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HANDBOOK CONTROL

DISTRIBUTION

The manual is published and distributed in electronic .pdf format (e-copy) downloadable from the official NCAA
website (www.ncaa.gov.ng) .

The Manual as well as other relevant ICAO and National documents are also made available on the NCAA E-Library Portal
(https:/library.ncaa.gov.ng/main/index-php) where it can be accessed by DAAS Inspectors using their respective
Staff Official Email Address (as the Username) and their registered Password.

HANDBOOK AMENDMENT AND REVISIONS

Responsibility. The Director of Aerodrome & Airspace Standards is responsible for the development, issue and
control of amendments or revisions to this handbook. Chairman of the TGM review committee will be responsible
for insertion of all amendments.

Process. The need for an amendment or revision may become evident when a change occurs in the aviation
industry, national and international regulatory bodies, or in the Nig. CARs or NCAA policies. After the need for an
amendment or revision has been identified; such should be directed to the Director of Aerodrome & Airspace
Standards who then forwards it to the Chairman of the TGM review committee.

Review and Notification. All suggestions submitted will be considered by the Committee. The committee chairman
will acknowledge receipt of each suggestion. Upon the completion of an amendment action, the amendment page
will be forwarded to the Director of Aerodrome & Airspace Standards for endorsement, while in the case of a
revision; the revised copy will be forwarded to the Director General for approval.

Note: Each handbook issued must show the amendment number and the date, as described in the list of effective
pages.

All amendments will be shown in the Record of Amendments.
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RECORD SYSTEM.

The updated record of amendment or revision form will be used to inform all personnel using this handbook of
any changes. Within 10 (ten) days of the receipt of an amended copy, a confirmation will be provided by the
General Manager's to the Committee that the amended page has been replaced.

List of Effective Pages (LEP). The LEP will be used to ensure the handbook is maintained up-to-date. It will be
revised, as needed, whenever the handbook is revised.

Authority to Change this Document. The Director must approve all changes to this handbook and/or its
appendices.
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To be one of the leading Civil Aviation Authorities in the world.
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To provide aviation safety and economic regulation in the most efficient, effective, quality and technology driven
manner to the satisfaction and benefit of all stakeholders, consistent with the highest international standards and
the sustainable development of the industry and national economy.

This Document is approved by:

b

Captain Musa Shuaibu Nuhu
Director General Civil Aviation

fq' jp{lﬁ/ 202/3

Date:...
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PREFACE

The manuals forming the Nigeria Civil Aviation Authority’s Directorate of Aerodrome and Airspace
Standards technical internal document set consist of the following:

i. TGM, volumel - Policy and Procedure Manual
ii.  TGM, volumell - Aerodrome Inspector's Handbook
jii. ~ TGM, volume Ill - Air Navigation Inspector’s Handbook

These guidance materials are produced to provide policy and procedures as well as information
needed by safety inspectors in the Directorate of Aerodrome and Airspace Standards (DAAS) to
perform the tasks as required by the Civil Aviation Act, 2022 as amended and the Nigeria Civil Aviation
Regulations.

These guidance materials are subject to periodic review and improvement as approved by the Director of
Aerodrome & Airspace Standards.

The Director,

Directorate of Aerodrome and Airspace Standards,
Nigeria Civil Aviation Authority,

NAIA Abuja.
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MANUAL CONTROL

1. DISTRIBUTION

This Handbook is issued as a controlled document in accordance with the amendment and revision guidelines in
paragraph 2 and the NCAA Library Procedures Manual.

2. LIST OF EFFECTIVE PAGES (LEP).

The LEP will be used to ensure the manual is maintained up-to-date. It will be revised, as needed, whenever the
manual is revised.

3. AUTHORITY TO CHANGE THIS DOCUMENT.

The Director must approve all changes to this manual and/or its appendices.
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CHAPTER 1

INFORMATION ON THE DEVELOPMENT OF AERODROME AND AIR NAVIGATION STANDARDS
TECHNICAL GUIDANCE MATERIAL

1.1

PURPOSE

This Chapter is issued to provide information on the development of the required technical guidance
material for the implementation of the Civil Aviation Regulations as related to the licensing, certification,
approval, surveillance and audit obligations of the Nigeria Civil Aviation Authority.

1.2  GUIDANCE MATERIAL

1.2.1. The material developed includes Advisory Circulars and Handbooks foraerodrome and air
navigation service specialties.

1.2.2.  Advisory Circulars (ACs) contain information and guidance material to guide the user in the
implementation and continued compliance with the Regulations.

1.2.3. The Handbooks provide mandatory directions, information and procedures to the Authority’s
inspectors and officers in the certification, surveillance, audit and regulation
enforcement duties.

1.2.4. For ease of use, the Handbooks are grouped in three areas, general area also incorporating
the policy and procedures manualand those relating to each specialty (i.e.
aerodromes and air navigation services). The general area cut cross specialties and
provide information of a general nature relating to all.

1.3 FORMATTING OF THE ADVISORY CIRCULARS AND CHAPTERS

1.3.1.  Each Advisory Circular is a stand-alone document.

1.3.2. In as far as possible, an Advisory Circular will be developed in a common standard format that
reflects the following 8 parts:

1.3.3. The Logo which reflects the Authority placed on the left-hand side of the front page.
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1.3.4. The reference number of NCAA Advisory Circular will be in the following format Prefixed by
NCAA- AC as applicable and followed by three digits to identify the particular AC.

a) -GENO000 for General topics (all disciplines)
b) —-ARD000 for Aerodromes.
c) —ANS (unit) 000 for Air Navigation Services.

i. ANS(ATM)000 for Air Traffic Management

i. ANS(PAN)000 for PANS-OPS

ii. ANS(SAR)000 for Search and Rescue

iv. ANS(AIS)000 for Aeronautical Information Services
v. ANS(CHARTS)000 for Aeronautical Charts

vi. ANS(MET)000 for Aeronautical Meteorology

vii. ANS(AET)000 for Aeronautical Telecommunications
1.3.1.3 Date signifies the date of approval by the NCAA.
1314 Purpose covers the intent and the objectives of the Advisory Circular
1.3.15 Reference is given to the relevant regulations and requirements and applicable

forms to be used.

1.3.1.6 Guidance and procedures provide the necessary requirements and information to help
the user comply effectively with regulations.

1.3.1.7 Document is signed by the Director General.

1.3.1.8 Each AC page will have a footer indicating the reference on the left, date in the
middle and page number on the right-hand side.

1.3.1.9 Appendices could be any other information considered necessary to assist in
completing the task satisfactorily.

14 CHECKLISTS

1.4.1  The checklist acts as a guide for the inspectors as it is the main tool for the inspector to
successfully perform an inspection/audit.

1.4.2  Checklists must be prepared based on the understanding of the scope, process performance and
the sequence of process of activities or interaction of the organizations’ process, and not a generic
process

1.4.3  Checklists must be used as a valuable aid, a working document and a record by auditors

1.4.4  Checklists must provide objective evidence that the audit was performed.
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1.4.5 Checklist will be adapted to the process of the organization, and not a generic process.

1.4.6 Based on feedback from auditors, checklists will be updated on a regular basis to ensure they
remain relevant.

1.4.7 The forms or Checklists (CL) developed shall be identified by the number corresponding to the
Advisory Circular (AC) to which it relates from 1 (one) in ascending order.

14.8 The forms are prefixed with the word “Form”, whereas the Checklists are prefixed by “CL’,
followed by letters AC for Advisory Circular it is related to and the specialty code to
which it belongs. That is ARD for Aerodromes, ANS (unit) for Air Navigation.

14.9 Both forms and Checklists are suffixed with a numeral in case there are more than
one forms or checklist relating to the same Advisory Circular or Chapter.
Example of form numbering is as follows:

i. -~ Form: AC-ARDO01 for Aerodromes

ii. CL: AC-ARDOO01 for Aerodromes

jii. Form: AC-ANS (unit) 001 for Air Navigation Services
iv. CL: AC-ANS (unit) 001 for Air Navigation Services

Note: Unit represents any of the following: ATM, PAN, SAR, AIS, CHARTS, MET and AET.

1.4.10 Preparation of a Checklist
In preparing a checklist, Inspectors shall ensure that:

a) The nature of the checklist is determined by the scope of inspection;

b) The contents are drawn from the Nig, CARs Parts 12 and 14, relevant Manual of Standards and
Aerodrome Standards Manual, ICAO Annexes and documents, equipment specs and operational
manual as the case may be;

c) Each item on the checklist is referenced to associated requirements in relevant Manual of
Standards and Aerodrome Standards Manual, ICAO Annexes and documents, equipment specs
and operational manual as the case may be;

d) There are columns/spaces for remarks/notes;
e) Appropriate options (Serviceable — S; Unserviceable — US; Not Applicable — NA etc) are made
available for each item on the checklist;
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f)  Appropriate ICAO terminologies or codes are used;

g) Have a peer review of a newly developed checklist before being deployed for use by inspectors.

1.411 Use of Checklist by Inspectors
DAAS Inspectors shall:

a) Use only approved checklist.
b) Choose the appropriate checklist for the scope of inspection.

1.5  IDENTIFICATION OF AMENDMENTS AND REVISIONS TO THE CIRCULARS AND

CHAPTERS
1.5.1 Each Advisory Circular will be amended or revised when the need arises.
1.5.2 When an amendment to the guidance material or need has been evaluated or identified,

a new document will be issued and will supersede the previous AC. Such amended or
revised document will be denoted as follows, i.e GEN0O1 will become GENOO1A,
whereas —A reflects revision 1 and — B will reflecta second revision etc.
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CHAPTER 2

AMENDMENT OF THE TECHNICAL GUIDANCE MATERIAL AND THE NIGERIA CIVIL AVIATION
REGULATIONS

21 PURPOSE

This Chapter is issued to provide information and guidance to be adopted for the amendment of the the
technical guidance material and the Nigerian Civil Aviation Regulations.

2.2 TECHNICAL GUIDANCE MATERIAL (TGM)

2.2.1 When Inspectors or Officers identify areas of concern on the technical guidance material
that require amendments; they should use Form: O-GEN002 in APPENDIX E orany
other means and forward them to the Director, Aerodrome and Airspace Standards in
writing to facilitate necessary amendments.

222 If the proposed amendment is acceptable, it will be forwardedto the TGM Review
Committee set up by the Director; DAAS

223 The TGM Review Committee shall be responsible for the development and amendment of
the TGM.

224 The master copy of the reviewed/amended TGM will be forwarded to the DGCA for
approval.

2.3  REASONS FOR TGM AMENDMENTS

2.3.1 The technical guidance material will be amended or revised when need arises including
the following:
2311 An amendment to an ICAO Annex or document;
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2.31.2 An amendment to National Regulations that affects Aviation Safety;
2313 Whenever there is an operational or environmental demand;
2314 Whenever there is a technological change; or

2315 When it is no longer relevant, applicable or effective.

24  REGULATIONS DEVELOPMENT AND AMENDMENT PROCEDURE

241 The process of regulations development and amendments shall be in accordance with the
NCAA Rulemaking Process Policy and Procedures Manual (RP PPM) (available on the
NCAA website) .

242 In accordance with the RP PPM (of which the details of the functional group procedures

are available on the NCAA website), the Director Aerodrome & Airspace Standards shall
be responsible for:

(a) Nomination of experts to the Regulations Committee (RC).

(b) Nomination of experts to the Rulemaking Working Groups (RWG) proposed by the RC.

(c) Setting up a Rulemaking Functional Groups/Committee within the Directorate to handle
the following:

(i) Monitoring and reviewing of applicable sections of Nig. CARs against the latest ICAO
SARPs/PANS for compliance.

(if) Making recommendations to the RC to amend applicable sections of the Nig.CARs.

(iii) Coordination of the consultation and review of Notice of Proposed Amendments/Comment
Response Document (NPA/CRD) within the directorates or units.

(iv) Superintend Process of the drafting of Civil Aviation Directives and Orders (CAD/CAOQ).

(vi) Working with National Continuous Monitoring Coordinator (NCMC) on the Compliance
Checklist (CC) and Electronic Filing of Differences (EFOD) and differences identified as
significant.
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2.4.3 The DAAS Rulemaking Functional Group and how it fits into the NCAA Rulemaking organisation is
depicted in the organogram below:

DGCA
CS/LA Regulations
Committee

Rule Working
Groups (RWG)

Rulemaking
Functional
Group

244
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The Rulemaking Functional Group shall be headed by a Senior Management Staff

nominated by the Director, Aerodrome & Airspace Standards.
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24.5 The Senior Management Staff in 2.4.3 shall also be a member of the Regulation
Committee

246 The Rulemaking Functional Group shall consists of representatives of the various units in
DAAS.

25 PROCEDURE FOR PUBLICATION OF INFORMATION IN INTEGRATED
AERONAUTICAL INFORMATION PACKAGES (IAIP)

a) Allinformation for IAIP publication originating from any directorate or the regulation committee shall
be forwarded to the Director, Aerodrome and Airspace Standards.
The information shall reference relevant ICAO Annex, Documents, Manuals and proffer reason(s)
and justification(s) for the publication.

b) The Director, Aerodrome and Airspace Standards will direct Aeronautical Information Service Unit
of DAAS for the verification of the accuracy, quality and integrity of the received information and
revert for approval

c) The approval is then conveyed to the ANSP by DAAS for publication as NOTAM, AIC or AIP
Supplement/Amendment.

d) Where the quality, format or source of information for publication is considered not satisfactory,
DAAS will liaise with the originating Department or Committee to ensure that the deficiencies are
corrected.

e) Where the information is safety critical and urgent, the information shall be sent to the international
NOTAM office and accompanied by telephone communication to ensure that all the stakeholders
are informed.
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CHAPTER 3
NIGERIA CIVIL AVIATION SAFETY PROGRAMME

INTERNATIONALLY LEFT BLANK
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CHAPTER 4

EXEMPTIONS AND DEVIATIONS TO THE NIGERIA CIVIL AVIATION REGULATIONS

4.1  GENERAL

4.1.1 An application for exemption is a request from an interested person to be exempted from the
requirements of a regulation or part thereof. Application for an exemption from any applicable
provision of Nig. CARs Parts 12 and 14 may originate from an aerodrome operator or a
service provider.

41.2 Anexemption request by an aerodrome operator or a service provider shall be treated according to
the general regulations contained in Nig. CARs Part 1.4 and guidelines in this manual.

4.2 APPLICATION FOR EXEMPTION

4.2.1 Aerodrome Operators and Air Navigation Service Providers certificate holders shall comply with the
provisions of Nig. CARs Parts 12 and 14 and other relevant regulatory requirements.

4.2.2 Where compliance is not possible due to operational constraints and the applicable regulation did not
stipulate relief (deviation) from the regulation, an operator/service provider may apply to the Authority
for an exemption.

4.2.3 Where, exemption(s) will be given for non- compliance in respect of the operator/service provider
certificate, the exemptions will either be Temporary Exemptions (where the non-compliance is expected to
be removed at a point in time) or Permanent Exemptions (where non-compliance could not reasonably be
removed.

4.2.4 Any application for exemption from any provision should be forwarded to the Authority for
consideration.

4.3~ PROCESSING THE APPLICATION

4.3.1 INITIAL REVIEW FOR COMPLIANCE.
The Authority reviews application for exemption, to ensure that the following items are included in the
application:
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1) the specific requirement from which the applicant seeks exemption explaining the
nature and extent of the relief sought;

2) justification for the exemption giving information, views, or arguments to support the
action sought;

3) the reason why granting the request would be in the public interest;

4) A detailed description of the alternative means by which the applicant is to ensure a
level of safety equivalent to that established by the regulation from which the
exemption is applied for. The applicant reason should justify that the exemption
would not affect safety or the action to be taken by the applicant will provide a
level of safety equal to that provided by the provision under the applicable regulations,
from which the exemption is sought.

5) The action plan for the rectification and review of non-compliance for temporary
exemption, including the mitigation measures adopted for ensuring the safety during the
exemption periodshall cover short term, medium term and long-term period.

6) In the case where permanent exemption is sought, the applicant shall indicate the
mitigation measures adopted to reduce the risk arising due to non-compliance after
carrying out a safety risk assessment.

7) An undertaken that it shall annually review the conditions or mitigation measures and
any other resultant non-compliance in particular when any significant changes in its
activities is proposed.

4.3.2 APPLICANT DOES NOT MEET REQUIREMENTS.

4.3.2.1 The Authority shall inform the applicant and no further action shall be taken on that application. A
letter of rejection is prepared for signature of the DG CA. This letter explains why the application does
not satisfy the requirements and is to be sent to the applicant within 30 days of the receipt of the
application.

4.3.2.2 The rejected application may be reconsidered for review if the operator/service provider provides a
significant additional fact and the reason it was not presented in the original application or prove that there
was an important factual error in denying the original application or show that the regulation was not
correctly interpreted.

4.3.3 APPLICANT MEETS THE REQUIREMENTS.

4.3.3.1 Where the Authority determines that the application for exemption meets the
requirements of the regulations and that a review is justified, the Authority shall notify the applicant and
publish the exemption in the AlP.
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4.3.3.2 Inspectors shall ensure that the ANSP complies with conditions or limitations related to the
exemption and the exemption has not expired.

4.4  ANALYSIS OF THE APPLICATION

While each request for an exemption must stand on its own merit, due diligence must be made to
each application for exemption for administrative purposes (namely, to see if similar exemptions have
been granted before.) In an exemption action, maintaining an equivalent or greater level of safety is of
primary concern. The analysis should focus on the applicant’s justification that safety would not be
affected.

Consideration in the analysis should include:

1) The effect of an undue burden upon the applicant if the exemption is not granted, relative
to the burden that others bear in complying with the regulation(s);

2) The effect of setting a precedent with respect to safety and public interest. A review of related
previous exemption action may be in order. As with any application, the Authority may request
additional information from the applicant.

3) The needs of or benefits to the aviation public and the local community; consequences
which may be of commercial or practical convenience, or necessity of the operation.
It'is not enough that the exemption be considered "safe" and "commercially expedient" for the
applicant. All factors that examine the safety impact on the community at large should be
considered. Consideration should also be given to all factors that examine the economic
impact on "non- exempt" operators given that an exemption must not result in any unjustified
competitive advantage to one party over another.

4.5  PROCEDURES FOR GRANTING OR DENYING THE APPLICATION FOR AN
EXEMPTION

451 Decision to Grant. Exemption request from an operator/service provider for a
regulation/requirement shall be granted only for a regulation/requirement with no
Deviation or Waiver or Authorization specifically provided. After completing the analysis,
the Authority may conclude that the applicant's arguments support a grant of exemption.
In this case, the Authority Certification Staff will draft a letter granting the exemption for
the signature of the Director General.

452 Decision to Deny. After reviewing all of the issues involved, the Authority may determine
that the applicant has not shown reasonable support to granting the exemption. A
decision to deny the exemption is based on the determination that the exemption
would not be in the public interest, would adversely affect safety, or, if applicable,
would not provide a level of safety intended by the regulation. Under such
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circumstances, the assigned certification staff will prepare a denial of the exemption
citing the reasons for the signature of the Director General.

453 Partial Grant of an Exemption. If the Authority determines that part of the applicant's
request meets the criteria for granting the application, it may issue a partial grant of
exemption. The guidelines above for grant of exemption and denial of exemption
documents should be followed citing reasons. The document must fully discuss those
parts of the request that are being denied and those that are being granted.

454 Document Contents. The document granting the exemption should address the
following questions:

1) What was the applicant's request?
2) What does the current regulation require?
3) What arguments did the applicant use to support the request?

4) If the Authority does not agree with all the arguments presented by the applicant to
support the grant of exemption, these reasons shall be discussed. All issues
presented by the applicant are to be addressed. The document should discuss
how granting the request will not adversely affect safety and should explain how the
action proposed by the applicant will provide a level of safety equal to the regulation.
Any conditions, design modifications, operating limitations, expiration date, etc. must
be made part of the granting clause.

455 The Authority shall inform the applicant in writing of the decision to grant or deny the
application for exemption.

456 The report shall specify the duration of the exemption and any conditions or
limitations of the exemption.

4.5.7 The Authority shall publish the exemption in the Aeronautical Information Publication.
458 The exemption granted shall be reviewed during renewal of the certificate.
459  Onremoval of the exemption, the certificate holder shall notify the Authority and after approval of

the DGCA, the same shall be deleted from the Manual of Operations and AIP

46  REQUESTS FOR AN EXTENSION OR THE TERMINATION DATE OF AN EXEMPTION

4.6.1 The continued validity of every exemption granted by the Authority shall be reviewed
during the renewal of the certificate. On removal of the exemption the certificate
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holder shall notify the same to the DG CA and after approval of DG CA, the same
shall be deleted from the AIP.

46.2 Upon receipt of  request from an applicant to extend the termination date of an
exemption, the Authority shall process the application according to the steps given in
paragraph 4.4 and prepare a letter of agreement or denial depending on the outcome
of the review. The following information is to be included:

1) The relevant Part of Nig.CARs;
2) Date of incoming application;
3) Grant or denial statement; and
4) Exemption number.

4.6.3 DAAS shall maintain a record of exemption, extension or denial.
See APPENDIX D for Sample letter of extension for exemption 4.7 DEVIATION

4.7.1 As a form of regulatory flexibility, the Authority may authorize actions that permit an operator/service
provider to either deviate from a specific regulation in Nig. CARs, Part 12 or Part 14, or comply with special
alternative provisions, conditions, or limitations.

4.7.2 An application for deviation shall be processed only when the specific regulatory section stipulates
that it is available.

4.7.3 The process for granting a deviation shall include an application for a deviation, and review of request
and approval or denial of the request

4.7.4 The application shall contain the following information:
i. The specific regulatory section(s) from which the deviation is being requested
ii. The specific reasons the deviation is being requested
iii. Information to show that the operator/service provider will maintain an equivalent level of safety

iv. Any other information the Authority may require.

4.7.5 If a deviation is granted, the operator/service provider will be issued a Letter of Deviation
Authorization (LODA).
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4.7.6 Inspectors shall ensure that the deviation granted to an operator/service provider will be set out in an
endorsement to the Certificate and recorded in the operator/service provider approved Manual of
Operations to show that the operator/service provider is authorized to use the deviation.

4.7.7 The operator/service provider Manual of Operation/Aerodrome Manual shall contains:
i. details of the deviation;
ii. thereason for deviation request;
iii. resultant limitations, conditions or procedures imposed; and

iv. other related information.

4.7.6 Once a deviation is granted, Inspectors are to provide ongoing oversight to confirm that the
Aerodrome Operators and ANSP complies with conditions or limitations related to it.

4.7.7 If the application for a deviation is rejected, the operator/service provider is notified in writing that the
application is unacceptable and will include a statement explaining why.

4.7.8 The rejected application may be reconsidered for review if the operator/service provider provides a
significant additional fact and the reason it was not presented in the original application or prove that there

was an important factual error in denying the original application or show that the regulation was not
correctly interpreted.

CHAPTER 5

PURPOSE AND SCOPE OF THE POLICY AND PROCEDURES MANUAL (PPM)

5.1  PURPOSE

5.1.1 This Policy and Procedures Manual has been published for standardizing internal
operating procedures within the Directorate of Aerodrome and Airspace Standards
(DAAS) of the Nigeria Civil Aviation Authority (NCAA).

5.1.2 This Policy and Procedures Manual is issued under the authority of the Director
General and replaces all previous procedures and practices. This Manual is to be
considered as the policy for all Directorate of Aerodrome and Airspace Standards
activities.
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9.1.3 The manual addresses issues such as the flow of documents through the organization
and the assignment of tasks to all Aerodrome and Airspace Standards Directorate staff
members.

514 The manual also sets standards for personnel such as basic qualification, training

requirements, duties, responsibilities and personnel records procedures.
2.1.5 This manual also describes the basic structure and lines of reporting in DAAS

2.1.6 What this manual does not attempt to do is establish procedures or instruct staff
members on the technical aspects of the accomplishment of the day-to- day activities.
Separate specialized Handbooks have been published for this purpose.

5.1.7 These Handbooks are published for the Departments of Air Navigation Standards and
Aerodrome Standards.

52  CANCELLATION

5.2.1 This Manual supersedes previously approved Policy and Procedures Manuals and will be
updated to reflect the latest requirements and procedures as the need arises.

5.3  STRUCTURE OF THE NIGERIA CIVIL AVIATION AUTHORITY

5.3.1 Being a Sovereign State, the Federal Republic of Nigeria has certain obligations to the
citizens of the Republic, the international aviation community and to International Civil
Aviation Organization (ICAO) under the terms of the Convention on ICAO of 1944.

5.3.2 Nigeria fulfills these responsibilities by enacting and adopting the necessary Acts,
Regulations, Laws, Standards and Advisory Circulars that govern Aviation Safety.

5.3.3 The Nigeria Civil Aviation Authority (NCAA) is responsible for ensuring that service
providers and operators in the aviation industry in Nigeria follow the  Civil Aviation Act
(2022) as amended, Nigeria Civil Aviation Regulations (Nig. CARs), Laws, Standards and
Advisory Circulars that govern Aviation Safety. The NCAA is also responsible for
coordinating and overseeing the implementation of the Nigeria Civil Aviation Master Plan.

534 Within the NCAA, there are nine Directorates. These are;

Directorate of Aerodrome and Airspace Standards (DAAS)
Directorate of Airworthiness Standards (DAWS)
Directorate of Air Transport Regulations (DATR)
Directorate of Aviation Security (DAS)

Directorate of Finance and Accounts (DFA)

O~ o~
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Directorate of Operations, Licensing and Training Standards (DOLTS)
Directorate of Corporate Services (DCS)

Directorate of Public Affairs and Consumer Protection (DPA/CP)
Directorate of Human Resources and Administration (DHR&A)

©WooN®

54  THE DIRECTORATE OF AERODROME AND AIRSPACE STANDARDS (DAAS)

5.4.1 The NCAA established the Directorate of Aerodrome and Airspace Standards (DAAS) to
meet the requirements established by the Convention on International Civil Aviation and
ICAO Annexes 2, 3,4, 5, 9,10, 11, 12, 14, 15, 16 and 19.

54.2 The Directorate of Aerodrome and Airspace Standards is divided into four
Departments tasked with performing the necessary certification and surveillance activities
associated with Aerodromes and Air Navigation Services.

54.3 The Directorate of Aerodrome and Airspace Standards is consisting of the
following Departments:

Aerodrome Standards

Aerodrome Certification

Air Navigation Standards

Air Navigation Surveillance

Training and Compliance

DAAS Office

DAAS Regional offices

Noookkowh =~

544 The organizational structure of DAAS may be reviewed subject to the level and scope
of aviation and aerodrome activity within Nigeria.

5.5  ORGANOGRAM OF THE DIRECTORATE OF AERODROME AND AIRSPACE
STANDARDS

9.5.1 The organizational structure of DAAS is as shown in the following pages
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CHAPTER 6

DIRECTORATE’S FUNCTIONS & RESPONSIBILITIES

6.1  GENERAL OVERSIGHT FUNCTIONS

6.1.1 The Director, Aerodrome and Airspace Standards reports to the Director General,
Nigeria Civil Aviation Authority.

6.1.2 The Directorate is primarily responsible for the safety oversight of the aircraft operating
environments, details of which include but not limited to the following:
= Ensuring that aerodromes and airspace in Nigeria are safe and secure in accordance
with the Convention on International Civil Aviation and the Nigeria Civil Aviation
Regulations (Nig. CARs).
= Reviewing ICAO State letters about Aerodromes and Airspace, preparing response
thereto and taking action thereon;
= Notifying ICAO of differences between national regulations and SARPs contained in
ICAO Annexes 2, 3,4, 5,9, 10, 11, 12, 14, 15, 16 and 18.
= Carrying out aerodrome certification/licensing in accordance with the Nigeria Civil
Aviation Act of 2022 as amended and Nig. CARs;
= Participation in site selection for construction of aerodromes.
= |nspection of aerodrome operational activities including airside management, Aero-
bridge operation, Aircraft Slot Allotment; carousels.
= Qversight and licensing of ground handling operation and activities to ensure
compliance with ICAO and National standards and best practices
= Ensure compliance of aerodrome operator/owner on the ICAO and National standards
of Bird/Wildlife Management.
Conduct aerodrome related incident investigation
Aeronautical studies of proposed tall structures to prevent hazards to air navigation.
Evaluation of aerodrome facilities across the country.
Issuance of Obstacle clearance certificate to persons/organization intending to
construct tall structures within or outside the aerodrome environment.
Appraisal of Manual of operation of Ground Handling Organizations
= Conducting oversight function on Airport facilitation.
= Participate in site selection process for aerodrome planning, design,
construction and expansion of projects as well as providing technical guidance to
aerodrome applicant.
= Evaluation and Supervising testing of aerodrome emergency programme in other to
determine the aerodrome preparedness.
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Ensuring that relevant Aviation Fire Training institutions meet required standards in
accordance with the Nig. CARs;

Oversight of Aviation farms, Jet A1 truck and operational standards and best practices.
Developing and continuing to review national safety standards and ICAO
recommended practices relating to Aerodrome Standards and Air Navigation
Standards;

Monitoring and continuous surveillance inspections/audits to  ensure compliance;
Developing/issuing Safety directives andfor Safety Publications containing
guidance material relating  to the standards and |CAO recommended
practices to  promote the improvement of safety.

Providing expertise and support on request to the Accident Investigation
Bureau (AIB) for investigating aviation accidents/incidents;

Reviewing accident and incident reports produced by the AIB and performing
investigations, where necessary, to determine if there is any  violation  of safety
regulations and requirements by the Operators/Service providers with a view to
instituting remedial actions;

Coordination and approval of the content of the Nigeria Aeronautical
Information Publication (AIP) within the Nigeria Civil Aviation Authority;

Participating in the technical evaluation; proficiency exercises of Air Traffic Controllers
and other relevant licensed personnel.

Ensuring the efficient operation of aeronautical search and rescue units in accordance
with approved policies, standards and procedures;

Reviewing and taking follow-up  actions on air traffic
accidents/incidents to prevent reoccurrence and ensuring that agencies, units and
personnel concerned comply with decisions adopted.

Participating in the licensing; examination programme, for ATS and ATSEP personnel.
Coordinate and Approve airspace planning procedures and design.

Audit and monitoring the Air Navigation Services equipment, automation
requirement and development in line with the CNS/ATM implementation programme
for the National Airspace.

Coordination of aeronautical frequency planning assignment and enforcement of
control of interference with ICAQ in matters relating to aeronautical frequency
spectrum utilization.

Reviewing plans and design for new aerodromes or further development
of (or modification to) existing ones.

Ensuring compliance of Aeronautical Meteorological Service Provider with ICAO
SARPs, MOS and Nig. CARs about observations, forecasts, availability of appropriate
equipment and facilities, documentation, dissemination of information, quality control,
qualifications and adequacy of personnel.

Assessing the safety performance of industry stakeholders through monitoring,
inspecting and conducting regular safety audits, and by reviewing the findings and
thereafter proffer preventive and corrective actions needed.

Providing the Director General NCAA with such information and advice as
required from time to time;

Page 35 of 171
CONTROLLED DOCUMENT
Disclaimer: please refer to NCAA website for up-to-date version



DAAS TECHNICAL GUIDANCE MATERIALS, VOL. | POLICY & PROCEDURE MANUAL

= Develop and review regulatory documents, including manuals of standards and
guidance materials in accordance with ICAO Annexes and related Documents within
the provisions of the Nig. CARs.

= Monitor the implementation of corrective actions on observed deficiencies

6.1.3 The Directorate of Aerodrome and Airspace Standards monitors’ safety related activities
and ensures compliance with standards and ICAO SARPs. The Directorate is
represented at the regional offices.

6.1.4 The Aerodrome standards and Air Navigation Services certification/approval and
subsequent safety inspection tasks require input from all relevant
departments of DAAS.

6.2  DEPARTMENTAL FUNCTIONS

In addition to monitoring and ensuring compliance with Regulations and Standards, there are general
duties that each department within DAAS is also responsible for as stated below:

9+-

6.2.1 DEPARTMENT OF AERODROME STANDARDS (ARD)

The Department of Aerodrome Standards consists of the following divisions;
o Aerodrome Engineering,

e Aerodrome Operations; and

e Aerodrome Fire and Safety

The following functions are general to all staff of the Department;

— Process application forms for construction and operation of
aerodromes/heliports

— Receiving, recording, reviewing and processing the expressions of interest from
an intending applicant for an aerodrome/heliport certificate;

— Receiving, recording, reviewing and processing formal application for an
aerodrome/heliport certificate, including the initial inspection covering the review of
the aerodrome manual, on-site verification, inspection and testing of aerodrome,
facilities and equipment, including aeronautical studies;

— Recommend for grant or refusal of an aerodrome/heliport certificate;

— Receiving, recording, reviewing and processing applications for the transfer of an
aerodrome/heliport certificate;
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— Recommend for grant or refusal of the transfer of an aerodrome/heliport
certificate;

— Receiving, recording, reviewing and processing applications for the surrender of
an aerodrome/heliport certificate;

— Recommend for cancellation or suspension/revocation of an aerodrome/heliport
certificate;

— Recommend for grant of an interim aerodrome/ heliport certificate;

— Reviewing the factors requiring the amendment of an aerodrome/heliport
certificate and issuing the required amendments;

— Appraisal of technical personnel of the operators (competency & adequacy);
— Confirm aerodrome operational requirements for certification purposes;

— Process application for the alteration, transfer, surrender of an airport or
landing facility;

— Review of national standards, regulations and other guidance
documents concerning aerodromes/heliports;

— Surveillance inspection of aerodromes/heliports to ensure corrective action plan
implementation;

— Appraisal of design drawings for construction of aerodromes/heliports;

— Reviewing any amendments to aerodrome manuals and notifying AlS of the
changes to be made in the AIS publications;

— Evaluation of full-scale airport emergency exercises to identify problems and
deficiencies;

— Fire and safety oversight as related to Aerodromes.

— Notifying Aeronautical Information Services (AIS) of the certified status of an
aerodrome and providing the particulars of the aerodrome described in the
aerodrome manual for promulgation by the AlP;

— Coordinating with AIS in the review of any notification received from an
aerodrome operator for promulgation by AlS, such as notification of:

v"Inaccuracies in AIS publications;
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v Changes in aerodrome facilities, equipment and level of services planned
in advance;

v" Obstacles, obstructions and hazards;
v" Closure of any part of the maneuvering area;

v Immediate reduction in the level of service at the aerodrome and any other
conditions that could affect the safety at or near the aerodrome and warrant
precautions to be taken; and

Coordinating with other agencies and service providers such as
aeronautical information service, air traffic services, and designated
meteorological authorities.

Periodic inspection to ensure that certificate holders meet their obligations under
the terms of the certificate.

The provision of guidance at the design and construction stages of aerodrome
projects, particularly complex projects or where there is significant work that may
impact compliance with the regulations;

Final inspection of completed projects involving complex or significant work to
identify problems or deficiencies that need to be corrected to comply with the
requirements of the regulations;

Reviewing ICAO State letters about aerodromes, preparing responses thereto and
taking action thereon;

Developing and continuing to review the national standards and practices for
aerodrome design, operation and maintenance, and engineering specifications;
Developing and issuing orders, rules, advisory circulars and guidance material
relating to aerodrome standards and practices;

Reviewing plans and designs for new aerodromes or the further development of, or
modification to, existing aerodromes, submitted to the NCAA for approval, to
ensure that the requirements of the Nig. CARs Part 12 are complied with;

Advising the aerodrome operators, as required, on aerodrome standards manual.
Ensure that the aerodrome operators comply with the requirements of Nig. CARs
Part 12

Ensure administrative enforcement action in the form of warning letter or correction
letter considered appropriate when legal action is deemed unnecessary.

Ensure Formal legal enforcement action if warranted to prevent future violations of
the regulations, injunctions and the imposition of sanctions after the act to deter
violations.
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— Suspension of an aerodrome certificate when necessary in the interest of
operational safety.

— Revocation of the aerodrome certificate if the aerodrome operator fails to comply
with standards and convincingly shows clearly that the continued operation of the
aerodrome will be detrimental to the public interest.

6.2.1.1 AERODROME ENGINEERING DIVISION

The Aerodrome Engineering Division is made up of four units as follows:

— Aerodrome Design and Specification

— Aerodrome Airfield Visual Aids

— Aerodrome Civil Engineering unit

— Aerodrome Electrical Infrastructure unit
6.2.1.1.1 AERODROME DESIGN & SPECIFICATION UNIT:

— Develop and review national standards and practices for aerodrome design and
operations

— Monitor aerodrome development to ensure adequate compliance with the
approved standards /master plan.

— Participating in the site selection process for aerodrome planning,
design, construction and expansion of projects as well as providing technical
guidance to aerodrome applicant.

— Provide guidance at the design and construction stages of aerodrome projects

— Review and recommend for approval the proposals for the physical extension of
aerodromes or other landing facilities

— Appraisal of design drawings for construction of aerodromes (Heliports inclusive)
— Appraisal/review of aerodrome/heliport friction test & report

— Appraisal/review of aerodrome method of work plan
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AIRFIELD VISUAL AIDS:

— Design of visual aids and electrical systems.

— Recommend for enforcement action on matters relating to violation of regulations
and requirements.

— Collate Aerodrome inspection reports relating to Visual Aids and Electrical
Systems.

— Ensure compliance of aerodrome operations on matters relating to Visual
Aids/Electrical Systems.

— Manual amendments of Visual Aid related specifications.
— Monitoring the maintenance of airfield lighting and other Visual Aids.
— Develop reports and recommendations for appropriate Corrective Action.

— Appraise Design of Airfield Lighting Systems Drawings and proffer solution where
deficiencies exist.

— Monitoring the serviceability of Power Supply System for all the airports.

AERODROME CIVIL ENGINEERING UNIT

Performs the general duties as it relates to aerodrome civil engineering infrastructure and
in addition, the following duties specific to the Aerodrome Civil Engineering unit:

Safety oversight of aerodrome infrastructure facilities.

Validate the competence of personnel involved in the design, construction, operations, and
maintenance of the aerodrome and its facilities.

Develop documents, manuals, checklist related to aerodrome design, operations,
maintenance and engineering specifications in compliance with ICAO Annex 14 and
related publications.

Review of architectural designs and structural plans for new aerodromes, or the further
development of, or modification to existing aerodromes, submitted to the Authority for
approval, to ensure that the requirements of the Aerodrome Regulations (Standards), are
complied with;

the provision of guidance at the design and construction stages of aerodrome projects,
particularly complex projects or where there is significant work that may impact compliance
with the regulations;
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— final inspection of completed projects involving complex or significant work to identify
problems or deficiencies that needs to be corrected, in order to comply with the
requirements of the aerodrome regulations;

— Provide technical guidance to prospective operators during the planning stage of
establishment of an aerodrome;

— Assess the aerodrome operator's pavement surface evaluation, friction and strength rating
reports;

— Ensure periodic monitoring, assessment and reporting of runway surface conditions by the
aerodrome operator.

— Evaluate pavement rehabilitation and reconstruction proposals;

— Perform validation inspections of pavement testing equipment (e.g. CFME, Profilometer)

— SME in the review of ICAO amendments related to airport design and construction.

— Any other job assigned.

AERODROME ELECTRICAL INFRASTRUCTURE UNIT

Performs the following duties specific to the Aerodrome Electrical Infrastructure Unit:

— Validate the competence of personnel involved in the design, installation, operations, and
maintenance of the aerodromes electrical systems, aeronautical ground lighting system
and facilities;

— Evaluate the adequacy of electricity present at the aerodrome taking into consideration the
provision of primary and secondary electrical power supply;

— Verify that electrical installations and equipment are in line with ICAO guidance;

— Ensure and evaluate the provision and capability of interleaving of aerodrome lighting
circuits;

— Ensure effective trouble shooting and maintenance procedures are established and
implemented by the aerodrome operator;

— Ensure electrical safety precautions are always maintained at the aerodrome;

— Perform Airfield Lighting Equipment Validation Inspection;

— Evaluate proposals for a change in Airfield Lighting Category;

— Assess Airfield Lighting installations and rehabilitation projects;

— Ensure routine inspection and maintenance of aeronautical ground lighting by aerodrome
operators;

— Develop documents, manuals, checklist related to aerodrome electrical systems and
engineering specifications in compliance with ICAO Annex 14 and related publications.

— Perform Visual Docking Guidance Systems Validation Inspections;
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— Ensure effective management and maintenance of airfield lighting;

— Evaluates airport lighting and signage plan and associated electrical systems;

— Review of aerodrome electrical design drawings to ensure compliance with Standards;

— Monitor aerodrome development to ensure compliance with approved Standards /master
plan;

— Provide technical guidance to prospective operators during the planning stage for the
establishment of an aerodrome;

— Any other job assigned.

6.2.1.2 AERODROME OPERATIONS DIVISION

The Aerodrome Operations Division is made up of three Units;
— Bird and Wildlife Management
— Obstruction Evaluation

— Apron Ground Operations Services

6.2.1.2.1 BIRD AND WILDLIFE MANAGEMENT:
— Ensure compliance of aerodrome operator/owner with the ICAO and National
standards of Bird/Wildlife Management.
— Inspect Bird/Wildlife hazard control and management at Airport
— Investigate Bird/Wildlife incidents/accident at the Airport
— File reports to ICAO office of any Bird/Wildlife incidents

6.2.1.2.2 OBSTRUCTION EVALUATION:

— Conduct Aeronautical studies on proposed tall structures to prevent hazards to
air navigation.

— Issuance of Obstacle clearance certificate to persons/organizations intending
to construct tall structures within or outside the aerodrome environment.

— Investigate any tall structure that constitute hazard to air navigation
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6.2.1.2.3 APRON GROUND OPERATIONS AND SERVICES:

— Inspect aerodrome operational activities including Apron management,
Aero- bridge operation, Aircraft Slot Allotment.

— Appraise Manual of operation of Ground Handling Organizations

— Oversight of ground handling operation and activities to ensure compliance with
Nigeria Civil Aviation Regulations (Nig. CARs).

— Participate in oversight function on Aircraft ground movement.

— Participate in licensing of Ground Handling Organization in conjunction with
DATR and DOL.

— Participate in licensing of Marshallers.

6.2.2 AERODROME FIRE & SAFETY DIVISION

The Division consists of three units;

e Aerodrome Fire Prevention and Protection,
e Aerodrome Emergency & Rescue; and
e ARFF Training and Accreditation

6.2.2.1 AERODROME FIRE PREVENTION AND PROTECTION DIVISION

The Aerodrome Fire Prevention and Protection Division is made up of two Units;
— Aerodrome Fire Prevention and Protection
— Safety Risk Assessment

Each unit is headed by an Assistant General Manager; these units are responsible for the following:

6.2.2.1.1 AERODROME FIRE PREVENTION AND PROTECTION:
— Formulation of policies in respect of fire prevention/protection at aerodromes.
— Participate in incident investigation.

— Participate in certification of aerodromes.

Page 43 of 171
TGM ISSUE 17 July, 2023 CONTROLLED DOCUMENT
Copy - 01 Disclaimer: please refer to NCAA website for up-to-date version



DAAS TECHNICAL GUIDANCE MATERIALS, VOL. | POLICY & PROCEDURE MANUAL

— Conduct fire safety audits

— Assessment  of bulk  fuel installation operations.

— Assessment/evaluation of the aerodrome layout plan and design drawings of
aerodrome fire station.

— Assessment/evaluation of ARFF service SOPs.

6.2.2.2 AERODROME EMERGENCY AND RESCUE DIVISION

The Aerodrome Emergency and Rescue Division consist of a unit headed by an Assistant General Manager
and responsible for the following;

— Formulation of policies regarding fire safety oversight as related to national
requirements on Aerodromes.

— Inspections of fire safety to ensure compliance with national requirements on
Aerodromes.

— Advise on the categorization of Aerodrome fire cover.
— Monitoring the effective functioning of Aerodrome Rescue and Firefighting.

— Approval and Monitoring of approved Aerodrome Rescue and Firefighting Training
Organizations.

— Recommendations as relates to fire accident investigation.
— Assessment and licensing of firemen.

— Appraisal of aerodrome Emergency Plan and assessment of emergency
evacuation drills at airport terminal buildings.

6.2.2.3 AERODROME ARFFS TRAINING AND ACCREDITATION:
— Formulation of policies in respect of the Accreditation of Training institutes.
— Set standards of Aerodrome Rescue and Firefighting Training.
— Develop training curriculum for firefighting organization line with ICAO standards.

— Process application and registration of approved Aerodrome Rescue and
Firefighting Training Organizations.

Page 44 of 171
TGM ISSUE 17 July, 2023 CONTROLLED DOCUMENT
Copy - 01 Disclaimer: please refer to NCAA website for up-to-date version



DAAS TECHNICAL GUIDANCE MATERIALS, VOL. | POLICY & PROCEDURE MANUAL

6.2.2.4

6.2.2.5
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— Assessment /evaluation of fire cover for aerodrome on construction.

— Formulation of policies and regulations of RFF facilities at nation’s aerodromes.
— Evaluation of ARFF training provider’s / facilities.

— Representing the country at ICAO meetings on RFF matters and attending other
world conferences and seminar/exhalation of RFF matter generally.

AERODROME CERTIFICATION
The Department consists of three Divisions;

e Aerodrome Certification
e Compliance and Enforcement
e Technical Library and Safety Data

The process of an aerodrome certification shall be carried out by a team of inspectors
selected from the various units in the Department of Aerodrome Standards. The team
under the coordination of the General Manager, Aerodrome Certification reports to the
Director, Aerodrome and Airspace Standards.

Note: The following functions are carried out by all Aerodrome badged inspectors and On -
Job- Training (OJT) inspectors;

AIRPORT CERTIFICATION:

— Implementing the provisions of Nig. CARs Part 12 for the certification of
aerodromes.

— Receiving, recording, reviewing and processing the expressions of interest from an
intending applicant for an aerodrome certificate

— Assessment of aerodrome facilities, equipment and services for certification.

— Receiving, recording, reviewing and processing formal application for an
aerodrome certificate, including the initial inspection covering the review of the aerodrome
manual, on-site verification, inspection and testing of aerodrome, facilities and equipment,
including aeronautical studies;

— Recommend for grant or refusal of an aerodrome certificate;

— Receiving, recording, reviewing and processing applications for the surrender of
an aerodrome certificate;
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— Recommend for cancellation or suspension/revocation of an aerodrome certificate;

— Recommend for grant of an interim aerodrome certificate;

— Reviewing the conditions for amendment of an aerodrome certificate and issuing
the required amendments;

— Appraisal of technical personnel of the operators (competency & adequacy);
— Confirm aerodrome operational requirements for certification purposes;
— Process application for the alteration, surrender of an Aerodrome certificate.

— Liaise with aerodrome operators to ensure that data/information concerning
certified aerodromes meets the requirements for publication.

6.2.2.6 HELIPORT CERTIFICATION:
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— Implementing the provisions of Nig. CARs Part 12 for the certification of heliports.

— Receiving, recording, reviewing and processing the expressions of interest from an
intending applicant for a heliport certificate

— Assessment of heliports/helideck facilities, equipment and services for certification.
— Receiving, recording, reviewing and processing formal application for a heliport
certificate, including the initial inspection covering the review of the heliport manual, on-site
verification, inspection and testing of heliport, facilities and equipment, including
aeronautical studies;

— Recommend for grant or refusal of a heliport certificate;

— Receiving, recording, reviewing and processing applications for the transfer of a
heliport certificate;

— Recommend for grant or refusal of the transfer of a heliport certificate;

— Receiving, recording, reviewing and processing applications for the surrender of a
heliport certificate;

— Recommend for cancellation or suspension/revocation of a heliport certificate;

— Recommend for grant of an interim heliport certificate;
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6.2.2.7
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— Reviewing the conditions for the amendment of a heliport certificate and issuing
the required amendments;

— Appraisal of technical personnel of the operators (competency & adequacy);
— Confirm heliport operational requirements for certification purposes;
- Process application for the alteration, transfer, surrender of a heliport certificate;

- Ensure that data/information concerning certified Heliports meet the requirements
for publication.

COMPLIANCE AND ENFORCEMENT

This division ensures compliance and enforcement, the primary goal is to ensure that
all-aerodrome activities comply with the established regulations, standards, and safety
protocols:

— Develop and maintain aerodrome regulations, policies, and guidelines that govern
various aspects of aerodrome operations, including safety and maintenance.

— Monitor and assess the compliance of aerodrome users, maintenance
organizations, and other aviation stakeholders with established regulations. This
includes conducting regular audits and inspections.

— Investigate incidents, accidents, and complaints related to aerodrome safety.

— Take appropriate enforcement actions when violations are identified. This can
range from issuing warnings and fines to suspending or revoking aerodrome
certificates, depending on the severity of the violation.

— Ensure that aerodrome operations are conducted safely by promoting a culture of
safety within the industry. This includes reviewing safety management systems
and accident prevention programs.

— Collaborate with other aviation authorities, agencies, and international
organizations to harmonize regulations and standards, share information, and
enhance aviation safety globally.

— Work closely with legal teams to prepare and present cases for enforcement
actions and represent the aviation regulator in legal proceedings.

— Engage with industry stakeholders, including airlines, airport authorities, and
aviation associations, to promote voluntary compliance and gather feedback on
regulatory changes.
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— Participate in the development and revision of aviation policies, standards, and
regulations to adapt to evolving technology, industry practices, and safety needs.

— Ensure compliance with international aviation agreements and conventions, such
as those established by the International Civil Aviation Organization (ICAQO).

— Educate the public and media about aviation safety and regulatory matters to build
awareness and trust.

6.2.2.8 QUALITY ASSURANCE

— Plan and conduct regular audits to assess compliance with quality standards,
procedures, and regulations. |dentify non-conformities and recommend corrective
actions.

— Monitor processes to ensure consistency and adherence to quality standards.
Implement statistical process control techniques, where applicable.

— Maintain comprehensive records of quality tests, inspections, and audits. Ensure
documentation is accurate, up-to-date, and easily accessible.

— Develop and deliver training programs to ensure that employees are aware of and
capable of meeting quality standards and procedures.

— Define and track key performance indicators (KPIs) related to quality. Generate
regular reports for management and stakeholders to communicate quality
performance and improvement initiatives.

— Investigate and determine the root causes of quality issues or defects and
recommend corrective and preventive actions (CAPAs) to prevent their
recurrence.

— Stay current with aviation regulations, guidelines, and international standards.
Propose necessary amendments to align with evolving industry requirements.

— Continuously identify opportunities for process improvement through the
application of quality principles and methodologies.

— Ensure compliance with industry-specific regulations, standards, and certifications.

— Assess the impact of changes to processes, products, or systems on quality, and
ensure that change management processes are followed.

— Foster a culture of quality throughout the organization by promoting awareness,
ownership, and accountability for quality among inspectors.
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— Ensure technical guidance materials are current, consistent and meet required
standards before publication

6.2.2.9 TECHNICAL LIBRARY AND SAFETY DATA

The management of technical libraries and safety data is essential for maintaining and
enhancing aviation safety.

— Collect and compile safety data from various sources, including incident reports,
accident investigations, safety audits, and industry feedback, to identify trends and
potential safety issues.

— Analyze safety data to identify patterns, trends and potential safety hazards. Use
data analysis to inform regulatory decisions and safety enhancements.

— Ensure that all relevant regulations, guidance documents, and safety advisories
are up-to-date and accessible to aviation stakeholders. Publish and disseminate
changes and updates as necessary.

— Manage access to the E library and safety data, ensuring that authorized
personnel have access to the necessary resources while maintaining data security
and confidentiality.

— Maintain historical records of safety data, regulatory changes, and technical
documents for reference, research, and audit purposes.

— Ensure that aviation organizations comply with document retention requirements
and that they have access to the latest safety and technical information.

— Implement and manage electronic document management systems to facilitate
easy access, retrieval, and distribution of technical documents and safety data.

— Provide training and education to aerodrome operators on how to effectively use
the E library and safety data to enhance safety and regulatory compliance.

— Support aerodrome safety inspectors by providing access to relevant
documentation during inspections and audits.

6.2.3 DEPARTMENT OF AIR NAVIGATION STANDARDS (ANS)
The Department of Air Navigation Standards consists of six divisions;

1. Aeronautical Telecommunications (AeroTels) — CNS;
2. Aeronautical Information Services/Charts (AIS/CHARTS);
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Air Traffic Management (ATM);

Procedure for Air Navigation Services — Operations (PANS OPS);
Aeronautical Meteorology (AEROMET);

6. Search and Rescue operations (SAR).

ok w

The following functions are general to all staff of the Department;
6.2.3.1 AERONAUTICAL TELECOMMUNICATIONS (AEROTELS)

The AeroTels Division is made up of three Units;
— Communication systems
— Navigational Aids (NavAids)
— Surveillance Systems

These units are responsible for the following:

6.2.3.1.1 COMMUNICATION SYSTEMS UNIT:

— Site validation inspection for deployment, installation and commissioning of
ATC Tower communication equipment and emergency alerting systems.

— Monitoring the availability and serviceability of Satellite communication Networks
and its compatibility with Aeronautical Fixed Telecommunications Network (AFTN)

— Periodic and surveillance inspections of Communication equipment in all the
aerodromes

— Certification of communication facilities in the aerodromes.

6.2.3.1.2 NAVIGATIONAL AIDS UNIT:
— Periodic monitoring of calibration of Navigation Aids
— Monitoring the availability, and serviceability of Navigation Aids signals.
— Certification of ground-based Navigation Aids

— Periodic and surveillance inspections of Navigational Aids equipment in all the
aerodromes.

— Site validation, deployment, installation and commissioning of Navigation
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6.2.3.1.3 SURVEILLANCE SYSTEMS UNIT:

— Monitoring the provision of Radar facilities in aerodromes through regular
periodic and surveillance inspections.

— Assessing the functionality, serviceability and integrity of Surveillance

— Systems Certification of ATC Radar systems to ensure that accurate data is
transmitted to Aircraft.

— Site validation, deployment, installation and commissioning of ATC Radar
systems.

6.2.3.2 AERONAUTICAL INFORMATION SERVICES/CHARTS (AIS/ICHARTS)
The AIS/CHARTS Division is made up of two Units;

— Aeronautical Information Services (AIS)
— Aeronautical Charts

These units are responsible for the following:

6.2.3.2.1 AERONAUTICAL INFORMATION SERVICES UNIT:

— Ensures that the provisions of AIS at all aerodromes in Nigeria are in compliance
with the standards in Nig. CARs and ICAO Documents

— Notify ICAO of Nigerian procedures and operations that differ from ICAO
Standards and recommended practices.

— Regulate the production of Aeronautical charts in line with the provisions of Nig.
CAR and Charts MOS and

— Oversight and coordinate entries into the Nigerian AIP.

— Monitor the quality, resolute and the integrity of Integrated Aeronautical
Information Package (IAIP).

— Participate in the evaluation/assessment of Air Navigation Obstructions within
and outside the airport environment to facilitate procedure design and
charting.

— Participate in WGS-84 surveys of airports in Nigeria.

— Participate in the evaluation of magnetic variation at the airports.

— Monitor the functionality and serviceability of AIS/MAP operations.

6.2.3.2.2 AERONAUTICAL CHARTS UNIT:

— Oversight of Aeronautical charts
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— Oversight of aeronautical data used in the production of Aeronautical charts and
procedure design

— Review of Nigerian AIP with respect to aeronautical data and associated charts;

— Analysis of safety oversight finding on AIS/Charts related safety critical concerns

— Participate in the Search and Rescue exercise as it relates to SAR as required by
Nig. CARs

— Provide guidelines for the development of Quality Management System in
Aeronautical Information/ data

— Carry out proficiency check on the Cartography/ AeroChart Service Provider
personnel

— Participate in the procedure design evaluation

— Monitoring the collection of the aerodrome spatial data procedure to ensure field
compliance

— Participate in the Search and Rescue exercise as required by Nig. CARs

6.2.3.3 AIR TRAFFIC MANAGEMENT (ATM)

The Air Traffic Management division is responsible for the regulatory and safety oversight of the
provision of Air Traffic Services through the Air Traffic Services unit responsible for the following functions;

— Coordinate the provision of timely DATA capture and feedback on ATS operations,
environment and infrastructure situations.

— Develop and update application of regulations and requirements including national
Safety performance targets levels.

— Review investigation of Air Traffic incidents and Aerodrome Aircraft
Crash/Emergency exercises.

— Analyze and recommend as appropriate, investigation reports, operator complaints
and Air Safety Reports.

— Ensuring compliance with MOS training /retraining requirements for ATM
personnel.

— Maintaining continuous surveillance of ATM Operations Standards and
Procedures, Emergency Plan, Regulatory requirements for safe and efficient
management of the Airspace.

6.2.3.4 PROCEDURE FOR AIR NAVIGATION SERVICES - OPERATIONS (PANS-OPS)
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The Procedure for Air Navigation Services — Operations division is responsible for the regulatory and
safety oversight of the provision of Procedures for Air Navigation Services through the PANS-OPS unit
responsible for the following functions;

— Certifying and monitoring Airways, Departures, Arrivals and Landing Approaches
to ensuring Safety of Air Navigation.

— Assessing the suitability and continuous proficiency of ATC and PANS-OPS
Provider.

— Assessing the safe operation of new Air Navigation systems and procedures within
the ATC and PANS-OPS.

— Coordinating test run exercises/proficiency checks of Air Traffic Controllers and
operating systems.

— Certifying PANS-OPS instrument procedures and Airspace design.

6.2.3.5 AERONAUTICAL METEOROLOGY (AEROMET)

The Aeronautical Meteorology (AeroMet) division is responsible for the regulatory and safety oversight
of the provision of Aeronautical Meteorological Services through the AeroMet unit responsible for the
following functions;

— Coordinating the review of the Civil Aviation Policy as it affects the provision of
Aero Met. Services.

— Liaison with ICAO Operational Groups on issues relating to meteorological
services for international air navigation.

— Liaison with the Service Provider(s) and users to ensure compliance with ICAO
and the Nig. CARs.

— Coordinating the implementation of the action plan on the professional
development of the Division.

— Ensuring the maintenance of inter-agency and international agreements that
promote air safety and efficiency to the highest possible degree.

— Providing guidelines for the development of Safety Management System (SMS).

6.2.3.6 SEARCH AND RESCUE OPERATIONS (SARs)
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The Search and Rescue Operations (SARs) division is responsible for the regulatory and safety
oversight of the provision of Search and Rescue Services through the SARs unit responsible for the
following functions;

— Ensuring efficient operation of Search and Rescue units in accordance with
approved Policies and Standards.

— Monitoring Aerodrome Crash/Emergency exercises.

— Review investigation of Air Traffic Incidents to ensure that mitigating actions
adopted on them are actively complied with.

— Review air-miss reports and make recommendations for Management actions.

6.2.4 DEPARTMENT OF AIR NAVIGATION SURVEILLANCE
The Department of Air Navigation Surveillance consists of two Divisions;

o Safety Risk Assessment
e Quality Systems

The following functions are general to all staff of the Department;
— Development and implementation of ANS surveillance programme.

— Review and publication of Technical guidance material (Manual of Standards,
Advisory Circulars, Checklists etc.) for ANS Inspectors.

— Manage safety data on Air Navigation Service Providers (ANSP).

— Monitor the implementation of Corrective Action Plan (CAP) by ANSP.
— Developing safety performance target levels for ANSP.

— Coordinating ANSP responses to ICAO State letters.

— Coordinating the implementation of APIRG requirements with ANSP.

— Ensuring that the provisions in the Nig. CARs Part 14 are up-to-date with
amendments to SARPs in ICAO Annexes that are relevant to ANS.

— Ensuring NCAA CAPs are updated in the ICAO USOAP CMA Portal.
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— Developing training plan in line with ITRAQ System.

— Coordinating the issuance of Inspectors Badge to ANS personnel.
— Maintaining the data base for ANS personnel training records.
— Coordinating ANS competency assessment programme for ANSP

6.2.4.1 SAFETY RISK ASSESSMENT DIVISION

The Safety Risk Assessment Division consists of the Programme Development Monitoring Unit; headed by
an Assistant General Manager responsible for the following:

6.2.4.1.1 PROGRAMME DEVELOPMENT MONITORING UNIT:

— ldentify the right tools or methods to accomplish the goals of ANS oversight
functions.

— Develop appropriate and adequate annual budget for the ANS Department.

— |Initiate necessary development programme including retreat, seminars, workshop,
exchange programme etc.

— Ensure the currency of the e-data base for the ANS Department.

— Ensures that DAAS Electronic Filing and Reporting System (EFRS) is regularly
updated.

— Conducts needs assessment for the ANS Department.

— |Initiate appropriate measures to improve the job skill of personnel in the ANS
Department.

— Design performance assessment framework for ANS personnel.

6.2.4.2 QUALITY SYSTEMS DIVISION

The Quality Systems Division consists of the Aeronautical Data Verification Unit headed by an Assistant
General Manager in carrying out the following functions:

— Oversight on aeronautical spatial data acquisition

— Analysis of aeronautical data to ensure its fitness in terms of integrity, resolution
and accuracy before accepting it for use in Aeronautical charts and PANS OPS
design in line with Nig. CARs, Part 14 and ICAO

— Monitor the creation and maintenance of aeronautical database

— Liaison with data providers on the provision of aeronautical data in a specified
format
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— Verification of aeronautical data with respect to position, geometry and attributes
information

— Structuring electronic data in a defined quality and set standard for Aeronautical
Data Quality

6.24.3 SURVEILLANCE

— Ensure compliance with Conduct of announced and unannounced surveillance
visits, inspections, and audits of aerodrome, maintenance organizations, and other
aviation entities to assess their compliance with regulations and safety protocols.

— Develop comprehensive surveillance plans, checklists, and protocols to ensure
thorough evaluations of aviation organizations.

— Maintain detailed records of surveillance findings. Prepare comprehensive reports,
highlighting compliance issues and recommending corrective actions.

— Assess safety management systems (SMS) and safety performance indicators to
identify potential risks and ensure safety within the aviation sector.

— Serve as a liaison between the Surveillance Unit, aviation entities, and regulatory
authorities. Provide guidance on compliance matters and facilitate communication
channels.

— Participate in investigations into incidents or violations of aviation regulations.
Compile evidence, interview witnesses, and report findings to regulatory
authorities.

— Assist in developing and delivering training programs, workshops, and seminars to
educate aviation personnel on regulatory compliance and safety.

— Participate in the development and testing of emergency response plans for
aviation organizations to ensure preparedness for unforeseen events.

6.2.5 REGIONAL OFFICES — DAAS DELEGATED FUNCTIONS, PROCEDURES FOR CO-
ORDINATION AND STANDARDIZATION

6.2.5.1 All DAAS Inspectors at Regional offices are delegated to:

— Carry out continuous surveillance and monitoring of aerodrome and  air
navigation facilities and personnel to ensure that operational efficiency is
maintained at the region.

— Carry out routine inspections of air navigation facilities at the region.
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— Report cases of sudden damage, deficiency, incident/accidents and break down of
any aerodrome/air navigation operational facility that could constitute threat to
safety.

— Respond to directives from the headquarters to carry out ad-hoc facility inspection
on aerodrome and air navigation services in the region.

— Receive complaints of aerodrome and air navigation services from operators and
forward same to the headquarters.

— Represent the Directorate at airport operations meetings in the region.

6.2.5.2 Information on the above alongside any surveillance plan or programme drawn shall
be forwarded daily, weekly, monthly, and quarterly as appropriate to the headquarters.

6.2.5.3 Copies of reports and information relating to aerodromes within a regional office should be
forwarded to DAAS.

6.3 REGISTERING DIFFERENCES WITH ICAO

6.3.1 When a department discovers that there is a difference in operating
procedures within Nigeria from that of ICAO and the difference is justified, the
Departmental  General Manager is responsible for notifying in writing the Director of
Aerodrome and Airspace Standards. The Director shall advise the Regulation Committee
so that the difference can be registered with ICAO and be included in the AIP.

6.4 DISTRIBUTION OF GUIDANCE MATERIAL TO OPERATORS

6.4.1 Guidance material shall be developed when a department ascertains that it would be
beneficial and assist operators to comply with the Regulations and Standards.

6.4.2 The guidance material shall contain the NCAA logo and be approved by the
Director General.
6.4.3 Distribution of the guidance material will be through the NCAA website. The operator

may be communicated to draw their attention to the publication and distribution on the
official website.
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6.5 REFERENCE DOCUMENTATION

6.5.1 All reference documentation including Civil Aviation Act, Nig. CARs will be posted on
NCAA website: www.ncaa.gov.ng

6.5.2 The NCAA e-Library will also be available for obtaining up-to-date ICAO publications.

6.6  AFI PLANNING AND IMPLEMENTATION REGIONAL GROUP (APIRG)

6.6.1 There will be an APIRG Committee comprising all the units in the Directorate.

6.6.2 The DAAS APIRG Committee whose members shall be nominated by the Director will
form part of the National APIRG Monitoring and Implementation Committee (NAMIC)
consisting of other NCAA Technical Directorates and relevant stakeholders in the aviation
industry to be set up by the Director General CA to address the conclusions of the APIRG
meetings.

6.6.3 Among other related matters, NAMIC shall perform the following functions:
— Develop and maintain a database of APIRG conclusions,

— ldentify conclusions that concern Nigeria and the relevant stakeholders for corrective
actions and implementation

— meet at least twice a year to examine conclusions relevant to Nigeria.

— Ensure that the stakeholders develop and implement Corrective Action Plans (CAPs)
for the identified deficiencies

— Report to the ICAO WACAF office the status of implementation of the CAPs.
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CHAPTER 7

PERSONNEL

7.1 STANDARD OF RECRUITMENT

7.1.1

71.2

It is the intent of this part to establish basic qualification for staff joining the
Directorate of Aerodrome and Airspace Standards. These qualifications include both
academic and experience requirements. The qualifications detailed in this section meet
all requirements and serve as the minimum standard and shall be implemented without
exception.

It is also imperative that Directorate of Aerodrome and Airspace Standards staff have
educational, as well as practical, operational and technical experience qualifications that
compare favorably with those operators’ personnel they will inspect.

7.2 DAAS STAFF REQUIREMENTS - GENERAL

7.2.1

7122

723

71.2.4
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The Directorate of Aerodrome and Airspace Standards must be staffed with enough
suitable inspectors with necessary competencies including appropriate qualifications,
training, skills, knowledge and experience required to accomplish the wide range of
activities covered by the directorate.

The mechanism for arriving at the number of staffs required by the Directorate is detailed
in Appendix C (Human Capacity Determination Model).

Inspectors must have the necessary competencies to carry out their duties in a
professionally sound manner and possess the personality to win the respect and
confidence of the operators.

The generic knowledge and skills refer to 7.2.1 will include:

a) the inspector’s ability to apply inspection/audit principles, procedures and methods;
plan and organize inspection/audit effectively;

b) conduct the inspection/audit within the agreed time schedule;

c) prioritise and focus on matters of significance; collect information through effective
interviewing, listening, observing and reviewing documents, records and data;

d) understand the appropriateness and consequences of using sampling techniques for
inspection/audit; verify the relevance and accuracy of collected information;
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725

e) confirm the sufficiency and appropriateness of inspection/audit evidence to support
inspection/audit findings and conclusions;

f) document inspection/audit findings and prepare appropriate inspection/audit reports,
maintain the confidentiality and security of information, data, documents and records;
communicate effectively, orally and in writing; and

g) understand the types of risks associated with inspection/auditing.

The personality refer to in 7.2.3 will include being ethical, open minded, diplomatic,
observant, perceptive, versatile, tenacious, decisive, self-reliant, able to act with fortitude,
open to improvement, culturally sensitive, and collaborative. This would require a
reasonable level of tact, understanding, firmness, impartiality, integrity and an
exemplary personal conduct at all times in order to attain success as Inspectors.

7.3  DIRECTOR AERODROME AND AIRSPACE STANDARDS

The Director Aerodrome and Airspace Standards is responsible for:

7.3.1

7.3.2

7.3.3
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Providing general oversight, guidance and direction in matters relating to Aerodromes
and Airspace and ultimately ensuring enforcement of ICAO SARPs, the Nigeria Civil
Aviation Act and the Nig. CARs including the under listed areas:

) Certification of Aerodromes and Technical Personnel
) Rescue and Fire Fighting

) Handling of Hazardous Materials

)

)

o O T QO

Control of Obstacles

Wildlife Hazard Control

Facilitation

Aeronautical Meteorology

Communications, Navigation and Surveillance

Air Traffic Management

Environmental Issues (Compatible land-use planning)
Aeronautical information management

Development and maintenance of aerodromes.

D

o X = oTDKa oo

Establishing policies and plans, consistent with ICAO SARPS, the Nigeria Civil
Aviation Act and the Nig. CARs on Aerodrome and Airspace activities in Nigeria.

Interacting and coordinating with all Stakeholders in the Aviation community, ICAO and
other external Aviation bodies to promote safety and efficiency of Aerodrome and
Airspace activities.
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734

735

7.3.6

Collating, prioritizing and recommending to the Director General all existing and
proposed initiatives relating to the Directorate’s functions for implementation to meet the
goals of the NCAA.

Coordinating the activities of the Directorate including personnel and resource
management.

Any other duty being assigned by the Director General.

74  DEPARTMENT OF AERODROME STANDARDS PERSONNEL FUNCTIONS

741

7411

7412

7413
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AERODROME ENGINEERING - PERSONNEL FUNCTIONS

AERODROME SAFETY OFFICER Il (AERODROME ENGINEERING)

e  Familiarization with the provisions of the Civil Aviation Act, Nig. CARs Part 12 and
other related ICAO annexes documents and relevant publications

e Undertake the necessary induction/ initial training

e Undertake on-the-job training (OJT)

Assist in the preparation of documents and reports
Assist in the compilation of routine inspection reports under the supervision of a
senior inspector

AERODROME SAFETY OFFICER | (AERODROME ENGINEERING)

e  Commence eligibility processes for grant of Inspector's Credential

e Attached to Senior Officers participating in the inspection of completed Airports,
Airstrips, Helipads and Helidecks

e Collate and compile monthly/quarterly aerodromes inspection reports under the
supervision of a senior officer

e Assist in the review of aerodrome design drawing to ensure compliance with
standards

AERODROME SAFETY INSPECTOR (AERODROME ENGINEERING)

Review of aerodrome design drawings to ensure compliance with standards
Compile routine inspection schedules

Inspection of Aerodromes facilities

Monitor the compliance of aerodrome operators with standards in
accordance with their operation’s manuals

. Supervise the compilation of aerodrome inspection reports
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o Review of work safety plan documents
o Monitor the implementation of corrective actions on observed aerodrome
facilities deficiencies

7414 AERODROME SAFETY INSPECTOR (AERODROME ENGINEERING)

o Cross check the aerodrome design drawings after review to ensure
correctness of information

o Compile routine inspection schedules
o Inspection of Aerodromes facilities
o Review amendments of aerodrome operators’ documents
o Review application for expression of interest from prospective aerodrome
operators
o Verify the accuracy of aerodrome data for publication into the AIP
o Review and recommend for approval work safety plan documents
o Monitor the implementation of corrective actions on observed aerodrome
facilities deficiencies
7415 AERODROME SAFETY INSPECTOR (AERODROME ENGINEERING)
o Participate in the site selection process for aerodrome development
o Review of ICAO states letters related to aerodromes
o Review of airport's reports on waste management or control programme
o Preparation of divisional annual budget and work plan
7416 AERODROME SAFETY INSPECTOR (AERODROME ENGINEERING)
o Appraisal of master plans for development of aerodrome to ensure compliance to
Environmental Protection requirements
o Appraisal of Environmental Impact Assessment reports for compliance with
standards where necessary
o Coordinate the training programme of the Division
o Inspection of aerodrome facilities to ensure compliance with national standards
° Review of report on site selection processes for aerodrome development
7417 AERODROME SAFETY INSPECTOR (AERODROME DESIGN & SPECIFICATION)

e  Provide recommendation on the development and review of national standards and
practices for aerodrome design and operations

e Advise on site selection process for aerodrome planning, design, construction and
expansion of projects as well as providing technical guidance to aerodrome applicant

e Advise on the design and construction stages of aerodrome projects
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Coordinate the activities of the safety inspectors

Provide recommendation on issues related to all design and constructions of
aerodrome facilities

Coordinate and  monitor the determination of friction test measurement by the
aerodrome operator

Advise on Environmental Impact Assessment reports for compliance with standards.
Coordinate activities on issues related to environmental hazards within the airport
environment

Coordinate the development and review of national standards and practices for
aerodrome design and operations

Appraise master plans for development of aerodrome to ensure compliance to
Environmental Protection requirements

Advise on the development and review of national standards and practices for
aerodrome design and operations

AERODROME SAFETY INSPECTOR (AIRFEILD VISUAL AID)

Supervises engineers, and support staff responsible for the installation, maintenance,
and repair of airfield lighting systems, signage, and other visual aids.

Compliance and Regulations: Ensure that all airfield visual aids are compliant with
relevant aviation regulations, standards, and safety guidelines established by aviation
authorities, such as the International Civil Aviation Organization (ICAO) and national
aviation agencies.

Maintenance Planning: Develop and execute a comprehensive maintenance and
inspection plan for airfield visual aids to ensure their continuous operation and
reliability. This includes routine inspections, preventive maintenance, and addressing
issues promptly.

Budget Management: Manage the budget for the airfield visual aid department,
including allocating resources for maintenance, equipment upgrades, and staff
training.

Technology Upgrades: Stay updated on technological advancements in airfield lighting
and visual aid systems and recommend upgrades or replacements as necessary to
improve safety and operational efficiency.

Emergency Response: Develop and implement emergency response plans for airfield
visual aid failures or disruptions to minimize operational downtime and maintain safety
during adverse conditions.

Documentation and Reporting: Maintain accurate records of maintenance activities,
repairs, and equipment status. Generate reports for senior management and
regulatory agencies as required.
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e Training and Development: Provide training and development opportunities for staff to
ensure they are well-equipped with the knowledge and skills required to maintain and
operate airfield visual aids effectively.

e Stakeholder Collaboration: Collaborate with air traffic control, airport management, and
other relevant stakeholders to ensure that airfield visual aids support the safe and
efficient movement of aircraft.

e Quality Assurance: Implement quality control measures to ensure the accuracy and
reliability of airfield visual aids, including photometric testing and compliance checks.

e Project Management: Oversee projects related to the installation or upgrade of airfield
visual aids, including budgeting, scheduling, and contractor coordination.

e Environmental Considerations: Ensure that airfield visual aid systems are energy-
efficient and environmentally sustainable, aligning with modern aviation industry
sustainability initiatives.

o Safety Culture: Promote a strong safety culture within the AVA department,
emphasizing the importance of safety in all maintenance and operational activities.

e Regulatory Audits: Prepare for and participate in regulatory audits and inspections
related to airfield visual aids, providing necessary documentation and ensuring
compliance with audit findings.

¢ Innovation and Research: Explore innovative technologies and best practices in
airfield lighting and visual aids to enhance safety and efficiency continuously.

7419  AERODROME SAFETY INSPECTOR (CIVIL ENGINEERING)

Safety oversight of aerodrome infrastructure facilities.
Validate the competence of personnel involved in the design, construction, operations, and
maintenance of the aerodrome and its facilities.

Develop documents, manuals, checklist related to aerodrome design, operations,
maintenance and engineering specifications in compliance with ICAO Annex 14 and
related publications.

Review of architectural designs and structural plans for new aerodromes, or the further
development of, or modification to existing aerodromes, submitted to the Authority for
approval, to ensure that the requirements of the Aerodrome Regulations (Standards), are
complied with;
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the provision of guidance at the design and construction stages of aerodrome projects,
particularly complex projects or where there is significant work that may impact compliance
with the regulations;

final inspection of completed projects involving complex or significant work to identify
problems or deficiencies that needs to be corrected, in order to comply with the
requirements of the aerodrome regulations;

Provide technical guidance to prospective operators during the planning stage of
establishment of an aerodrome;

Assess the aerodrome operator’s pavement surface evaluation, friction and strength rating
reports;

Ensure periodic monitoring, assessment and reporting of runway surface conditions by the
aerodrome operator.

Evaluate pavement rehabilitation and reconstruction proposals;
Perform validation inspections of pavement testing equipment (e.g. CFME, Profilometer)

SME in the review of ICAO amendments related to airport design and construction.
Any other job assigned.

7.4.1.10 AERODROME SAFETY INSPECTOR (ELECTRICAL INFRASTRUCTURAL)
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Validate the competence of personnel involved in the design, installation, operations, and
maintenance of the aerodromes electrical systems, aeronautical ground lighting system
and facilities;

Evaluate the adequacy of electricity present at the aerodrome taking into consideration the
provision of primary and secondary electrical power supply;

Verify that electrical installations and equipment are in line with ICAO guidance;

Ensure and evaluate the provision and capability of interleaving of aerodrome lighting
circuits;

Ensure effective trouble shooting and maintenance procedures are established and
implemented by the aerodrome operator;

Ensure electrical safety precautions are always maintained at the aerodrome;

Perform Airfield Lighting Equipment Validation Inspection;
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Evaluate proposals for a change in Airfield Lighting Category;

Assess Airfield Lighting installations and rehabilitation projects;

Ensure routine inspection and maintenance of aeronautical ground lighting by aerodrome
operators;

Develop documents, manuals, checklist related to aerodrome electrical systems and
engineering specifications in compliance with ICAO Annex 14 and related publications.

Perform Visual Docking Guidance Systems Validation Inspections;

Ensure effective management and maintenance of airfield lighting;

Evaluates airport lighting and signage plan and associated electrical systems;

Review of aerodrome electrical design drawings to ensure compliance with Standards;

Monitor aerodrome development to ensure compliance with approved Standards /master
plan;

Provide technical guidance to prospective operators during the planning stage for the
establishment of an aerodrome;

Any other job assigned.

DEPUTY GENERAL MANAGER (DGM) (AERODROME ENGINEERING)

e Coordinate the development and review of national standards and practices for
aerodrome design and operations

e Assist the General Manager on issues related to all design and constructions of
aerodrome facilities

e Coordinate the inspection activities of aerodrome facilities to ensure compliance with
national standards

e Appraise the training plan of the unit

e Advise the General Manager on matters relating to the licensing/certification
of aerodromes

e Recommend for approval the master plan for aerodrome development to ensure
compliance to Environmental Protection requirements

e Evaluate aerodrome development plan to ensure adequate compliance with the
approved standards/master plan

e Recommend for necessary action report collected from state/town planning authority
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on infrastructural and industrial developments that may constitute safety hazards
outside or within the aerodrome vicinity

Ensure the implementation of waste management or control programme by
aerodrome operators for safety of aircraft operations within the airport environment
Recommend Environmental Impact Assessment reports for approval in compliance
with Nig. CARs, Part 12

Advise on aerodrome operator’'s pavement surface evaluation and rating reports

AERODROME OPERATIONS - PERSONNEL FUNCTIONS
AERODROME SAFETY OFFICER (ASOIll) (OPERATONS)

Familiarization with the provisions of the Civil Aviation Act, Nig. CARs Part 12 and
other related ICAO annexes documents and relevant publications.

Undertake the necessary induction/ initial training.

Undertake on-the-job training (OJT)

Assist in the preparation of documents and reports.

AERODROME SAFETY OFFICERS (ASO I) (OPERATONS)

Commence eligibility processes for grant of Inspector’s Credential.

Attached to Senior Officers participating in the inspection of completed Airports,
Airstrips, Helipads and Helidecks.

Attached to Senior Officers in the Aeronautical Studies of proposed tall structures
nationwide.

Attached to Senior Officer on Bird/Wildlife evaluation/inspection at different
aerodrome.

Attached to Senior Officer on Apron safety and Ground Handling inspection.
Attached to Senior Officer on Airport facilitation inspection

AERODROME SAFETY INSPECTOR (ASI IV) (OPERATONS)

Participate in selection of suitable cum guideline for the construction of Airports,
Airstrips, Heliports and Helipads

Assist in the inspection of Airports for Certification and Licensing.

Inspection of Airports for serviceability and compliance

Evaluating/Assessing SOP of Aerodromes

Processing of Data to be included in NOTAM affecting the physical characteristics of
Airports

Assist in the implementation of ICAO Annex (Aerodrome and Ground Aids)

Conduct Aeronautical Studies of proposed tall structures nationwide

Page 67 of 171
CONTROLLED DOCUMENT
Disclaimer: please refer to NCAA website for up-to-date version



DAAS TECHNICAL GUIDANCE MATERIALS, VOL. | POLICY & PROCEDURE MANUAL

71424

714.2.5

74.2.6

71427

TGM ISSUE 17 July, 2023
Copy - 01

Conduct Bird/Wildlife evaluation/inspection at different aerodrome
Conduct Apron safety and Ground Handling inspection
Conduct Airport facilitation inspection

AERODROME SAFETY INSPECTOR (ASI IIl) (OPERATONS)

Responsible for supervising the activities of ASO

Participate in preparation of guidelines for the construction of Airports, Airstrips,
Heliports and Helipads

Assist in the inspection of Airports for Certification and Licensing

Inspection of Airports for serviceability and compliance

Processing of Data to be included in NOTAM affecting the physical characteristics of
Airports

Assist in the implementation of ICAO  Annex (Aerodrome and Ground Aids)
Conduct Aeronautical Studies of proposed tall structures nationwide

Conduct Bird/Wildlife evaluation/inspection at different aerodrome

Conduct Apron safety and Ground Handling inspection

AERODROME SAFETY INSPECTOR (ASI 1) (OPERATONS)

Involved in the formation of policies and regulations for the safety of Airports and
Airstrips

Assist in the preparation and coordination of the departmental annual report
Coordinate the activities of subordinate Aerodrome Safety Officers in the field
Handle applications, approvals, sitting and construction of tall structures within and
around the Airports, Airstrips and Heliports

Assisting in Birds Strike and Control assessment at Airports, Airstrips and Heliports

AERODROME SAFETY INSPECTOR (ASI [) (OPERATONS)

Initiating policies on Apron Operations and Ground Handling Management

Involved in the formulation of policies and regulations for the safety of Airports and
Airstrips

Initiate the preparation and coordination of the departmental annual report

Coordinate the activities of subordinate Aerodrome Safety Officers and Inspectors
Handle applications, approvals, sitting and construction of tall structures within and
around Airports, Airstrips and Heliports

Evaluate Birds Strike and Control management plan at Airports, Airstrips and Heliports

ASSIST. GENERAL MANAGER (AGM) (OPERATONS)

Processing of data on bird strikes accident/incident at Nigerian Aerodromes
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e Liaising with and reporting to ICAOQ regional office all accidents/incidents caused by
Bird Strikes and Wildlife incursions

o Confer at National and international levels on matters relating to the regulation of Bird
strikes and Wildlife hazards

e  Ensuring publication in the AIP of Aerodromes that are prone to bird hazards

e Coordinate applications, siting and erection of tall structures within, outside and
around the Airports, Airstrips and Heliports

e Investigating reports on obstacle report on obstruction within and around Airports,
Airstrips and Heliports

e  Coordinating survey reports on the obstructions as recommended in the Airport
Services Manual Part 6 (Doc. 9137 — AN 898, Control of Obstacles)

e  Prohibiting the erection of structures, this by virtue of their position or heights will
constitute danger to air navigation

e Ensuring that all high structures are adequately marked by appropriate paintings and

lightings as recommended by Chapter 6 of Annex 14

Coordinate the inspection reports of Apron Safety inspections at Airports

Coordinate the inspection of Ground Handling operations

Collate data on apron incidents/accidents

Assist in the process of application of registration and licensing of Ground Handling

Operator

7428 DEPUTY GENERAL MANAGER (OPERATIONS) (DGM)

e Co-ordinate the activities of the unit

e  Ensure the implementation of servicom provisions in the issuance of aviation obstacle
clearance certificates to clients

e Ensure up to date availability of data on apron incidents/accidents for the
implementation of SSP.

e  Ensure coordination with other Directorates in the processing of application of
registration and licensing of Ground Handling Operator.

e Participate in National Airport Facilitation meetings.

743 AERODROME FIRE AND SAFETY — PERSONNEL FUNCTIONS

7.4.31 AERODROME SAFETY OFFICER II

e Familiarization with the provisions of Civil Aviation Act, Nig. CARs Part 12 and
other related ICAO annexes, documents and relevant publications

¢ Undertake the necessary induction/ initial training

¢ Undertake on-the-job training (OJT)

e Assist in the preparation of documents and reports
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Participate in other divisional activities

AERODROME SAFETY OFFICER |

Commence eligibility processes for grant of Inspector’s Credential

Assist in periodic inspection of rescue and fire- fighting facilities and fire
service personnel at the airports, airstrips and heliports

Assist in the evaluation of Mock Crash Exercise

Assist in the evaluation of terminal building emergency evacuation drill

Inspect the installation and maintenance of fire prevention/protection at NCAA
buildings

Assist in Aerodrome Fire Audit exercise

AERODROME SAFETY INSPECTORS |

Involved in the inspection of airports and airstrips for serviceability and
compliance of fire equipment

Assist in certification of Airports and evaluation of Aerodrome Rescue and
Fire Fighting personnel competency

Participate in the evaluation/assessment of SOPs, manuals of Aerodromes
Sensitizing Staff on Safety precaution measures

Oversight inspection of Safety Installation and equipment in all NCAA
buildings

Assist in evaluation of Mock crash exercises

Assist in Aerodrome Fire Audit exercise

Participating in other divisional activities

AERODROME SAFETY INSPECTORS Il

Supervising the activities of the subordinates

Inspection/monitoring of  rescue and firefighting facilities in all airports,
airstrips and helidecks

Assist in certification of Airports and evaluation of Aerodrome Rescue and
Fire Fighting personnel competency

Assist in evaluation of Mock Crash Exercises

Participate in the accreditation of fire and Safety training institute

Involve in the categorization of fire cover at Aerodrome

Inspection/monitoring of bulk fuel installations within the aerodrome

Participate in Aerodrome Fire Audit exercise
Participating in other divisional activities
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AERODROME SAFETY INSPECTORS I

Same as in Grade level 12 above

Assist in the formulation of policies and regulations for the rescue and Fire
Fighting facilities in all airports and airstrip throughout the Federation

Involved in the periodic inspection of accredited training institution
Inspection/monitoring of activities of aerodrome fire services

Participate in Aerodrome Fire Audit exercise

Assist in other divisional activities

AERODROME SAFETY INSPECTORS IV

Same as in Grade level 13 above

Responsible to the Assistant General Manager, Fire & Safety
Oversee and coordinate the activities of the subordinates
Assess the Mock crash hot drill exercise of the aerodrome
Involve in the certification of Aerodrome

Participate in search and rescue operations and involve in Mock Crash Hot
Drill

Assist in other divisional activities

ASSIST. GENERAL MANAGER (AGM) ARD FP&P

Assist the DGM (Fire & Safety) in the formulation of policies in respect of fire
prevention/protection, rescue and firefighting facilities in all airports, airstrips
and heliports

Responsible for the categorization of aerodrome fire cover, airport certification
and ARFF personnel competency

Monitoring of the activities of the Aerodrome Fire service with regards to the
provision and sustenance of adequate rescue, firefighting and safety facilities
to ensure compliance

Responsible for the feasibility studies on construction of airports, airstrips and
heliports

Responsible for the selection of site for the new fire station at airports and
airstrips

Assist the DGM in the provision and maintenance of appropriate fire and
safety equipment at all NCAA and to ensure the provision of same in govt.
owned airstrips throughout the federation
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e Ensuring that FAAN, oil companies and other the airports and aircraft
operators maintain good standards aimed at eliminating the risk of fire
outbreak

e Assisting in coordinating the activities of search and rescue organization in
Nigerian

¢ Assessment of emergency evacuation drills at airport terminal buildings

o Evaluate the categorization of aerodrome fire cover

o Coordinate aerodrome fire safety Audit

o Participate in the assessment of compliance level of bulk fuel installation
operations

o Set standards of aerodrome rescue and fire-fighting training

¢ Monitoring of approved aerodrome and fire-fighting organization

¢ Representing the country at ICAO meetings on ARFF matters

o Perform administrative functions

7438  ASSIST GENERAL MANAGER (AGM) EMERGENCY & RESCUE

+ Assist in the formulation of policies regarding fire safety oversight as related
to national requirements on Aerodromes

+ Coordinate inspections of fire safety to ensure compliance with national
requirements on Aerodromes

+ Advise on the categorization of Aerodrome fire cover

+ Oversee the effective functioning of Aerodrome Emergency plan.

+ Advise on inspection reports as it relates to Aerodrome Emergency
preparedness.

+ Appraise aerodrome Emergency Plan and assessment of emergency
evacuation drills at airports terminal buildings.

* Any other job assigned by the Deputy General Manager

7439 ASSIST. GENERAL MANAGER (AGM) ARFF TRAINING & ACCREDITATION

o Assist the DGM (Fire & Safety) in the formulation of policies in respect of the
Accreditation of Training institutes

e Set standards of Aerodrome Rescue and Firefighting Training

e Develop training curriculum for firefighting organization line with ICAO
standards

e Process application and registration of approved Aerodrome Rescue and
Firefighting Training Organizations

o Assessment /evaluation of fire cover for aerodrome on construction
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e Formulation of policies and regulations of RFF facilities at nation’s
aerodromes

o Evaluation of ARFF training provider's manuals
¢ Representing the country at ICAO meetings on RFF matters and attending
other world conferences and seminar/exhalation of RFF matter generally

7.4.3.10 ASSIST. GENERAL MANAGER (AGM) ARD. FP&P

o Assist the General Manager in the formulation of policies regarding fire
prevention /protection, rescue and fire-fighting facilities at all the airports,
airstrips and heliports

¢ Responsible for the categorization of airports

¢ Monitoring the activities of Aerodrome Fire Service with regards to the
provision and sustenance of adequate rescue, fire-fighting and safety facilities

o Ensure that proper and regular inspection of aerodrome facilities is carried out
to ensure compliance with International Standards

o Coordinate the testing, supervising and updating of airport emergency plans

o Representing the country at the ICAO meeting on fire/rescue matters and
attending other world conferences and seminars/exhibitions on Fire/Safety
matters generally

e Conduct investigations and report on the activities of airport fire service
personnel in case of aircraft accident/incident and of fire occurring at the
airport or vicinity

¢ Advice the GM in the provision and maintenance of appropriate fire and safety
equipment at all NCAA complex

o Appraise aerodrome emergency plan

o Coordinate/ assessment of ARFF personnel competency

¢ Oversee the effective functions of ARFF training organization in Nigeria

e Preparation of quarterly/annual reports on the division’s activities and
preparation of annual budgets

o Assist the GM in the formulation of policies on the carriage of explosive
materials

¢ Any other job assigned by the General Manager

744 GENERAL MANAGER - AERODROME STANDARDS

Responsible for the administration of the Department.

Responsible for the departmental policy formulation and implementation.
Assist the Director on matters relating to the development of Aerodromes.
Coordinate the implementation of Aerodrome facilities deficiencies reports for
Operators’ action.
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e Coordinate the issue of development of aerodrome and Heliport.
e Oversees the airside and ground handling operations at the Airport.
e Coordinate the issuance of obstacle height clearances permits.

¢ Assistance in scrutinizing documents to be submitted to the Director for
approval/endorsement

e Updating DAAS on issues relating to Nig. CARs Part 12 "Aerodrome”

e To conduct meeting with departmental staff members to tackle common issues
affecting the aerodrome standards department

¢ Responsible for the administration of the Safety Division

e Responsible for the departmental policy formulation and implementation relating to
Safety

o Assist DAAS on issues relating to safety at/or around the aerodrome’s
environment.

¢ Co-ordinate the surveillance inspection of Aerodromes and Heliports

e Keeping track and initiating the process of certification/licensing/renewal in
Aerodromes/Heliports under his jurisdiction, at appropriate time

e Co-ordinate the inspection Safety Management System of Aerodromes through
State Safety Programme

¢ Coordinate investigation of incidents on aerodrome
¢ Any other job assigned by DAAS

7.5  AERODROME CERTIFICATION ACTIVITIES

7.5.1 GENERAL MANAGER AERODROME CERTIFICATION

All aerodrome badged inspectors and aerodrome On-the-Job-Training (OJT) inspectors
will be deployed to participate in the comprehensive execution of aerodrome and heliport
certification activities.

The general manager on aerodrome certification will supervise all managers under his
office to ensure adequate coordination of inspectors to carry out their task;

e Responsible for the administration of the Department.

e Responsible for the departmental policy formulation and implementation.

7.5.2 DEPUTY GENERAL MANAGER AERODROME CERTIFICATION (DGM)
e Responsible for the administration of the Department as directed by the
General Manager aerodrome certification.
e Responsible for the departmental policy formulation and implementation.

e Ensure that heliports/helidecks comply with the standards;
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e Ensure the implementation of post- certification surveillance programme at
certified aerodromes;
o Ensures that status of certified aerodromes is published in the nation’s AIP.

¢ Coordinate assessments and inspections of aerodromes to determine their
compliance with civil aviation regulations, safety standards, and operational
requirements as it relates to aerodrome certification.

e Coordinate the aerodrome certification process, including the application,
evaluation, and issuance of certificates. Ensure all necessary documentation is
complete and accurate.

¢ Interpret and enforce civil aviation regulations pertaining to aerodrome
operations, runway safety, infrastructure maintenance, and emergency
preparedness.

e Coordinate the development of comprehensive audit and inspection plans,
checklists, and protocols to assess all aspects of aerodrome operations and
safety.

¢ Maintain detailed records of aerodrome certification activities, inspection
findings, and corrective actions. Prepare reports for regulatory authorities and
aerodrome operators.

e Implement a system for ongoing monitoring and surveillance of certified
aerodromes to ensure compliance with regulatory requirements.

e Collaborate with safety management teams at aerodromes to assess safety
management systems (SMS) and identify and mitigate potential risks.

e Provide guidance and support to aerodrome operators on compliance matters,
safety improvements, and best practices.

e Evaluate and ensure the adequacy of aerodrome emergency response plans
and procedures. Coordinate with relevant authorities to enhance emergency
readiness.

e Stay informed about changes in civil aviation regulations and industry

standards, and incorporate necessary updates into certification processes.

753 ASSIST. GENERAL MANAGER AERODROME CERTIFICATION (AGM)
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e Ensure the implementation of post- certification surveillance programme at
certified aerodromes;
o Ensures that status of certified aerodromes is published in the nation’s AIP.

¢ Coordinate assessments and inspections of aerodromes to determine their
compliance with civil aviation regulations, safety standards, and operational
requirements as it relates to aerodrome certification.

e Coordinate the aerodrome certification process, including the application,
evaluation, and issuance of certificates. Ensure all necessary documentation is
complete and accurate.

o Interpret and enforce civil aviation regulations pertaining to aerodrome
operations, runway safety, infrastructure maintenance, and emergency
preparedness.

e Coordinate the development of comprehensive audit and inspection plans,
checklists, and protocols to assess all aspects of aerodrome operations and
safety.

¢ Maintain detailed records of aerodrome certification activities, inspection
findings, and corrective actions. Prepare reports for regulatory authorities and
aerodrome operators.

e Implement a system for ongoing monitoring and surveillance of certified
aerodromes to ensure compliance with regulatory requirements.

e Collaborate with safety management teams at aerodromes to assess safety
management systems (SMS) and identify and mitigate potential risks.

e Provide guidance and support to aerodrome operators on compliance matters,
safety improvements, and best practices.

e Evaluate and ensure the adequacy of aerodrome emergency response plans
and procedures. Coordinate with relevant authorities to enhance emergency
readiness.

e Stay informed about changes in civil aviation regulations and industry
standards, and incorporate necessary updates into certification processes.

754 ASSIST. GENERAL MANAGER HELIPORT CERTIFICATION (AGM)
e Ensure that heliports/helidecks comply with the standards;
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e Ensures that status of certified heliports is published in the nation’s AIP.

e Coordinate assessments and inspections of heliports to determine their
compliance with civil aviation regulations, safety standards, and operational
requirements.

e Coordinate the heliport certification process, including the application,
evaluation, and issuance of certificates. Ensure all necessary documentation is
complete and accurate.

e Coordinate the development of comprehensive audit and inspection plans,
checklists, and protocols to assess all aspects of heliport operations and safety.

¢ Maintain detailed records of heliport certification activities, inspection findings,
and corrective actions. Prepare reports for regulatory authorities and heliport
operators.

¢ Implement a system for ongoing monitoring and surveillance of certified
aerodromes to ensure compliance with regulatory requirements.

¢ Provide guidance and support to heliport operators on compliance matters,
safety improvements, and best practices.

o Stay informed about changes in civil aviation regulations and industry
standards, and incorporate necessary updates into the heliport certification
processes.

DEPUTY GENERAL MANAGER COMPLIANCE AND ENFORCEMENT (DGM)

The deputy general manager on compliance and enforcement will supervise the
assistance general manager compliance and enforcement to ensure adequate
coordination of inspectors to carry out the underlisted task as directed by the General
Manager Aerodrome Certification;

— Ensure Monitoring and interpret relevant laws, regulations, and standards
pertaining to the industry or sector under regulation. Stay up-to-date with any
changes or updates in these regulations.

— Coordinate regular and targeted audits and inspections of individuals, businesses,
or organizations to assess their compliance with applicable regulations and
standards.
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— Coordinate Investigation and complaints, incidents, or allegations of non-
compliance. Gather evidence, interview witnesses, and compile reports for further
action.

— Ensure detailed records of compliance assessments, inspection findings,
investigations, and enforcement actions are maintained. Accurate documentation
is crucial for legal purposes and trend analysis.

— Take appropriate enforcement actions when non-compliance is identified. This can
include issuing warnings, fines, sanctions, or revoking licenses and permits.

— Manage and Identify potential risks and vulnerabilities within the regulated industry
and develop strategies to mitigate these risks.

— Contribute to the development and improvement of regulations and enforcement
policies to align with evolving industry practices and emerging risks.

— Analyze compliance data to identify trends, patterns, and areas of concern. This
information can inform targeted enforcement efforts and regulatory changes.

— Prepare and present cases for legal proceedings when necessary. This may
involve working closely with legal teams and providing expert testimony.

— Continuously evaluate and refine compliance and enforcement strategies to
enhance their effectiveness and efficiency.

— Provide regular reports to the public and regulatory authorities on compliance
rates, enforcement actions taken, and outcomes achieved.

— Establish mechanisms to protect whistleblowers who report non-compliance,
ensuring their anonymity and safety

756  ASSIST. GENERAL MANAGER COMPLIANCE AND ENFORCEMENT (AGM)

— Monitor and interpret relevant laws, regulations, and standards pertaining to the
industry or sector under regulation. Stay up-to-date with any changes or updates
in these regulations.

— Coordinate regular and targeted audits and inspections of individuals, businesses,
or organizations to assess their compliance with applicable regulations and
standards.
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— Coordinate Investigation and complaints, incidents, or allegations of non-
compliance. Gather evidence, interview witnesses, and compile reports for further
action.

— Ensure detailed records of compliance assessments, inspection findings,
investigations, and enforcement actions are maintained. Accurate documentation
is crucial for legal purposes and trend analysis.

— Take appropriate enforcement actions when non-compliance is identified. This can
include issuing warnings, fines, sanctions, or revoking licenses and permits.

— Manage and Identify potential risks and vulnerabilities within the regulated industry
and develop strategies to mitigate these risks.

— Contribute to the development and improvement of regulations and enforcement
policies to align with evolving industry practices and emerging risks.

— Analyze compliance data to identify trends, patterns, and areas of concern. This
information can inform targeted enforcement efforts and regulatory changes.

— Prepare and present cases for legal proceedings when necessary. This may
involve working closely with legal teams and providing expert testimony.

— Continuously evaluate and refine compliance and enforcement strategies to
enhance their effectiveness and efficiency.

— Provide regular reports to the public and regulatory authorities on compliance
rates, enforcement actions taken, and outcomes achieved.

— Establish mechanisms to protect whistleblowers who report non-compliance,
ensuring their anonymity and safety

75.7 ASSIT. GENERAL MANAGER QUALITY ASSURANCE (AGM)

Aerodrome badged inspectors will play a pivotal role in the comprehensive execution of
the quality systems unit.

— Plan and conduct regular audits to assess compliance with quality standards,
procedures, and regulations. Identify non-conformities and recommend corrective
actions.

— Monitor processes to ensure consistency and adherence to quality standards.
Implement statistical process control techniques, where applicable.
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— Maintain comprehensive records of quality tests, inspections, and audits. Ensure
documentation is accurate, up-to-date, and easily accessible.

— Develop and deliver training programs to ensure that employees are aware of and
capable of meeting quality standards and procedures.

— Define and track key performance indicators (KPlIs) related to quality. Generate
regular reports for management and stakeholders to communicate quality
performance and improvement initiatives.

— Investigate and determine the root causes of quality issues or defects and
recommend corrective and preventive actions (CAPAs) to prevent their
recurrence.

— Continuously identify opportunities for process improvement through the
application of quality principles and methodologies.

— Ensure compliance with industry-specific regulations, standards, and certifications.

— Assess the impact of changes to processes, products, or systems on quality, and
ensure that change management processes are followed.

— Foster a culture of quality throughout the organization by promoting awareness,
ownership, and accountability for quality among inspectors.

— Ensure technical guidance materials are current, consistent and meet required
standards before publication

6.2.2.10 DEPUTY GENERAL MANAGER TECHNICAL LIBRARY AND SAFETY DATA (DGM)

— Collect and compile safety data from various sources, including incident reports,
accident investigations, safety audits, and industry feedback, to identify trends and
potential safety issues.

— Analyze safety data to identify patterns, trends and potential safety hazards. Use
data analysis to inform regulatory decisions and safety enhancements.

— Ensure that all relevant regulations, guidance documents, and safety advisories
are up-to-date and accessible to aviation stakeholders. Publish and disseminate
changes and updates as necessary.
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— Manage access to the E library and safety data, ensuring that authorized
personnel have access to the necessary resources while maintaining data security
and confidentiality.

— Maintain historical records of safety data, regulatory changes, and technical
documents for reference, research, and audit purposes.

— Ensure that aviation organizations comply with document retention requirements
and that they have access to the latest safety and technical information.

— Implement and manage electronic document management systems to facilitate
easy access, retrieval, and distribution of technical documents and safety data.

— Provide training and education to aerodrome operators on how to effectively use
the E library and safety data to enhance safety and regulatory compliance.

— Support aerodrome safety inspectors by providing access to relevant
documentation during inspections and audits.

6.2.2.11 ASSIST. GENERAL MANAGER TECHNICAL LIBRARY AND SAFETY DATA (AGM)

— Collect and compile safety data from various sources, including incident reports,
accident investigations, safety audits, and industry feedback, to identify trends and
potential safety issues.

— Analyze safety data to identify patterns, trends and potential safety hazards. Use
data analysis to inform regulatory decisions and safety enhancements.

— Ensure that all relevant regulations, guidance documents, and safety advisories
are up-to-date and accessible to aviation stakeholders. Publish and disseminate
changes and updates as necessary.

— Manage access to the E library and safety data, ensuring that authorized
personnel have access to the necessary resources while maintaining data security
and confidentiality.

— Maintain historical records of safety data, regulatory changes, and technical
documents for reference, research, and audit purposes.

— Ensure that aviation organizations comply with document retention requirements
and that they have access to the latest safety and technical information.
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— Implement and manage electronic document management systems to facilitate
easy access, retrieval, and distribution of technical documents and safety data.

— Provide training and education to aerodrome operators on how to effectively use
the E library and safety data to enhance safety and regulatory compliance.

— Support aerodrome safety inspectors by providing access to relevant
documentation during inspections and audits.

7.6 DEPARTMENT OF AIR NAVIGATION STANDARDS PERSONNEL FUNCTIONS

7.6.1 COMMUNICATION NAVIGATION AND SURVEILLANCE (CNS)

7.6.1.1 AIR NAVIGATION SAFETY OFFICER (AEROTELs) Il & |
e Participate in Inspection and monitoring of CNS Facilities in all the airports
under supervision

e Familiarization with specifications of ICAO publications especially annexes
related to the division and other technical guidance documents
o Participate in other divisional activities

76.1.2 AIR NAVIGATION SAFETY INSPECTOR IV (AEROTELS)

e Participate in inspection of facilities including HF/VHF radio, NavAIDs (VOR,
DME, ILS, PSR, SSR and air field lighting) under the supervision of ANSI —
CNS

e Assistin the review of inspection and audit checklist for CNS

76.1.3 AIR NAVIGATION SAFETY INSPECTOR Il (AEROTELS)

e  Conduct inspection of CNS facilities

e Investigating report of non — compliance with regulation/procedures relating to
standard of operation for systems used for safe navigation of air craft

e Prepares the schedule of inspection and monitoring of facilities

76.1.4 AIR NAVIGATION SAFETY INSPECTOR Il (AEROTELS)

e Certification and monitoring of CNS system

e Ensure the update of aeronautical frequency data base

e  Ensuring compliance of CNS equipment to manufacturer’s specifications
e Any other function that may be assigned to the Inspector
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76.1.5 AIR NAVIGATION SAFETY INSPECTOR | (AEROTELS)

Ensuring that CNS systems associated with operation of the airspace are met
Ensuring that specifications of the equipment for air navigation is adhered to
Certify equipment used for CNS operations by service provider and
investigates status of systems in use

Ensuring that required CNS system standards and specifications for efficient
airspace management are followed

Preparing annual budget for the department and assisting in the Directorates’
budgets

Performing any other duties that may be assigned from time to time

76.1.6 ASSISTANT GENERAL MANAGER (AGM) COMMUNICATION

Coordinate the inspection of all CNS facilities at all Airports

Oversight the installations of CNS facilities

Develop/update operational documents concerning compliance with CNS
standards

Ensuring that Service Providers adopt new technologies for CNS systems and
development

Conduct Factory Acceptance Test (FAT) of CNS equipment for deployment
and installation in aerodrome

Ensuring the implementation of training programme for the unit

76.1.7 ASSISTANT GENERAL MANAGER (AGM) NAVAIDS

Monitoring and ensuring that all Nav. Aids facilities in all Airports are available
and serviceable

Develop/update operational documents concerned comply with standards
Coordinate safety Oversight inspection of the unit

Ensure that the relevant parts of the regulatory documents are review in line
with the relevant amendments in Annex 10

Oversight the installations of Surveillance facilities at the airports

Ensuring that Service Providers adopt the changing trends in Future Air
Navigation Systems and development

Oversight Factory Acceptance test (FAT) of Nav. Aids equipment for
deployment and installation in the aerodromes

76.1.8 ASSISTANT GENERAL MANAGER (AGM) SURVEILLANCE SYSTEMS
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Monitoring and ensuring that all Surveillance facilities in all Airports are
available and serviceable
Develop/update operational documents concerned comply with standards
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Coordinate safety Oversight inspection of the unit

Ensure that the relevant parts of the regulatory documents are review in line
with the relevant amendments in Annex 10

Oversight the installations of Surveillance facilities at the airports

Ensuring that Service Providers adopt the changing trends in Future Air
Navigation Systems and development

Oversight Factory Acceptance test (FAT) of Radar systems for deployment
and installation in the aerodromes

DEPUTY GENERAL MANAGER (DGM) COMMUNICATION NAVIGATION AND
SURVEILLANCE

Organize and coordinate the activities of the CNS unit

Co-ordinate the review of the Civil Aviation Policy as it affects the provision of
CNS facilities

Liaise with ICAO on issues relating to CNS services for international air
navigation

Co-ordinate the implementation of the action plan on professional
development of the unit

Ensure compliance of Service Provider with Nig. CARs and ICAQ’s standard
and recommended practices

Coordinate proficiency checks on ATSEP personnel

Coordinate the analysis of safety oversight findings on CNS related safety
critical concerns

Ensures that ANSP comply with equipment certification procedures in the
deployment, installation and maintenance of equipment

Any other job assigned by the General Manager

AERONAUTICAL INFORMATION SERVICES/CHARTS (AIS/CHARTS)
ANS OFFICER (AIS) I

Familiarization with the provisions of Civil Aviation Act, Nig. CARs Part 14 and
other related ICAO annexes, documents and relevant publications

Undertake the necessary induction/ initial training

Undertake on-the-job training (OJT)

Assist in the preparation of documents and reports

ANS OFFICER (AIS) |

Supervision of ANSO Il — AIS/Charts
Commence eligibility processes for grant of Inspector’'s Credential
Assist in collating reports for surveillance/audit exercises
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Ensure the dispatch of correspondences to service providers
Ensure the tracking of technical files for appropriate actions

ANS INSPECTOR (AIS) IV

Participate in inspection/monitoring of AIS/Charts operations in all airports in
the country

Participate in carrying out accuracy check on the process and publication of
NOTAM, AIP, AIC, AFTN and information procedures in accordance with
ICAO Standard and recommended practices

Participate in the evaluation of magnetic variation at the airports

ANS INSPECTOR (AIS) Il

Carry out inspection/monitoring of Aeronautical information in all airports in
the country with respect to annex 15

Carry out the accuracy check on the process and publication of NOTAM, AIP,
AIC, AFTN and information procedures in accordance with ICAO Standard
and recommended practices

Carry accuracy check on aeronautical charts Annex 4 and procedure design
Participating in the monitoring of WGS 84 surveys of aerodromes

ANS INSPECTOR (AIS) Il

Carry out inspection/monitoring of Aeronautical information in all airports in
the country with respect to Annex 15

Participating in the monitoring of WGS 84 surveys of aerodromes in the
country as well as ensure quality of data of such survey with respect to Annex
11 &14

Carry out accuracy checks on aeronautical charts and procedure design

Any other function that may be assigned to the officer

ANS INSPECTOR [ (AIS)

Inspect, monitor and review Aeronautical information services in all airports in the
country

Carry out the accuracy check on the process and publication of NOTAM, AIP,
AIC, AFTN and information procedures in accordance with ICAO Standard
and recommended practices

Monitor WGS 84 surveys in all Airports in the country as well as ensure
quality of data of such survey

Supervising the training programme of AlIS officers

Ensuring that AIS training units and institutions meet required ICAO
Standards
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Carry out proficiency examinations for AIS/Charts personnel

716.2.7 ASSISTANT GENERAL MANAGER (AGM) AIS

Supervises audit of Aeronautical Information Service activities in all Airports
Coordinate the accuracy checks on the process and publication of IAIP in
accordance with Nig. CARs Part 14 and AIS MOS

Supervises the review of the training programme of AlIS officers

Supervises the execution and review of Aeronautical Information Service
matters as well as policy issues relating to AIS

Supervises the review of WGS-84 Survey reports of airports/airstrips to
ensure quality of data

Supervise the accuracy check on the process and publication of NOTAM, AIP,
AIC, AFTN and information procedures in accordance with ICAO Standard
and recommended practices

Carry out proficiency checks for AIS/Charts officers

Carry out quality monitoring on aeronautical data used in the production of
Aeronautical charts and procedure design

Supervises the review of Nigerian AIP with respect to aeronautical data and
associated charts

Supervises the analysis of safety oversight finding on AIS/Charts related
safety critical concerns

Participate in the Search and Rescue exercise as it relates to SAR as
required by Nig. CARs

Provide guidelines for the development of Quality Management System in
Aeronautical Information/ data

76.2.8 ASSISTANT GENERAL MANAGER (AGM) CHARTS

Supervises the oversight of Aeronautical charts

Supervises the oversight of aeronautical data used in the production of
Aeronautical charts and procedure design

Supervises the review of Nigerian AIP with respect to aeronautical data and
associated charts

Supervises the analysis of safety oversight finding on AlS/Charts related
safety critical concerns

Participate in the Search and Rescue exercise as it relates to SAR as
required by Nig. CARs

Provide guidelines for the development of Quality Management System in
Aeronautical Information/ data

76.2.9 DEPUTY GENERAL MANAGER (DGM) AIS/CHARTS
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Coordinate the activities of the unit.

Ensure the preparation and implementation of the unit’s action plan
Coordinate the accuracy checks on the process and publication of IAIP in
accordance with Nig. CARs Part 14 and AIS MOS.

Advice the management on the formulation, execution and review of
Aeronautical Information Service matters as well as policy issues relating to
AlIS.

Coordinate the review of WGS-84 Survey reports of airports/airstrips to
ensure quality of data in the AIP.

Provide guidelines for the development of Quality Management System in
Aeronautical Information/ data

Coordinate oversight functions on the quality control mechanisms for
generation of aeronautical data used in the production of aeronautical charts
and in procedure design

Coordinate the proficiency examination for AIS/Charts officers

GENERAL MANAGER (AIR NAVIGATION STANDARDS OR AIR NAVIGATION
SURVEILLANCE)

Responsible for policy formulation, coordination and ensure the
implementation of all issues relating to ANSP and the professional
development of inspectors

Coordinate the plans and policies for the safe and efficient use of Nigerian
Airspace

Ensure that Inspectors Handbook/checklist for periodic inspection of ANS
facilities and personnel are available and updated from time to time

Develop and monitor national safety performance target level

Assess the safety of new systems and procedures for ANS activities
Coordinate the monitoring and safety audit of the operations and deployment
of ANS facilities at the airports

Treating correspondences from ICAQO operational Groups and other external
bodies on issues relating to the provisions of Air Navigation Services

Assess and recommend the suitability of (ANS and PAN-OPS) provider for
approval

Coordinate t h e inspection and monitoring of ANSP activities for compliance.
Coordinate the investigation and analysis of Air Traffic incidents and make
recommendations as appropriate

Ensure the compliance of inter-agency and international agreements that
promote air safety and efficiency

Page 87 of 171
CONTROLLED DOCUMENT
Disclaimer: please refer to NCAA website for up-to-date version



DAAS TECHNICAL GUIDANCE MATERIALS, VOL. | POLICY & PROCEDURE MANUAL

e Recommend for approval of the assignment of aeronautical frequency and
oversees the management of the spectrum data base and coordinate with
ICAQ on aeronautical frequency assignment and spectrum utilization

e Collaborate, coordinate and recommend ANS training syllabus at the Nigerian
College of Aviation Technology (NCAT) and other approved ATO’s

e Ensure the development and implementation of ANS surveillance programme

e Co-ordinate the review and publication of Technical Guidance Materials
(Manual of Standards, Advisory Circulars, Checklists etc) for ANS Inspectors

e Develop strategy to manage safety data on Air Navigation Service Providers
(ANSP)

e Develop the strategy for the implementation of Corrective Action Plan (CAP)
by ANSP

e Develop safety performance target levels for ANSP

e Co-ordinate ANSP responses to ICAO State letters

e Co-ordinate the implementation of APIRG requirements with ANSP

e Ensure that the provisions in the Nig. CARs Part 14 are up-to-date with
amendments to SARPs in ICAO Annexes that are relevant to ANS

e Ensure NCAA CAPs are updated in the ICAO USOAP CMA Portal

e  Develop training planin line with ITRAQ System

e Co-ordinate the issuance of Inspectors Badge to ANS personnel

e Maintain data base for ANS personnel training records

e Co-ordinate ANS competency assessment program for ANSP

7.6.3 AIR TRAFFIC MANAGEMENT (ATM) — PERSONNEL FUNCTIONS

The ATM Division shall perform regulatory and Safety Oversight functions for the provision
of air traffic services and procedure design.

The division shall ensure that the provision of ATS and Procedure Design at all
Aerodromes and Airspace in Nigeria are in compliance with the NCAA ACT of 2006, Nig.
CARs and Manual of Standards (MOS).

7.6.3.1 RESPONSIBILITIES OF ANS OFFICERS (IN TRAINING) (ATM)

e Collect data for monitoring of ANS

e Monitor the collection of data for new development in ANS ATM

e Assist in review of ICAO Annexes 2,11,14 for compliance with national
standards and notification of differences

Assist in preparing of schedule of duties

Collation of ANS report

Assist (on attachment) in inspection of ANS activities at Airports
Routine monitoring of ATC functions in Airports
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e Participate in search and rescue exercise in Airports
e Monitor the operational implementation of new ATM systems and design
e Collate and keep a data bank of incidences

Note: Because of the peculiar nature of ATC functions which involve oversight, inspection and audit of air
traffic ~ controllers, officers who have acquired the requisite training and experience are recruited on grade
level 14 as initial entry point in line with professional status.

76.3.2 RESPONSIBILITIES OF ANS INSPECTOR IV (IN TRAINING) (ATM)

e  Supervision of ATS Grade | & Il Officers
e  Commence eligibility processes for grant of Inspector’s Credential
e Assistin collating reports for surveillance/audit exercises and proficiency

checks
e  Assists in recording and collation of SAR exercises
76.3.3 RESPONSIBILITIES OF ANS INSPECTOR |1l (IN TRAINING) (ATM)

e Assists in the review of ATS checklists

e Assists in the review of manual of standards on ATS

e Assists in the investigation of reports of non-compliance with regulation and
procedures relating to ATS operations by Service Provider

o Participate in SAR Mock Exercises

76.34 RESPONSIBILITIES OF ANS INSPECTOR Il (IN TRAINING) (ATM)

e Assistin the proficiency check of ATCO

e Assist to certify and monitor airways, navigational approaches and landing
aids to ensure safety of air navigation

e Any other function that may be assigned to the officer

76.3.5 RESPONSIBILITIES OF ANS INSPECTOR | (ATM)

e Ensuring that approved instrument Approach and landing procedure and
associated aerodrome operational standards are met

e  Ensuring that specifications of equipment for air navigation are followed

e Participating in the investigation of Air Traffic incidents and regular aerodrome
aircraft crash/emergency exercises

e  Ensuring via monitoring that required procedures for efficient air traffic
management are followed

e Preparing annual budget for the department and assisting in the compilation
of the directorate’s estimates

7.6.3.6 ASSISTANT GENERAL MANAGER (AGM) AIR TRAFFIC MANAGEMENT
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Coordinate the provision of timely DATA capture and feedback on ATS
operations, environment and infrastructure situations

Develop and update application of regulations and requirements including
national Safety performance targets levels

Coordinate the review of investigation of Air Traffic incidents and Aerodrome
Aircraft Crash/Emergency exercises

Analyze investigation reports, operator complaints, air safety reports and
recommend as appropriate

Ensuring compliance with MOS training /retraining requirements for ATM
personnel.

Maintaining continuous surveillance of ATM Operations Standards and
Procedures, Emergency Plan, Regulatory requirements for safe and efficient
management of the Airspace

Certifying and monitoring Airways, Departures, Arrivals and Landing
Approaches to ensuring Safety of Air Navigation

Assessing the suitability and continuous proficiency of ATC and PANSOPS
Provider

Assessing the safe operation of new Air Navigation systems and procedures
within the ATC and PANS-OPS

Coordinate the test run exercises/proficiency checks of Air Traffic Controllers
and operating systems

Certifying PANS-OPS instrument procedures and Airspace design

Ensuring the efficient operation of search and rescue units in accordance with
approved policies, standards and procedures

DEPUTY GENERAL MANAGER (DGM) ATM

Monitoring compliance with ICAO training and retraining standards.
Investigating and analyzing complaints, air traffic incidents/accidents and
making recommendations as appropriate

Reviewing and taking follow-up action on air traffic incidents to prevent re-
occurrence and ensuring that agencies, units and personnel concerned
comply with decisions adopted on such incidents

Ensuring proper development of airspace requirements

Monitoring all Air Traffic Control Service equipment and automation
requirement and development in line with the CNS/ATM implementation
programme for the National Airspace

Coordinating the proficiency checks on Air Traffic Control Service personnel
Preparing annual budget for the department and assisting in the compilation
of directorate’s estimates
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e  Coordinating the activities in PANS-OPS

e  Coordinating the technical evaluation and approval of ANSP Charts

e  Ensuring the efficient operation of search and rescue units in accordance with
approved policies, standards and procedures

764 PROCEDURE FOR AIR NAVIGATION SERVICES — OPERATIONS (PANS-OPS)

76.4.1 ASSISTANT GENERAL MANAGER (AGM) PANS-OPS.

e Certifying and monitoring Airways, Departures, Arrivals and Landing
Approaches to ensuring Safety of Air Navigation

e Assessing the suitability and continuous proficiency of ATC and PANS-OPS
Provider

e Assessing the safe operation of new Air Navigation systems and procedures
within the ATC and PANS-OPS

e Coordinate the test run exercises/proficiency checks of Air Traffic

e Controllers and operating systems

e Certifying PANS-OPS instrument procedures and Airspace design

76.4.2 DEPUTY GENERAL MANAGER (DGM) PANS-OPS

e Auditing of Procedures Design for Arrival and Departing Aircraft, Airways and
routes Structure within the airspace

e Assessing the developed air routes structures for certification

e Assessing the suitability and continuous proficiency of ATC and PANS-OPS
Provider

e Assessing the safe operation of new Air Navigation systems and procedures
within the ATC and PANS-OPS

e Coordinate the test run exercises/proficiency checks of Air Traffic Controllers
and operating systems

e Reviewing PANS-OPS instrument procedures and Airspace design

7.6.5 AERONAUTICAL METEOROLOGY (AEROMET) DIVISION - PERSONNEL FUNCTIONS

76.5.1 AIR NAVIGATION SAFETY OFFICER (AEROMET) Il (ANSO Il)

e  Familiarization with the provisions of Civil Aviation Act, Nig. CARs Part 14 and
other related ICAO annexes, documents and relevant publications

e Undertake the necessary induction/ initial training

e Undertake on-the-job training (OJT)

e Assistin the preparation of documents and reports

76.5.2 AIR NAVIGATION SAFETY OFFICER (AEROMET) | (ANSO )
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76.5.3

7654

76.5.5
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Supervision of AeroMet Grade Il Officers

Commence eligibility processes for grant of Inspector's Credential
Assist in collating reports for surveillance/audit exercises

Ensure the dispatch of correspondences to service providers
Ensure the tracking of technical files for appropriate actions

AIR NAVIGATION SAFETY INSPECTOR (AEROMET) IV (ASI V)

Assist in the selection of suitable site for Meteorological equipment and pre-
design/pre-construction and certification processes of aerodrome

Assist in the review of the handbook on provision of aeronautical
meteorological oversight services

Assist in the inspection of AeroMet equipment/facilities at airports

Assist in the review of checklist on aeronautical meteorology

Assist in the review of Manual of Standards on aeronautical meteorology
Ensure the creation and update of files on aeronautical meteorology

AIR NAVIGATION SAFETY INSPECTOR (MET) (ASI Ilf)

Supervision of activities of junior officers

Assist senior officers in the selection of suitable site for installation of
meteorological equipment

Participate in the inspection of AeroMet equipment/facilities at airports for
compliance and or for certification

Participate in the review of Manual of Standards on aeronautical meteorology
Provides information on issues arising from the amendment of provision of
Annex 3 by ICAO

Collating relevant meteorological reports and forecasts in the case of aircraft
incident/accident

AIR NAVIGATION SAFETY INSPECTOR (MET) Il (ASI If)

Participate in the implementation of ICAO requirements for use of spaced
based observing systems i.e. remote sensing instruments

Ensure the compatibility of equipment with ICAO/WMO standard code format
in terms of automatic coding and decoding of met, data and information
Assist in preparation and co-ordination of the departmental annual report
Ensure the availability and serviceability of appropriate telecommunication
equipment for the local and global exchange of information

Participate in the selection of suitable site for MET equipment
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76.5.6

76.5.7

76.5.8
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Ensure the implementation of quality management system by AeroMet service
provider

AIR NAVIGATION SAFETY INSPECTOR (MET) I (ASI 1)

Develop training programme for junior officers

Ensure that relevant parts of the regulatory documents are reviewed in line
with relevant amendments in ICAO Annex 3

Participate in APIRG implementation programme

Participate in the selection of suitable site for MET. Equipment and facilities in
the course of aerodrome development processes

Participate in the review of Technical Guidance Materials (TGM)

ASSISTANT GENERAL MANAGER (AGM) AEROMET

Liaise with the Service Provider(s) and users to ensure compliance with ICAO
and the Nig. CARs

Ensure the maintenance of inter-agency and international agreements that
promote air safety and efficiency

Provide guidelines for the development of Quality Management System
(QMS)

Ensure the implementation of ICAO safety initiatives or programme e.g ASBU
as it relates to the provision of aero met services for air navigation

Ensure adherence to the periodic/surveillance inspection plan

Ensure proper documentation of the inspection reports and implementation of
the corrective action plan by the Service Provider

Co-ordinates the activities of AeroMet personnel at Regional Offices

Ensure the implementation of the approved action plan and training
programme for the AeroMet unit

DEPUTY GENERAL MANAGER (DGM) AEROMET

Co-ordinate the activities of the unit

Participates in the development of aviation national policies as regards the
provision of aeronautical meteorological services in Nigeria

Ensure the dissemination of relevant information from ICAO on AeroMet
issues to relevant stakeholders

Co-ordinate the review of the Civil Aviation Policy as it affects the provision of
AeroMet. Services

Liaise with ICAO Operational Groups on issues relating to meteorological
services for international air navigation
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Liaise with the Service Provider(s) and users to ensure compliance with ICAO
and the Nig. CARs

Co-ordinate the implementation of the action plan on the professional
development of the Division

Ensure the maintenance of inter-agency and international agreements that
promote air safety and efficiency to the highest possible degree.

Provide guidelines for the development of Safety Management System
(SMS).

Advising the authority on all matters relating to provision of aeronautical
meteorological services to air navigation

716.7 SEARCH AND RESCUE OPERATIONS (SAR).

7.6.71 ASSISTANT GENERAL MANAGER (AGM) SEARCH AND RESCUE

Ensure efficient operation of Search and Rescue units in accordance with
approved Policies and Standards

Monitor Aerodrome Crash/Emergency exercises

Review the investigation of Air Traffic Incidents to ensure that mitigating
actions adopted on them are actively complied with

Review air-miss reports and make recommendations for Management actions

76.7.2 DEPUTY GENERAL MANAGER (DGM) SEARCH AND RESCUE

Ensure efficient operation of Search and Rescue units in accordance with
approved Policies and Standards

Monitor Aerodrome Crash/Emergency exercises

Review the investigation of Air Traffic Incidents to ensure that mitigating
actions adopted on them are actively complied with

Review air-miss reports and make recommendations for Management actions

7.6.7.3 GENERAL MANAGER (GM) AIR NAVIGATION STANDARDS
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Responsible for policy formulation, coordination and ensure the
implementation of all issues relating to ANSP and the professional
development of inspectors

Coordinate the plans and policies for the safe and efficient use of Nigerian
Airspace

Ensure that Inspectors Handbook/checklist for periodic inspection of ANS
facilities and personnel are available and updated from time to time
Develop and monitor national safety performance target level

Assess the safety of new systems and procedures for ANS activities
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e Coordinate the monitoring and safety audit of the operations and deployment
of ANS facilities at the airports

e Treating correspondences from ICAO operational Groups and other external
bodies on issues relating to the provisions of Air Navigation Services

e Assess and recommend the suitability of (ANS and PAN-OPS) provider for
approval

e Coordinate the inspection and monitoring of ANSP activities for compliance

e Coordinate the investigation and analysis of Air Traffic incidents, and make
recommendations as appropriate

e Ensure the compliance of inter-agency and international agreements that
promote air safety and efficiency

e Recommend for approval of the assignment of aeronautical frequency, and
oversees the management of the spectrum data base and coordinate with
ICAQ on aeronautical frequency assignment and spectrum utilization

e Collaborate, coordinate and recommend ANS training syllabus at the Nigerian
College of Aviation Technology (NCAT) and other approved ATO’s

7.7 DEPARTMENT OF AIR NAVIGATION SURVEILLANCE - PERSONNEL FUNCTIONS

7.7.1
7.711

7.71.2
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SAFETY RISK ASSESSMENT

ASSISTANT GENERAL MANAGER (AGM) PROGRAMMEME DEVELOPMENT
MONITORING

o |dentify the right tools or methods to accomplish the goals of ANS oversight
functions

e Develop appropriate and adequate annual budget for the ANS Department

¢ Initiate necessary development programme including retreat, seminars,
workshop, exchange programme etc

e Ensure the currency of the e-data base for the ANS Department

e Ensures that DAAS Electronic Filing and Reporting System (EFRS) is
regularly updated

e Conducts needs assessment for the ANS Department

e Initiate appropriate measures to improve the job skill of personnel in the ANS
Department

e Design performance assessment framework for ANS personnel

DEPUTY GENERAL MANAGER (DGM) SAFETY RISK ASSESSMENT

e Establish key indicators of risk in ANSP activities
e Review the audit reports of ANSPs to ascertain the risk levels of their
operations
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|dentify and report to the GM, where the most significant risks lie
Collates and maintains incidence data base

Evaluate the effectiveness of the existing regulatory measures to address the
risks in ANSP activities

Recommend policies, procedures and control measures aimed at minimizing

the risks

Facilitating meetings with stakeholders for feedback on the implementation of
control measures

Evaluate ANSP risk management plan for essential projects

1.7.2 QUALITY SYSTEMS DIVISION
7.7.21 ASSIST. GENERAL MANAGER (AGM) AERO DATA VERIFICATION

Carry out oversight on aeronautical spatial data acquisition

Analysis of aeronautical data to ensure its fitness in terms of integrity,
resolution and accuracy before accepting it for use in Aeronautical charts and
PANS OPS design in line with Nig. CARs, Part 14 and ICAO

Monitor the creation and maintenance of aeronautical database

Liaise with data providers on the provision of aeronautical data in a specified
format

Verification of aeronautical data with respect to position, geometry and
attributes information

Responsible for structuring electronic data in a defined quality and set
standard for Aeronautical Data Quality

7.7.2.2 DEPUTY GENERAL MANAGER (DGM) QUALITY SYSTEM,

Collate and prepare detailed reports of ANSP non-compliance with the
provisions of Nig. CARs

Develop appropriate framework to measure the level of compliance of ANSPs
with relevant provisions of Nig. CARs part 14

Develop appropriate feedback system to collate non-compliance information
from ANS Inspectors

Co-ordinate with the Legal Unit on violations that require enforcement actions
Initiate necessary measures that could improve the effectiveness of the
compliance and enforcement procedures

Participate in the review of NCAA Compliance and Enforcement Manual
Ensures the implementation of Quality Management System in the relevant
areas of the ANSPs activities

7.7.2.3 GENERAL MANAGER (GM) AIR NAVIGATION SURVEILLANCE
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Ensure the development and implementation of ANS surveillance programme

Co-ordinate the review and publication of Technical guidance material

(Manual of Standards, Advisory Circulars, Checklists etc.) for ANS Inspectors
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7.7.2.3

7.7.2.3
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Develop strategy to manage safety data on Air Navigation Service Providers
(ANSP)

Develop the strategy for the implementation of Corrective Action Plan (CAP)
by ANSP

Develop safety performance target levels for ANSP

Co-ordinate ANSP responses to ICAO State letters

Co-ordinate the implementation of APIRG requirements with ANSP

Ensure that the provisions in the Nig. CARs Part 14 are up-to-date with
amendments to SARPs in ICAO Annexes that are relevant to ANS

Ensure NCAA CAPs are updated in the ICAO USOAP CMA Portal

Develop training plan in line with ITRAQ System

Co-ordinate the issuance of Inspectors Badge to ANS personnel

Maintain data base for ANS personnel training records

Co-ordinate ANS competency assessment programme for ANSP

DEPUTY GENERAL MANAGER (DGM) AERODROME SURVEILLANCE

Ensure the development and implementation of Aerodrome surveillance
programme

Co-ordinate the review and publication of Technical guidance material
(Manual of Standards, Advisory Circulars, Checklists etc.) for Aerodrome
Inspectors

Develop strategy to manage safety data on aerodrome Service Providers
Develop the strategy for the implementation of Corrective Action Plan (CAP)
Develop safety performance target levels for Aerodrome

Ensure that the provisions in the Nig. CARs Part 12 are up-to-date.

ASSIST. GENERAL MANAGER (AGM) AERODROME SURVEILLANCE

Ensure the development and implementation of Aerodrome surveillance
programme

Ensure compliance with Conduct of announced and unannounced surveillance
visits, inspections, and audits of aerodrome, maintenance organizations, and
other aviation entities to assess their compliance with regulations and safety
protocols.

Develop comprehensive surveillance plans, checklists, and protocols to
ensure thorough evaluations of aviation organizations.
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e Maintain detailed records of surveillance findings. Prepare comprehensive
reports, highlighting compliance issues and recommending corrective actions.

o Assess safety management systems (SMS) and safety performance indicators
to identify potential risks and ensure safety within the aviation sector.

e Serve as a liaison between the Surveillance Unit, aviation entities, and
regulatory authorities. Provide guidance on compliance matters and facilitate
communication channels.

e Participate in investigations into incidents or violations of aviation regulations.
Compile evidence, interview witnesses, and report findings to regulatory
authorities.

e Assist in developing and delivering training programs, workshops, and
seminars to educate aviation personnel on regulatory compliance and safety.

e Participate in the development and testing of emergency response plans for
aviation organizations to ensure preparedness for unforeseen events.

7.6.7.4 GENERAL MANAGER COMPLIANCE & TRAINING
— Design and develop training programs for the directorate personnel.

— Ensuring that DAAS regulations and guidelines are followed by both inspectors and individuals or
organizations involved in aerodrome activities.

— Conducting assessments and evaluations to measure the effectiveness of training programs and
the level of compliance with regulations. This includes tracking performance metrics and identifying
areas that need improvement.

— Continuously updating and improving training curricula to reflect changes in regulations,
technology, and best practices.

— Maintaining records of training programs, compliance audits, investigations, and other related
activities. Proper documentation is essential for accountability and historical reference.

7.6.7.5 DAAS OFFICE

e Provide administrative support to the Director of Aerodrome and Airspace Standards such
as managing schedules, handling correspondence, and coordinating meetings and
appointments.
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e Maintain and organize documents, reports, and records related to aerodrome and airspace
standards. Ensure proper documentation and record-keeping practices are followed.

e Facilitate communication within the office and between the office and other departments or
units within the organization. This includes disseminating important information, directives,
and updates.

e Manage incoming and outgoing correspondence, emails, and communications on behalf of
the Director. This may involve drafting responses, tracking action items, and prioritizing
messages.

¢ Organize meetings, conferences, and workshops related to aerodrome and airspace
standards. This includes scheduling, preparing agendas, distributing materials, and
recording meeting minutes.

e Assist in the collection, analysis, and presentation of data related to aerodrome and
airspace standards. Prepare reports and summaries for the Director and other
stakeholders.

e Coordinate interactions with external stakeholders, such as airlines, airports, aviation
industry associations, and government agencies. Assist in responding to inquiries and
requests from these stakeholders.

e Assist in managing the budget for the office, including tracking expenditures, preparing
budget reports, and ensuring efficient use of resources.

e Provide support for special projects, initiatives, or research related to aerodrome and
airspace standards. This may involve data gathering, analysis, and project coordination.

e Maintain the confidentiality and security of sensitive information and documents within the
office.

e Collaborate with other units or departments within the organization to ensure that the
activities and functions related to aerodrome and airspace standards align with the overall
goals and mission of the organization.
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CHAPTER 8
QUALIFICATION AND TRAINING

8.1  ENTRY QUALIFICATION

8.1.1 The Training to be received by DAAS Inspectors depends strictly on the job to be
performed to qualify as an Aerodrome Safety Inspector (ASI) or Air Navigation Safety
Inspector (ANSI) with authority to recommend operator/service provider for
approval/certification. In addition, inspectors should attend the core courses listed in
Chapter 11.

8.1.2 MINIMUM ENTRY REQUIREMENTS:

The minimum entry requirements are as contained in the NCAA Scheme of Service.

Personnel recruited and deployed to DAAS shall possess minimum entry requirements and
experience as applicable to the position assigned. Personnel recruited and deployed to DAAS either as
newly employed personnel or new-hire personnel (contract or seconded) shall possess minimum entry
requirements and experience as applicable to the position assigned.

The minimum qualification requirements for initial employment of new officers are provided below:

SIN | ENTRY GRADE | DESIGNATION MINIMUM QUALIFICATION
LEVEL
1 08 Aerodrome Safety Officer I: B.Sc/B.Engr/HND in:
Aerodrome Engineering Civil or Electrical Engineering/Architecture

Physics, Geography, Mathematics, Aviation/

Transport Management, Zoology or Geology
Aerodrome Operations

Chemistry, Biochemistry, Chemical
Engineering or Fire Engineering.

Fire and Safety
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2 08 Air Navigation Safety Officer Il B.Sc/B.Eng/B.Tech/HND in:

Air Traffic Services (Trainee)/ PANS- | Physics, Geography, Mathematics,

OPS/SAR Computer Science or Surveying.
Aero. Met Services Physics, Geography, Mathematics or
Meteorology.
_ Electrical/Electronics,
Aero. Telecom Services Computer/Telecommunication or Physics
Electronics

Physics, Geography, Surveying & Geo
Informatics, Computer Science or
Aero. Information — Services/Aero. | Cartography.

Cartography

8.1.3 ATTAINMENT OF INSPECTORS CADRE:

The new-hire newly employed personnel will be required to undergo initial training and the mandatory
courses outlined in Chapters 11.6 and 11.8 respectfully including the On-the-Job training programme to
attain the Inspectors cadre.

8.1.3.1 NEW HIRE AERODROME SAFETY INSPECTOR

The following are required of new-hire aerodrome safety inspectors:

v Ten (10) years’ experience and requisite professional training in related specialties of
aerodrome activities.

v" Relevant academic or technical qualification in related specialties.

v" Relevant licenses or ratings or certificates, where necessary, commensurate with the
job responsibilities.

v" Exhibit tact, tolerance, dedication, initiative and team work qualities.

v Must have passed through positions of technical and supervisory responsibilities in
relevant field in the industry.
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However, the new-hire aerodrome safety inspector will be required to undergo the mandatory courses
outlined in Chapter 11.8 including the On-the-Job training programme to attain the Inspectors cadre.

8.1.3.2 NEW HIRE AIR NAVIGATION SAFETY INSPECTOR (ATM)

The following are required of new-hire Air Navigation Safety Inspectors (ATM):

v Ten (10) years’ experience and requisite professional training in related specialties of
aviation activities.

v Relevant academic or technical qualification in related specialties.

v Relevant licenses or ratings or certificates, where necessary, commensurate with the
job responsibilities.

v' Exhibition of tact, tolerance, dedication, initiative and team work qualities.

v Occupied positions of technical and supervisory responsibilities in relevant field in the
industry.

However, the new-hire air navigation safety inspector (ATM) will be required to undergo the mandatory
courses outlined in Chapter 11.8 including the On-the-Job training programme to attain the Inspectors
cadre.

8.1.3.3 NEWHIRE AIR NAVIGATION SAFETY INSPECTOR (AEROMET)

The following are required of new-hire Air Navigation Safety Inspectors (AeroMET):

v Ten (10) years’ experience and requisite professional training in related specialties of
aviation activities.

v Relevant academic or technical qualification in related specialties.

v" Relevant licenses or ratings or certificates, where necessary, commensurate with the
job responsibilities.

v’ Exhibition of tact, tolerance, dedication, initiative and team work qualities.

v" Occupied positions of technical and supervisory responsibilities in relevant field in the
industry.

However, the new-hire air navigation safety inspector (AeroMET) will be required to undergo the
mandatory courses outlined in Chapter 11.8 including the On-the-Job training programme to attain the
Inspectors cadre.

8.1.3.4 NEW HIRE AIR NAVIGATION SAFETY INSPECTOR (AEROTELS)

The following are required of new-hire Air Navigation Safety Inspectors (AeroTels):
v Ten (10) years’ experience and requisite professional training in related specialties of
aviation activities.
v" Relevant academic or technical qualification in related specialties.
v’ Relevant licenses or ratings or certificates, where necessary, commensurate with the
job responsibilities.

v' Exhibition of tact, tolerance, dedication, initiative and team work qualities.
v Occupied positions of technical and supervisory responsibilities in relevant field in the
industry.
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However, the new-hire air navigation safety inspector (AeroTels) will be required to undergo the mandatory
courses outlined in Chapter 11.8 including the On-the-Job training programme to attain the Inspectors
cadre.

8.1.3.5 NEW HIRE AIR NAVIGATION SAFETY INSPECTOR (AlS)

The following are required of new-hire Air Navigation Safety Inspectors (AIS):

v Ten (10) years’ experience and requisite professional training in related specialties of
aviation activities.

v' Relevant academic or technical qualification in related specialties.

v" Relevant licenses or ratings or certificates, where necessary, commensurate with the
job responsibilities.

v' Exhibition of tact, tolerance, dedication, initiative and team work qualities.

v" Occupied positions of technical and supervisory responsibilities in relevant field in the
industry.

However, the new-hire air navigation safety inspector (A/S) will be required to undergo the mandatory
courses outlined in Chapter 11.8 including the On-the-Job training programme to attain the Inspectors
cadre.

8.1.3.6 NEW HIRE AIR NAVIGATION SAFETY INSPECTOR (AERO CHARTS)

The following are required of new-hire Air Navigation Safety Inspectors (Aero Charts):

v Ten (10) years’ experience and requisite professional training in related specialties of
aviation activities.

v" Relevant academic or technical qualification in related specialties.

v" Relevant licenses or ratings or certificates, where necessary, commensurate with the
job responsibilities.

v’ Exhibition of tact, tolerance, dedication, initiative and team work qualities.

v Occupied positions of technical and supervisory responsibilities in relevant field in the
industry.

However, the new-hire air navigation safety inspector (Aero Charts) will be required to undergo the
mandatory courses outlined in Chapter 11.8 including the On-the-Job training programme to attain the
Inspectors cadre.

8.1.3.7 NEW HIRE AIR NAVIGATION SAFETY INSPECTOR (PANS-OPS)

The following are required of new-hire Air Navigation Safety Inspectors (PANS-OPS):
v Ten (10) years’ experience and requisite professional training in related specialties of
aviation activities.
v" Relevant academic or technical qualification in related specialties.
v’ Relevant licenses or ratings or certificates, where necessary, commensurate with the
job responsibilities.

v' Exhibition of tact, tolerance, dedication, initiative and team work qualities.
v Occupied positions of technical and supervisory responsibilities in relevant field in the
industry.
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However, the new-hire air navigation safety inspector (PANS-OPS) will be required to undergo the
mandatory courses outlined in Chapter 11.8 including the On-the-Job training programme to attain the
Inspectors cadre.

8.1.3.8 NEW HIRE AIR NAVIGATION SAFETY INSPECTOR (AERO SAR)
The following are required of new-hire Air Navigation Safety Inspectors (Aero SAR):

v
v
v
v
v

v

Ten (10) years’ experience and requisite professional training in related specialties of
aviation activities.

Relevant academic or technical qualification in related specialties.

Relevant licenses or ratings or certificates, where necessary, commensurate with the
job responsibilities.

Exhibition of tact, tolerance, dedication, initiative and team work qualities.

Occupied positions of technical and supervisory responsibilities in relevant field in the
industry.

However, the new-hire air navigation safety inspector (Aero SAR) will be required to
undergo the mandatory courses outlined in DAAS training manual.

8.1.3.9 NEW HIRE AERODROME KEY MANAGEMENT PERSONNEL (MANAGEMENT CADRE)

The following are required of new-hire aerodrome key management personnel

e Minimum of twenty (20) years’ experience and requisite professional training in
related specialties of aerodrome activities.
Relevant academic or technical qualification in related specialties.
Relevant licenses or ratings or certificates, where necessary, commensurate with
the job responsibilities.
Exhibit tact, tolerance, dedication, initiative and team work qualities.
Must have passed through positions of technical and management responsibilities
in relevant field in the industry.

8.2  MANPOWER DEVELOPMENT

8.2.1 TRAINING COORDINATOR

The Director; Aerodrome and Airspace Standards shall delegate a training coordinator who
will liaise with training officers in various units to develop a training programme and ensure
its implementation for the Directorate.

8.2.2 Evaluation of Training Organisations and Courses

DAAS training coordinator is required to ensure that:
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a) Training organisations or institutions offering mandatory, specialized and
developmental courses to DAAS personnel are evaluated to ascertain their formal
approvals/certification to conduct the training;

b) The training programme meet regulatory requirements
8.2.3 Evaluation of Training Organizations and Courses
On completion of a training programme, the participants are required to:

a) submit a copy each of the course appraisals to DAAS (Training Coordinator) and
DHR&A for evaluation and record purposes;

b) do a presentation of the course appraisal to the general house as directed by the
training coordinator;

c) ensure that their presentation covers the necessary areas in order to:

determine if the learning objectives were met and whether the training was worth the
time and resources;

i.  assess the OJT needs of the participants with regard to the objectives of the training;

ii.  see how the knowledge and skills from the training could be put into use in our
environment;

iv.  decide the number and categories of personnel to be scheduled for future programs;
v.  assess whether the participants could train other officers in-house;

d) have a proper documentation of the evaluation for training and OJT records
purposes.

8.3  INSPECTOR CATEGORIZATION

8.3.1 There are two categories of Safety Inspectors within the Directorate as follows:

i.  Aerodrome Safety Inspector (ASI)
ii. Air Navigation Safety Inspector (ANSI)
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8.4 INSPECTOR DESIGNATION

Director, Aerodrome and Airspace Standards - Consolidated
General Manager (GM) - GL.17
Deputy General Manager (DGM) - GL.16
Assistant General Manager (AGM) - GL.15
Aerodrome Safety Inspector (ASI I) - GL.14
Air Navigation Safety Inspector (ANSI -I) - GL.14
Aerodrome Safety Inspector (ASL.II) - GL.13
Air Navigation Safety Inspector (ANSI 1) - GL.13
Aerodrome Safety Inspector (ASI 1) - GL.12
Air Navigation Safety Inspector (ANSI II1) - GL.12
Aerodrome Safety Inspector (ASI IV) - GL.10
Air Navigation Safety Inspector (ANSI 1V) - GL.10
Aerodrome Safety officer | - GL.09
Air Navigation Safety officer | - GL.09
Aerodrome Safety officer |l - GL.08
Air Navigation Safety officer Il - GL.08

8.5  CRITERIA FOR ELIGIBILITY

8.5.1 The Director General is responsible for establishing the criteria for eligibility, issuance, and
accountability of Inspector qualification.

8.5.2 Credentials are issued to qualified persons who are assigned the duties of Safety Inspector and
meet the following criteria:

i.  Have a background/experience related to Aviation safety.
ii.  Have completed the training requirements.
ii.  Recommendation by the OJT instructor or,

iv.  The Director General may waive the requirement for OJT and grant credential to a safety
inspector who has satisfied items (i) and (ii) above and has been carrying out oversight
activity for a period of at least 10 years.
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8.6 CURRENCY REQUIREMENTS

8.6.1. For a credential holder to perform the inspection duties prescribed, it is necessary to
maintain currency by compliance with the following:

8.6.2 Perform a minimum of two inspections within the last 12 months period as the principal
Inspector. These inspections are to be reported on the monthly aerodrome standards and
air navigation Standards audit/inspection  report with the checklist, showing the name and
credential number.

8.6.3 DAAS Safety Inspector shall attend a designated recurrent training course at least once in
five years after receiving his/her credential. Completion of recurrent training will also be
reported on the Monthly progress report.

8.6.4 The Director shall request the Departmental Heads to secure and return credential cards
for any Safety Inspector in his/her organization whose currency has lapsed by more than
90 days.

8.7  TEMPORARY INSPECTION AUTHORIZATION

8.7.1 When deemed necessary to achieve programme objectives, the Director General may
temporarily issue credentials to individuals who have not met the minimum
criteria for full credentials listed above. Such individuals must have significant experience
in Aerodrome or Airspace operations and must be reorganized by the Authority. The
temporary issuance of a credential may be granted for a period to be determined by the
Director General and will normally not exceed 365 days subject to renewal.

8.7.2 Requests for issuance of Safety inspector credentials on a temporary basis shall be made
to the Director General and shall include:

8.7.2.1 The name and background/experience information of the recommended
individual;
8.7.2.2 A list of training accomplishments and intended schedule for completion of the

requirements;
8.7.2.3 The length of time the credential will be needed; and

8.7.24 A minimum of three OJT inspections accompanied by a full time Safety Inspector. At least
two of these inspections must be by a qualified Safety Inspector.
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8.8 ISSUANCE OF CREDENTIAL
8.8.1 Applications for credentials shall be made to the Director General. The Director
General will sign as authorizing official.

8.8.2 The applicant must provide two 1/3/4 inch full-faced color photographs snapped at NCAA ID
Card processing office.

8.8.3 Upon receipt of the application, Director shall forward to Director General the number of
credentials requested for processing and distribution to the eligible applicant(s) for
signature. (See appendix A for specimen of inspector’s credential).

8.9 ISSUANCE, ACCOUNTABILITY AND CONTROL

8.9.1 The Director General is responsible for the issuance and control of Safety Inspector’s
credentials.

8.9.2 Following completion of the required actions, the Director General through Director shall
return the credentials to the Departmental Heads for delivery to the inspector. The
inspector will acknowledge receipt of the credential.  The Director will maintain an up-to-
date record of all current credential holders within the Directorate.

8.10 USE OF CREDENTIALS

8.10.1 The credentials shall be used only in the conduct of official business.

8.10.2 Holders of credentials are responsible for their proper safekeeping at all times.
Credentials must not be left unattended.

8.20.3 Misuse or improper possession of the credential can subject the offender to disciplinary
actions.

8.11 LOST, STOLEN OR DAMAGED CREDENTIAL

8.11.1 The Safety Inspector’s credential is a government property. If a credential is lost or stolen,
the concerned Departmental Heads shall be notified immediately. This shall be confirmed
in writing to Director General citing the circumstance surrounding the loss within 48 hours.
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8.11.2 Reasonable effort should be made to locate the credential. If this cannot be done within a
reasonable time or if the recovered credential is damaged to the extent that it can no
longer provide adequate identification, application for a replacement may be made through
normal channels. Recovered credentials shall be returned to Director General for final
disposition.

8.11.3 Upon receipt of a properly executed application and written explanation of loss, DG will
issue a replacement.

8.12 SURRENDER OF CREDENTIALS

8.12.1 The Safety Inspector’s credential shall be surrendered to the holder’s supervisor who shall
forward the card to DG for proper disposition. The credentials shall be surrendered under
any of the following conditions:

8.12.1.2 Termination of employment;

8.12.1.3 Reassignment to a position which does not require an ASI/ANSI credential;
8.12.1.4 Issuance of a revised credential;

8.12.1.5 Not maintaining recurrent training and experience;

8.12.1.6 Upon demand of issuing Authority.

8.13 DESTRUCTION OF CREDENTIAL

8.13.1 Any Safety Inspector’s credential which becomes damaged during processing or invalid
upon termination or transfer of an employee shall be forwarded to DG for destruction.

8.14 INSPECTOR EXCHANGE PROGRAMME (RECURRENT TRAINING)

8.14.1 It is recommended that each credentialed Inspector shall have opportunity to participate in
exchange programme with other CAAs.

8.14.2 Safety Inspector may be asked to conduct out-of-country inspections (possibly on request)
or in other regions where shortage of inspectors exists.
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8.15 RE-ISSUANCE OF INSPECTOR CREDENTIALS

8.15.1 For a person whose credential has been withdrawn, before being reissued he/she must;
Conduct three inspections accompanied by the lead Inspector; and attend the first
available recurrent inspector training.

CHAPTER 9

SCOPE OF AUTHORIZATION

9.1  DESCRIPTION

9.1.1 In order for the NCAA to fulfill its obligations under the ICAO Convention of 1944, it
is necessary for the Organization and more specifically the staff of the NCAA to possess
certain authorities under the laws and regulations of the Republic of Nigeria. These
authorizations or scope of authorization issued in a manner, which bestows appropriate
powers and duties to persons performing the surveillance and certification of activities
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within the Aviation Industry in Nigeria. The exercise of these powers, duties or functions
are always subject to any conditions deemed necessary for flight safety, and to any other
limitations, consistent with their responsibilities, knowledge, experience and in particular
the training as exemplified in the DAAS PERSONNEL TRAINING MANUAL.

9.1.2 For this system to work reliably and ensure an adequate level of Safety Oversight, it is
necessary to exercise control over the granting of these delegations only to qualified
individuals. The Director Aerodrome and Airspace Standards is tasked with issuance and
control of Delegations of Authority within the Directorate of Aerodrome and Airspace
Standards. To accomplish this duty, the Director must employ a system, which grants
delegations only to qualified individuals after appropriate experience and training have
been acquired and shows the level of delegation granted to any Staff Member at any given
time.

9.1.3 The exercising of the powers, duties and functions arising from the delegation schedules
directly affects NCAA clients and client relations. To sustain a high standard of client
service and meet regulatory requirements, it is essential that delegation of Authority be
awarded only to qualified, competent personnel with appropriate knowledge, training and
experience. It follows; therefore, that the methods used to assess knowledge, training and
experience of candidate inspectors is of primary importance.

9.2  BACKGROUND

9.2.1 The review of NCAA's training policy orients the establishment of the requirements for an
On-the Job Training (OJT) programme to supplement formal instruction and lectures.
Central to the OJT programme was the inclusion of the Scope of authorization
schedule items (See DAAS Personnel Training Manual) as a keystone element of the
OJT Task Completion Record. The inspector training and qualification programme so
established provides the basis for the delegation of authority to individual Inspectors to
exercise the powers and the authority of the NCAA, in all Aerodrome and ANS related
matters.

9.2.2 The control and assignment of OJT tasks to each hire, Civil Aviation Inspector is
recognized as residing with the General Manager assigned by the Director. An objective
system therefore exists to use the knowledge, training and experience results of the OJT
training programme, to authorize specified scope of tasks for each position.

9.3  PROGRESSIVE DELEGATION

9.3.1 It is unlikely that a new hire inspector will be afforded the opportunity to exercise or
accomplish all the tasks in the applicable SoA Schedule, during the initial training phase.
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Therefore, the Department Manager shall select and designate the tasks from the
schedule considered mandatory and achievable for each position, including any others
that may be applicable. The following criteria should be used in the selection of tasks:

I.  Tasks common to all inspector categories.
ii.  Tasks that can be expected to occur frequently.

9.3.2 The Director, DAAS will provide for the issuance of official employee credentials to newly
hired inspectors as soon as possible. Scope of authorization will be limited administratively
until the inspector has completed the assigned OJT tasks, and/or an assessment of
acceptable competence has been made. As each SoA OJT task and formal classroom
training is completed an acceptable competence determined, the administrative limitation
could be lifted, allowing for Scope of Authorization to be progressively increased. An
accompanying Scope of Authorization Document should also be issued, indicating the
tasks for which the delegation is limited.

9.3.3 This programme also provides access for the Department Manager to include inspectors,
presently holding SoA Credentials, the opportunity to add additional tasks to the scope of
their authority.

9.34 Competence in the application of the scope of their authorities by mainstream

inspectors is measured at the annual Personnel Appraisal Review. Inspectors requiring
training to qualify for new positions or recurrent training in current delegated profiles may
be assigned appropriate tasks through the OJT Programme, thus maintaining the integrity
and credibility of the NCAA delegations.

9.4.5 Managers/Training Coordinators are required to review the Scope of Authorization
document following each revocation and replacement, to ensure that any changes to the
schedules are incorporated in the inspector's scope of authorization, as applicable.
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CHAPTER 10

ADMINISTRATION

10.1  GENERAL OFFICE DUTIES

10.1.1
10.1.1.1

10.1.1.2

10.1.1.3

10.1.14

10.1.2

10.1.2.1

10.1.2.2
10.1.2.3

10.2

Typical tasks to be regarded as general office duties include:

Time sheets: Each Inspector shall submit a time sheet every month which contains the
information on how his/her time was utilized. The minimum time to be accounted for is
40hrs per week.

Meetings: Attendance of meetings or phone calls in non - chargeable time.

Travel related: Travel arrangements, transport and the completion of subsistence and
travel claims not chargeable to a client.

Other administrative tasks: Computer related tasks, housekeeping

LEAVE: Staff members are entitled to leave for specific period/type depending on their
inspector grade level. Types of available leave for the inspectors include:

Annual leave
Sick leave
Maternity leave
Terminal leave
Study leave
Leave of absence
Casual leave

s I s Y s Y s R s S s [ s

Details of the meaning and criteria for the various leaves are as contained in the
NCAA scheme and conditions of service.

Apply for leave on relevant form in consultation with head of section.

Record time and type of leave (Holiday, Sick or Special) on time sheet.

FILING SYSTEM

TGM ISSUE 17 July, 2023
Copy - 01

Page 113 of 171
CONTROLLED DOCUMENT
Disclaimer: please refer to NCAA website for up-to-date version



DAAS TECHNICAL GUIDANCE MATERIALS, VOL. | POLICY & PROCEDURE MANUAL

10.2.1

10.2.1.1

10.2.1.2

10.2.2

10.2.2.1
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OPENING OF FILES

Files shall as much as practicable, be opened and maintained separately for each distinct
subject matter relating to the functional activities in the various departments and units of
DAAS. A file shall deal only with one subject and duplication shall be avoided with the view
to achieving efficiency.

File Numbering System - General

The relevant file number shall be prefixed by the identifying letters of NCAA. For instance a
file opened shall be prefixed by the letters "NCAA". This shall be followed by the identifying
letters of the department or section and subject matter respectively. Where a file is to be
devoted to a project, the identifying letters of that project shall constitute the fourth part of
the file number. All identifying letters shall be separated by oblique stroke. Reference
number of enclosure should have a combination of the page number and year of
correspondence, suffixed to the file number

lllustration:  File Number NCAA/DAAS/ANS/SURV/ANSP/YEAR/VOL.No.

The above illustration refers to a file to be used for surveillance issues (SURV) relating to
Air Navigation Service provider (ANSP) and maintained by the office of the ANS unit in
DAAS.

lllustration: Enclosure Reference No: NCAA/DAAS/ANS/SURV/ANSP/18/Vol. No./Page
No.

File Numbering System - Training
lllustration:
Subject File No.

INSPECTOR TRAINING RECORD-NAME ~ NCAA/DAAS/ANS/TRG/STAFF No./Vol. No.

Certification Files

The Director, Aerodrome and Airspace Standards shall assign an officer to be designated
as a Document Controller in DAAS Registry. In correlation with the registry of the
Directorate of Aerodrome and Airspace Standards, files are established and maintained for
each certified Aerodrome/ANS or certified organization or aerodrome operator and ANS
provider.

The Document Controller shall be responsible for:
i.  Update of aerodrome certificate register (Electronic and manual) which is

Page 114 of 171
CONTROLLED DOCUMENT
Disclaimer: please refer to NCAA website for up-to-date version



DAAS TECHNICAL GUIDANCE MATERIALS, VOL. | POLICY & PROCEDURE MANUAL

domiciled in DAAS registry

i.  Establishing and maintenance of correspondences

ii. ~ Ensuring that certification and surveillance files are established for each
Aerodrome/ Air Navigation Service, certified organization, aerodrome
operator and Air Navigation Service provider.

10.2.3 When necessary, the Certification/Inspection Team Leader(s) shall access subject file(s)
through the Document Controller.
10.2.4 The information in the aerodrome certification file(s) and register(s) shall include but not

limited to the following:

Aerodrome Certification File(s)

An aerodrome certificate file will be opened and registered.

Application forms, copies of correspondences with the aerodrome operators/Air
Navigation Service Provider and certificate holders, completed checklists, audits,
inspections, surveillance reports, etc.

Letter(s) of suspensions or cancellations of certificates or any enforcement action,
where applicable.

Aerodrome Certificates or Air Navigation Service Providers Certificates, Approvals,
construction permits and inspection reports.

Aerodrome Certification Register(s)

Serial Number

Name of Aerodrome Certificate Holder

Postal address of aerodrome certificate holder
Name and location of aerodrome

Name of aerodrome operator

Reference number of aerodrome certificate issued
File reference number

Airfield lighting category

Type of aerodrome operations (Day/Night)
Issue date of aerodrome certificate

Validity of aerodrome certificate

Nationality of aerodrome certificate holder
Name of aerodrome owner

Fire cover category

Type of exemption or deviation if applicable

10.2.4.1 Inspection reports from Regional offices shall be kept in the respective aerodrome’s files in
the Registry while duplicate files containing documents related to grant/renewal of
certificates/approvals shall be in the Regional Offices.
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10.3 MANPOWER RESOURCES AND RECRUITMENT

10.3.1 Planning, recruitment and utilizaton of human resources is the primary
responsibility of the NCAA management and DAAS providing technical expertise in this
regard.

104  APPOINTMENT

10.4.1 Appointment will be based on the suitability of candidates for positions. However, NCAA
will always strive towards achieving the affirmative action and equal opportunity targets as
determined by the Board from time to time.

10.4.2 Appointment of staff shall be made in the following categories by NCAA
e Permanent Staff
e Contract Staff.

10.5 PERSONAL ETHICS AND CONDUCT

10.5.1 PURPOSE

10.5.1.1 This section contains direction and guidance for Aerodrome, Air Navigation and Aviation
Inspectors pertaining to principles of ethics and conduct as they affect the performance of
duties.

10.5.1.2 Although some Inspector’ situations are listed in this section, all circumstances that an

Inspector may encounter cannot possibly be covered. As Inspectors are always in the
public eye, they are expected to exercise good judgment and professional ethics at all
times while on and off duty.

10.5.2 UNIQUE RESPONSIBILITIES OF DAAS INSPECTORS

10.5.2.1 Inspectors may be exposed to several circumstances that are critical to their job functions.
It is important that all Inspectors be sensitive to the responsibilities and demands of their
positions and be objective and impartial while performing their duties. Inspectors must
also be sensitive to actual as well as perceived appearances of any conflict that could
disrupt the effectiveness or credibility of the Directorate of Aerodrome and Airspace
Standards (DAAS).

10.5.2.2 Civil Aviation Authority Requirements; Inspectors are required to comply fully with the
letter and spirit of the standards of conduct as set forth by this section; and with those
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set forth in the Federal Government Public Service rules, and NCAA  Staff
Conditions of Service. The Authority's policy on employee conduct is designed
to encourage employees to maintain a level of professionalism that will promote
efficiency of the NCAA and conform to acceptable principles of conduct.

10.6  OUTSIDE EMPLOYMENT, FINANCIAL INTERESTS AND GIFTS

10.6.1 BUSINESS INTERESTS

10.6.1.1 Safety inspectors and their immediate families should seek clarification and guidance
before engaging in any services of ANS and Aerodrome or other business activity for
which the NCAA has oversight responsibility. If an inspector holds any interest that may
give the appearance of impropriety, the inspector should immediately consult his superior
and the legal department for a determination.

10.6.2 CONFLICT OF INTEREST

10.6.2.1 Inspectors may hold employment or own businesses that do not present a conflict of
interest with their official job functions. Inspectors who wish to participate in outside
aviation activities (such as flight instruction, commercial flying or any other aviation-related
activity) should seek clarification and approval from the Director General.

10.6.3 PUBLIC SPEAKING

10.6.3.1 Inspectors may not receive payment for speaking on issues that deal with their official
job functions.

10.6.3.2 Teaching or instructing at colleges, universities, or vocational schools may be
acceptable, but should be coordinated and approved by the Director General.

10.6.4 FUND RAISING

10.6.4.1 ASls may not participate in fund raising or soliciting donations from any business or
activity for which their office is assigned oversight responsibility. Exceptions to this
requirement may exist for donation of prizes/gifts for speakers in aviation safety seminars
arranged under the aviation safety programme. They should, however, seek official

approval.
10.6.4.2 Gifts / Avoiding Conflict of Interest.
10.6.4.3 Gifts should be accepted only when the Inspector knows that the gift will not give the
appearance of a conflict of interest.
10.6.5 DRESS
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10.6.5.1 Safety Inspectors should be aware that their personal appearance affects their
professional image; therefore, they should adhere to the guidelines below:

(a) On visits to service providers’ facilities, Safety Inspectors should dress semi-
formally (tie for men, dress or slacks for women or any other national dress as per
convention).

(b) During training Safety Inspector's dress should be compatible with the service
provider’s practice but should lean towards formality.

(c) During in-flight inspection, Safety Inspector shall put on his/her
approved reflective jacket as non-uniform person moving in and out of the flight
deck can be disturbing to hijack - conscious passengers.

10.7  ACCOUNTABILITY AND DISCIPLINE

10.7.1 This disciplinary code and procedure serves as a guide to employees, and although the
disciplinary action recommended in terms of this procedure does not cover every possible
transgression that may occur, DAAS will use its discretion within the framework and the
spirit of the disciplinary procedure of NCAA, as well as the public service rules.

10.7.2 Disciplinary steps should not be applied highly and the responsibility for the
implementation should be left with the DGM's and GM's.

10.7.3 In general, disciplinary steps should firstly be educative and secondly corrective, and
should only be applied if previous steps have proven ineffective.

10.7.4 Similar transgressions, in similar situations, must as far as possible receive similar
treatment by implementing similar measures. Disciplined behaviors are needed to
maintain proper order and for the safety of all individuals and the successful
attainment of NCAA's vision and image as a professional organization.

10.7.5 It is essential that all employees are aware of the behavioral norms and standards
expected of them within DAAS.

10.7.6 The disciplinary policy must be applied firmly and consistently to ensure that all
employees are treated in a fair and similar manner.

10.7.7 Should any employee contravene the rules of the Authority, discipline in terms of this
policy should be applied. that means that there must be a thorough investigation regarding
the alleged conduct of the employee concerned, and a clear establishment of guilt or
otherwise by careful consideration of all the facts pertaining to each case; and situation
before disciplinary action can be taken. Disciplinary action must always be applied as
soon as practicably possible. It must be applied in a firm and fair manner.
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10.8  DISCIPLINARY STEPS

10.8.1 STEPS

(a) GMs and Sectional or Unit Heads may at any time reprimand an employee
without initiating a formal warning. This may be done by way of a verbal notice, in
which case no entry is to be made on the employee’s personal file.

(b) There are three (3) levels of written warnings depending on the seriousness of the
transgression via:

(c) First warning; second Warning; and final warning as contained in the NCAA
Condition of Service (CoS).
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CHAPTER 11

DAAS TRAINING REQUIREMENTS FOR INSPECTORS

11.1  GENERAL

11.11

11.1.2
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The training programme serves as a commitment by the NCAA Management to training of
DAAS inspectors to the highest level possible in order to create an enabling environment
for effective safety oversight functions. The training programme considers short-term,
medium-term and long-term view of training needs for inspectors. This training
programme makes provision for Initial Training, Recurrent Training and Specialized
Training for DAAS personnel. It also takes into account the vital need for On-the-Job
Training (OJT) for all inspectors and the fact that new inspectors have to be under
technical supervision until signed off by a senior or more experienced inspector before
they can perform safety oversight functions independently.

The details of the training requirements for DAAS Inspectors and the OJT activities are
detailed in the DAAS PERSONNEL TRAINING MANUAL
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APPENDIX A - SAMPLE ID
SAMPLE INSPECTOR'S CREDENTIAL

SAMPLE A - INSPECTOR’'S CREDENTIAL (ANS)

Nigeria Coat of Arm

NIGERIA CIVIL AVIATION AUTHORITY
OFFICIAL CREDENTIALS
The person whose photograph & signature appear on this card is a duly accredited

ANS SAFETY INSPECTOR

"Assigned to duties of Inspection, Investigation-and Enforcement
Pursuant to Sections 33 (1), 48, and 67 of the Civil Aviation Act, 2022 as
amended and Parts 14.1.1 (e), 14.2.15.2, 14.7.1.82 of the Nigeria Civil
Aviation Regulations. The holder is authorized to stop any air navigation
activity in the interest of safety and must be given free and uninterrupted
access to all Air Navigation Service Providers’ facilities and documents
within Nigeria in performance of official duty.

VALID UNTIL (DATE)

ISSUED UNDER SECTION 16 (5) OF THE NIGERIAN CIVIL AVIATION ACT 2022

IF FOUND PLEASE RETURN TO:
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NIGERIA CIVIL AVIATION AUTHORITY AVIATION HOUSE

MURTALA MUHAMMED AIRPORT P.M.B. 21038 IKEJA, LAGOS NIGERIA

TEL/FAX: 234-1- 4930026

SAMPLE B - INSPECTOR'S CREDENTIAL (ARD)

Nigeria Coat of Arm
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NIGERIA CIVIL AVIATION AUTHORITY

OFFICIAL CREDENTIALS

The person whose photograph & signature appear on this card is a duly
accredited

AERODROME SAFETY INSPECTOR

"Assigned to duties of Inspection, Investigation and
Enforcement Pursuant to Section 33(1), 48 of the Civil
Aviation Act, 2022 and Parts 12.1.4.6 VOL. 1, 12.1.6.4 VOL.
1, Parts 12.1.4.6 VOL. Il of the Nigeria Civil Aviation
Regulations. The holder is authorized to stop any aerodrome
activity in the interest of safety and must be given free and
uninterrupted access to all Aerodrome Operators’ facilities
and documents within Nigeria in performance of official duty.
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VALID UNTIL (DATE)

ISSUED UNDER SECTION 16 (5) OF THE NIGERIAN CIVIL AVIATION ACT 2022

IF FOUND PLEASE RETURN TO:

NIGERIA CIVIL AVIATION AUTHORITY AVIATION HOUSE

MURTALA MUHAMMED AIRPORT P.M.B. 21038 IKEJA, LAGOS NIGERIA

TEL/FAX: 234-1- 4930026
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APPENDIX B

ACRONYMS

ACRONYMS

AFTN Aeronautical Fixed Telecommunication Network

AIRAC Aeronautical Information Regulation and Control

AIS Aeronautical Information Service

ANS Air Navigation Standards

ANSP Air Navigation Service Provider

APOM Airport Planning Operations and Management

ASR Air Safety Reports

ATC Air Traffic Control

ATM Air Traffic Management

ATN Aeronautical Telecommunication Network

ATSEP Air Traffic Safety Electronic Personnel

BAGASOO  Banjul Accord Group Aviation Safety Oversight Organization

CNS/ATM Communication Navigation Surveillance/Air Traffic Management

IAIP Integrated Aeronautical Information Package

ICAO International Civil Aviation Organization

ITS Inspector Training System

MET Meteorology
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NAVAIDS
NFMC

Nig. CARs
NOF
PANS-OPS
SIDS

SoA

SOP

SSR
STARS

V-SAT
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Manual of Standards

Navigation Aids

National Frequency Management Council
Nigeria Civil Aviation Regulations
International NOTAM Office

Procedures for Air Navigation Services Operations
Standard Instrument Departure

Scope of Authorization

Standard Operational Procedure
Secondary Surveillance Radar

Standard Arrival Routes

Very Small Aperture Terminal of Satellite
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APPENDIX C - HUMAN CAPACITY DETERMINATION MODEL

STAFFING REQUIREMENT (Productivity Ratio Method)

APPENDIX C1 - AERODROME STANDARDS DEPARTMENT (ARD)
(HUMAN CAPACITY DETERMINATION MODEL)

STAFFING REQUIREMENT (Productivity Ratio Method)

1.1 AERODROME ENGINEERING UNIT

Inspectors Task Number of Number of | Number of Total hours
task per year | days per task per per task
(A) task (B) month(C)
(D)
=(AXBXCX8)
Review of ARD regulations 12 30 1 2880
Review of Aerodrome Standards 12 30 1 2880
Manual (ASM)
Review of Implementing Standards 12 30 1 2880
(1S)
Review of ARD SMS technical 12 30 1 2880
guidance material
Review of runway safety guidance 12 30 1 2880
material/handbook
Review of advisory circulars 12 30 1 2880
Review of AIP Information 12 30 1 2880
Audit for certification of aerodromes 12 30 1 2880
Monitor aerodrome development to 12 30 1 2880

ensure adequate compliance with the
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approved standards /master plan

Participate in site selection process 12 30 1 2880
for aerodrome planning, design,
construction and expansion of
projects as well as providing technical
guidance to aerodrome applicant

Provide guidance at the design and 12 30 1 2880
construction stages of an aerodrome

project.

Review and recommend for approval 12 30 1 2880

the proposals for the physical
extension of aerodromes or other
landing facilities

appraisal of design drawings for 12 30 1 2880
construction of aerodromes(Heliports
inclusive)

Design of visual aids and electrical 12 30 1 2880
systems.

Collate Aerodrome inspection reports 12 30 1 2880
relating to Visual Aids and Electrical
Systems

Ensure compliance of aerodrome 12 30 1 2880
operations on matters relating to
Visual Aids/Electrical Systems

Appraise Design of Airfield Lighting 12 30 1 2880
Systems Drawings and proffer
solution where deficiencies exist

Submit report on Primary/Secondary 12 30 1 2880
Power Supply System for all the
airports
Surveillance Inspections of Heliports 12 30 1 2880
Total number of hours for all task 54720
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1.1.1  Non - Inspectorate activities

Non-Inspectorate activities Number of days per Total Hours per year (B)= Ax8
year (A)

Annual Leave 30 240

Training 10 80
Meetings/Conference/Workshop 5 40

Sick Leave 5 40

Adhoc Committees Assignment 30 240

Annual Retreat 3 24

Public Holidays 15 120

TOTAL HOURS FOR ALL ACTIVITIES 784

1.412 Required numbers of inspectors:

1. Total hours in a year = 52 (weeks) x 5 (working days a week) x 8 (working hours a day) = 2080 hrs
Number of hours to be spent on non-inspectorate activities in a year = 784 hrs

The remaining hours available for inspectorate activities in a year= (2080 — 784) hrs = 1296 hrs

Bown

Total hours to be spent on all tasks in a year = 54720 hrs

Number of Inspectors required = 54720/1296 = 42 inspectors

1.2  AERODROME OPERATIONS DIVISION

Inspectors Task Number of Number of | Number of Total hours
task per year | days per task per per task
(A) task (B) month(C)
(D)
=(AXBXCX8)
Review of ARD regulations 14 30 1 3369
Review of Aerodrome Standards 14 30 1 3369
Manual (ASM)
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Review of Implementing Standards (IS) 14 30 1 3369
Review of ARD SMS technical 14 30 1 3369
guidance material

Review of runway safety guidance 14 30 1 3369
material/handbook

Review of advisory circulars 14 30 1 3369
Review of AIP Information 14 30 1 3369
Audit for certification of aerodromes 14 30 1 3369
Ensure compliance of aerodrome 14 30 1 3369

operator/owner on the ICAO and
National standards of Bird/Wildlife

Management.

Inspection of Bird/Wildlife hazard 14 30 1 3369
control at Airport

Investigate Bird/Wildlife 14 30 1 3369
incidents/accident at the Airport

Filing of report to ICAOQ office of any 14 30 1 3369
Bird/Wildlife incidents

Aeronautical studies on proposed tall 14 30 1 3369
structures to prevent hazards to air

navigation

Issuance of Obstacle clearance 14 30 1 3369

certificate to persons/organization
intending to construct tall structures
within or outside the aerodrome

environment

Investigate any tall structure that 14 30 1 3369

constitute hazard to air navigation

Conducting oversight function on 14 30 1 3369

Airport facilitation

Inspection of aerodrome operational 14 30 1 3369
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activities including Apron management,
Aero- bridge operation, Aircraft Slot
Allotment.

Oversight and Auditing of ground 14 30 1 3369
handling operation and activities to
ensure compliance with ICAO and
National standards and recommended
practices

Participation in site selection for 14 30 1 3369
construction of aerodromes and
certification of aerodromes

Surveillance Inspections of Heliports 14 30 1 3369

Total number of hours for all task 67380

1.21 Non - Inspectorate activities

Non-Inspectorate activities Number of days per Total Hours per year (B)= Ax8
year (A)

Annual Leave 30 240

Training 10 80
Meetings/Conference/Workshop 5 40

Sick Leave 5 40

Adhoc Committees Assignment 30 240

Annual Retreat 3 24

Public Holidays 15 120

TOTAL HOURS FOR ALL ACTIVITIES 784

1.2.2 Required numbers of inspectors:

1. Total hours in a year = 52 (weeks) x 5 (working days a week) x 8 (working hours a day) = 2080 hrs

2. Number of hours to be spent on non-inspectorate activities in a year = 784 hrs
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3. The remaining hours available for inspectorate activities in a year= (2080 — 784) hrs = 1296 hrs

4. Total hours to be spent on all tasks in a year = 67380 hrs

Number of Inspectors required = 67380/1296 = 51.9 (Approximately 52 inspectors)

1.3  AERODROME CERTIFICATION

Inspectors Task Number of Number of Number of task | Total hours
task per year | days per task | per month (C) per task
(A) (B)
(D)
=(AXBXCX8)
Review of ARD regulations 26 30 1 6240
Review of Aerodrome 26 30 1 6240
Standards Manual (ASM)
Review of Implementing 26 30 1 6240
Standards (IS)
Review of ARD SMS 26 30 1 6240
technical guidance material
Review of runway safety 26 30 1 6240
guidance
material/handbook
Review of advisory 26 30 1 6240
circulars
Review of AIP Information 26 30 1 6240
Audit for certification of 26 30 1 6240
aerodromes
Implementing the 26 30 1 6240
provisions of Nig.CARs
Part 12 for the certification
of aerodromes
receiving, recording, 26 30 1 6240

reviewing and processing
the expressions of interest
from an intending applicant
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for an aerodrome certificate

Assessment of aerodromes 26 30 1 6240
for certification

Surveillance Inspections of 26 30 1 6240
Heliports

recommend for grant or 26 30 1 6240
refusal of an aerodrome

certificate

receiving, recording, 26 30 1 6240

reviewing and processing
applications for the transfer
of an aerodrome certificate

recommend for grant or 26 30 1 6240
refusal of the transfer of an
aerodrome certificate

receiving, recording, 26 30 1 6240
reviewing and processing
applications for the
surrender of an aerodrome
certificate

recommend for cancellation 26 30 1 6240
or suspension/revocation of
an aerodrome certificate

recommend for grant of an 26 30 1 6240
interim aerodrome

certificate

reviewing the factors 26 30 1 6240

requiring the amendment of
an aerodrome and issuing
the required amendments

appraisal of technical 26 30 1 6240
personnel of the operators
(competency & adequacy)
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Total number of hours for all task 124800

1.4.13 Non - Inspectorate activities

Non-Inspectorate activities Number of days per Total Hours per year
year (A) (B)= Ax8

Annual Leave 30 240

Training 10 80
Meetings/Conference/Workshop 5 40

Sick Leave 5 40

Adhoc Committees Assignment 30 240

Annual Retreat 3 24

Public Holidays 15 120

TOTAL HOURS FOR ALL ACTIVITIES 784

1.3.2 Required numbers of inspectors:

1. Total hours in a year = 52 (weeks) x 5 (working days a week) x 8 (working hours a day) = 2080 hrs
Number of hours to be spent on non-inspectorate activities in a year = 784 hrs

The remaining hours available for inspectorate activities in a year= (2080 — 784) hrs = 1296 hrs

LN

Total hours to be spent on all tasks in a year =124800 hrs

Number of Inspectors required = 124800/1296 = 96 inspectors

Note: This task is carried out by all Aerodrome Standards Badged inspectors & On the Job (OJT)
inspectors
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1.5 AERODROME FIRE PREVENTION AND PROTECTION

Inspectors Tasks Number of Number of Number of Total hours
tasks per days per task per per task
year(A) tasks(B) month(C)

(D)=(BXCX8)

Review of ARD 4 30 1 960

regulations

Review of Aerodrome 4 30 1 960

Standards Manual(ASM)

Review of Aerodrome 4 30 1 960

Inspectors Handbook

(AIH) Forms and

Checklist

Inspections for 4 30 1 960

operational permit of

Aerodromes

Participate in incident 4 30 1 960

investigation

Participate in certification 4 30 1 960

of aerodromes

Post certification follow 4 30 1 960

up audit of Aerodromes

Routine inspection of 4 30 1 960
Aerodromes fire and
rescue services

Conduct fire safety audits 4 30 1 960

Assessment/evaluation of 4 30 1 960
the aerodrome layout

plan and design drawings
of aerodrome fire station

Assessment /evaluation 4 30 1 960
of ARFF service
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providers

Formulation of policies in 4 30 1 960
respect of the
accreditation of training
institutes

Process application and 4 30 1 960
registration of approved
Aerodrome Rescue and

firefighting Training
organisations
Assessment and 4 30 1 960
licensing of firemen
Assessment/evaluation of 4 30 1 960
ARFF service SOPs
Surveillance Inspections 4 30 1 960
of Heliports

Total number of hours for all task 15360

1.41 Non-Inspectorate activities

Non-Inspectorate activities Number of days per Total Hours per year (B)= Ax8
year (A)

Annual Leave 30 240

Training 10 80
Meetings/Conference/Workshop 5 40

Sick Leave 5 40

Adhoc Committees Assignment 30 240

Annual Retreat 3 24

Public Holidays 15 120

TOTAL HOURS FOR ALL ACTIVITIES 784
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1.4.2 Required numbers of inspectors:

1. Total hours in a year = 52 (weeks) x 5 (working days a week) x 8 (working hours a day) = 2080 hrs
Number of hours to be spent on non-inspectorate activities in a year = 784 hrs

The remaining hours available for inspectorate activities in a year= (2080 — 784)hrs = 1296 hrs

own

Total hours to be spent on all tasks in a year = 15360 hrs

Number of Inspectors required = 15360/1296 = 12 inspectors
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1.5  AERODROME EMERGENCY AND RESCUE DIVISION

Inspectors Tasks Number of Number of Number of Total hours per
tasks per days per task per task

year(A) tasks(B) month(C) (D)=(AXBXCX8)

Review of ARD 4 30 1 960
regulations

Review of Aerodrome 4 30 1 960
Standards Manual(ASM)

Review of Aerodrome 4 30 1 960
Inspectors Handbook
(AIH) Forms and
Checklist

Review of Advisory 4 30 1 960
Circulars

Formulation of policies in 4 30 1 960
respect of fire
prevention/protection at
aerodromes

Participate in incident 4 30 1 960
investigation

Participate in certification 4 30 1 960
of aerodromes

Conduct fire safety 4 30 1 960
audits

Formulation of policies 4 30 1 960
regarding fire safety
oversight as related to
national requirements on
Aerodrome

Monitoring the effective 4 30 1 960
functioning of
Aerodrome Rescue and
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Firefighting

Approval and Monitoring 4 30 1 960
of approved Aerodrome
Rescue and firefighting
Training organizations

Assessment and 4 30 1 960
licensing of fire men

Appraisal of Aerodrome 4 30 1 960
Emergency Plan and
assessment of
evacuation drills at
airport terminal buildings

Inspections for 4 30 1 960
certification of Heliports
Surveillance Inspections 4 30 1 960
of Heliports

Total number of hours for all task 14400

1.5.1  Non-Inspectorate activities

Non-Inspectorate activities Number of days per Total Hours per year (B)= Ax8
year (A)

Annual Leave 30 240

Training 10 80
Meetings/Conference/Workshop 5 40

Sick Leave 5 40

Adhoc Committees Assignment 30 240

Annual Retreat 3 24

Public Holidays 15 120

TOTAL HOURS FOR ALL ACTIVITIES 784
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1.5.2 Required numbers of inspectors:
1

2
3
4

Total hours in a year = 52 (weeks) x 5 (working days a week) x 8 (working hours a day) = 2080 hrs
Number of hours to be spent on non-inspectorate activities in a year = 784 hrs
The remaining hours available for inspectorate activities in a year= (2080 — 784) hrs = 1296 hrs

Total hours to be spent on all tasks in a year = 14400 hrs

Number of Inspectors required =14400/1296 = 11 inspectors
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1.6 SAFETY RISK ASSESSMENT DIVISION

Inspectors Number of Number of days | Number of task | Total hours per
Tasks tasks per per tasks(B) per month(C) task

A
year(A) (D)=(AXBXCX8)

Review of ARD 5 30 1 1200
regulations

Review of 5 30 1 1200
Aerodrome
Standards
Manual(ASM)

Review of 5 30 1 1200
Aerodrome
Inspectors
Handbook (AIH)
Forms and
Checklist

Review of 5 30 1 1200
Advisory
Circulars

Coordination of 5 30 1 1200
Aerodromes
surveillance
inspections

Coordination the 5 30 1 1200
Aerodrome
Operators Safety
Management
System

Participate in the 5 30 1 1200
investigation of
incidents on
Aerodromes
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Participation in 5
the enforcement
of sanctions on
Aerodrome
where necessary

30 1

1200

Review of 5
Aeronautical
Studies
submitted by
Aerodrome
operators

30 1

1200

Assessment of 5
the Aerodrome
Operators QS

30 1

1200

Surveillance 5
Inspections of
Heliports

30 1

1200

Total number of hours for all task

13200

1.6.1  Non -Inspectorate Activities
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year (A)

Annual Leave 30 240

Training 10 80
Meetings/Conference/Workshop 5 40

Sick Leave 5 40

Adhoc Committees Assignment 30 240

Annual Retreat 3 24

Public Holidays 15 120

TOTAL HOURS FOR ALL ACTIVITIES 784
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1.6.2

own

Number of Inspectors required = 13200/1296 = 10 inspectors

APPENDIX C2 -

Required numbers of inspectors:

Total hours in a year = 52 (weeks) x 5 (working days a week) x 8 (working hours a day) = 2080 hrs

Number of hours to be spent on non-inspectorate activities in a year = 784 hrs

The remaining hours available for inspectorate activities in a year= (2080 — 784) hrs = 1296 hrs

Total hours to be spent on all tasks in a year = 13200 hrs

AIR NAVIGATION STANDARDS (ANS)
(HUMAN CAPACITY DETERMINATION MODEL)

1.1 AERONAUTICAL MET. INSPECTORATE

1.1.1 Inspectorate Activities:
Number
of times Numbers Number of
tasks of Days locations/ Total Hours
Inspector’s Tasks are allocated | aerodrome per Task
carried per Task | involvedin | (D)=AxBxCx8
SIN outin a (B) | the tasks (C)
year (A)
1 Review and revision of AeroMet
regulations 20 1 320
2 Review and revision of AeroMet Inspectors
Training Programme and its
implementation 10 1 80
3 Review of Inspectors guidance materials 20 1 320
(handbook, advisory circulars, checklists,
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4 Review of AIP information on AeroMet

Services 1 15 1 120
5 Audit of ANSP (International) - AeroMet 1 5 5 200
6 Follow-up audit of ANSP - AeroMet 1 2 5 80
7 Audit of ANSP (Domestic) - AeroMet 1 5 14 560
8 Follow-up audit of ANSP (Domestic) -

AeroMet 1 2 14 224
9 Conducting of non-scheduled surveillance

of ANSP - AeroMet 1 2 32 512
10 Follow-up of non-scheduled surveillance

inspection of ANSP - AeroMet 1 2 32 512
11 Preparation of reports following audits and

inspections 88 2 1 1408
12 Evaluation and approval of ANSP -

AeroMet Manual of Operations 2 10 1 160
13 Evaluation of ANSP- AeroMet QMS

Manual 1 5 1 40
14 Resolution of identified safety concern 3 2 32 1024
15 Competency Assessment of ANSP-AeroMet

personnel 1 5 32 1280
16 Preparation of competency assessment

reports 88 2 1 1408
17 Site or Factory acceptance test of equipment 1 2 32 512

TOTAL HOURS FOR ALL THE TASKS = 8,760
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1.1.2 Non-Inspectorate Activities:

Number of Total Hours
SIN | Activities days per year | per Year
(A) (B)=Ax8
1 Annual Leave 30 240
2 Training 10 80
3 Meetings/Conferences/Workshop 5 40
4 Sick Leave 5 40
5 Adhoc Committees Assignment 30 240
6 Annual Retreat 3 24
7 Public Holidays 15 120
TOTAL HOURS FOR ALL THE ACTIVITIES = 784

1.1.3 Required Number of Inspectors:

Total Hours in a year = 52 (weeks) x 5 (working days a week) x 8 (working hours a day} = 2080 Hrs
No of hours to be spent on non-inspectorate activities in a year = 784 Hrs

The remaining hours available for inspectorate activities in a year = (2080 — 784) Hrs = 1296 Hrs
Total hours to be spent on all tasks in a year = 8,760Hrs

o~

e Number of Inspectors required = 8760/1296 = 7 INSPECTORS
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1.2 PANS - OPS INSPECTORATE

1.21 Inspectorate Activities:

Number of | Numbers of Total Hours per
. . Number of
SIN Inspector’s Task times in Days per Tasks (C) Task
year (A) Task (B) (D)=AxBxCx8
Review of PANS-OPS Regulations
1 1 15 1 120
Review of PANS-OPS Manual of
2 Standards
1 15 1 120
Review of Inspector's handbook, advisory
3 circulars, checklists, guidance materials
etc.
1 15 1 120
4 Review of AIP information 1 14 1 112
5 Audit for certification of ANSP(PANS-OPS)
1 5 15 600
Post certification follow-up audit of PANS-
6 OPS units and facilities at Headquarters
1 2 15 240
Routine surveillance of procedures at units
7
2 1 15 240
8 Preparation of reports following audits and
inspections 4 2 15 960
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Evaluation of PANS-OPS Manual of
9 Operations
1 10 80
Evaluation of ANSP’s QMS manual for
PANS-OPS
10
1 5 40
Competency assessment of Procedure
11 Designers
1 3 24
Certification of new procedures, routes
12 | Airspaces efc.
2 3 48

TOTAL HOURS FOR ALL TASKS =2704

1.2.2 Non-inspectorate activities:

SIN | Activity Numbers of Days per Total Hours per Year
Year (A)
1 Annual Leave 30 240
2 Training 10 80
3 Meetings/Conferences/Workshops 5 40
4 Sick Leave 5 40
5 Adhoc Committees Assignments 30 240
6 Annual Retreat 3 24
7 Public Holidays 15 120

TOTAL HOURS FOR NON- INSPECTORATE ACTIVITIES = 784
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1.2.3 Required number of inspectors:

1. Total Hours in a year=52 (weeks) x 5 (working days a week) x 8 (working hours a day) = 2080 Hours
2. Number of hours to be spent on non-inspectorate activities in a year = 784 Hours

3. The remaining hours available for inspectorate activities in a year = (2080 — 784) = 1296 Hours

4. Total hours to be spent on all inspectorate tasks in a year (from A) = 3384 Hours

Number of Inspectors required = 2704/1296 = 2 INSPECTORS
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1.3 AIR TRAFFIC MANAGEMENT INSPECTORATE

1.3.1 Inspectorate Activities:

SIN | Inspector’s Task Number of | Numbers of | Number of | Total Hours per
times in Days per Tasks (C) Task
year (A) Task (B) (D)=AxBxCx8
1 Review of ATM Regulations 1 20 1 160
2 Review of ATM Manual of Standards
1 20 1 160
3 Review of Inspector’s handbook, advisory
circulars,
Checklists, guidance materials etc
1 20 1 160
4 Review of AIP information 1 15 1 120
5 Audit for certification of ANSP
1 5 26 1040
6 Post certification follow-up audit of ATM
facilities, units and operations
1 2 26 416
7 Routine surveillance of ATM units
4 1 26 832
8 Preparation of reports following audits and
inspections
6 5 26 6240
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9 Evaluation of ANSP Manual of Operation
1 10 1 80
10 | Evaluation of ANSP’s SMS manual for
ATM operations
1 5 1 40
11 | Proficiency assessment of Air Traffic
Controllers
1 5 26 1040
12 | Investigation of incidents, accidents and
MORs
1 3 1 24

TOTAL HOURS FOR ALL TASKS = 10312

1.3.2 Non-inspectorate activities:

SIN | Activity Numbers of Days per Total Hours per Year
Year (A) (B)=Ax8
1 Annual Leave 30 240
2 Training 10 80
3 Meetings/Conferences/Workshops 5 40
4 Sick Leave 5 40
5 Ad-hoc Committees Assignments 30 240
6 Annual Retreat 3 24
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7 Public Holidays 15 120

TOTAL HOURS FOR NON- INSPECTORATE ACTIVITIES = 784

1.3.3 Required number of inspectors:

1. Total Hours in a year=52 (weeks) x 5(working days a week) x 8(working hours a day) = 2080 Hours
2. Number of hours to be spent on non-inspectorate activities in a year = 784 Hours

3. The remaining hours available for inspectorate activities in a year = (2080 — 784) = 1296 Hours

4. Total hours to be spent on all inspectorate tasks in a year (from A) = 10312 Hours

Number of Inspectors required = 10312/1296 = 8 INSPECTORS
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1.4  CNS INSPECTORATE

1.4.1 Inspectorate Activities:
SIN Inspectors Tasks Number of Number of Number of Total Hours Per
Times in Year Days Per Task | Tasks (C) Task (D)=
(A) (B) AxBxCx8

1. Review of CNS Regulations 1 30 1 240

2. Review of CNS MOS 1 30 1 240

3. Review of CNS Inspectors 1 20 1 160
Handbook, Advisory Circulars,
checklists, Guidance Material

4, Pre-hajj Inspection 2 5 10 800

5. Certification Audit of ANSP 2 4 21 1714

6. Post Certification (follow-up) of 2 3 21 1008
ANSP

7. Routine Surveillance of ANSP 12 3 1 288

8. Flight Inspection/Calibration of 2 10 21 3360
Navigation and Landing Aids
Facilities

9. Enroute, Nav-aids Inspection 2 10 5 800

10. Site Proving Inspection 1 3 3 72

1. Site/Factory Acceptance Testof | 2 10 3 480
Equipment

12. Generation of Audit and 6 5 21 5040
Inspection Reports

13. Evaluation of ANSP's MOP and 1 5 1 40
SOP

14, Competency Assessment of 1 3 21 504
ANSP
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15. Aeronautical Frequency 6 5 5 1200
Assignment

TOTAL HOURS FOR ALL THE TASKS = 15,576

1.4.2 Non - Inspectorate Activities:

SIN Activities Number of Days | Total Hours Per Year
Per Year (A) (B)=AxB

1. Annual Leave 30 240

2. Training 10 80

3. Meeting/Conference/Workshop 5 40

4. Sick Leave 5 40

5. Adhoc Committees Assignment 30 240

6. Annual Retreat 3 24

7. Public Holidays 15 120

TOTAL HOURS FOR ALL NON-INSPECTORATE ACTIVITIES =780

1.4.3 Required Number of Inspectors:

1. Total Hours in a year = 52 (weeks) x 5 (working days a weeks) x8 (working hours a day) = 2080 hrs
2. No of hours to be spent on non-inspectorate activities in a year = 784 hrs

3. The remaining hours available for inspectorate activities in a year = (2080-784) Hrs =1296 hrs.

4. Total hours to be spent on all tasks in a year = 15,576 hrs

Number of Inspectors required = 15576/1296=12 INSPECTORS.
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1.6 AIS/AEROCHARTS INSPECTORATE
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1.5.1 Inspectorate Activities:
Number Numbers
Total Hours
: of tasks of Days Number of
Inspector’s Tasks per Task
per year per Task Tasks (C) (D)=AxBXCx8

SIN (A) (B)
1 Review of AIS/AeroCharts regulations 20 1 160
2 Review of AlS/AeroCharts MOS 20 1 160
3 Review of Inspectors handbook, advisory

circulars, checklists, guidance materials etc 20 1 160
4 Review of AIP information 20 1 160
5 Audit for certification of ANSP — AIS/Charts 10 21 1680
6 Post certification follow-up audit of

AlS/AeroCharts services 2 21 336
7 Routine surveillance of AlS/AeroCharts

units 1 21 672
8 Preparation of reports following audits and

inspections 5 21 5040
9 Evaluation of ANSP - AlS/AeroCharts

Manual of Operations 10 1 80
10 Evaluation of ANSP- AIS/AeroCharts QMS

Manual 5 1 40
11 Aeronautical data

authentication/verification exercise 2 21 336
12 Competency Assessment of ANSP-

AlS/AeroCharts personnel 5 21 840
13 Obstruction Evaluation assignment 5 5 400
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TOTAL HOURS FOR ALL THE TASKS

10064
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1.5.2 Non-Inspectorate Activities:

Number of Total Hours
SIN | Activities days per year | per Year
(A) (B)=Ax8
1 Annual Leave 30 240
2 Training 10 80
3 Meetings/Conferences/Workshop 5 40
4 Sick Leave 5 40
5 Adhoc Committees Assignment 30 240
6 Annual Retreat 3 24
7 Public Holidays 15 120
TOTAL HOURS FOR ALL THE ACTIVITIES = 784

1.5.3 Required Number of Inspectors:

—_

Total Hours in a year = 52 (weeks) x 5 (working days a week) x 8 (working hours a day} = 2080 Hrs

)
2) No of hours to be spent on non-inspectorate activities in a year = 784 Hrs
3) The remaining hours available for inspectorate activities in a year = (2080 — 784) Hrs = 1296 Hrs
4) Total hours to be spent on all tasks in a year =10064 Hrs

e Number of Inspectors required = 10064/1296 = 8 INSPECTORS

Page 155 of 171
TGM ISSUE 17 July, 2023 CONTROLLED DOCUMENT
Copy - 01 Disclaimer: please refer to NCAA website for up-to-date version



DAAS TECHNICAL GUIDANCE MATERIALS, VOL. |

POLICY & PROCEDURE MANUAL

1.6 QUALITY SYSTEM
Inspectors Task Number of Number of | Number of Total hours

tasks per days per tasks per per task

year (A) task (B) month(C) 0)

=(AXBXCX8)
Review of regulations 5 1 40
Review of Quality management
systems Manual 5 1 40
Review of Inspectors handbook,
advisory circulars, checklists,
guidance materials etc 20 1 160
Review of AIP information 15 1 120
Post certification follow-up audit on
QMS services 2 21 336
Routine surveillance of ANSP units 1 21 672
Preparation of reports following audits
and inspections 5 5 200
Evaluation of ANSP Manual of
Operation 10 1 80
Evaluation of ANSP-QMS Manual 5 1 40
Site or Factory acceptance test of
equipment 2 21 336
5 21 840
Competency Assessment of ANSP
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personnel

Total number of hours for all task

2864

1.6.1 Non - Inspectorate activities

Non-Inspectorate activities

Number of days per
year (A)

Total Hours per year (B)=
Ax8

Annual Leave 30 240
Training 10 80
Meetings/Conference/Workshop 5 40
Sick Leave 5 40
Adhoc Committees Assignment 30 240
Annual Retreat 3 24
Public Holidays 15 120
TOTAL HOURS FOR ALL ACTIVITIES 784

1.6.2 Required numbers of inspectors:

1. Total hours in a year = 52 (weeks) x 5 (working days a week) x 8 (working hours a day) = 2080 hrs

Bown

Total hours to be spent on all tasks in a year = 2864 hrs

Therefore, number of inspectors required = 2864/1296 = 2 inspectors
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Number of hours to be spent on non-inspectorate activities in a year = 784 hrs

The remaining hours available for inspectorate activities in a year= (2080 — 784) hrs = 1296 hrs

Page 157 of 171




DAAS TECHNICAL GUIDANCE MATERIALS, VOL. | POLICY & PROCEDURE MANUAL

1.7 SAFETY RISK ASSESMENT

1.7.1  Inspectorate activities

Inspectors Number of Number of days | Number of Total hours per
Tasks tasks per per tasks(B) tasks per task

year(A) month(C)

(D)=(AXBXCX8)

Review of 1 30 1 240
regulations
Review of 1 30 1 240
Inspectors
Handbook (AlH)
Forms and
Checklist
Review of 1 30 1 240
Advisory
Circulars
Coordination of 1 30 1 240
surveillance
inspections
Participate in the 1 5 5 200
investigation of
incidents
Participation in 5 5 5 1000

the enforcement
of sanctions on
ANSP where
necessary

Review of 1 15 1 120
Aeronautical
Studies
submitted by
ANSP

Assessment of 1 10 2 160
the ANSP-QMS
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Total number of hours for all task

2440

1.7.2 Non - Inspectorate activities

Non-Inspectorate activities Number of days per Total Hours per
year (A) year (B)= Ax8

Annual Leave 30 240

Training 10 80
Meetings/Conference/Workshop 5 40

Sick Leave 5 40

Adhoc Committees Assignment 30 240

Annual Retreat 3 24

Public Holidays 15 120

TOTAL HOURS FOR ALL ACTIVITIES 784

1.7.3  Required numbers of inspectors:

1. Total hours in a year = 52 (weeks) x 5 (working days a week) x 8 (working hours a day) = 2080 hrs

LN

Total hours to be spent on all tasks in a year = 2440 hrs

Therefore, number of inspectors required = 2440/1296 = 2 inspectors
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1.8 SEARCH AND RESCUE

1.8.1 Inspectorate activities

Inspectors Number of Number of days | Number of Total hours per
Tasks tasks per per tasks(B) tasks per task
year(A) month(C)
(D)=(AXBXCX8)
Review of 1 30 1 240
regulations
Review of 1 30 1 240
Inspectors
Handbook (AlH)
Forms and
Checklist
Review of 1 30 1 240
Advisory
Circulars
Coordination of 1 30 1 240
surveillance
inspections
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Participate in the 1 5 5 200
investigation of

incidents

Participation in 5 5 5 1000

the enforcement
of sanctions on
ANSP where
necessary

Review of 1 15 1 120
Aeronautical
Studies
submitted by
ANSP

Assessment of 1 15 2 240
the ANSP-QMS

Total number of hours for all task 2520

1.8.2 Non - Inspectorate activities

Non-Inspectorate activities Number of days per Total Hours per
year (A) year (B)= Ax8

Annual Leave 30 240

Training 10 80
Meetings/Conference/Workshop 5 40

Sick Leave 5 40

Adhoc Committees Assignment 30 240

Annual Retreat 3 24
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Public Holidays 15 120

TOTAL HOURS FOR ALL ACTIVITIES 784

1.8.3 Required numbers of inspectors:
1. Total hours in a year = 52 (weeks) x 5 (working days a week) x 8 (working hours a day) = 2080 hrs

2. Number of hours to be spent on non-inspectorate activities in a year = 784 hrs
3. The remaining hours available for inspectorate activities in a year= (2080 — 784) hrs = 1296 hrs
4. Total hours to be spent on all tasks in a year = 2520 hrs

Therefore, number of inspectors required = 2520/1296 = 2 inspectors
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APPENDIX D - SAMPLE LETTER OF EXTENSION FOR EXEMPTION

(Name)
Title

(Name of Aerodrome)

(Address)

Dear (Name):

This is in response to your (date), application on behalf of (..........cc..ooooviviiiennnn. ) for an extension of
Exemption  No. .o, from (State the Regulation), the exemption
100 et S SRR

Your application indicates that the conditions and reasons stated in the original application remain
unchanged and in effect. You also state that if this request to extend Exemption No. xxxx is granted, safety
will not be compromised, and the public interest will be served, because (Aerodrome) will continue to
comply with the applicable conditions and limitations.

The Authority has reviewed the original application for exemption dated , and the application for
an extension dated and has determined that the conditions and reasons which resulted in the
previous grant of Exemption NO. ... , as amended have remained unchanged.
........................................................... Accordingly, the Authority has determined that the justification for
issuance of an extension of Exemption No............ccccevnee. is valid with respect to this exemption, provided
all other conditions and limitations remain the same. In consideration of the foregoing, the Authority has
determined that an extension to Exemption NO...........cocererenne, will provide an equivalent level of safety
and is in the public interest. Therefore, pursuant to the authority contained in (Regulation Reference), the
Aerodrome is granted an extension of the provisions of Exemption No..........cccccoevvrineee. to expire (Date),
unless sooner superseded or rescinded.

This letter shall be attached to and is a part of Exemption NO...........cccoevrvirirrinnnes
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Director General

APPENDIX E- TECHINCAL GUIDANCE MATERIAL AMENDMENT PROPOSAL FORM -
O-GEN002

NIGERIAN CIVIL AVIATIONAUTHORITY

Al

TECHINCAL GUIDANCE MATERIAL AMENDMENT PROPOSAL FORM - O - GEN002

REFERENCE AFFECTED PROPOSED AMENDMENT REMARK
SIN | DOCUMENT SECTION
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INITIATING INSPECTOR: ......cciiiiiiiiiiiiiviiiiie e SIGNATURE..........ccooeeeeennnnn DATE...............
UNITHEAD: ... SIGNATURE.........ccooeeieeeennn DATE...............
GENERAL MANAGER: ....oovviiiii, SIGNATURE.................eee DATE...............
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