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NOTES


1.
All material contained within this document is for guidance purposes only.  It sets out a template that ATM Equipment organizations may follow in order to define their organization and the procedures used for the provision and/or maintenance of ATM Equipment.  The content should be expanded as required to reflect the organizations’ AAOS procedures and identify who is undertaking the activity.  Where the following appears throughout the document [with text inside], it is either guidance or applicable information to your organization is to be appended.  Please delete all [guidance information] prior to submission to the MAA.

2.
When determining the content of the AOE, the Accountable Manager (AM) should take into account the requirement of the Acceptable Means of Compliance (AMC) and Guidance Material (GM) associated with the relevant MAA Regulatory Articles (RAs) and use the principle of ‘Who, What, Where and How’.  This will ensure that for each AOE element the AM articulates what activates are being carried out, who is carrying out the activities, and what the activities are being carried out in accordance with; the latter may be MAA RAs or organization/local orders/processes.  

3.
Where ATM Equipment organizations wish to conduct an activity that is not in compliance with the MAA Regulatory Publications (MRP), then an Alternative Acceptable Means of Compliance (AAMC), waiver or exemption must be applied for and approved by the MAA, in accordance with MAA 03.  Failure to do so will delay an initial approval or potentially invalidate an existing approval.  Where an AAMC, waiver or exemption has been granted, this must be clearly articulated and referenced in the AOE. 

4.
Bulleted lists, rather than extensive paragraphs, describing the activity are acceptable.  Any references within the AOE to other documents should be direct and not through other documents or Expositions.

5.
After completing the AOE, the organization should complete an AAOS Compliance Matrix which is available from the MAA Website.  The completed AAOS Compliance Matrix should then be included as an appendix in Part 9 of the AOE.

6.
MAA AAOS supporting staff will review the AOE and supporting documentation and may conduct an on-site visit to confirm that the ATM Equipment Organization is compliant with the MRP.  An on-site visit will be required before an initial approval is issued and may be necessary for a change to an existing approval.

7.
Any queries with this document should be addressed to DSA-MAA-OpAssure-AirOps-AAOS@mod.gov.uk.
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[The document should include a distribution list to ensure proper dissemination of the AOE and to demonstrate to the MAA that all personnel involved in the ATM Equipment Organization’s AAOS related operations have access to the relevant information.]
[Where documents are held in electronic format, details of the methodology utilized should be expanded upon in this section.]
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Abbreviations Used

[List of all the abbreviations used in the AOE; a list of common abbreviations that are likely to be used in an AOE are detailed below.]
	AAMC
	Alternative Acceptable Means of Compliance

	AAOS
	Air Traffic Management Equipment Organization Scheme

	ALARP
	As Low as Reasonably Practicable

	AM
	Accountable Manager 

	AMC
	Acceptable Means of Compliance

	AOE
	Air Traffic Management Equipment Organization Exposition

	ASMS
	Air Safety Management System

	GM
	Guidance Material

	LRQA
	Lloyds Register Quality Assessment 

	MAA
	Military Aviation Authority 

	MRP
	MAA Regulatory Publications

	QM
	Quality Manager 

	RA
	Regulatory Article 

	RtL
	Risk to Life

	SM
	Safety Manager 

	SQEP
	Suitably Qualified and Experienced Personnel
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PART 1 oRGANIZATION MANAGEMENT

References:

RA 1020(4): Responsibilities of Aviation Duty Holder Facing Organizations. 

RA 1027: Air Traffic Management Equipment Organizations - Responsibilities of Contracted Organizations.
RA 3100(3): Air Traffic Management Equipment Organization Exposition

RA 3102(1): Roles and Responsibilities of the Air Traffic Management Equipment Approved Organization Scheme Accountable Manager 

1.0
Corporate Commitment by the Accountable Manager 

[ATM Equipment Organization’s Name] AIR TRAFFIC MANAGEMENT EQUPIMENT ORGANIZATION EXPOSITION

[The AM may also wish to include his own personal statement of commitment to that shown below.]
As required by MAA Regulatory Article (RA) 3100 and its associated Acceptable Means of Compliance (AMC) and Guidance Material (GM), this Air Traffic Management Equipment Organization Exposition (AOE) and any associated referenced manuals define the organization and procedures upon which an Air Traffic Management Equipment Organization Scheme (AAOS) approval is based. 

The aforementioned procedures are approved by the undersigned and must be complied with in order to ensure that [Organization’s name] actively supports Aviation Duty Holders (ADHs) in their management of Air Safety.  The procedures are also to be complied with in order to identify to ADHs any decision, activity or change in circumstances that has the potential to introduce new or increased Risk to Life in a ADHs’ operations, or which challenges the achievement of Tolerable and As Low As Reasonably Practicable (ALARP) status.
It is accepted that these procedures do not override the necessity of complying with any new or amended regulations published from time to time, where these new or amended regulations are in conflict with these procedures.

It is understood that the MAA may approve this organization only for as long as the MAA is satisfied that the procedures are being followed and the work standard is maintained.  It is understood that the MAA reserves the right to suspend, vary or revoke the AAOS approval of the organization if the MAA has evidence that procedures are not followed and the standards not upheld.

Signed ………………………..

Dated………………………….

Accountable Manager ………………..…………………………[Quote position].

For and on behalf of …………………………………………… [Quote Organisations name]

[When the AM is not the Chief Executive Officer (CEO) of the organization he must have demonstrable delegations from his line management, which must include the independent authority to demand, utilise and adjust resource to carry out his/her role.  To demonstrate this delegation, when the AM is not the CEO, it is recommended that a copy of their Letter of Delegation is included as a Annex within the AOE.]
1.1 General Information
1.1.1 Description of the Organization

[Organization’s name] is structured under the management of [name Accountable Manager].  For the complete management structure refer to the organisations management chart in paragraph 1.3.

[A brief description of the ATM Equipment Organization, including the official name and business name, address and mailing address of the ATM Equipment Organization together with any other or current MAA approvals that may be held e.g. MAOS/DAOS.]
1.2 Management Personnel

[Amend to reflect the current management staff as appropriate.]
1.2.1 Accountable Manager 

The duties and responsibilities associated with this post are held by [Name and Title of AM].

1.2.1.1 Accountable Manager Roles and Responsibilities

[The roles and responsibilities of the AM should be outlined here.
Insert a statement here as to how the AM intends to ensure that the scope of activities specified in the AOE can be resourced and carried out to the standard required.

How he intends to support ADHs in their management of Air Safety and identify to ADHs any decision, activity or change in circumstances that has the potential to introduce new or increased Risk to Life in the ADH’s operations, or which challenges the achievement of Tolerable and ALARP status.

If the AM is not able to fulfil any of his responsibilities or there are caveats to those responsibilities then they should be stipulated here, with reference to any associated MAA AAMC, waiver or exemption and /or higher authority acceptance.]
1.2.1.2 Accountable Manager Qualifications and Experience

[All relevant qualifications and experience for this post should be listed here

1.2.2 Air Traffic Management Equipment Organizations Key Management Personnel

1.2.2.1 Quality Management

The duties and responsibilities of the personnel associated with the Quality Management System are currently assumed by [Name and Title of Post Holder].  
1.2.2.2 Quality Management AAOS Qualifications and Experience

[Details of the Quality Manager (QM) roles and responsibilities should be outlined here.  This should include how independence from the activity subject to audit will be achieved.

Insert a clear statement of how the QM has been assessed as being suitability qualified and experienced with respect to the auditing of the ATM Equipment Organization.  Details of the assessment process should also be included.

If the QM is not able to fulfil any of his responsibilities or there are any caveats to these responsibilities then they should be stipulated here, with reference to any associated MAA AAMC, waiver or exemption and/or higher authority acceptance.

All relevant qualifications and experience for the QM should be listed here.] 

1.2.2.3 Safety Management

The duties and responsibilities of the personnel associated with the Safety Management System are currently assumed by [Name and Title of Post Holder].  
1.2.2.4 Safety Management AAOS Qualifications and Experience

[Details of the Safety Manager (SM) roles and responsibilities should be outlined here.  This should include how independence from the activity subject will be achieved.

Insert a clear statement of how the Safety Manager (SM) has been assessed as being suitability qualified and experienced with respect to the safety management activities of the ATM Equipment Organization.  Details of the assessment process should also be included.

If the SM is not able to fulfil any of his responsibilities or there are any caveats to these responsibilities then they should be stipulated here, with reference to any associated MAA AAMC, waiver or exemption and/or higher authority acceptance.]

1.3 Organization Chart

[The chart should provide a comprehensive understanding of the ATM Equipment Organization’s management structure and should clearly show associated chains of responsibility.]
1.4 Organization Scale

[A description of the Organization’s scale, including the number of staff associated with the task at each operating site.]
1.5 Relationship with Other Organizations

[Insert details of those organizations involved in the delivery of the MOD Contract, including Service organizations, contractors and sub-contractors; where applicable, include a statement regarding their suitability.  Where necessary for clarity, include a diagram/chart showing boundaries.

‘ATM Equipment Organization’s name’ contracts the following tasks:

‘ATM Equipment Organization’s name’ subcontracts the following tasks:

‘ATM Equipment Organization’s name’ has Service Level Agreements with:

‘ATM Equipment Organization’s name’ has a Memorandum of Understanding with:]
1.6 AOE Amendment Procedure

The AOE will be reviewed at intervals not exceeding 12 months, or more frequently when significant changes occur which affect the content of the AOE.
[Insert details of how these reviews will be conducted, including cross reference to any associated Quality or other procedures.]
1.6.1  Changes to the AOE

Reference: RA 3100(2): Organization Changes

[Insert details of those changes, how these changes will be implemented and who will manage this activity.]
As a minimum, the MAA should be notified of changes to:

a. The Organization’s Scope of Activity.

b. The Accountable Manager (AM).

c. Senior staff members responsible for AAOS activities.

d. Ownership of the approved organization or its parent company.

e. Organization name.

1.7 Applicable Regulatory Articles

[A statement of which MAA RAs are deemed applicable and the method of compliance; a completed AAOS Compliance Matrix should be included in the appendices in Part 9.  This should include a signpost to any applicable evidence.]

(intentionally blank)

PART 2 scope of contracted activities
Reference:

RA 3100(3): Air Traffic Management Equipment Organization Exposition.

2.0 Scope of Contracted Activities

[As a minimum, this should contain a detailed description of the organization's scope of activities relevant to the approval; this should explicitly state:

a.
All types of ATM equipment/technologies being provided and/or installed.

b.
All types of technical services that are being provided to support ATM Equipment.

c.
All locations where in-scope ATM activities are being conducted.]

(intentionally blank)

PART 3 SAFETY MANAGEMENT 

References:

RA 1027(1): Responsibilities of an ATM Equipment Organizations contracted by the UK MOD.

RA 1200(1): Defence Air Safety Management.

RA 3100(3): Air Traffic Management Equipment Organization Exposition

MAA Manual of Air Safety

3.0 Safety Policy

[The Safety Policy should as a minimum include a statement committing the organization to:

a. Recognise safety as a prime consideration at all times.

b. Apply Human Factors principles.

c. Encourage personnel to report all 
Air Safety Occurrences to meet MRP requirements.

d. Recognise that compliance with procedures, quality standards and regulations is the duty of all personnel.

e. Recognise the need for all personnel to cooperate with the MAA and Quality Auditors.

f. This information may be included in the Organizations Air Safety Management Plan, with a cross reference inserted here.]

(intentionally blank)

PART 4 QUALITY MANAGEMENT  

References:

RA 1027(1): Responsibilities of ATM Equipment Organizations contracted by the UK MOD.

BS EN 9100/9001 

4.0 Quality Policy

[The Quality Policy should, as a minimum, include a statement committing the organization to:

a. Recognise quality as a prime consideration at all times.

b. Recognise that compliance with procedures, quality standards and regulations is the duty of all personnel.

c. Recognise the need for all personnel to cooperate with the MAA and Quality Auditors.]
4.1 General Information

This part of [Organizations Name] AOE defines the quality policy, planning and procedures, necessary to meet the requirements of ISO 9001:2015.

[Provide evidence of status in the UK Register of Quality Assessed Companies, including certification standard and certifying bodies (e.g. LRQA).]

(intentionally blank)

PART 5 Maintenance and operations Procedures

Reference:

RA 3100(3): Air Traffic Management Equipment Organization Exposition.
5.0 Procedures and Instructions 

[As a minimum this should contain:

a. Details of the ATM Equipment Organization’s maintenance policies, procedures and activities, as well as how they comply with the requirements of RAs 3104-3108.

b. Details of testing appropriate to the type of equipment and its application, including environmental, ground and flight checking where necessary.]

(intentionally blank)

PART 6 OCCURRENCE REPORTING

6.0 Occurrence Reporting and Error Management System

[This should be a general description of the Air Safety Occurrence Reporting and Error Management System and include the personnel who are responsible for it.]
6.1 Occurrence Reporting Procedures

[This should be a detailed description of how Air Safety Occurrences are reported, managed and actioned.]
6.2 Unsafe Condition Reporting Procedures

[This should discuss how the ATM Equipment Organization intends to inform the MOD of any condition that has, or may, result in an unsafe condition that poses a serious hazard to Air Safety.]
6.3 Error Management System Procedures

[The ATM Equipment Organization should comprehensively detail its Error Management System here.]
(intentionally blank)

PART 7 Personnel and training

Reference:

RA 1440: Air Safety Training  

RA 3100 (3): Air Traffic Management Equipment Organization Exposition

7.0 Staff Training Plan 

[This paragraph should detail the policy and procedures for training in order to ensure all personnel are suitably trained, experienced and qualified for their intended roles.  It should also include the assessment of training requirements for specific Air Safety related roles as well as explain how the need for recurrent training is assessed and undertaken.]
7.1 Training and Competence Records

[This paragraph should describe how training is recorded and managed in order to ensure personnel remain current and competent in their specific role.]
7.2 Human Factors Training content and periodicity

[This paragraph should describe the content of the Human Factors (HF) training delivered including the qualifications and currency levels required for individuals within their specific Areas of Responsibility, as well as provide suitable signposts to relevant Orders (or equivalent).  The documentation should include accurate and detailed records of the HF training courses attended and any HF facilitators the organization may hold.]

(intentionally blank)

PART 8 security management 

Reference:

RA 3100(3): Air Traffic Management Equipment Organization Exposition.
8.0 Security Management 

[This paragraph should detail the policy and procedures applied that ensure the safety and integrity of the ATM Equipment is not compromised during planned and unplanned operations.  Where necessary; physical, electronic and data security management are to be included.]
(intentionally blank)

PART 9 appendices 

[The Part 9 Appendices may be used by the ATM Equipment Organization to include information that would otherwise make Parts 1 to 8 unwieldy.  The appendices below are suggested headings only and the ATM Equipment Organization should use their own discretion in determining what documents, forms, links, etc should be included and whether they need to add or delete appendices to/from the list below.]
9.0 AAOS Compliance Matrix

[This appendix should consist of a copy of the completed AAOS Compliance Matrix.  This may be used to form the detail part of the RA Applicability Statement.]
9.1 Sample Documents

[This appendix may be used to provide copies of documents that have been referenced within the AOE.  A statement that all documentation sent to the MAA has been certified by the applicant and found in compliance with the applicable requirements should also be included.]
9.2 Quality System Audit Plan

[This appendix may be used to reflect the Quality Audit Plan as detailed in Part 4 of the AOE.]
9.3 Copy of Contracts for sub-contracted work.

[This appendix should consist of summaries of the relevant contracts detailed in Part 1 of the AOE.  This may also include Interfaces, Service Level Agreements or similar documents.]
[� RA 1410 – Occurrence Reporting provides further guidance.]
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