of the recipient).
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8.3.3 Sexual Harassment at the Workplace
Ÿ In a situation when an owner, employer, supervisor, member of management or co-employee
undertakes or attempts to influence the process of employment, other benefit of an employee or job
applicant in exchange for sexual favours.
What does not Constitute Sexual Harassment ?
The decisive factor in classifying certain behavior as sexual harassment is the unwelcomed nature of the
behavior. Besides the 'unwanted' criterion, offensive behavior can also lead to sexual harassment.
Interaction which is based on mutual consent is not sexual harassment. Sexual harassment does not refer to
occasional compliments that are socially and culturally acceptable and appropriate.

8.3.4 Bullying
Workplace Bullying:
Workplace bullying means any behavior that is repeated over time, systematic and directed towards an
employee or a group of employees. A reasonable person, having regard to the circumstances, must expect
such behavior to victimise, humiliate, undermine or threaten and to create a risk to health and safety.

Fig 8.3.4 Bullying

Examples: Use of abusive, insulting or offensive language/behavior or language that frightens, humiliates,
belittles or degrades, including criticism that is delivered through yelling and screaming/teasing or
regularly making someone the brunt of practical jokes/displaying materials that are degrading or
offending/spreading gossip, rumours and indications of a malicious nature.
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8.3.4 Bullying
Minimum requirements for preventing Workplace Harassment:
Workers: In relation to the harassment issue, workers have to prevent all types of harassment by
communicating all company policies on workplace harassment to all workers and by pursuing effective
remedial measures.
Employers: As a minimum, there are two primary actions that all employers should take to prevent and
settle cases of workplace harassment:
1. Develop, endorse and communicate a workplace harassment policy to all employees. The policy should
be disseminated to all employees during recruitment and induction.
2. Take effective and appropriate remedial action if workplace harassment occurs.
3. Employers/management are required to refrain from committing acts of harassment.
4. Employers/management should contribute towards creating and maintaining a work environment that
is free from harassment by regulating standards to eliminate all forms of harassment.

8.3.5 Work Priorities
In order to do the job effectively, planning helps to prioritise the tasks. Planning a day ensures meeting the
goals and the deadlines. It helps to keep in line with what management is expecting. According to Business
Alignment Strategies, prioritising the tasks keeps the performance at higher levels. It also helps to limit the

High urgency
Low urgency

How important is the task?

interruptions and prevent wasting of time.

Acon:

Acon:

Do First

Do Next

Acon:

No Acon:

Do Later

Don’t Do

(If sll necessar y)
High urgency

Low urgency

How urgent is the task?
Fig 8.3.5 Priority Work Matrix
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8.3.5 Work Priorities
Ÿ Create a to-do list of tasks that need to be completed each day. List each job and rank them in its order

of importance. Complete the urgent and most important jobs first and save the tasks that are less
important or not important towards the end. Try not to make the list too long.

Ÿ Carry the least important tasks over to the next day. Some job responsibilities should be saved for when
things are slow. Some examples can include filing papers or talking to coworkers about the clients.
Ÿ Complete important tasks before leaving for the day. For those tasks that require immediate attention
and need to be completed as soon as possible, make sure they are done by day's end. Avoid watching
the clock while working.
Ÿ Stay focused on the task at hand and try to limit interruptions. Avoid checking emails and surfing the
Internet, while working. Do those things in extra time. Remove anything that causes a distraction from
workspace and create an atmosphere that encourages work.
Ÿ Take time to complete each task to the best of your ability. Don’t rush through things, it will end up
making mistakes and cause repetition of the work. Establish professional standards to ensure work has
been completed to the best.
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8.3.6 Do’s and Don’ts
Sl.No

Do’s

Don’ts

1

Arrive early.

Don’t have a personal conversation at your
work place.

2

Network with people outside of your
department. A perk of having a job at a
company you appreciate is meeting other
people with similar interests who share
advice from their past experiences.

Don’t bring your personal emotions into the
office.

3

Be willing to engage a co-worker who asks
for your help. Use the opportunity to
stand out and share your

Don’t be afraid to ask questions, despite how
silly they seem.

4

Be flexible.

Don’t gossip about fellow coworkers or your
boss or office policies with pax.

5

Work on holidays if required.

Don't be nervous to express your opinions, ,
but also don’t overstep your boundaries.

6

Always wear a smile. Having a positive
attitude about being at work will affect
your job performance, significantly.

Don’t assume something is acceptable practice
in either conversations you might have or
actions you might consider taking.

7

Pay attention to your communication.

Don’t stay quiet if there’s a problem especially
sexual harassment and bullying.

8

Respect your colleagues’ time.

Don’t interrupt your colleagues, when they are
talking. But do not simply wait for them to stop
talking, instead make an effort to understand
their point-of-view.
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Exercise
1. How important is the personal hygiene at the workplace?

2. Explain different types of harassment.

3. Explain briefly about preventions of harassment at the workplace.

4. Draw the work priority matrix and explain it briefly.

222

Airline
Airline
HighCargo
Lift Truck
Assistant
Operator

Notes
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11: Annexure
Chapter No.
Chapter - 2
Follow Safety
and Security
Procedure

Page
No.

Unit No.

Topic Name

Unit 2.1 – Safety
Policy and Safety
Management
System

2.1.1_Safety/Security
related Organisations in
Aviation

URL

QR code(s)

a. https://bit.ly/36BSmI7
b. https://bit.ly/3qPo8J9

a

b

Concept of IATA, ICAO & DGCA, AAI: Role,
Memberships and Importance
Sourced by: Vidya-mitra (INFLIBNET Centre,
Gandhinagar, Gujarat.)

2.1.3_Safety
Management System
(SMS)

https://bit.ly/3L4ksuz
Concept of Safety Management System

2.1.11_Dangerous Goods

a. https://bit.ly/3qxMQgQ
b. https://bit.ly/3NegVM6
a

74
Unit 2.2 - Hazards 2.2.2,3_Hazards
and reporting
Identification
& Hazard Reporting

b

Concept of Dangerous Goods and Rules for
Transportation Sourced by: Vidya-mitra
(INFLIBNET Centre, Gandhinagar, Gujarat.)

a.https://bit.ly/3Ju2hxY
b.https://bit.ly/3D2wfXv

Unit 2.3
Workplace
Health and
Safety

a

b

Concept of Hazard Identification and
Reporting

2.3.2_Personal
Protective Equipment

https://bit.ly/37TGAtm
Concept of Personal Protective Equipment

https://bit.ly/3tvXkPA

2.3.3_First Aid

Concept of First Aid

Chapter-9
Unit 9.2 – Digital
Employability
Literacy: A Recap
and
Entrepreneurship
Skills

9.2.1_Computer and
Internet basics

https://bit.ly/3Nk33jk
245
Concept of Computer and Internet basics

9.2.2: MS Office and
Email:
About MS Office

https://bit.ly/36KIXOm
Concept of MS Office and Email: About MS
Office
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