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Note — Aerodrome Safety Publications are published by the SCAA for purposes of
promulgating supplementary guidance materials to the Standards and Recommended
Practices (SARPs) in the Seychelles Technical Standards - Aerodromes. The
publications are intended to provide recommendations and guidance fto illustrate a
means, but not necessarily the only means, of complying with SARPs. Aerodrome
Safety Publications may explain certain regulatory requirements by providing
interpretive and explanatory materials.
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4.2

4.3

ASP 15 - Document Quality for Standard Operating Procedures

Purpose

The purpose of this Aerodrome Safety Publication (ASP) is to provide
supplementary guidance to aerodrome operators in maintaining effective
document quality for standard operating procedures. The aim is to
standardize documentation across aerodromes in Seychelles, ensuring
compliance with national and international benchmarks to enhance
operational safety and effectiveness.

Applicability

This ASP applies to all aerodrome operators subjected to Regulation 61
of the Civil Aviation (Safety) Regulations, 2017 and the Seychelles
Technical Standards - Aerodromes.

Cancellation
Nil.

Introduction

Effective document management is fundamental to maintaining safety,
compliance, and efficiency in aerodrome operations. A properly
developed and endorsed documentation system guarantees that critical
information is accessible, accurate, and consistently maintained.

Documentation should be clear, concise, and systematically organized to
ensure operational coherence and safety. For aerodrome operators, this
means implementing a framework that covers the creation, review,
approval, and distribution of documents, while also ensuring amendments
and version control.

By adhering to these guidelines, aerodromes in Seychelles can improve
the reliability and accountability of operational procedures, reduce errors,
and meet regulatory requirements.

Definitions & Abbreviations

Abbreviations

ICAO International Civil Aviation Organization

ID |dentification

SOP Standard Operating Procedures

STS-ADR  Seychelles Technical Standards — Aerodrome
SCAA Seychelles Civil Aviation Authority

SMS Safety Management Systems
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5.2 Definitions

Accountable Manager

A senior executive responsible for ensuring the organization's compliance
with aviation safety and regulatory standards and providing resources to
maintain safe operations.

Authority
The Authority refers to the Seychelles Civil Aviation Authority (SCAA) that
conducts safety oversight activities within the Republic of Seychelles

Effective date

An effective date indicates when the document becomes operational and
is to be followed, ensuring all personnel are aware of when to implement
the outlined procedures.

Mechanisms
The tools, rules, and processes established by ICAO to ensure safety,
efficiency, and effective collaboration in civil aviation operations

Numbered Paragraphs
These are paragraphs that are sequentially numbered to clearly organize
steps, instructions, or points in a logical order. Numbering helps in
referencing specific sections or steps within the document. Example: 2.1
First Task Description.

Reference Number
A reference number is a unique code assigned to a document for easy
identification and tracking.

Standard Operating Procedures

An SOP (Standard Operating Procedure) is a document that outlines step-
by-step instructions on how to perform routine operations in a consistent
manner.

Section Headings
These are the main titles used to divide a document into major parts or
topics.

Subheadings

These are smaller titles under section headings that divide the content
into more specific parts.
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Version number
A version number is a unique code which aids in tracking updates and
ensures that users are always referring to the latest version.

6. Standard Operating Procedures

6.1 Background

6.1.1 For many years, ICAO has identified deficiencies in standard operating
procedures (SOPs) as contributing factors to aviation incidents and
accidents. One of the most common issues related to aerodrome
operations and maintenance personnel is their failure to follow established
procedures. In some cases, the problem has been even more
fundamental; there were no established procedures outlined in the airport
manual for personnel for their adherence. Both issues, non-compliance
and the absence of standard operating procedures have played significant
roles in compromising safety at aerodromes.

6.2 Importance of SOPs

6.2.1. Standardized operating procedures (SOPs) play a critical role in
enhancing safety within organizations. The development, implementation,
and adherence to SOPs are essential management activities that
significantly contribute to safety. Non-compliance with effective SOPs has
been linked to numerous accidents and incidents, highlighting the
necessity of strict adherence. Human Factors considerations are crucial
when designing SOPs, as they must be user-friendly and logical, helping
operational personnel perform tasks efficiently and error resistant.
Procedures are not created in isolation; they should be informed by a
broader operational concept to ensure their relevance and effectiveness.

6.2.2. The development of SOPs should incorporate risk assessments to identify
potential hazards and ensure operational safety. By evaluating risks
associated with specific tasks, organizations can create SOPs that
minimize errors and enhance compliance with safety regulations.

6.2.3. The risk assessment process aligns with the ICAO SMS components,
particularly Safety Risk Management (SRM), which focuses on evaluating
risks associated with operations and taking action to prevent potential
safety issues.

6.2.4. This proactive approach also supports training initiatives, improves
communication among staff, and fosters a culture of continuous
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improvement. Ultimately, integrating risk assessments into SOP
development is essential for maintaining high operational standards and
protecting personnel and resources.

6.2.5. The procedures should be developed by qualified personnel with relevant
experience, preferably in a supervisory/managerial role, ideally by those
actively involved in the operations for which the SOPs are being created
or amended. This person determines how tasks will be accomplished. The
procedures must align with policies, which in turn must be consistent with
the overall guiding philosophy. Finally, management must enforce quality
control to ensure that operational practices do not deviate from the written
procedures. Any shortcuts in this process may lead to inconsistent
procedures, creating uncertainty among personnel about the expected
behavior to accomplish tasks.

6.3 Style and Presentation

6.3.1 Consistency

Consistency in terminology, font style, heading formats, and paragraph
structure across all documents ensures clarity and professionalism. It also
reduces confusion among staff members who reference multiple manuals.
It is recommended to either use the same fonts and sizes across all SOPs
to maintain consistency.

6.3.2 Clarity

The document should use plain language to ensure the instructions are
easy to understand, avoiding jargon or unnecessarily complex terms.
Clarity is essential to avoid misunderstandings, especially in critical
procedures.

6.3.3 Use of Graphics & Visuals

Diagrams, charts, and tables make technical information easier to
comprehend. For example, runway layouts or equipment maintenance
schedules are better understood when visually represented.

6.3.4 Accessibility

Documents should be easily accessible to all relevant personnel, both in
digital and printed forms. Ensure that the formatting is readable
(appropriate font size and spacing) and that any online or digital versions
are optimized for quick access.

6.3.5 Standardized Format
A consistent and well-organized format makes SOPs easy to navigate.
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Each document should follow a standard structure with section headings,
subheadings, numbered paragraphs, bullet points, tables, charts, and
diagrams where appropriate. This allows users to quickly locate
information and understand instructions.

Note: Refer to Appendix 2 — Recommended Formatting Guidelines
6.4 Components of an effective SOP

6.4.1 This is the core part of any SOP, outlining step-by-step instructions for
completing specific tasks. Each procedure details:

i. Who performs the task.

i. What needs to be done.

iii. When it should be done.

iv. How to do it (techniques, tools, or equipment required).

v. Why the task is important for safety, efficiency, or regulatory
compliance.

6.5 Standard Operating Procedure (SOP) Development and Approval
Process

The process outlined below provides a structured approach to SOP
development. It emphasizes the importance of involving qualified and
experienced personnel at every stage—from drafting to final approval—
while ensuring compliance with Seychelles Technical Standards -
Aerodromes (STS-ADR) and other relevant regulations. This approach
ensures that the SOPs are both practical and compliant, fostering a safer
and more efficient working environment.

1. Requirement to develop/amend SOPs
The development or amendment of an SOP should be based on
operational needs or significant changes to the aerodrome structure or
operations, ensuring procedures remain relevant, practical, and
aligned with current safety and regulatory requirements.

2. Development Process
The initial drafting of the SOP must be undertaken by personnel who
are not only qualified in the relevant field but who also have substantial
hands-on experience with the operations covered in the procedure.
These individuals should be actively involved in the day-to-day tasks
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for which the SOP is being written, ensuring that the procedures are
practical, realistic, and tailored to actual operational needs. Consider
involving the relevant stakeholders during the development process. If
deemed necessary.

3. Reviewing process

Once the SOP draft is complete, it should undergo a thorough review
by another individual or group with equivalent qualifications and
experience in the same field. This review stage must also include risk
assessments to identify potential hazards associated with the SOP's
implementation. Risk mitigations from the assessments are to be
incorporated in the SOP. In addition, the review process also verifies
the technical accuracy, relevance, and practicality of the SOP, ensuring
it aligns with best aviation practices. Consider involving the relevant
stakeholders during the reviewing process. If deemed necessary.

4. Final Compliance Review

After the peer review, the SOP must be submitted to a designated
individual responsible for ensuring that the document complies with
applicable regulations and standards. Specifically, this final review
must ensure that the SOP aligns with Seychelles Technical Standards
— Aerodromes (STS-ADR) and any other relevant regulatory
requirements. This review acts as a final check to confirm that the
procedures meet both national regulations and standards.

5. Approval and Sign-off by Accountable Manager

Once the SOP has passed all review stages, it must be formally
approved by the accountable manager. The accountable manager’s
signature confirms that the SOP has been properly developed,
reviewed for both operational effectiveness and regulatory compliance,
and is now officially part of the organization’s procedures. This final
sign-off ensures that the SOP can be implemented across the
organization with full authority and accountability.

Note: A process map of the steps outlined above can be found in
Appendix 3 — Development and Approval Process of SOPs
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6.6 Factors Influencing SOP Amendments

6.6.1 SOP amendments are often necessary to ensure that procedures remain
up-to-date, relevant, and effective. Various internal and external factors
can drive the need for these revisions. Understanding these influences
helps organizations maintain compliance, improve efficiency, and ensure
operational safety. Below are some key factors that can trigger SOP
amendments.

6.6.2 Several factors can influence developments and/or amendments to
Standard Operating Procedures (SOPs), including:

1. Operational Changes: Adjustments in daily operations, workflows, or
processes may require updates to SOPs to ensure they reflect current
practices.

2. Regulatory Updates: New laws, regulations, or industry standards
can necessitate changes to ensure compliance with updated
requirements.

3. Technological Advancements: The introduction of new equipment,
tools, or technologies may require procedures to be amended to
accommodate updated methods.

4. Safety Concerns: |dentified safety risks or incidents might prompt
amendments to improve procedures and enhance safety.

5. Organizational Restructuring: Changes in roles, responsibilities, or
management structure can require updates to SOPs to reflect new
lines of authority or operational responsibilities.

6. Performance Issues: If current procedures are found to be inefficient
or ineffective, they may need to be revised to improve performance or
reduce errors.

7. Feedback from Personnel: Input from staff actively using the SOP
may reveal areas that require improvement or clarification.

Note: Staff can provide input on SOP changes through various methods,
including suggestion forms, feedback meetings, and online platforms.
Regular surveys and post-implementation reviews also allow staff to share
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insights on specific procedures. Direct communication with supervisors or
managers ensures that operational feedback is heard, contributing to
continuous SOP improvement.

8. Audit Findings: Internal or external audits may identify gaps or non-
conformities in procedures, leading to necessary amendments.

7. Structure of a Standard Operating Procedure (SOP)
Refer to Appendix 1 — SOP Sample Format

7.1 Cover/Title Page
A professional title/cover page containing the company logo, aerodrome
name, aerodrome department, SOP title, copy number, document
reference number, version number, and effective date.

7.2 Document Control & Administration

i. Document Authority: This identifies the individuals responsible for
creating, reviewing and approving the procedure. It ensures the SOP
is accurate, compliant, and officially endorsed.

i. Amendment Record: A log that records updates or revisions,
detailing what changes were made and when, ensuring that updates
are properly documented and communicated to all relevant personnel.

iii. Distribution List: A list of individuals or departments that receive the
procedure, ensuring that all relevant personnel have access to the
document.

7.3 Table of Contents

A logically structured list of all sections and subsections, with page
numbers, allowing users to easily locate specific information. It enhances
the usability of the document.

7.4 Definitions and Abbreviations

Include any key terms or abbreviations used in the SOP, along with their
definitions. This ensures clarity for personnel who are responsible for
following the procedures.

7.5 Introduction

This section introduces the document, explaining the purpose of the
manual or SOP, its importance to the organization, and any regulations or
standards that guided its creation.
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7.6 Purpose

State the specific purpose or outcomes of the SOP. The objective should
clarify why the procedure is needed, what it aims to achieve, and how it
supports operational effectiveness.

7.7 Scope

This defines the boundaries of its application. It outlines the specific tasks,
processes, departments, or areas that the procedure applies to. This
section ensures clarity on who should follow the SOP and when it is
relevant, helping to avoid misunderstandings about its usage. The scope
sets limits and provides context for the procedure’s use within the
organization.

7.8 Roles & Responsibilities

This section defines the specific roles and duties of personnel involved in
executing procedures. It clarifies who is responsible for various tasks,
such as conducting inspections, reporting incidents, or ensuring
compliance. Clearly defined responsibilities promote accountability and
ensure that all tasks are covered.

7.9 Procedure

This section provides detailed, step-by-step instructions on how to
perform a specific task or process. It should cover the preparation,
execution and completion of specific task or process. This ensures
consistency by guiding users through each step, ensuring the correct
method is followed. The procedure should be clear, concise, and easy to
follow, sometimes including diagrams or flowcharts to assist
understanding.

7.10 Appendices

The appendices section of an SOP includes additional information that
supports the main procedure, such as reference documents, charts,
templates, or forms. These materials are placed in the appendices to
avoid cluttering the main instructions while providing users with relevant
resources to assist in carrying out the procedure

Note: Appendices may be numbered (e.g., Appendix 1, Appendix 2) or

labeled with alphabets (e.g., Appendix A, Appendix B), depending on the
organization's preferred formatting style
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8. Training & Implementation

8.1  Training

8.1.1 After the establishment of a procedure, aerodrome personnel must be
trained on its contents to ensure understanding and proper execution.
training programme should involve clear explanations of procedures,
hands-on demonstrations, and opportunities for staff to ask questions.
This ensures consistent application of the SOP across the organization.

8.2 Implementation

8.2.1 Implementation involves putting the SOP into practice within the relevant
departments. This also includes:

i. Monitoring Compliance
After the implementation of procedures, regular audits and
inspections must be conducted to ensure adherence. Monitoring
compliance helps identify gaps and areas for improvement.

i. Training
Conduct training sessions to familiarize staff with the new procedures.

iii. Resource Allocation
Provide necessary tools, equipment, and resources to follow the SOP
effectively.

iv. Address Challenges
Identify and resolve any difficulties that arise during the early stages
of implementation.

v. Review and Continuous Improvement
Regular SOP reviews ensure they stay updated with regulatory,
technological, and operational changes, maintaining relevance and
effectiveness. Updates should be promptly communicated to staff for
consistent compliance.

8.2.3 To ensure that SOPs for safety-critical operations are reviewed more
frequently, the review schedule should be based on the risk level of the
operations. SOPs with higher safety risks should undergo more frequent
reviews at least annually, or as and when required, while a standard
review for other procedures should occur at least bi-annually or as and
when required. This risk-based approach ensures that high-impact
procedures remain effective and up to date. Though more frequent
reviews may be necessary in response to regulatory updates, operational

Page 11 of 21 October 2024



ASP 15 - Document Quality for Standard Operating Procedures

changes, incidents, or audit findings. Regular reviews help maintain
compliance, improve safety, and ensure that procedures reflect current
best practices and operational needs.

Note: SOP review frequency remains at the discretion of the Aerodrome

Operator to decide, however it is highly recommended that SOPs should

undergo immediate review and necessary amendment if the following

occurs:

e Incident or Accident: After safety incidents or operational failures to
identify potential gaps in procedures.

e Feedback from Audits: Following internal or external audits that
reveal procedural weaknesses.

o Staff Feedback: When users of the SOP identify areas that need
improvement or clarification.

8.2.4 SOP updates should be communicated clearly through multiple channels
to ensure all relevant staff are informed. This can include sending email
notifications with details of the changes, holding team meetings or
briefings to explain the updates, and providing training if necessary.
Updates should also be posted in the organization's document
management system or intranet, and staff may be required to
acknowledge receipt of the initial and/or revised SOP. For significant
changes, displaying summaries in visible work areas can help reinforce
the new procedures. Clear and timely communication ensures proper
implementation of the amendments.

9. Queries
Any queries relating to this Aerodrome Safety Publication should be

addressed to Head of Aerodrome Safety & Standards Inspectorate on
seyaga@scaa.sc

Aerodrome Safety & Standards Inspectorate
Seychelles Civil Aviation Authority
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Appendix 1 - SOP Sample Format

SAMPLE FORMAT

[Company LOGO]
[Aerodrome Name/Organization Name]
[Department Name]

Standard Operating Procedure
[Title of the SOP]

May include qraphics

Copy Number [Mumizer]

Version Mumber [Enter Version Number]
Document Reference [Enter Reference Mumber]
Effective Date [Enter Date]
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SOP Titls
1. Document Control & Administration
1.1 Document Control
1.1.1 This SOF is owned by [Department Name]
1.1.2 This document shall be reviewed [Enter Period]
1.1.3 Al recent revisions must be indicated in the ‘amendment records’ section by
amendment numbers in an ascending order and dated.
1.2 Document Authority
Name: Post Title Date Signature
Prepared | [Enter Author [Enter Post [Enter Signature
By: | Name] Title] Prepared Date]
Reviewed | [Enter Reviewer [Enter Post [Enter Review Signature
By: | Name] Title] Data]
Compliance | Enter Reviewer [Enter Post [Enter Review Signature
Review By | Name] Title] Date]
Approved | [Enter Approver [Enter Post [Enter Approval | Signature
By: | Name] Title] Datg]
1.3 Amendment Record
Amendment . . Date of
Number Section Amended Details of Changes Amendment
[xx] [Section Title] [Brief Description] [Date]
[xx] [Section Title] [Brief Description] [Date]
1.4 Distribution List
Copy N° Group
1 [Enter Post Title/Section name]
2 [Enter Post Title/Section name]
Reference Number
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Table of confents

Document Control & Administration ... 2
Definitions and Abbreviations . 4
IMFOEUCIOM e et e e e 4
............................................................................................................... 4
................................................................................................................... 4

Foles and Responsibilities. ... 4
PO BN S o ettt et e e 5
BB TS et e 5

L A

S0P Title
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SOP Title

2. Definitions and Abbreviations

Include any key terms or abbreviations used n the SOF along with their
definitions. This ensures clanty for personnel who are responsible for following
the procedures.

3. Introduction

This section introduces the document, explaining the purpose of the manual or
S0P its importance fo the organization, and any regulations or standards that
guided its creation

4. Purpose

State the specific purpose or oufcomes of the SOP The objective should clanfy
why the procedure is needed, what it aims fo achieve, and how it supports
operational effectiveness.

5. Scope

This defines the boundanes of its application. It outlines the specific tasks,
processes, departments, or areas that the procedure applies to.

6. Roles and Responsibilities

This section defines the specific roles and dufies of personnel mvolved in
executing procedures. It clanfies who is responsible for various fasks, such as
conducting inspections, reporfing incidents, or ensuring comphance. Clearly
defined responsibilifies promote accountability and ensure that all tasks are
covered. It typically includes:

1. Role Titles: List the various roles (e.q., Manager, Technician, Quality Conlrol,
etc ) involved in the procedure.

2. Duties and Responsibilities: Describe the specific tasks each role must
perform. For example, a supervisor may be responsible for overseeing the
execution of tasks, while a techmician may perform the operational work,

3. Accountabhility: Indicate who is ultimately accountable for ensuring the
procedure is followed correctly.
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S0P Title

7. Procedures
This section provides detailed, step-by-step instructions cn how te perform a
specific task or process. It should cover the preparation, execution and
completicn of specific task or process. Thizs ensures consistency by guiding
uzers through each step, ensuring the correct method is followed. The

procedurs should be clear, concise, and easy to follow, sometimes including
diagrams or flowcharts to assist understanding.

71 [Procedure Name]

7.1.1  Preparation
7.1.2 [Further details £1]
7.21 Execution
7.2 2 [Further details #1]
7.31 Completicn
7.3.2 [Further details #1]
[GRAPHICS AND VISUALS MAY BE INCLUDED FOR EASY REFERENCE]

8.1 [Procedure Name]
Repeat the sfructure above for each key procedure.

[GRAPHICS AND VISUALS MAY BE INCLUDED FOR EASY REFERENCE]

8. Appendices

Appendix: Provide forms, checklists, process maps, visuals/graphics or
supplementary information relevant to the precedures.

Appendices may be numbered (e.g., Appendix 1, Appendix 2) or labeled with
alphabets (e.g., Appendix A, Appendix B), depending on the organization's
preferred formatiing style
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Appendix 1 / Appendix A

[Insert forms, checklists, process maps, visuals/graphics or supplementary
information relevant to the procedures]
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Appendix 2 - Recommended Formatting Guidelines

This appendix provides the Aerodrome Operator with formatting guidelines for
the development and/or amendment of SOPs. It serves as a minimum standard
but is not limited to the following guidelines:

Formalities Explanation

Paper Size A4

Margins Normal

Fonts Arial or Calibri
Main Heading — 12 pts (Bold)

. Section Headings — 12 pts (Bold)

Font Size Subheadings _ 12 pts (Bold)
General text - 12 pts

Font Color Black

Document Background Watermark Logo (washed out / Semi
Transparent)

Line Spacing 1/1.5

Sentences Justified
A maximum of four levels

. 1 - Main heading,
Sections

and Subsections

1.1 - Section,
1.1.1 - Subsection
1.1.1.1 - Subheading

Header & Footer

Header to Include Document Title
Footer to include Page Number & Reference
Number

Title Page

The title page should contain at least the
following elements:

- Company Logo

- Aerodrome Name/Organization Name

- Aerodrome Department

- Title of the SOP

- Copy Number

- Version Number

- Document Reference

- Effective Date
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- May include graphics [as required]

The Document Control Page shall contain at least
the following elements:
Document Authority
- Written/Prepared by
Document Control Page - Reviewed By
- Compliance Review By
- Approved by
Amendment Records
Distribution List
May be used throughout the document if deemed
necessary
Appendices may be numbered (e.g., Appendix 1,
Appendix 2) or labeled with alphabets (e.g.,
Appendix A, Appendix B), depending on the
organization's preferred formatting style

Graphics and Visual Aid

Appendices
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Appendix 3 — Development and Approval Process of SOPs

1. The Need to Develop / Amend
SOPs

¢=

2. Development by Qualified
Personnel

¢

3. Review by Qualified
Personnel/Group

N

4. Final Compliance Review

¢=

5. Approval and Sign-off by
Accountable Manager
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SOP development or amendment should
be based on operational needs or
significant changes to aerodrome structure
or operations, ensuring relevance and
compliance

The SOP should be drafted by qualified
personnel with substantial hands-on
experience in the relevant operations,
ensuring the procedures are practical,
realistic, and aligned with day-to-day tasks

The SOP draft must undergo a thorough
review by another individual or group with
equivalent qualifications. This review stage
must also include risk assessments.

After review, the SOP is submitted for a
compliance review to ensure it aligns with
Seychelles Technical Standards (STS-
ADR) and other applicable regulations,
verifying that its meets both national
regulations and standards.

Once all reviews are completed, the
accountable manager must formally
approve the SOP, confirming it has been
developed, reviewed, and is ready for
official implementation across the
organization.
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