Aircraft Incident Procedure/Response Booklet

Introduction

The intent of this booklet is to outline the immediate considerations, steps and processes for an effective response to an incident involving Company Aircraft.

The objective is to provide guidance concerning notification, steps to take and forms to complete to properly handle the immediate consequences and requirements for circumstances that by definition include serious personal injury, fatality or substantial damage to an aircraft.

For accidents that include serious personal injury, fatality or substantial damage to an aircraft, the procedures outlined in this booklet will escalate to the Company Name Aircraft Accident Response Manual. To determine when it may be appropriate to activate the Accident Response Plan, refer to the MANAGEMENT PROCEDURE SECTION.

This plan should be reviewed and updated annually during the month of January.
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Definitions

For purposes of identifying the level of response required, it is important to define the different categories of events. The following are industry standard definitions:

Company Aircraft
Owned, leased or otherwise rented or operated by

Accident

An occurrence associated with the operation of an aircraft which takes place between the time any person boards the aircraft with the intention of flight, until such time as all persons have disembarked, and in which any persons suffer death, or serious injury, as a result of being in or upon the aircraft, or by direct contact with the aircraft or anything attached thereto, or in which the aircraft receives substantial damage.

Substantial Damage

Damage or structural failure which adversely affects the structural strength, performance or flight characteristics of the aircraft, and which would normally require major repair or replacement of the affected component.

NOTE: Engine failure (damage limited to an engine), bent fairing or cowling, dented skin, small puncture holes in the skin or fabric, ground damage to rotor or propeller blades, damage to landing gear, wheels, tires, flaps, engine accessories, brakes, or wing tips are not considered “substantial damage” for the purposes of an accident report.

Demolished

Includes destruction by fire

Fatal Injury

Any injury which results in death caused by the accident.

Serious Injury

Any injury which:

1. Requires hospitalization for more than 48 hours, commencing within seven days from the date the injury was received (e.g. paralysis, loss of limb, etc…).

2. Results in a fracture of any bone (except simple fractures of fingers, toes, or nose).

3. Involves lacerations which cause severe hemorrhages, nerve muscle or tendon damage.

4. Involves injury to any internal organ.

5. Involves second or third degree burns, or any burns affecting more than 5 percent of the body surface.

6. Death

Incident

1. Flight control system malfunction or failure.

2. Inability of any required flight crew member to perform their normal flight duties as a result of injury or illness.

3. Turbine engine rotor failures excluding compressor blades and turbine buckets.

4. In-flight fire.

5. Aircraft collide in flight.

Overdue

Any aircraft which is overdue at a destination and is believed to be lost or to have been involved in an accident.
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On-Scene Procedures

The procedures noted below assume that an accident has occurred at a location away from the flight operations base.

1. Get all persons clear of the aircraft.

2. Give whatever first aid is necessary and possible.

3. Provide medical attention, if needed and posible. Recommend a physical exam be taken immediately. Local and state police may be able to assist. Obtain a copy of a medical report, if possible.

4. Based on the definitions in this booklet, determine the level of incident or accident and the response required.

5. If no injury to passengers, assist as necessary in getting them to their intended destination.

6. Ensure that the aircraft and related equipment are guarded continuously and that nothing is moved except to the extent necessary:

A. To remove persons injured or trapped.

B. To protect the aircraft or related equipment from further damage, or to protect the public from injury.

7. Call and notify, in order, the Company name personnel listed at the front of this booklet until the first person is reached. Pass on all available data using the Information Form on the next section of this booklet. As soon as possible, prepare a written report for use by Company name only.

8. Ensure that state and local police are notified.

9. Notify nearest FAA general aviation district office, control tower or flight station (listed under United Sates Government, Transportation Department, Federal Aviation Administration). Report items with as asterisk (*) on the Information Form. NTSB is automatically advised (NTSB Phone: 202-267-3333).

10. Notify Lance Toland Associates as soon as possible. Refer to the Lance Toland Associates Home Office/Branch Personnel Office.

11. Make no statement and give no reports regarding estimates of damage, injuries, or opinion of cause, except to appropriate authorities (e.g. NTSB, FAA, Insurance representative).

A. If you are requested by an authorized representative of the FAA, the national Transportation Safety Board, the Airport Police, or other state or local police to give them a statement, make the following declaration as diplomatically as possible: “ I am instructed not to make any comment related to the incident until a designated company representative arrives, “ Remember, you are not required to say anything that might tend to incriminate you and you are entitled to legal counsel. You have these rights, whether or not the person asking for the statement advises you of them. If you choose to assert these rights, you should affirmatively state them, or they may be considered to have been waived.

B. Attempt to satisfy all such requested by referring the requesting party to that person contacted in the procedure listed under this section.
12. Preserve to the extent possible, the aircraft, related equipment and all records. These include the manifest, tapes of flight recorders and voice recorders. Additionally, records pertaining to the operation and maintenance of the aircraft and related equipment, as well as records pertaining to the flight personnel involved in the incident or accident.

13. Make sketches and descriptive notes. Photographs of the accident scene should also be secured. Identify the location, including the position of the aircraft, if the aircraft was moved, any significant impact marks and any damage to surrounding property.

14. Obtain names, addresses and phone numbers of witnesses. Obtain written statement, if possible.

15. Obtain names and addresses of all federal, state and local investigators.

16. Ask the senior law enforcement official present to keep any spectators (including news media) clear of the area until an official of the FAA or NTSB arrives and takes charge. Request that all personnel in the area be identified as law enforcement, medical, or official investigators.
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Information Form
Date_________________________

Time Call Received_____________

Call Received By_______________

Name & Title of Caller____________________________________________________

Location of Caller________________________________________________________

Phone # of Caller_________________________________________________________

Caller Call-Back & Plane Identity Verified:

By_____________________Date__________________Time_______________________

*OC Aircraft: Type______________________________Tail Number: N______________

If Substitute:

FAA Registration Number____________________________________________________

Make & Model_____________________________________________________________

Owner ( if known)__________________________________________________________

*Location of Aircraft________________________________________________________

_________________________________________________________________________

*Nature of Incident/Accident_________________________________________________

____________________________________________________________________________________________________________________________________________________

__________________________________________________________________________

*Crew & Passengers

Name


Status


Location

Pilot (in command)
___________________
______________
______________

Pilot


___________________
______________
______________

Passengers

___________________
______________
______________

___________________
______________
______________

___________________
______________
______________

___________________
______________
______________

___________________
______________
______________

___________________
______________
______________

___________________
______________
______________

*Date & Time of Incident/Accident_____________________________________________

*Last Point of Departure & Pont of Intended Landing of Aircraft_____________________

__________________________________________________________________________

*Extent of Damage to the Aircraft, So Far as is Known______________________________

__________________________________________________________________________

*Weather Conditions at Incident/Accident Site____________________________________

__________________________________________________________________________

*A Description of Any Explosives, Radioactive Materials, or Other Dangerous Articles Carried____________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Management Response Procedures

The Director of Aviation will perform this procedure. In the Director’s absence, this procedure will be executed by those personnel as prioritized on the Emergency Locator at the front of this booklet.

The procedures noted below assume that an incident has occurred at a location away from the flight operations base.

1. Upon learning of an incident or accident, or if an Company Name aircraft is overdue and believed to have been involved in an accident, assemble all preliminary data and document on the Information Form behind the third tab in this booklet.

2. Based on the definitions in this booklet, determine the level of incident or accident and the response required. If contact with the plane’s crew is not possible, a determination will need to be made if the Accident Response Plan should be activated and if the stand-down policy should be invoked.

3. If communication exists with the plane’s crew, refer to the On-Scene Procedures section and provide guidance/support to successfully meet the criteria for handling the incident. Designate a representative to manage the on-scene situation and details.

4. Obtain, as soon as possible, a written statement from each crew member or any witnesses. The statement should set forth the fac, conditions and circumstances relating to the incident.

5. Obtain and retain all records and reports pertaining to the incident. These include the manifest, crew reports, witness statements and photographs. Search for related factors. Use NTSB Pilot/Operator Aircraft Accident Report – 6120.1.

6. Obtain names, addresses and phone numbers of all federal, state and local investigators.

7. Attempt to secure a written release of the aircraft and Company name records from an authorized representative of the NTSB or, in those instances where they have been asked to investigate, from the FAA.

8. Analyze the incident and implement preventative procedures.

9. Prepare a full report to be submitted to the company leadership and the advisory committee including:

Problems

Correct Action Taken

Related Factors
Personnel Involved

Probable Cause

10. A report on an incident (as defined herein) need only to be filed, if requested by a representative of the NTSB. (This request could be transmitted through a Regional FAA Office). If it is requested, refer to instructions on NTSB form 6120.1 and see paragraph 11 below.

11. Within 10 days after an “accident” (as defined herein), or if after seven days an overdue aircraft is still missing, a report on the appropriate form listed above must be filed in the Field Office of the national Transportation Safety Board nearest the accident location, unless a different filing place or time is designated by the NTSB. The Board may delegate the investigation of an accident or incident to the FAA. All proposed reports and statements must be reviewed by Company name submission to the NTSB or FAA.

12. Assemble all costs associated with the incident and coordinate with the Insurance Department.

13. Be alert for possible special reporting and other requirements of the state, local and airport authorities involved.
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Hangar Response Procedures

The procedures noted below assume that an incident has occurred at a location away from the flight operations base.

1. Upon receipt of a call, carefully record all reports and details on the Information Form found in the preceding section. Confirm that the person calling in is calling the correct company.

2. Any incoming calls from persons not on the designated list should be verified by securing the person’s phone number, and calling back to confirm their identity.

3. Call and notify, in order, the personnel listed on the inside front cover of this booklet until the first person is reached. Pass on all available data as recorded on the Information Form. Make no assumptions. As soon as possible, prepare a written report for Company name use only.

4. Based on the definitions in this booklet, determine the level of incident or accident and the response required. If contact with the plane’s crew is not possible, a determination will need to be made if the Accident Response Plan should be activated (refer to the MANAGEMENT PROCEDURE SECTION).

5. If there is communication with the planes’ crew, refer to the On-Scene Procedures section and provide guidance/support to successfully meet the criteria for handling the incident. Determine what on-scene procedures have been completed.

6. If none of the leaders is immediately accessible, continue to attempt to contact  them until someone is reached.

7. Do not disclose any part of the situation with anyone other than those listed on the Company Name Notification Listing at the front of the booklet. Keep phone conversations concise.

FAA Sponsored Explosives Detection Locations

(Dog/Handler Teams)

Airport Symbol



Location

ATL





Atlanta, GA

BWI





Baltimore, MD

BHM





Birmingham, AL

BIS





Bismarck, ND

BOS





Boston, MA

BUF





Buffalo, NY

ORD





Chicago, IL

CLE





Cleveland, OH

DFW





Dallas, TX

IAH





Houston, TX

JAX





Jacksonville, FL

MCI





Kansas City, MO

LAX





Los Angeles, CA

MEM





Memphis, TN

MIA





Miami, FL

MSY





New Orleans, LA

PHX





Phoenix, AZ

PIT





Pittsburgh, PA

PDX





Portland, OR

SLC





Salt Lake City, UT

SAN





San Diego, CA

SFO





San Francisco, CA

SJU





San Juan, PR

SEA





Seattle, WA

GEG





Spokane, WA

STL





St. Louis, MO

TUS





Tucson, AZ

TUL





Tulsa, OK

If due to weather or other considerations, an aircraft with a suspected hidden explosive problem lands at an airport other than those listed above, it is recommended that they call the FAA’s Washington Operations Center (202-426-3333), or have an air traffic facility contact the Center requesting assistance.
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Emergency Phone Numbers

U.S. National Search & Rescue Plan

To carry out the plan, the U.S. Coast Guard and U.S. Air Force have established Rescue Coordination Centers (RCCs) to direct SAR activities within their Regions.

Boston, MA





Cleveland, OH

617-233-3644 216-522-3984

New York, NY





St. Louis, MO

212-668-7055 314-425-4614

Portsmouth, VA





Long Beach, CA

804-398-6231 213-590-2225

Miami, Fl





San Francisco, CA

305-536-5611 415-437-3700

New Orleans, LA




Seattle, WA

504-580-6225 206-442-5886

Juneau, AK





Honolulu, HI

907-586-7340 808-546-7109

Kodiak, AK





San Juan, PR

907-487-5888 809-722-2943
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Section 2

Objective

The intent of this section is to outline the considerations, steps and processes for planning and implementing an effective response to an accident involving a Company aircraft.

The objective is to insure that the Company is prepared, under extremely difficult conditions, to properly influence and sensitively handle matters associated with the managerial, emotional, financial, legal and public effects of an aircraft – related event.

Dealing with an aircraft accident is both a technical and a human process. This section outlines some of what may be expected and suggests some actions and procedures that may help the Company focus its response most appropriately.
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First Hour

While no plan can cover every situation, it is important to anticipate the first hour, when a number of external activities may be underway before the Company even receives notification. What you plan for may not happen as expected.

An aircraft accident will create a crisis communication situation. As with an Incident, initial notification of the priority list at the front of this booklet should be the first step. Also recognize that the Company may not be among the first called. Time and distance will be a definite factor.

It is important to try and reconfirm any information that is conveyed from the accident site. Avoid any speculation – the NTSB should be the only source of why an aircraft accident occurred. Consider that much of the initial information that may be received could be confused, incomplete or inaccurate.

Nonetheless, media response will be quick and unrelenting at the accident site and at the corporate headquarters . To maintain consistency, only trained spokespersons and  Company name Corporate Communications staff should relay information to the media. There is no statement that can be considered “off the record”.

A news statement should be available for the press within the first hour and available to the public and employees on a recorded, voice-mail line.

Phone calls may also be overwhelming in the first hours. A central location or Command Center should be established for the coordination of accident response, communications and briefings. And, any conversations regarding the accident should be on secure land line phones – cell phones should not be used. (if Company has an established crisis communication manual and/or other procedures, note insert here.)

Pre-determined teams should be developed to handle activities based on pre-planned scenarios:

Notifications

Communications & Media

On-scene activities

Local authorities/emergency services

FAA/NTSB authorities

Initial Contact

Whomever receives the initial call should:

· Identify the caller and a call-back number

· Confirm they are calling the correct company

· Confirm the caller is who they say they are

· Keep the conversation concise

· Determine if the caller is a witness and carefully record their

· account of the accident

· Record the Basic Information Details noted below

· Clearly identify the plane’s “N” number – (tail number)

· Determine that 911 or appropriate emergency number has been called

· Consider that passenger family members may be calling in

Basic Information/Communication
Base data that should be obtained as soon as possible include:

Departure site


Accident descriptions

Destination



Fire

Passengers



Injuries/Fatalities

Time of day



Hospital/Coroner locations

Accident location

Off airport

Out of country

There may not be a site if the aircraft is overdue/lost.

Accident Response: External/Internal Activities

External Activities

Response activities will be taking place immediately including:

Fire/rescue services

Police services

Emergency medical services

Hospital emergency room services

Medical Examiner

Media Coverage

On-scene

Nearest company or affiliate and city

*Media will pursue next of kin
Aviation plaintiff counsels on-scene

FAA/NTSB
Internal Activities

Once an accident has been confirmed, an Emergency Response Plan should be activated.

Roles and responsibilities should follow the priority list on the inside cover of this booklet along with:

Human Resources

Medical Liaison

Administrator Support

Several areas will need specific attention:

Family/employee care & assistance

Media/Communications

Insurance company liaison

Security on-scene

Legal and regulatory affairs

Removal/salvage

Site restoration

-Assign responsibility to assure action on any incomplete activities.

Accident Response

Emergency response Plan/Team

On-Scene Activities

If required, an on-site team should be deployed to exercise control of Company interest and activities at the accident scene. Determine what procedures have been completed and, if possible, designate which Company representatives are authorized to discuss the accident.

If authorized Company personnel are on the scene, get all persons clear of the aircraft and provide for whatever first aid is possible. Secure any assistance or medical attention that may be necessary.

Make no statements and give no reports regarding estimates of damage or injuries or opinion of causes except to appropriate Company name team members. Anyone on-site and involved in the accident is not required to say anything that might be incriminating.

You may make the following declaration, as diplomatically as possible:

I am instructed not to make any comment related to the accident until a designated Company representative arrives.

If on-scene representation is required, more than one person should be sent to the site – flight operations, security, legal, insurance and press relations are recommended.

At the earliest time, an accurate record should be made (who should do this?) to include:

A written statement from anyone involved that sets forth the facts, conditions, and circumstances relating to the accident, as the appear to the person’s best knowledge, recollection or belief.

All records and reports pertaining to the accident, such as manifest, crew reports, witness statements, photographs. Use the NTSB Pilot-Operator Aircraft Accident Report.
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If person to be called is unreachable, call the person in line.
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