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EMPLOYEE SAFETY MANUAL
and
SAFETY MANAGEMENT SYSTEM
I. INTRODUCTION
The Naples Airport Authority has maintained an Occupational Safety Program since 2001 which has been
promoted primarily by this Employee Safety Manual. In 2007, the Federal Aviation Administration (FAA)
began efforts to formally integrate a comprehensive and systematic approach to managing safety within the
airport operating environment by encouraging the development of a Safety Management System (SMS).
Although SMS is not required by the FAA, we have utilized FAA SMS guidance as the framework for enhancing
our system of safety (AC 150/5200-37 and AC 120-92B). The basic framework of the SMS philosophy
includes four distinct components:
Safety Policy – articulation of the airport’s governance and management’s commitment to safety and
establishes the policies, programs, procedures, and practices that will be used to achieve the stated
safety goals and objectives for the airport.
Safety Risk Management – formal risk assessment program that identifies, evaluates, and mitigates
existing and emerging hazards.

Safety Assurance – systematic assessment of the progress toward accomplishing the safety goals and
objectives.
Safety Promotion – specific efforts to develop and maintain a commitment to a culture of safety to
where it is internalized among all personnel.

This latest revision of the Employee Safety Manual has reorganized preexisting sections and includes
additional material to align with the four SMS components where appropriate.

The SMS approach is designed to engage all Airport personnel in the process of fostering a “safety culture”
within the organization which is vital for the effectiveness of any safety program. Everyone must think of
safety as an integral part of the Airport’s organizational culture with the idea that everyone is working
together to provide a safe and efficient working environment. While the Authority has established reasonable
safety guidelines, it is the responsibility of each person to apply both technical knowledge and basic commonsense principles to maintain a safe and healthy work environment.
II. SAFETY POLICY

The Authority’s Safety Policy is the foundation of the Safety Management System. It defines the Authority’s
value of safety in the conduct of day-to-day activities, especially those where employees operate in a
potentially hazardous work environment.

The Safety Policy includes a policy statement that articulates the Authority’s commitment to fostering a
safety culture and is further expanded by identifying the key responsibilities for safety of its management,
staff, and employees as well as basic safety management principles, protocols, and guidance to be followed
to enhance a safe and healthy workplace.
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The overriding principal regarding safety is that every employee has an individual responsibility for their
own actions and that safety should be at the forefront in every task. The Safety Policy affirms the Authority’
intent to develop and maintain a proactive approach to safety through the implementation of the SMS
program.
A. Legal Authority & Responsibilities

The Naples Airport Authority is legally responsible for safety as directed by several federal and state laws,
regulations, and policies governing the operation and development of the Airport. To ensure compliance with
these responsibilities, the NAA has established its own regulations and policies including a comprehensive
safety program to provide guidance for employees to follow in the day-to-day activities at the Airport. To the
extent that the legal responsibilities are binding on the Authority, employees are expected to abide by the
same laws, regulations and policies as set forth in the safety program.
B. Safety Policy Statement

As a formal statement of the Authority’s Safety Policy:

“The Naples Airport Authority is committed to providing a safe, secure, and efficient operating
environment for all employees, tenants, customers and the general public at the Naples Airport. To help
meet this goal, the Authority has established a comprehensive safety management program designed to
protect its greatest resource – its people - and through them, all airport customers and the community
the Naples Airport serves.”

C. Organizational Structure and Responsibilities

The Authority relies on management, staff, and employees to maintain the safe and efficient operation of the
Airport. The following describes the Authority’s organizational structure including the responsibilities and
authority of each position for implementing the SMS program:
1. EXECUTIVE DIRECTOR: It is the responsibility of the Executive Director to administer the Authority in
such a way as to minimize the potential for accident and injury among airport personnel, airport
stakeholders and the public-at-large. The Executive Director accomplishes this goal through the following
functions:
a. Responsible for the SMS program.
b. Designate specific personnel to administer the SMS program daily through supervision, training,
inspection, reporting, and promotion of safety.
c. Provide managerial, financial, and other support for the SMS program.
d. Set a good example and foster a proactive safety culture.
The Executive Director retains the right to modify this document at any time when in the best interest of
the Authority.

2. AUTHORITY LEGAL COUNSEL: It is the responsibility of the Authority Attorney to provide legal assistance
to the Authority pertaining to the interpretation of safety and health standards incorporated in federal
and state procedural, statutory, and case law. The Authority Attorney accomplishes this goal through the
following functions:
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a. Review all safety documents for legal form and sufficiency and provide legal interpretation as may be
required.
b. Maintain a working knowledge of existing and proposed federal and state legislation, regulations, risk
management strategies, and litigation involving safety issues.

3. DEPUTY EXECUTIVE DIRECTOR: Safety-related responsibilities of the Deputy Executive Director
include:
a. Assist the Executive Director in the administration of the SMS program.
b. Confer with internal and external stakeholders regarding execution of the SMS program.
c. Set a good example and foster a proactive safety culture.

4. DEPUTY DIRECTOR OF AVIATION: Safety-related responsibilities of the Deputy Director of Aviation
include:
a. Assist the Executive Director in the day-to-day implementation of the SMS program.
b. Confer with internal and external stakeholders regarding execution of the SMS program.
a. Set a good example and foster a proactive safety culture.

5. FINANCE DEPARTMENT: The Finance Department is responsible for the administration of funding for
the support of the SMS program. Safety-related responsibilities of the Finance Department include:
a. Maintain appropriate levels of risk-related insurance and loss prevention programs.
b. Record and analyze property risk, losses, and claims.
b. Set a good example and foster a proactive safety culture.

6. HUMAN RESOURCES DEPARTMENT: The Human Resources Department carries the responsibility of
employee recruitment, onboarding, engagement, and retention, and plays an integral part in the
introduction and awareness of SMS with all staff. Safety-related responsibilities of the Human Resources
Department are as follows:

a. Recommends programs to enhance and promote safety, health, and well-being of employees.
b. Ensure that all employees, including new hires, are familiar with the SMS program and general safety
procedures.
c. Record and analyze work related personal injuries.
d. Review monthly reports of injuries and discuss safety concerns with departments.
e. Assists the Operations Department with reviews employee Florida DMV driving records.
f. Keeps to date with applicable safety standards, rules, and regulations.
g. Designate a representative for the Safety Action Team.
h. Set a good example and foster a proactive safety culture.

7. DIRECTORS: Directors are responsible for ensuring that safety is adhered to within their departments.
This requires that Directors take an active role in reviewing the safety practices employed by all
personnel within their department. Within the Safety Management System program, Directors have the
following responsibilities:

a. Administer, promote, and review the SMS program within their department.
i. Ensure that all employees are familiar with and follow department safety procedures and the SMS
program.

Naples Airport Authority

- 3 -

Safety Manual

b. Maintain training, qualifications, and performance records for each employee authorized to
operate vehicles and equipment.
c. Set a good example and foster a proactive safety culture.
8. MANAGERS/ SUPERVISORS / DUTY OFFICERS: Provide extensive supervision and direction to
employees assigned to specific duties. Managers, Supervisors and Duty Officers have full responsibility
for the safe actions of their personnel and the safe operation of vehicles and equipment within their
respective departments. With respect to safety, Managers, Duty Officers and Supervisors have the
following responsibilities:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.
m.

Ensure the work environment is clean, healthy, and safe.
Conduct regular department and job specific safety training and briefings.
Ensure that all safety procedures are being followed and take corrective action when necessary.
Report and document all personal injury or property damage accidents immediately.
Provide recognition for outstanding safe behaviors.
Ensure that untrained personnel are not permitted to operate equipment unless supervised.
Ensure that all tools and equipment are inspected and maintained in a safe and serviceable condition.
Ensure that proper Lock Out/Tag Out procedures are being followed.
Ensure Safety Data Sheets are up to date and available.
Ensure availability and proper maintenance of all protective devices and safety equipment.
Ensure that all personnel are physically qualified and capable to perform their work.
Develop and ensure the use of appropriate safety checklists for potentially hazardous operations.
Closely supervise any potentially hazardous work situations or ensure the use of the "buddy" system
or designated observers for tasks that involve potentially hazardous work.
n. Ensure that all areas prescribed as dangerous are marked with the appropriate warning signs and
enforce the use of barricades or other protective devices where necessary.
o. Set a good example and foster a proactive safety culture.

9. SAFETY OFFICER: The Safety Officer, presently a responsibility assigned to the Operations Manager, is
responsible for implementation of the Safety Management System and has the following responsibilities:
a.
b.
c.
d.
e.

Champion the SMS program and inspire others to maintain an active interest in safety
Ensure the SMS program is integrated throughout the NAA and is updated regularly.
Facilitate safety meetings and activities.
Maintain the Safety Reporting System Database.
Set a good example and foster a proactive safety culture.

10. DEPARTMENT SAFETY REPRESENTATIVES: Every department in the Authority shall appoint personnel
as Department Safety Representatives on the Safety Action Team. The purpose of a Department Safety
Representative is to provide each Authority department with a representative to review safety policies,
procedures, and practices, to make recommendations and suggestions for improvement, and to promote
safety practices employed at the airport.

Additionally, these persons are important members of the Safety Action Team as they can provide the
Leadership Team with specific information about each department and the types of hazards that are
present. Within the Authority SMS Plan, Department Safety Representatives have the following
responsibilities:

Naples Airport Authority

- 4 -

Safety Manual

a. Serve on the Safety Action Team.
b. Display a sense of leadership and responsibility among fellow personnel by promoting safety
awareness and a safety culture.
c. Assist department Managers and Supervisors in conducting, reporting, and reviewing safety topics.
d. Set a good example and foster a proactive safety culture.

11. EMPLOYEES: Personnel are required, as a condition of employment, to exercise due care to prevent
injuries to themselves and fellow workers. Every employee is expected to apply common-sense and safe
practices in their daily work activities. To maintain a proactive safety culture, employees have the
following responsibilities:

a. Be individually responsible to keep themselves and fellow personnel safe, and properly utilize
equipment to minimize accidents and hazards.
b. Understand and agree to abide by the principles of the SMS Program. This includes becoming familiar
with the Safety Manual and its contents.
c. Keep work areas clean and orderly and keep equipment in proper working condition.
d. Use of proper personal protective equipment (PPE) relating to their daily activities. (See Appendix I
for details on specific PPE requirements.)
e. Submit a Safety Hazard Report when:
- involved in (or witnessed) an incident or situation where an unsafe condition was present or;
- a potentially unsafe condition or action is observed.
(See Section III and Appendices for more details)
f. Learn and utilize the proper ergonomics of lifting and handling materials.
g. Review the safety educational material posted on bulletin boards or distributed to their work areas.
h. Immediately report personal injury or property damage to the department Supervisor or Manager.
i. Know how and where needed medical help may be obtained.
j. Obey all safety procedures. Be certain that instructions are completely understood before starting
work. If any doubt exists about the safety of doing a job, the employee will stop and get instructions
from a department Supervisor or Manager before continuing work.
k. Operate only vehicles or equipment that the employee has been trained and authorized to operate.
l. Set a good example and foster a proactive safety culture.

III.

Although the Authority provides reasonable protections, the employee must remain alert to all readily
identifiable hazards and use safe practices and good judgment while on the job.
SAFETY RISK MANAGEMENT (SRM) SYSTEM

The Authority’s SMS program relies on data from reports on safety-related issues as part of the process of
identifying, evaluating, and reporting potential and existing unsafe conditions and circumstances that could
present a hazard or otherwise affect the operation of the Airport. As an airport certified by the FAA under 14
CFR Part 139, daily inspections of the airfield are conducted. Unsafe conditions are reported through the
Airport’s work order (Q-Centre) software platform which logs the condition and creates a work order for the
Facilities Department to correct the issue. Special inspections are also conducted during airfield construction
or as a follow-up to an accident or incident.

A. Personal Injury/Property Damage Reports

Employees are required to submit a Personal Injury or Property Damage report for any accident or incident
in which they are involved that resulted in an injury or damage to any property. The purpose of the forms is
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to collect timely and detailed information regarding the event. Collectively, the reports will be used to help
identify specific circumstances and patterns that may have led to the event and to develop potential
mitigation measures to prevent their reoccurrence.
Procedures for the formal investigation of accidents and incidents resulting in personal injury and/or
property damage have been established and responsibilities assigned for handling specific circumstances
where an accident, incident, injury, or damage has occurred. (See Appendices for more information.)

B. Safety Hazard Reports

A fundamental component of the Authority’s Safety Management System is the collection of safety- related
data that can be used to identify the potential risk of injury, property damage, or operational interruptions.
While employees are required to submit a Personal Injury or Property Damage form regarding an accident,
incident, or any other circumstance where an injury, property damage, or other loss occurred, employees
also have a responsibility to report potentially hazardous conditions that could lead to an accident or
incident.

A Safety Hazard Report Form exists to provide the ability for employees and others to voluntarily submit
information regarding safety hazards. By submitting a report, the data can collectively be used to identify
specific circumstances and trends for developing hazard mitigation measures.

The form is designed to collect objective data regarding:





Location
Environmental Conditions
Consequences (Real or Potential)
Involved Equipment

The form also provides an opportunity for the reporter to assign factors that contribute to the hazard risk.
The submitted form provides the reporter with the option of remaining anonymous unless they elect to
identify themselves and agree to be willing to participate in any follow-up investigations. In all cases, the
NAA’s policy is to promote a “Just Culture” whereby employees who provide voluntary reports that involve
or otherwise implicate themselves or others are not disciplined for “honest errors” but are held accountable
for willful violations and gross negligence. (See Appendices for more information.) In other words, the NAA’s
just culture does not punish individuals for system failures for which they have no control and promotes a
non-punitive learning environment. However, employees will be held accountable for individual decisionmaking that may be reckless, negligent, repetitive or intentional violation of clear and workable procedures.
Conditions where an employee has the responsibility to report immediately to their Supervisor may include
witnessing unsafe actions, illness, or perceived impairment of a fellow employee. In these cases, the reporter
shall remain anonymous, and the report kept confidential to the extent allowable under local, state, and
federal law.
C.

Safety Reporting System Database

Information collected from the Safety Hazard Report Form is entered into a Safety Reporting System (SRS)
Database which has been established to facilitate the collection, storage, and reporting of safety-related
events. Data from the report forms is entered into the database as a centralized repository, as a means to
assemble, organize, and catalog specific elements of reported safety issues. The SRS Database provides the
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ability to publish periodic and special reports on the state of the safety environment at the Airport. Common
themes leading to a safety incident and trends can be identified by using the database.
The Safety Reporting System Database is maintained by the Safety Officer, who receives reports and enters
the data, monitors the digital reporting system, and prepares monthly, quarterly, and annual reports.
Additional reports can be prepared based on recurring circumstances and special requests.
IV.

SAFETY ASSURANCE

The Safety Assurance element of SMS includes the framework and processes for providing a systematic and
continuous process for evaluating the Airport’s safety performance. It is used to demonstrate that the
Airport’s safety policies and procedures, risk management, and safety promotion are (1) appropriate; (2)
properly implemented and (3) achieve the safety goals and objectives.

A. Safety Action Team

The function of the Safety Action Team (SAT) is to serve as a liaison between the Leadership Team and the
various departments regarding the continuous assessment of airport safety.

1. MEMBERSHIP: The SAT consists of the following members:




Airport Safety Officer
Safety Action Team Administrator
Department Safety Representatives
- Airport Development / Facilities – 2 members
- Operations / Security – 3 members
- Finance / Administration – 1 member
- Human Resources – 1 member

Department Safety Representatives serve for a three-year term after which another representative may
apply. If a new member is not selected for any reason, the Safety Officer may give the current member
the option to serve an additional two years or until the position is filled. The Executive Director, the
Leadership Team and/or the Safety Officer retain the right to change the composition of the SAT.

2. The duties of the Safety Action Team Administrator include:

a. Provide assistance with administrative duties to the Safety Officer.
b. Draft, edit, and distribute internal and external correspondence for the SAT and other departments
as directed.
c. Order miscellaneous items for the SAT.
d. Schedule and attend meetings.
e. Disseminate and update SAT meeting notes and other media regarding safety and other airport
safety-related programs as directed.
f. Facilitate updates to the SMS and Safety Manual as necessary.

3. The duties of the Safety Action Team include:

a. Attend scheduled monthly meetings and communicate SAT meeting activities and discussion back to
departments.
b. Review and assess Personal Injury, Property Damage, and Safety Hazard Reports.
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c. Recommend policy, procedures, and safety improvements to the Executive Director and Leadership
Team.
d. Identify and recommend safety training.
e. Aid Managers, Supervisors and Department Directors in accident investigation and implementation
of SMS.
f. Communicate with tenants and airport business entities regarding airport safety.
g. Promote safety programs.

B. Safety Assessment Process

The fundamental approach to assessing safety at the Airport involves the systematic process that provides a
comprehensive and coordinated effort to identify, analyze, control, and track safety hazards. This approach
is described as follows:
1. System Analysis – establishing an overarching understanding of the Airport’s activities from a safetyoriented perspective. Elements of this perspective include:
a.
b.
c.
d.
e.
f.

People (employees, tenants, visitors)
Property (aircraft, vehicles, equipment)
Business Continuity (airfield/FBO operations)
Environmental Protection (fuel spills, contamination)
Fiscal (budget, insurance, litigation)
Wildlife

2. Identify Hazards – document details regarding hazard events causal factors, and consequences. This is
the function of the Safety Hazard Report Forms as entered in the Safety Reporting System.

3. Analyze Hazards – determine the likelihood of repeated events and the potential severity of the
consequences.

4. Assess Safety Risks – identify specific hazard mitigation measures to reduce risk and determine
acceptability of residual risks.
5. Mitigate Risks – develop and implement hazard mitigation strategies to reduce risks.

6. Track and Monitor Hazards – track subsequent hazard reports to determine if risk mitigation strategies
are effective.

The Safety Action Team holds the primary responsibilities for carrying out these efforts and is accountable
to the Authority’s leadership.
C. Safety Hazard Risk Assessment Matrix

The primary tool for the Safety Action Team to assess hazards and identify the associated risks is the Safety
Hazard Risk Assessment Matrix. The Matrix is used to assign a code to quantify a hazard according to the
estimate of the likelihood of its occurrence and the severity of the consequences. The frequency
(likelihood) of a hazard event is scaled from almost certain to occur to extremely improbable. The severity
of the potential consequences of a hazard event can range from insignificant to catastrophic in terms of
injury (or fatal) to people, destruction of property, and/or interruption of business operations.
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The initial risk assessment for a safety hazard is assigned as Low, Medium, or High. High risk hazards are
unacceptable and MUST be mitigated to achieve at least a Medium risk. Medium risks may be mitigated to
achieve a Low risk assessment or deemed acceptable (often with stipulations). Low risks are generally
acceptable but should be monitored to determine if the assessment should be re-evaluated. (See
Appendices for more information.)
D. Safety Goals and Objectives

Safety goals and objectives are an important component of the Authority’s Strategic Plan and are identified
through continuous review by the SAT of safety hazard reports, hazard analyses and assessments, and
monitoring of results. The overall goal for safety at the Airport is to follow the Authority’s Safety Policy and
minimize safety-related events.

Specific safety objectives are the subject of closer examination of identified safety hazards, and the
establishment of mitigation measures such as revised procedures and practices, employee education and
training, and other safety promotion activities. The effectiveness of the mitigation measures in reducing risks
will determine if the safety objectives are being accomplished.
V. SAFETY PROMOTION

Safety Promotion comprises the overt actions to introduce the Airport’s various components of the Safety
Management System to new employees and to reinforce the importance of workplace safety to all employees.
The ultimate goal of Safety Promotion is the mastery of safety awareness and practices culminating in broad
adaptation of a safety culture among all levels of the Authority’s organization to where it essentially becomes
second nature as “just something we do”.

The environment for continuous safety improvement is achieved mainly through Safety Risk Management
and Safety Assurance. Safety promotion is designed to foster the participation among employees of these two
operational aspects of SMS.
A. Standard Operating Procedures and Techniques

Proven safety techniques are available to assure that such activities can be performed safely without undue
risks to employees, property, facilities, or the public. Consequently, human behavior is the only unknown
factor in many day-to-day routines, and this may well prove to be the primary cause factor for accidents.
Each individual must be constantly aware that routine tasks tend to decrease normal alertness and may
result in personal injury or property damage if complacency is permitted. All employees should give constant
attention to this factor and frequently monitor all functions and operations to preclude taking "short cuts” of
proven and established safety principles.
B. Cooperation

It is the Authority's intention to maintain a safe work environment that encourages cooperation and
productivity among all its members. Therefore, if an employee has knowledge of a violation of any law,
regulation, policy, or procedure, it is the employee's responsibility to come forward and be forthright in
providing information to his or her Supervisor, Manager, Director, Director of Finance and Administration,
Human Resources, Executive Director, or any other person of authority. Additionally, personnel must fully
cooperate in all internal safety investigations.
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C. Basic SMS Practices
Provisions of this SMS include the understanding by EVERY employee regarding minimum safety
requirements and functional responsibilities necessary to meet the Airport’s safety goals and objectives. In
general terms, these include:

a. Adhere to all safety directives (this Safety Manual and associated material).
b. Conduct periodic audits of all work areas and operations to determine potentially hazardous work
elements or operational functions.
c. Prepare and use proper safety procedures in all potentially hazardous operations.
d. Utilize proper personal protective equipment and clothing.
e. Investigate and report all accidents, injuries, "near miss" incidents and property damage following
SRM guidelines.
f. Report all job-related personal injuries for consideration under Workers' Compensation Law.
g. Maintain an accurate record of all job-related personal injuries as required by federal and state law.
h. Perform pre-operational inspections of all vehicles and equipment.
i. Assure that proper tools and equipment are used in all operations and that they are maintained in an
acceptable manner.
j. Establish and maintain an ongoing safety-related training program including initial orientation, onthe-job instructions, and qualifications, as necessary.
k. Fire extinguishers are positioned in all Authority facilities in accordance with state and federal safety
laws as enforced by the City of Naples Fire Department. Know their locations.
l. First aid kits are available in all Authority facilities as determined by the Department Directors and
Department Safety Representatives. Know their locations and contents.
m. Automated external defibrillators (AED) are available in all Authority facilities. Know their locations.

D. Employee Safety Training

Personnel training in job responsibilities and job operations, proper methods and techniques to be used, and
the hazards associated with the job are the most important elements in achieving safe operations.
Manager/Duty Officer/Supervisor will be responsible to see that all newly assigned individuals receive
adequate training to prepare them to work in a safe and efficient manner. Formal training is required for all
personnel engaged in potentially hazardous operations.

1. First Aid Training: First aid and CPR training for required personnel will be accomplished in conjunction
with the Operations Department to meet regulations. Adequate first aid material will be available to all
departments and/or job sites.

2. On-The-Job Training: On-the-job training will be accomplished by Managers, Supervisors and Training
Coordinators responsible for the individual. The training will include:
a. The Authority’s Safety Management System.
b. Prescribed safety clothing, equipment and PPE for the job.
c. How to report a fire or serious injury or accident.
d. Specific hazards associated with the job.
e. General hazards encountered in the work area and how to avoid them.

If an employee demonstrates, through accidents or continued unsafe acts, that they unable or unwilling
to follow the safety requirements of their job, they will be retrained by formal training programs and
repeat on-the-job instructions or be counselled or disciplined by their Supervisor.
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3. Driver Training: Movement and non-movement area driver training or driver safety training will be
presented to all personnel who operate Airport-owned vehicles as needed. The Operations Department
will coordinate class schedules with Department Directors, Managers and Supervisors.

4. Safety Meetings: In high-risk areas such as Line Service and Facilities, each Manager and/or Department
Safety Representative will conduct safety meetings monthly, at a minimum, with regular safety briefings,
as needed.. All departments will hold weekly safety meeting or memo sign-off. Topics to be covered may
include various safe work practices, Authority safety policies, and discussion of recent accidents and
preventative measures. Following each meeting, a report of the topic covered and the names of those
personnel in attendance may be documented and filed by each department.

5. Specialized Training: Specialized training will be required from time to time for special areas of operation
and to meet specific requirements of unique tasks. These include special equipment training for
personnel working with, or exposed to toxic or corrosive chemicals, storage of toxic or corrosive liquids
or solids, and other special requirements. All training will be documented and signed by the Supervisor
and employee.

6. Supplemental Special Training: Supplemental safety training and promotion of safety activities will be
accomplished by the Safety Action Team to include safety films and color slide presentations,
promotional literature, such as safety posters, bulletins, safety fairs and other media. Appropriately
designed safety bulletin boards for all work areas will be provided to display the information or
literature.
E. Corrective Action

While it is the Authority’s goal that all employees voluntarily embrace the SMS philosophy and Just Culture,
there may be occasions where it is necessary to take corrective actions to ensure that it is clearly understood
that unacceptable behavior will not be tolerated, condoned, or otherwise ignored.

1. Authority for Disciplinary Action: Directors, Managers, Supervisors or Duty Officers may take
disciplinary action for safety-related infractions. However, the authority for employee suspension
beyond one shift, or termination shall not be delegated below the department director level. Action may
be recommended immediately upon completion of the investigation.
2. Necessary Elements: Prior to taking disciplinary action, the employee must have violated a rule,
regulation, procedure or direct order of the Authority.

3. Disciplinary Actions: Disciplinary action shall be appropriate to the severity and frequency of violation.
Any disciplinary action should follow the Authority disciplinary procedures.
4. Notice of Disciplinary Action: The procedure for issuing formal or informal disciplinary action shall be as
outlined in the Authority Personnel Manual.
5. Appeal Procedure: Any regular employee of the Authority has the right to appeal formal disciplinary
action through the informal and formal complaint resolution procedure provided in the Authority
Personnel Manual. Personnel on initial probation or whose status is classified as temporary, inactive or
similar do not have the right of appeal.
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6. Grounds for Disciplinary Action: A complete list of grounds for disciplinary action may be found in the
Authority Personnel Manual. Safety-related grounds for formal disciplinary action include, but are not
limited to:
a. Violation of Authority or departmental safety rules and regulations.
b. Failure to carry out any lawful direction or work assignment from a superior where such failure has
resulted, or reasonably might be expected to result, in loss or injury to the Authority, any Authority
employee, or to the public.
c. Non-preventable or willful damage or taking of public or private property or waste of public supplies
or equivalent.
d. Failure to maintain a personal driving record which meets or exceeds Airport standards. (This
provision applies only to personnel who regularly drive an Authority vehicle as an assigned duty).
e. Intentional falsification of any record, report, or other document.
F.

Safety Culture Enhancement Program

The culmination of the SMS process involves the promotion of safety throughout the organization. Good
safety culture emphasizes the need for contributions from everyone, at every level of the organization.
Formal and informal programs can be engaged to ensure that everyone has developed a safety consciousness
addressing the psychological and behavioral aspects of a safety culture.
The Authority has implemented a Safety Culture Enhancement Program to address the major components of
a safety culture: informed, reporting, just, flexible and learning. The Program includes several activities and
practices designed to encourage, recognize, and reward employees for fostering the safety culture of the
Airport. Examples include initial and recurrent training and education; targeted communications and
reports; and awards and recognition of personnel “doing things right”. (See Appendices for more information.)
The following Programs are designed to increase safety awareness and reward safe behavior, and are more
fully described in Appendix K:
A.

SAFE BEHAVIOR INCENTIVE PROGRAM

B.

SAFETY CHAMPION AWARD

C.

ACCIDENT-FREE PIN AND AWARD PROGRAM

D.

ANNUAL SAFETY RODEO

Naples Airport Authority

- 12 -

Appendix A

Definitions

Appendix A
DEFINITIONS
Acceptable Risk – The level of risk that individuals or groups are willing to accept given the benefits gained.
Each organization will have its own acceptable risk level, which is derived from its legal and regulatory
compliance responsibilities, its threat profile, and its business/organizational drivers and impacts.
Accident – An unplanned event or series of events that results in death, injury, damage to, or loss of,
equipment or property.

Corrective Action – Action to eliminate or mitigate the cause or reduce the effects of a detected
nonconformity or other undesirable situation.
Hazard – A condition or object that could foreseeably cause or contribute to an accident.

Incident – An occurrence other than an accident that affects or could affect the safety of operations.

Just Culture – A system of shared accountability where the NAA is accountable for implementation and
support of the NAA SMS and for responding to the behaviors of employees in a fair and just manner, and
employees are accountable for the quality of their choices and for voluntarily reporting both their honest
errors and system vulnerabilities. A just culture encourages reporting and learning to prevent accidents.
Employees are not disciplined for honest errors, but they are held accountable for willful violations and gross
negligence.
Likelihood – The estimated probability or frequency, in quantitative or qualitative terms, of a hazard’s effect
or outcome.
Near Miss - a narrowly avoided collision, or other accident or incident.

Risk - The chance of loss or injury measured in terms of severity and probability.

Safety – The state in which the risk of harm to persons or property damage is acceptable.

Safety Assurance – Processes within the SMS that function systematically to ensure the performance and
effectiveness of safety risk controls and that the organization meets or exceeds its safety objectives through
the collection, analysis, and assessment of information.

Safety Audit – A systematic, independent, and documented process for obtaining records, statements of fact
or other information and evaluating it objectively to determine the extent to which policies, procedures, or
requirements are met.
Safety Culture – The shared values, actions, and behaviors that demonstrate a commitment to safety over
competing goals and demands.

Safety Evaluation – Denotes the process whereby data is assembled, analyzed, and compared to expected
performance to aid in making systematic decisions.

Safety Management System (SMS) – The formal, top-down, organization-wide approach to managing safety
risk and assuring the effectiveness of safety risk controls. It includes systematic procedures, practices, and
policies for the management of safety risk.
Safety Objective – A measurable goal or desirable outcome related to safety.

Safety Performance – Realized or actual safety accomplishment relative to the organization’s safety
objectives.

Safety Policy – The documented commitment to safety by the organization’s leadership which defines its
safety objectives and the accountabilities and responsibilities of its employees with regard to safety.
Safety Promotion – A combination of training and communication of safety information to support the
implementation and operation of an SMS in an organization.
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Safety Risk – The composite of predicted severity and likelihood of the potential effect of a hazard.

Safety Risk Control – A means to reduce or eliminate the effects of hazards.

Safety Risk Management (SRM) – A process within the SMS composed of describing the system, identifying
the hazards, and analyzing, assessing, and controlling risk.
Safety Reporting – The documentation of specific accident or incident events or circumstances where safety
could be compromised.
Safety Reporting System – The method for collecting, storing, and reporting safety data.

Severity – The consequence or impact of a hazard’s effect or outcome in terms of degree of loss or harm.
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Appendix B
FIRST AID PROCEDURES
FIRST AID TRAINING

A.

Each employee will receive initial and recurrent training and instructions from their supervisor on first aid
treatment procedures.
B.

C.

EMERGENCY PHONE NUMBERS

Safety Officer – (239) 280-9795
Poison Control - 911
First Aid - 911
Fire Department - 911
Ambulance - 911
Police - 911
Medical Clinic - See Your Supervisor or Human Resources

EMERGENCY MEDICAL TREATMENT

If you sustain a severe injury requiring emergency treatment:

•
•
D.

Call 911 and/or seek assistance from a co-worker.
If able, provide details to your supervisor for the completion of the accident investigation report.

MINOR FIRST AID TREATMENT

If you sustain an injury or are involved in an accident requiring first aid treatment:

•
•
•
•
•

Inform your supervisor.
Administer first aid treatment to the injury or wound.
Seek further medical attention if needed.
If a first aid kit is used, indicate usage on the accident investigation report.
Provide details to your supervisor for the completion of an accident investigation report.

First aid kits are kept in the following areas:

•
•
•
•

General Aviation Terminal – Operations Ready Room
General Aviation Terminal – Administration Break Room
North Road Terminal – Janitors Closet
Facilities Building – Garage

Eye wash facilities are located outside of the General Aviation Terminal –Operations Ready area and in the
Facilities Building – Garage area. Familiarize yourself with the location of first aid kits and eye wash facilities.
D.

NON-EMERGENCY MEDICAL TREATMENT

If you sustain an injury requiring treatment other than first aid:
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•
•
•

First Aid Procedures

Inform your supervisor.
Proceed to the posted medical facility. Your supervisor will arrange transportation and treatment
authorization.
Provide details to your supervisor for the completion of the accident investigation report.

For non-emergency work-related injuries requiring professional medical assistance, management must first
authorize treatment.
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Appendix C
EMERGENCY EVACUATION PROGRAM
PURPOSE
The Naples Airport Authority will establish an evacuation program which incorporates a standard plan to
provide a safe exit for employees from all buildings regardless of the nature of the disaster (fire, explosion,
chemical release, etc.). The Airport Authority will post drawings in appropriate areas of each building to
indicate the route for employees to take in the event of an evacuation.

OPERATING PROCEDURES
A.

EMERGENCY NOTIFICATION

In an emergency, the Executive Director, or his designee, or any on-duty department director or supervisor
will immediately notify those personnel in closest proximity to the emergency to evacuate the building.
Alarms and communication will be transmitted through the regular fire alarm system.

Should any situation dictate the need for the evacuation of adjacent buildings, facilities or residences, law
enforcement personnel will be requested to notify the affected occupants or residents.
B.

FIRE DEPARTMENT RESPONSIBILITIES

The responsibility for all hazardous material response will be delegated to the Airfield Fire Station (ARFF)
and the City of Naples Fire Department.
C.

MANAGERS - DUTY OFFICER RESPONSIBILITIES

1. Managers/Duty Officers shall be responsible to ensure that no one is trapped within a building during
evacuation and to account for all personnel that are to assemble in their designated safe areas. The
supervisor will then report to arriving emergency response personnel.
2. Managers/Duty Officers shall follow the list of action steps, which must be taken during and after an
emergency in which the contingency plan is implemented. These steps include:

a. Whenever there is an imminent or actual emergency; the Manager/Duty Officer or his alternate must
immediately notify all affected personnel and all appropriate agencies which may have designated
response roles should their help be needed.
b. Whenever there is a fire or an explosion, the Manager/Duty Officer must immediately identify the
character, exact source and amount and determine the area affected by any released materials.

c. Concurrently, the Manager/Duty Officer must assess possible hazards to human health or the
environment that may result from the fire or explosion, to include both the direct and indirect effects
of the fire or explosion (e.g. the effects of any toxic or asphyxiating gases or effects of any hazardous
surface water runoff from agents used to control fire or heat-induced explosions).
d. If the Manager/Duty Officer determines that the facility has had a fire or explosion which could
threaten human health or the environment outside the facility, he must report his finding as follows:
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i.
ii.

Emergency Evacuation Program

If evacuation is advisable, immediately notify the appropriate local authorities and be available
to help appropriate officials decide if local areas should be evacuated.

The Manager/Duty Officer should notify the City of Naples Fire Department via "911" who will
telephone the United States Coast Guard National Response Center Hotline (800) 424-8802. The
report should include the name and telephone number of the caller; the name and address of the
facility calling; the time and type of incident, fire, explosion, etc.; the name and quantity of
material(s) involved; the extent of injuries, if any; and possible hazards to health or environment
outside the facility.

e. The Manager/Duty Officer must take all reasonable measures necessary to ensure that fires,
explosions, and release of hazardous materials do not occur, recur, or spread to other hazardous
waste in the facility. Where applicable, these measures may include stopping processes and
operations, collecting and containing wastes, and the removal of violating containers.
f.

D.

If the facility stops operations in response to a fire, explosion or release, the Facilities Director or
designee must monitor for leaks, pressure build-up, gas generation, or ruptures in valves, pipes, or
other equipment, where appropriate.

g. Immediately after an emergency, the Manager/Duty Officer must provide for treating, storing or
disposing of recovered waste, contaminated soil or surface water, or any other material that results
from a release, fire, or explosion.
EMPLOYEE RESPONSIBILITES

All employees will remain at their assigned safe location pending further instructions.
E.

ANNUAL TRAINING

An evacuation-training program will be conducted annually. The Fire Department and Directors will be
responsible for documentation of evacuation training.
F.

FIRST AID

In the event of a hazardous material injury and pending the arrival of trained, qualified emergency response
personnel, it is imperative that the injured party is given first aid. Personnel attending the patient will follow
treatment procedures found on labels or the appropriate Safety Data Sheet (SDS). Personnel who administer
first aid should provide emergency response personnel with information regarding nature of injury, possible
causes and treatment provided.
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Appendix D
HAZARD COMMUNICATION PROGRAM:
HAZARDOUS MATERIALS – SAFETY DATA SHEETS (SDS)
PURPOSE
The Naples Airport Authority Staff will maintain and enforce a procedure of Employee Safety and Health
pertaining to the existence of hazardous chemicals which are used or have been in use or stored on Airport
Authority property. This program complies with Federal and State requirements.
OPERATING PROCEDURES
A. RESPONSIBILITIES
1.
2.

DIRECTOR OF OPERATIONS shall be responsible for the accuracy and currency of the Master SDS.
Department Directors shall be responsible for the accuracy and currency of the Department SDS.
MANAGERS / SUPERVISORS / DUTY OFFICERS: shall be responsible for:

a. Maintaining inventory of current hazardous chemicals which are used and stored on the airport
grounds, including all buildings, NAA hangars and tenant hangars.

b. Ensuring that the SDS sheets in the department SDS binders are updated regularly, and if a new
chemical is introduced for use by staff, the SDS is added to the binder and sent to the Director of
Operations.

c. Instructing staff on location and use of SDS.

d. Ensuring staff are trained appropriately on correct usage, storage, application and disposal of
chemicals.

e. Locating qualified training resources; coordinate and schedule appropriate employee training.

f.

Contacting the Naples Airport Authority Fire Department when alerted to any leak/spill exposure
situation.

B. INVENTORY OF CHEMICALS

An inventory of all known chemicals used within each departmental area shall be on file in an easily
accessible location within the department and shall be easily identified as SDS. A Master copy containing all
the NAA SDS shall be kept in the General Aviation Terminal at the FBO Customer Service desk.
The following information, in addition to the normal inventory data, will be maintained:
1. Name of the material and name and phone number of the supplier.
2. Date the material first arrived on the premises.

3. Date the SDS arrived and the date it was added to the SDS binders.
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4. Container Labeling

a. All chemicals on site will be stored in their original or approved containers with a proper label
attached, except small quantities for immediate use. Any container not properly labeled should be
given to the immediate supervisor for labeling or proper disposal.

b. Workers may dispense chemicals from original containers only in small quantities intended for
immediate use. Any chemical left after work is completed must be returned to the original container
or to the immediate supervisor for proper handling.

c. No unmarked containers of any size are to be left in the work area unattended.

d. The NAA will rely on manufacturer applied labels whenever possible and will ensure that these labels
are maintained. Containers that are not labeled or which the manufacturer's label has been removed
or defaced will be removed from employee access and must be reported to the immediate supervisor.
e. The NAA will ensure that each container is labeled with the identity of the hazardous chemical
contained and any appropriate warnings.

C. SAFETY DATA SHEETS (SDS)

1. A departmental set of SDS will be maintained for the use of the chemicals within each department and
area.

2. Duplicates of new or updated departmental SDS will be sent to the Director of Operations for the Master
SDS Record.
3. SDS are available to all employees and stakeholders upon request.

4. If there is an emergency after normal working hours, SDS are available at the FBO Customer Service Desk.
D. EMPLOYEE TRAINING:

1. Employees will be trained to work safely with all hazardous chemicals based on job function. Training will
include:
a. A description of the operations in the work area where hazardous chemicals are present.

b. The location and availability of the written hazard communication program including the list of
hazardous chemicals and the SDS.
c. Methods that may be used to detect a release of hazardous chemicals in the workplace.
d. Physical and health hazards associated with chemicals.
e. Protective measures to be taken.
f.

Safe work practices, emergency responses and use of personal protective equipment.

g. Information on Florida Statute Chapter 442.109, including full explanation of the labeling and warning
systems and the Safety Data Sheets.
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E. PERSONAL PROTECTIVE EQUIPMENT (PPE)
Employees will be issued appropriate personal protective equipment related to their workplace conditions
and will use the equipment accordingly. Any employee found in violation of this ruling may be subject to
disciplinary action in accordance with the rules and procedures set forth in the Naples Airport Authority
Personnel Procedures Manual.
F. EMERGENCY RESPONSE

Each employee is instructed to immediately report every incident of over-exposure or spill of a hazardous
chemical/substance to his or her immediate supervisor. The supervisor is responsible for contacting the
Naples Airport Authority Fire Department when alerted to any leak/spill exposure situation.
G. HAZARDS OF NON-ROUTINE TASKS

The supervisor will inform employees of any special tasks that may arise which would involve possible
exposure to hazardous chemicals. Where necessary, appropriate warning signs will be posted indicating
potentially hazardous conditions and/or safety instructions.

H.

OTHER THAN NAPLES AIRPORT AUTHORITY EMPLOYEES

All workers that may be on site, but employed by others, will be expected to adhere to the Naples Airport
Authority Hazard Communication Program. It shall be the Naples Airport Authority practice to exchange
information regarding on-site hazardous material with such employers as may be necessary. A copy of the
Naples Airport Authority Hazard Communication Program will be made available to said employers.
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Appendix E
INJURIES, ILLNESSES, AND HEALTH CONDITIONS
A. Responsibilities
1. Directors, Managers, Duty Officers, Supervisors

Emergency Reporting: The Director, Manager, Duty Officer or Supervisor will immediately call 911, notify
the Executive Director, the employee's Director, and the Director of Human Resources when an accident
involving death, serious personal injury, or extensive property damage occurs.
Employee Injury or Illness:

a. Call 911 for emergency medical assistance for seriously injured personnel.

b. For non-emergency medical assistance, arrange for transportation to designated occupational
health provider.

c. Investigate the circumstances and causes of the injury-producing accident.

d. Complete the Personal Injury/Property Damage Report and submit to the Department Director and
Human Resources.
e. Notify Worker’s Compensation insurance carrier regarding details of the incident.

Non-Employee Injury or Incident on Airport Property: Personnel or managers witnessing or being
notified of a non-employee injury on Airport property will comply with the following:
a. If requested, obtain medical assistance for any injured parties.
b. Ensure Executive Director is notified immediately.

c. In the case of a child, notify the parent and/or guardian immediately.

d. Make no statements of guilt or responsibility for an accident.
e. Investigate the circumstances.
f.

Collect witness statements, photographs, videos, police reports, etc.

g. Complete the Personal Injury and/or Property Damage Report and submit to the Deputy Executive
Director, Operations Department Director, and Finance.

h. Obtain any witness statements immediately.

2. Employee

Injury or Illness:

Illness or Injury: Any employee requiring medical attention as a result of a work-related injury or illness
shall comply with the following unless otherwise directed:
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a. The Employee shall notify the Manager/Duty Officer/Supervisor on duty of the injury immediately.
If circumstances do not permit, the Employee shall notify the Director of Human Resources. In no
case shall the injury be reported later than within 24 hours.

b. The Manager/Duty Officer/Supervisor shall be responsible for arranging an appointment for the
Employee to see a doctor or other insurance-approved provider.
c. The Employee shall follow the instructions of the doctor and shall keep appointments when
referred to other medical services.

d. All subsequent visits to doctors for treatment of the work-related injury or illness must be
authorized by the worker’s compensation carrier.

Important Notes regarding Work-Related Injuries:
It is not necessary to have a physician treat an injury in order to validate a claim. A minor injury such as a
small cut, scratch, or bruise should be treated in the field by someone qualified to administer first aid. If the
injury is reported to the Manager/Duty Officer/Supervisor and recorded, the employee will be covered for
medical treatment later should the need arise.

If any other medical professional is seen without insurance approval, other than for an emergency, the
medical expense will not be covered by worker’s compensation and shall be the responsibility of the
Employee.

An Employee injured while off duty who falsely claims an on-the-job injury or illness or collaborates to file a
false claim will be subject to disciplinary action by the Authority and the penalties of the law.
B. Medical Treatment

The procedure for treatment of injuries and illnesses arising out of and in the course of employment, is as
follows:

1. EMERGENCY MEDICAL TREATMENT: Personnel with serious injuries (profuse bleeding, broken bones,
unconsciousness, etc.) will receive emergency medical treatment. If there is any doubt of the seriousness
of any injury or if the injured person should not be moved, call 911 for transportation to the nearest
emergency room. If qualified, administer first aid until help arrives. Drug testing may be required.
2. INJURIES NOT CONSTITUTING AN EMERGENCY BUT REQUIRING PHYSICIAN'S CARE:

a. Report the injury to the Manager/Duty Officer/Supervisor on duty. The Manager/Duty Officer/
Supervisor will contact the Worker’s Compensation Insurance carrier and provide the following
information:
b. Company name, address, phone number.

c. The injured employee's: Name; Home Address; Home Phone Number; Social Security Number;
Date of Birth; Occupation; Gender.
d. Rate of Pay and Date of Hire (not absolutely necessary and should not delay call);

e. Description, Date and Time of Injury.
f.

Employee will be escorted to seek medical attention from the designated primary care provider,
provided by Manager/Duty Officer/Supervisor. A drug test will be required, if applicable. Failure
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to obtain medical treatment from a participating medical provider will jeopardize workers
compensation benefits.

g. Follow the medical treatment plan, as prescribed by the provider.

h. A worker’s compensation insurance Medical Case Manager may be assigned to assist with medical
treatment decisions, referrals, and return-to-work plans.
i.

Should employee request an alternate specialist, different than the one chosen by the primary care
provider, worker’s compensation insurance will allow for one referral to a similar specialist
within the approved network. All referrals must be coordinated by the worker’s compensation
insurance Case Manager assigned to the medical case.

3. FIRST AID TREATMENT IN THE FIELD OR OFFICE: Superficial injuries such as minor cuts, bruises, small
punctures and scratches will be treated in the field or office when a qualified first aid person is present
and a first aid kit is available. Such injuries may be made a matter of record and will be reported on a
Personal Injury/Property Damage Report.
C. Injury and Illness Control

1. Environmental Health:

The Department Directors will maintain a close association with state and local environmental health
agencies to coordinate requirements for those functions falling within their purview. The Department
Directors will cooperate with such agencies in their efforts to ensure the success of the safety program
and to minimize safety hazards. In pandemic and/or infectious disease circumstances, the NAA Infectious
Disease Protocols as well as procedures recommended by government agencies will be promptly
followed.
The Naples Airport Authority has established a Hazard Communication Program in the form of SDS
(Safety Data Sheets) in accordance with Florida State, Chapter 442.109. Integral to this program is the
collection of chemical safety data.

2. The Authority will take proactive steps to protect the workplace in the event of a communicable disease
outbreak. The Authority is committed to providing authoritative information about the nature and
spread of infectious diseases, including symptoms and signs to watch for, as well as required steps to be
taken in the event of an illness or outbreak. It is the goal of the Authority during any such time period to
strive to operate effectively and ensure that all essential services are continuously provided and that
employees are safe within the workplace.

a. The Authority will ensure a clean workplace, including the regular cleaning of objects and areas
that are frequently used, such as bathrooms, break rooms, conference rooms, door handles and
railings. A team will be designated to monitor and coordinate events around a communicable
disease outbreak, as well as to create work rules that could be implemented to promote safety
through infection control.

b. The Authority asks all employees to cooperate in taking steps to reduce the transmission of
communicable disease in the workplace including steps like frequent hand washing with warm,
soapy water; covering their mouth when sneezing or coughing; and discarding used tissues in
wastebaskets.
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c. Many times, with the best of intentions, employees report to work even though they feel ill. The
Authority provides paid sick time and other benefits to compensate employees who are unable to
work due to illness. During a communicable disease outbreak, it is critical that employees do not
report to work while they are ill and/or experiencing symptoms.

d. Unless otherwise notified, normal attendance and leave policies will remain in place. Individuals
who believe they may face challenges reporting to work during a communicable disease outbreak
should take steps to develop any necessary contingency plans. For example, employees might
want to arrange for alternative sources of childcare should schools close.

3. To eliminate accidents in high hazard areas, it is mandatory that each Manager/Duty Officer/Supervisor
thoroughly instruct workers on the hazards that exist and ensure that they understand the methods of
doing each job safely when such hazards cannot be eliminated.
4. It is essential that the Manager/Duty Officer/Supervisor use published work guidelines which define
each hazardous task for which the employee is responsible and define the correct work procedures for
its safe accomplishment. Work guidelines shall be written, distributed to all personnel, and maintained
on file for periodic review. This becomes a document to assist in instructing the personnel in the safe
method of performing their job and what protective equipment will be required. It also provides each
employee with a source of information that can be used for occasional review. Procedures for job safety
are as follows:
a. Break the job down into basic steps. These steps describe what is to be done in sequence. Omit
details which have no bearing on the objective.

b. Analyze each step for hazards that could cause an accident. The purpose is to identify as many
hazards as possible, whether produced by the environment or connected with the mechanics of the
job procedure, so that each step of the entire job can be done safely and efficiently.
c. Develop methods of eliminating hazards (Safety Risk Management) which will include one or all
the following:
i. Eliminate the process or operation or provide a substitute action, which can be done without
the hazard.
ii. Isolate the process or operation to eliminate or minimize the hazard.
iii. Provide guards or automatic devices to eliminate or minimize hazard.
iv. Provide personal protective equipment and enforce its use to eliminate the possibility of injury.
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Appendix F
INVESTIGATION TEAM GUIDE AND REPORT
PURPOSE
Every accident involving an Airport Authority employee, airport equipment/vehicle, or non-employee or
non-Airport equipment/vehicle should be investigated as soon as possible after the occurrence.
A. INVESTIGATION TEAM GUIDE

1. Investigate every accident as soon as possible after it occurred.

2. Interview the victim and witness at the scene immediately without any intimidation or personal
interpretation. Review and confirm all details of the statement promptly.

3. Do not move anything until pictures have been taken. Survey the accident scene and reconstruct, as
accurately as possible, the chain of events leading up to the accident and attempt to determine the single
event that caused the accident. Make note of all facts that may relate to the cause.
4. Draw a diagram of the location. Sketch in machinery, equipment, and any other nearby physical objects,
as well as the location of witnesses. Take photographs of the accident scene before moving the vehicle or
aircraft involved.
5. Record any procedure used, misuse of equipment or other factors not in accordance with published work
rules or safety policies.

6. Observe physical conditions such as cleanliness of the area, slick surfaces, weather, lighting and noise
levels. Photograph and record any unsafe conditions or faulty equipment.

7. Record other items such as lighting and weather conditions at the time of the accident, a description of
supplemental evidence, conversations having a bearing on the case, the time and date of your
investigation, etc.
8. Collect the evidence. If an injury or ''near-miss” occurs when machine parts or structures fail, it is
essential to determine what failed and why.

9. Weigh the evidence to eliminate any inconsistencies in the testimony of the injured or witnesses, even if
further questioning is required.
10. If an Airport Authority vehicle involved in an accident is obstructing traffic, Florida law requires the
driver to make every reasonable effort to move the vehicle to eliminate the obstruction.

11. Do not make any statements as to guilt or responsibility for an accident.

12. Complete the Investigation Report form and send it to the Executive Director, Deputy Executive Director,
Director of Finance, Department Director and the Safety Officer.
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B. INVESTIGATION PROCEDURES - SAFETY ACTION TEAM
In more serious accidents, injuries, or property damage, the Airport Authority's insurance carrier may elect
to perform an investigation as a unilateral action. In any event, the Airport Authority has first responsibility
to investigate the accident. The insurance company should be notified immediately or on the next business
day.
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Appendix G
LIGHTNING PROTECTION & SAFETY PROCEDURES
PURPOSE:
The purpose of this procedure is to provide guidance on ramp and airfield operations prior to, during, and after
lightning hazards.
PROCEDURE:

The NAA staff will follow Departmental Lightning Protocol Procedures to ensure a high level of safety awareness
on the field during inclement weather that involves the potential for lightning. NAA utilizes one lightning hazard
warning system.
This warning system is a tool to be used by Managers and Supervisors to provide the safest possible working
environment for staff and customers on the airfield. Managers and Supervisors will monitor this system as
a storm approaches, and when the system goes into alert, the Duty Officer will utilize this system to
determine when normal safe ramp operations may resume, regardless of when an all-clear is issued.

The system is a lightning prediction system and is set to alert when a lightning strike is imminent within two
miles of the airport. It gives approximately 5-10 minutes advanced notice of a possible strike. This system is
designed to predict a lightning strike within a defined geographical region. Once pre-established detection
limits are reached, the system activates a series of horns and strobe lights to warn those at or around the
airport to seek shelter. Since this system is automated, it can provide warning even when there appears to
be no evidence of lightning.

When conditions for a lightning strike exists, the following will occur:

•
•
•

A 15-second blast on the horn cluster.
A yellow strobe will activate and stay on until the danger has passed, or at least 10 minutes after the
last detection of lightning.
The horns will activate an all-clear signal (3 short blasts) and the strobe light will go off once the
potential for a lightning strike has passed.

Staff shall refer to departmental Lightning Protocol Procedures for department specific action during
lightning events.
The Lightning Prediction System is shut down at 10:00 pm and activates at 7:00 am the following morning.

NAA staff that are performing duties on remote parts of the airfield should monitor the strobes at the three
locations listed below and should cease their work duties and seek shelter should they see the strobes
activated at the airport.

•
•
•

General Aviation Terminal (east side of airport)
North Road Terminal (south side of airport)
Near the primary windsock and segmented circle (north west side of airport)
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The adherence to this procedure must be followed and performed consistently to provide the safest possible
working environment for staff and customers. Communications with customers during these alerts is ‘key’ to
providing quality Customer Service.
If any individual is asked to assist aircraft or customers on the ramp during a lightning hazard alert, they must
exercise their own judgment and believe that the current conditions are acceptable to do so.

No repercussions will be given to any individual that refuses to be on the ramp if they feel it is unsafe during a
lightning hazard alert.
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Appendix H
LOCKOUT/TAG-OUT SAFETY PROGRAM
A. PURPOSE
The Naples Airport Authority will implement and enforce a Lockout/Tag-out Program for departments
responsible for the use of energized equipment and machinery. This procedure outlines the safety steps
necessary to disable machinery or equipment and to prevent the release of potentially hazardous energy
during maintenance or servicing activities.

B. OPERATING PROCEDURES
1.

2.

3.

DEFINITIONS

a. LOCKOUT: To physically apply a lock to necessary equipment.
b. TAG-OUT: To place “Out of Service” tags at required locations.
EMPLOYEE NOTIFICATION

a. Employees will be notified that a lockout/tag-out system will be utilized and trained accordingly.
Employees will be told the type and magnitude of energy that the machine or equipment uses and
must understand the potential hazards when working on the equipment or machinery.

b. It may be necessary for more than one person to perform a lockout on some machinery or equipment.
In this case, each person must have his or her own lockout device. When the mechanism cannot
accept multiple lockout devices, a hasp or some other device may be necessary so that multiple locks
can be in place. The key will be placed in a lockout box or cabinet. Each employee will be responsible
for their own key.
RESPONSIBILITIES

a. DIRECTORS, MANAGERS, DUTY OFFICERS AND SUPERVISORS shall be responsible for deciding
which machines and/or equipment need lockout/tag-out procedures. In most cases, the standard
applies to situations where there is a limited number or limited type of machines or equipment, or a
single power source.
b. EMPLOYEES in charge of machinery or equipment maintenance or in any way associated with a
shutdown or repair procedure will utilize a lockout/ tag-out procedure as directed by the directors,
managers, duty officers or supervisors.
c. TRAINING DEPARTMENT will be responsible for biennial training to inform designated employees
of the procedures and safety significance of the Lockout/Tag-out Safety Program.

d. Additionally, a list of the names and job titles will be maintained of all employees who are authorized
to implement Lockout/Tag-out procedures. Each new or transferred employee who is affected by the
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4.

Lockout/Tag-out Safety Program

restriction, and other employees who work in the area, must also be instructed in the purpose and
use of the procedures.

LOCKOUT/TAG-OUT SAFETY PROGRAM STEPS

a. SHUTDOWN: Directors and Managers shall maintain lockout/tag-out system procedures. These steps
will be followed each time a piece of equipment or machinery must be locked or tagged out. In
general, the steps are:
i.

ii.
iii.
iv.

If the machinery or equipment is operating, it will be shut down by the normal method (depress
battery, open toggle switch, turn off key, etc.).

The employee will operate the switch, valve, or other energy-isolating device or devices so that
the equipment is isolated from its source or from stored energy (such as springs, elevated
machine member, rotating flywheel, hydraulic systems, air, steam, or water pressure).
All stored energy must be dissipated or restrained by methods such as blocking or bleeding.

Place lockout/tag-out devices as required. Place key in lockout box.

b. RESTORE: Directors and Managers will maintain a sequence to restore the machinery or equipment
to its normal production operations. In general, the steps to follow are:
i.

ii.
iii.

Check the area around the machines or equipment to ensure that no one is exposed.

After all tools have been removed from the machine or equipment, all guards reinstalled and
employees in the clear, lockout/tag-out devices should be removed.

Activate the energy-isolating devices to restore energy to the machine or equipment.
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Appendix I
PERSONAL PROTECTIVE EQUIPMENT
A. PURPOSE
The Naples Airport Authority will be responsible for identifying the positions and employees who shall wear
personal protective equipment and will supply employees with personal protective equipment.

B. OPERATING PROCEDURES
1. SAFETY SHOES

This policy pertains to all full-time, regular employees according to Naples Airport Employee Procedures,
specifically No. 100-27b – Uniforms – Operations and Facilities, and No. 100-27a – Uniforms – Management
and Administrative Uniforms. Safety shoes for probationary employees will be addressed according to
department policy.
a. The wearing of Airport Authority approved shoes is a requirement for designated job classifications.
Employee may choose to wear steel toe shoes and will be reimbursed according to the NAA Uniform
Policies.

b. Employees may purchase shoes from the vendor of their choice. The employee is responsible for
purchasing, maintaining, and wearing safety shoes, as described by departmental procedures and
this section.

c. The Airport Authority will provide a $130 allowance annually to all designated full-time, regular
employees to assist with the purchase of approved steel-toe safety shoes.

d. Employees, when purchasing steel-toe safety shoes, must return a receipt showing that the proper
shoes were purchased. A copy of the receipt and/or invoice will be kept on record by the immediate
supervisor.

2. EYE AND EAR PROTECTION

Eye protection i.e. goggles, full face shields or safety glasses, shall be worn when employees are involved
in work where dust, chips, fluids or other particles may be blown into the eye. Ear protection shall be
worn when operating on or near loud equipment or aircraft.

3. PROTECTIVE CLOTHING

a. Protective clothing shall be worn in the presence of equipment that may cause injury such as chaps
when using a chain saw or weed trimmer.
b. To protect aircraft, all employees servicing aircraft must wear a black scratch-proof belt.
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Appendix J
A. PURPOSE

PROPERTY DAMAGE PROCEDURES

The Naples Airport Authority has established these protocols as guidance for handling events occurring offairport involving property damage, theft, and vandalism. For events involving injuries to Authority personnel
or others, refer to Appendix E, Injuries, Illnesses, and Health Conditions.
B. RESPONSIBILITIES

1. Managers/Duty Officers/Supervisors
Property Damage, Theft, or Vandalism:
a. Notify proper law enforcement agency and the department Director as soon as the damage, theft,
or vandalism has been discovered.
b. Investigate the circumstances.
c. Collect witness statements, photographs, videos, police reports, etc.
d. Complete the Personal Injury and/or Property Damage Report and submit.

Off-Airport Motor Vehicle Accident Involving an Authority-Owned Vehicle:
a. Ensure emergency medical assistance is provided for any injured parties.
b. If warranted, travel to the scene of the accident as soon as practicable. If unable, dispatch a
responsible Authority representative.
c. Ensure transportation of uninjured involved employees to designated occupational health
provider for drug screening if circumstances require.
d. Ensure that the proper law enforcement agency has been notified.
e. Make no statements as to guilt or responsibility for an accident.
f. Investigate the circumstances and causes of the accident.
g. Ensure that other party’s insurance information, witness statements, photographs, videos, police
reports, etc. are collected.
h. Submit a completed Personal Injury and/or Property Damage Report.
i. Notify Worker’s Compensation insurance carrier regarding details of the incident.

2. Employee

Off-Airport Motor Vehicle Accident in an Authority-Owned Vehicle: Any Employee involved in a motor
vehicle accident in an Authority owned vehicle will comply with the following procedures:
a. Stop and stay at the scene of the accident.
b. Summon medical assistance for any injured parties (911). If qualified, administer first aid until
help arrives.
c. Call the local law enforcement agency if not already dispatched.
d. Notify the Department Manager, Supervisor, or Duty Officer.
e. Take the necessary action to secure the area to prevent further damage or personal injury.
f. Make no statements as to guilt or responsibility for an accident.
g. Obtain names and addresses from other drivers, passengers, and witnesses.
h. Take photographs or otherwise document location and damages to vehicles.
i. Submit Personal Injury and/or Property Damage Report within 24 hours of event.
j. Submit Safety Hazard Report within 2 hours of the event, if possible (Optional).
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Appendix K
SAFETY CULTURE ENHANCEMENT PROGRAM
The culmination of the SMS process involves the promotion of safety throughout the organization. Formal
and informal programs can be engaged to ensure that everyone has developed a safety consciousness. Initial
and recurrent training and education, targeted communications and reports, awards, and recognition of
personnel “doing things right” are among several methods that can be deployed to introduce, reinforce and
ultimately to master the safety culture of the organization.

The Authority has implemented a Safety Culture Enhancement Program to promote the awareness of safety
among employees. The Program includes several activities and practices designed to encourage, recognize,
and reward employees for fostering the safety culture of the Authority.

A.

SAFE BEHAVIOR INCENTIVE PROGRAM

See attached
B.

SAFETY CHAMPION AWARD

See attached
C.

ACCIDENT-FREE PIN AND AWARD PROGRAM

See attached
D.

ANNUAL SAFETY RODEO

a. Safety Action Team will plan and host an annual gathering of safety related agencies and training
professionals (internal and external) who offer safety demonstrations, hands-on training and
educational sessions all with the goal of keeping safety at the top of everyone’s mind and ensuring
that each employee is equipped with the training and knowledge needed to get both themselves
and their coworkers through their jobs safely.
b. Stations may include:
i.
Fire extinguisher training (fire department)
ii.
Blood pressure monitoring
iii.
Mower movement area training (facilities staff)
iv.
Safe lifting technique training and demonstration
v.
Hurricane preparedness
vi.
Wildfire safety awareness
vii.
Situational awareness (police department)

Naples Airport Authority
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SAFE BEHAVIOR INCENTIVE PROGRAM
PURPOSE
To provide incentive for all eligible staff to actively choose to follow proper procedure and exercise
safe behavior every day, all day, in the workplace.
TIME FRAME

Safe Behavior Incentive awarded once per month.
SAFE BEHAVIOR INCENTIVE

$100.00 (taxable) added to paycheck.
RULES

Month begins with eligible members of staff in the Reward Pool (Directors, Deputy Directors, Managers, Duty
Officers, Supervisors not eligible). Staff member remains in the Reward Pool unless they are involved in an
accident or incident which could have been avoided if proper safety procedures and/or safe behavior had
been utilized. If a staff member is involved in an accident or incident that could have been avoided, they are
removed from the Reward Pool. New Pool begins each month.
DRAWING

Once a month, the names of remaining staff in the Reward Pool are placed in a bucket, one name is drawn,
and that employee receives the Safe Behavior Incentive. Drawing will be held at the monthly Safety Action
Team meeting and awarded in the following pay cycle.
Slogan

Choose the safe way to do your job. Safety pays.

SMS Safe Behavior Incentive Program

Safety Culture Enhancement Program
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SAFETY CHAMPION AWARD PROGRAM

The Authority recognizes the efforts of an employee who demonstrates outstanding effort towards
safety at the Naples Airport. The Safety Champion Award is designed to provide an incentive for a
demonstrated increase in safety awareness among employees. The primary goal of the Safety
Champion Award is to award individuals for their contribution to the Authority Safety Culture.
HOW TO NOMINATE

A Safety Champion Award Nomination Form shall be submitted to the Safety Officer. In 50 words or
less, nomination must provide a detailed description of how an employee has gone above and beyond
to demonstrate his or her commitment to the Authority safety culture.
The nomination must describe in detail:
1. A specific significant contribution towards the elimination of a hazardous condition or conditions
that resulted in a safer environment and/or safer working conditions for all employees and the
public.
OR
2. A specific action which may have prevented substantial property damage, injury, illness, or death
from occurring.

Any Authority employee may nominate any eligible member of staff (Directors, Managers, Duty
Officers, Supervisors not eligible for nomination).
NOMINATION REVIEW

The nomination will be reviewed by the Safety Officer and will be presented to the Safety Action Team
at the following monthly meeting. The Safety Action Team will review the nomination and may,
depending on significance:
1. decline any award.
2. or recommend certificate of recognition, commemorative keepsake and monetary award.

The Safety Action Team may recommend the amount of $100.00, $250.00 or $500.00 to be awarded,
however, the final decision will be made at the discretion of the Safety Officer and the Deputy Director
of Aviation and/or designee. Every effort will be made to review the submission within 20 business
days.

NOMINEE RECOGNITION

If approved, the Safety Champion Award will consist of a certificate of recognition, commemorative
keepsake, and a monetary award based on the significance of the safety contribution or specific action
(i.e. enhances safety environment for staff, tenants and/or community).

The monetary award will be made payable by check separate from regular payroll and may be subject
to payroll taxes. The employee and their department director will be notified by the Safety Officer,
and the certificate of recognition and commemorative keepsake will be presented to the employee,
along with any monetary award during the Employee Huddle. Employee will also be invited to the
following month’s Board meeting to be recognized. All recognitions will be forwarded to Human
Resources for the employee’s file and to the Finance Department if there is to be any monetary
disbursement.
SMS Safety Champion Award
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Safety Champion Award
Nomination Form

I, __________________

(staff member name)

____________________ nominate ____________________

_______________________________

(nominated employee name)

for the Safety Champion Award for the following safety suggestion or action:

(In 50 words or less, provide a detailed description of how an employee has gone above and beyond to
demonstrate his or her commitment to the NAA safety culture. See SMS Safety Champion Award Program for
more information.)

Hazardous condition mitigated:
(to be completed by Safety Officer)
☐ $ Awarded
☐ Declined

($100, 250, $500)

☐ Certificate of Recognition

☐ Commemorative Keepsake

Reason for being declined:

________

☐ Copy to Department Director ☐ Copy to Employee File
☐ Copy to Director of Finance

Comments:

☐ Copy to Safety Officer

Safety Officer Signature

Deputy Director of Aviation Signature
SMS Safety Champion Award Program Nomination Form

________

Date

Date

Staff Member Signature

Nomination Date

Safety Culture Enhancement Program
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ACCIDENT-FREE PIN AND AWARD PROGRAM
PURPOSE
The Authority recognizes the efforts of employees who demonstrate daily attention and conscious
effort towards safety at the Naples Airport. The Accident-Free Pin and Award Program is designed
to provide an incentive for employees who maintain an accident and incident free record annually.
1. An Accident-Free pin will be awarded every year an employee has remained accident and incident
free. The table below lists additional awards that may be earned.
2. Employees accrue years consecutively. If an employee has an accident or incident in a fiscal year
attributed to unsafe behavior, they do not get a pin or award for that year, consequently, the next
year, they start again with a year-one pin.
3. Seasonal Employees also get pins and awards after 3 months service, regardless of how many
months they work per fiscal year.
4. All employees may participate in the program after 3 (three) months service. If an employee has
worked 3 months, they get recognized with a year-one pin. (Must start before July-1).
5. The program uses the fiscal calendar, Oct 1 thru Sept 30.
6. Pins and awards for the previous fiscal year will be distributed in November or December.
7. Safety Action Team members will decide upon gift card selections annually and may offer choices.
8. Personal hours may be used at the employee's discretion but must be used within the fiscal year
they are awarded.
Year

Award Selection

3

$25.00 gift card

5

10

15

20

25 + every five
years

SMS Accident-Free Pin and Award Program

$50.00 gift card

1. $75.00 gift card
AND
2. 4 hours personal time paid

1. $100.00 gift card
AND
2. 4 hours personal time paid
1. $100.00 gift card
AND
2. 6 hours personal time paid

1. $100.00 gift card
AND
2. 8 hours personal time paid
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Appendix L
SAFETY HAZARD REPORTING
A. PURPOSE
The key component of the implementation and maintenance of the Airport’s SMS is safety hazard reporting.
Safety Hazard Reports serve to build the foundational data that can be used for systematic assessment of
risks and for developing mitigation measures to reduce them. Reporting hazards requires the engagement
of all airport staff. By collecting Safety Hazard Reports, recurring events and trends can be identified,
assessed, and appropriate actions implemented to reduce the risks.

B. SAFETY HAZARD REPORTS

The Safety Hazard Report exists to collect objective and narrative data regarding hazard events or
observations. Personnel are asked to voluntarily complete and submit a form whenever a safety hazard event
occurs or potentially could have occurred. The form is organized to collect data regarding the specific
circumstances of the hazard. The form is organized as follows:

1. Incident Date and Time – this information can be useful for identifying periods when the risks are higher
(e.g., peak high season, night, etc.)
2. Hazard Location – what area of the Airport did the event occur

3. Equipment Involved – what equipment was being used (or at risk of damage)

4. Human Factors – what circumstances may have led up to the event
5. Consequences – what happened or could have happened

6. Contributing factors – other circumstances that may been involved
7. Narrative report – description of the event in reporter’s words

8. Reporter’s name (optional) – specific details kept confidential but may be required to participate in safety
culture enhancement activities
9. Report date.

C. SAFETY HAZARD REPORT DATABASE
The completed Safety Hazard Report should be submitted to the manager or supervisor who will review the
report and forward to the Safety Officer. The department manager shall be notified immediately for any
safety hazard that requires immediate attention.

Data from the report is entered into the Safety Hazard Database. Every month, an intake report documenting
the Safety Hazard Reports submitted during the period is prepared for review by the Safety Action Team. As
a result of the review, the SAT may provide recommendations for mitigation or other actions to address
safety issues.
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Appendix L-1
SAFETY HAZARD FORM
The Naples Airport Authority is committed to providing a safe working environment for its employees,
tenants, users, and the general public and has established an SMS to facilitate that goal. Your cooperation is
vitally important for assisting in identifying and correcting safety hazards. By completing this form, you are
adding vital information that can be used to determine measures to avoid future accidents, incidents, and
other events that could compromise safety.

The submitted form provides the reporter with the option of remaining anonymous unless they elect to
identify themselves and agree to be willing to participate in any follow-up investigations. In all cases, the
NAA’s policy is to promote a “just culture” that provides reporters with the assurance that no punitive
measures will be taken as a result of submitting a report. Thank you for participating in the effort to make
APF a safer airport to protect you, your coworkers, its users, and the community.
Incident
Date:

Incident
Time:

Hazard Location
□ Airfield (AOA) [L1]
□ GA Ramp [L2]

□ GA Terminal [L3]

□ North Road Terminal [L4]
□ Parking/Access Road [L5]

□ Grounds (Inside Fence) L6]

Equipment Involved (check one or more)
□ Aircraft [E1]
□ Fuel Truck [E4]
□ Vehicle (NAA) [E2]
□ Fuel System [E5]
□ Vehicle (Other) [E3]
□ Tug/Cart [E6]
Human Factors (check one or more)

□ Grounds (Outside Fence) [L7]
□ Other [L8]

□ _________________________

□ Self-Service Fuel Facility [E7]
□ Other [L8]
□ _________________________

□ Communications Failure [H1]

□ Fatigue [H4]

□ Carelessness [H7]

□ Distraction [H3]

□ Inattention [H6]

□ _________________________

□ Miscommunications [H2]

Consequences (check one or more)

□ Complacency [H5]

□ Other [H8]

□ Injury (Significant) [C1]

□ Close Call [C4]

□ _________________________

□ Damage [C3]

□ Other [C8]

□ _________________________

□ Injury (Minor) [C2]

□ None [C5]

Contributing Factors (check one or more)
□ Training [F1]

□ Supervision [F2]

□ Equipment Failure [F3]
Naples Airport Authority

□ Other [F8]
□ None [F9]

□ _________________________
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□ _________________________

□ _________________________
□ _________________________
□ _________________________
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Narrative Report: Describe relevant circumstances (use other side to continue)

Reporter:
(optional)

Naples Airport Authority

Report
Date:
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Appendix M
SAFETY HAZARD RISK ASSESSMENT
A. Purpose:
Safety Risk Management (SRM) is designed to be a formalized approach to integrating safety for each ongoing
activity at the Airport. SRM serves to identify specific and real hazards (existing and potential) and to
objectively assess those risks to safety in terms of (1) the frequency of occurrence and (2) the severity of the
consequences. By engaging in this process, strategies and means to mitigate these hazards and to measure
their effectiveness in reducing the risks.
B. Safety Hazard Risk Assessment Process

To assess risks objectively, the process involves several steps.

1. Hazard Identification – the identification of hazards begins with an understanding of the Airport as a
system and the individual activities that comprise the system. These generally are included as airfield
operations and maintenance, and other functions identified by 14 CFR Part 139 and the Airport
Certification Manual (ACM). At APF, system activities also include operation of the FBO fueling and
aircraft handling.
Hazards identification asks the question “What can go wrong?” for a specific activity. Hazards within a
particular activity can be identified through a review of Part 139 self-inspection reports, accident,
incident, and hazard reports, worker compensation claims, insurance claims, and anecdotal data.

2. Risk Assessment – after a hazard has been identified, the risk can be predicted as a composite of how
frequently the hazard event is likely to occur and the worst possible, credible outcome in terms of the
severity of the consequences of the hazard event. Specific circumstances that provide background about
hazard events should be considered in assessing the risk.

The frequency of a hazard event occurring may be determined by the historical records, observations,
and experience. Table M-1 presents the measures for classifying the frequency a specific hazard event
may occur.
Table M-1
LIKELIHOOD OF HAZARD EVENT OCCURRENCE

Classification
A
B
C
D
E

Event
Certain
Probable
Remote
Extremely Remote
Improbable

Expected Event Occurrence Rate
Once per week
Once per Month
Once per Quarter
Once per Year
Once every 10 years

Source: Adapted from FAA Order 6480.4B, SRM Quick Reference Guide

The next step is to assess the worst possible consequence of a hazard event which can include injury
(or worse), property damage, interruption of operations or any combination of these. Severity should
be considered independent of frequency and vice versa. Table M-2 presents measures for classifying
the severity of the consequences of a hazard event.
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Table M-2
SEVERITY OF EVENT OCCURRENCE
Conditions (one or more)
People
Property
Operations Interruption
Classification
Severity
1
Catastrophic
Fatality
Destroyed
Complete (Closed UFN)
2
Serious
Major Injury (Emergency)
Substantial
Substantial (3-7 days)
3
Substantial
Minor Injury (Reportable)
Major Repair
Moderate (1 -2 days)
4
Minor
Minor Injury (Non-Reportable) Minor Repair
Minor (4 - 8 hrs.)
5
Slight
Minor
Slight
Slight (< 4 hrs.)

Once the frequency and severity of the hazard event is classified, the combination of the two metrics
can be used as an estimated level of risk and compared to the Predictive Risk Matrix illustrated in Table
M-3.
Table M-3
PREDICTIVE RISK MATRIX

Frequency

Severity

Certain (A)
Probable (B)
Remote (C)
Extremely Remote
(D)
Improbable (E)

Slight
(5)

Minor
(4)

Substantial
(3)

Serious
(2)

Catastrophic 1
(1)

Low (5A)

Medium (4A)

High (3A)

High (2A)

High (1A)

Low (5C)

Medium (4C)

Medium (3C)

High (2C)

High (1C)

Low (5B)

Low (5D)
Low (5E)

Medium (4B)
Low (4D)
Low (4E)

High (3B)

Medium (3D)
Low (3E)

High (2B)

Medium (2D)
Medium (2E)

High (1B)

High (1D)
High (1E)

High risks should be considered unacceptable, while medium and low risks may be acceptable,
depending on the specific circumstances.

3. Risk Acceptance – in an ideal work environment, all risks should be low however, that is generally never
the case with airports and aviation activity. Risks considered “high” must not be allowed to exist in the
system and should receive immediate attention for identifying potential mitigation measures that would
lower the risk to at least a “medium” level. In most cases, a risk identified as medium or a high risk
mitigated to medium is generally tolerable, however it will require monitoring to track the activity so
that the risk can be managed. Low risk hazards whether as inherent or mitigated represent the goal for
safety risk management.
1

Catastrophic hazards can be the result of identifiable single-point or common events, failures or by a combination of both and will
always be considered a high risk, even if the frequency is improbable
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4. Risk Mitigation – Options to mitigate and manage high and medium risks are designed to reduce the
hazard’s potential effects within the system. Risk mitigation asks the question “What can be done to
reduce likelihood or severity of a hazard event occurrence?”. Strategies may include:
-

Policy Statements
Standard operating procedures and practices
Checklists, signs, signals, and placards
Training and certifications

Safety promotion campaigns and other activities may also be useful to bring heightened awareness to
specific hazards and risks.

5. Monitoring and Reporting

After hazards have been identified, classified, and mitigation strategies deployed, the hazard should be
monitored to determine the effectiveness of reducing the risks. Results should be apparent in real-time
observations and hazard reports.

C. Safety Hazard Form

To assist in developing a formal, objective, and standardized process for assessing risk in specific areas of
the Airport’s workplace, a SRM Hazard Form was developed. (See Appendix L-1) for an example of the form.
The form is designed to provide a template for developing a comprehensive analysis of the risks associated
activities occurring in each area. The Safety Hazard Form will be useful in documenting a systematic and
thorough evaluation of each identifiable hazard, to assess likely their frequency and severity, and the means
to mitigate the risks.
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Appendix N
VEHICLES AND EQUIPMENT SAFETY
PROCEDURE
The Naples Airport Authority will equip all Authority vehicles and equipment with the appropriate visual
and audible warning devices as required by federal or state law, or as mandated by safety regulations.

OPERATING PROCEDURES
A.

BACK UP ALARMS

There are two types of alarms which include an Exterior Hammer Mechanical Alarm and an Automatic
Electronic 85 Decibel Alarm.
Authority vehicles which may be equipped with operable back up alarms shall include all fire apparatus, fuel
trucks, and any other vehicles with vision obscured to the rear.
B.

ROTARY OR FLASHING LIGHTS

1. ROTATING BEACON/RED LENS shall be issued to fire apparatus.

2. STROBES/AMBER LENS shall be issued to all Authority vehicles including, but not limited to street
sweepers, fuel trucks, vans, golf carts and construction equipment. Employees are required to keep these
lights on according to all federal or state law, or as mandated by safety regulations.
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