

[bookmark: _Toc50586]. 
Steps for completion:
1. [bookmark: _Hlk129962331]Add your company header and footer and a date of completion 
2. Delete the blue text (which is guidance) and fill in Columns 3 to 6 in Table 1;
3. Transfer the action items in Table 1 Column 3 to Table 2 Column 1;
4. Amend dates in the header rows of Table 2 an remove the red text;
5. Apply fill to the cells in the Gant chart of table 2
6. Remove instructions and add your companies controlled document header and footer and any internal instructions needed
7. An SMS Implementation Plan is required to be submitted to NCAA as part of your SMS Approval process. 
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Table 1: SMS Implementation Gap Analysis
	
Reg.
	
Element / Component required
	Action/task(s) required for implementation

	Assigned group/person
	SMS document reference
	Status
Yes/No/
Partial

	
	Phase I 
	
	
	
	

	
	Management Commitment 
	
	
	
	

	140.02.3
	3.2.1	Identify the Accountable Executive and 
	Eg. 1A. Nominate accountable manager
      
	Chief Executive Officer
	1.3.1
	Yes

	
	
	Eg.  1B Approval of accountable manager appointment by NCAA
	Operations Manager
	1.3.1
	Partial

	140.02.2
	3.3.1 A Safety Manager must be appointed
	Eg.. 1C Nominate safety manager
	Accountable Manager
	1.3.1
	Yes

	
	
	Eg. 1D. Approval of Safety Manager appointment by NCAA
	Operations Manager
	1.3.1
	Partial

	140.02.3
	3.2.2	Establish a SMS implementation team that must comprise of representatives from the relevant departments.  
	Eg. 2A Appoint SMS implementation team
	Safety Manager/Accountable Manager
	SSP Impl. Plan
	No

	140.02.3
	3.2.3	Define task lists for the implementation team to include:  
	….etc.
	
	
	

	140.02.3
	3.2.3.1	Conduct a gap analysis of the organisations current systems and processes 
	
	
	
	

	140.02.3
	3.2.3.2	Develop the SMS implementation plan.  
	
	
	
	

	140.02.3
	3.2.3.3	Ensure the adequate SMS training & technical expertise of the team to establish effective Implementation of the SMS elements and related processes.  
	
	
	
	

	140.02.3
	3.2.3.4	Monitor and report on the progress of the SMS implementation and providing regular updates and coordination with the SMS Accountable Executive  
	
	
	
	

	140.02.3
	3.3	SMS Implementation Plan - Element 1.5(i),     
	
	
	
	

	140.02.3
	3.3.1	Develop an SMS implementation plan on how the organization will implement the SMS on the basis of the identified system and process gaps resulting from the gap analysis.  
	
	
	
	

	140.02.3
	3.4	Appointment of Key Safety Personnel - Element 1.3 
	
	
	
	

	140.02.3
	3.4.1	Appoint the key SMS person (safety/ quality function) within the organization that will be responsible for administering the SMS on behalf of the Accountable Executive.  
	
	
	
	

	140.02.3
	3.4.2	Establish the safety services office.  
	
	
	
	

	140.02.3
	4.1	Management Commitment and Responsibility - Element 1.1(ii) 
	
	
	
	

	140.02.3
	4.1.1	Develop a safety policy.  
	
	
	
	

	140.02.3
	4.1.2	Have the Accountable Executive sign the safety policy1.  
Note 1 -  It is important to set policy and objectives early in the process - as soon as key persons and implementation team are assigned.
	
	
	
	

	140.02.3
	4.1.3	Communicate the safety policy through the organization.  
	
	
	
	

	140.02.3
	4.1.4	Establish a review schedule for the safety policy to ensure it remains relevant and appropriate to the organization.  
	
	
	
	

	140.02.3
	4.1.5	Establish safety objectives for the SMS, by developing safety performance standards in terms of:  
	
	
	
	

	140.02.3
	4.1.5.1	safety performance indicators;   
	
	
	
	

	140.02.3
	4.1.5.2	safety performance targets and alert levels, and 
	
	
	
	

	140.02.3
	4.1.5.3	action plans.  
	
	
	
	

	140.02.3
	4.1.6	Establish the SMS requirements for subcontractors:   
	
	
	
	

	140.02.3
	4.1.6.1	establish a procedure to write SMS requirements into the contracting process; and      
	
	
	
	

	140.02.3
	4.1.6.2	establish the SMS requirements in the bidding documentation.  
	
	
	
	

	140.02.3
	3.5	Training and Education - Element 4.1(i)
	
	
	
	

	140.02.3
	3.5.1	Conduct training needs analysis;  
	
	
	
	

	140.02.3
	3.5.2	Organize and set up schedules for appropriate initial training for key post holders and implementation team according to their individual responsibilities and involvement in the SMS2  
Note 2 Initially only the appointed posts are trained as you cannot train all staff until manual is in place.
	
	
	
	

	140.02.3
	3.5.7	Develop a validation process that measures the effectiveness of training; and  
	
	
	
	

	140.02.3
	  3.4.8 Establish safety training record system.  
	
	
	
	

	140.02.3
	3.6	Safety Communication - Element 4.2(i),
	
	
	
	

	140.02.3
	3.6.1	Initiate a mechanism or medium for safety communication.  
	
	
	
	

	
	Phase II 
	
	
	
	

	140.02.2
	3.5 Documentation 
	
	
	
	

	140.02.2
	3.5.4 Develop a safety management manual3, 4

Note 3: The detailed Safety Management Manual content is referred to in 140.02.2 and this also requires an ERP refer to 140.02.3 paragraph 4.3 below, this can be done concurrently with the safety manual or can be done in a separate document

Note 4: For SMM and ERP acceptance refer to NCAA FSS-GEN-FORM 603.03 and FSS-GEN-FORM-603-05 respectively
	
	
	
	

	140.02.2
	3.5.2 Develop SMS processes and procedures documentation, 

For example risk assessment template, investigation report template, occurrence reports forms, hazard report forms, risk register, occurrence register, training  meeting schedules5 

Note 5: These ideally should be an annexure or appendix to the manual
	
	
	
	

	140.02.2
	3.5.4 Acceptance of the safety management manual by the NCAA
	
	
	
	

	140.02.3
	3.5	Training and Education - Element 4.1(i)
	
	
	
	

	140.02.3
	3.5.2	Organize and set up schedules for appropriate training for all staff according to their individual responsibilities and involvement in the SMS;  
	
	
	
	

	140.02.3
	3.5.3	Develop safety training that includes;  
	
	
	
	

	140.02.3
	3.5.4	initial job-specific training, and  
	
	
	
	

	140.02.3
	3.5.5	recurrent training;  
	
	
	
	

	140.02.3
	3.5.6	Identify the costs associated with training;  
	
	
	
	

	140.02.3
	3.5.7	Develop a validation process that measures the effectiveness of training; and  
	
	
	
	

	140.02.3
	3.4.8 Establish safety training record system.  
	
	
	
	

	140.02.3
	4.2	Safety Accountabilities - Element 1.2 
	
	
	
	

	140.02.3
	4.2.1	Define safety accountabilities and communicate those through the organization.  
	
	
	
	

	140.02.3
	4.2.2	Establish the Safety Action Group (SAG)
	
	
	
	

	140.02.3
	4.2.3	Establish Safety/SMS coordination committee.  
	
	
	
	

	140.02.3
	4.2.4	Define clear functions of the Safety Action Group (SAG) and the Safety/SMS coordination committee    
	
	
	
	

	140.02.3
	4.2.5	Establish lines of communication between the safety services office, the Accountable Executive, the Safety Action Group (SAG) and the Safety/SMS coordination committee (Safety Review Board - SRB) 
	
	
	
	

	140.02.3
	4.2.6	Appoint the Accountable Executive as the chairperson of the Safety/SMS coordination committee (Safety Review Board- SRB)  
	
	
	
	

	140.02.3
	4.2.7	Develop a schedule6 of meetings for the safety services office to meet with the Safety/SMS coordination committee (SRB) and SAG as needed.
Note 6: SAG should meet a minimum of monthly and SRB a minimum of quarterly 
	
	
	
	

	140.02.3
	4.3	Coordination of the Emergency Response Plan - ERP Element 1.4
	
	
	
	

	140.02.3
	4.3.1	Review the outline of the ERP related to the delegation of authority and assignment of emergency responsibilities.  
	
	
	
	

	140.02.3
	4.3.2	Establish coordination procedures for action by key personnel during the emergency and of return to normal operations.  
	
	
	
	

	140.02.3
	4.3.3	Identify external entities that will interact with the organisation during emergency situations.  
	
	
	
	

	140.02.3
	4.3.4	Assess their respective ERPs.  
	
	
	
	

	140.02.3
	4.3.5	Establish coordination between the different ERPs. 
For example an MOU with the complementary ERP owner (airport, ANSP etc).
	
	
	
	

	140.02.3
	Phase III 
	
	
	
	

	140.02.3
	5.1	Hazard identification - Element 2.1(i) 
	
	
	
	

	140.02.3
	5.1.1	Establish a voluntary reporting procedure.  
	
	
	
	

	140.02.3
	5.1.2	Establish program/ schedule for systematic Hazard Identification and Risk Mitigation (HIRM) performance/ review on all applicable aviation safety related processes/ equipment.  
	
	
	
	

	140.02.3
	5.1.3	Establish process for prioritization and assignment of identified hazards for risk mitigation  
	
	
	
	

	140.02.3
	5.2	Safety Risk Assessment and Mitigation - Element 2.2
	
	
	
	

	140.02.3
	5.2.1	Establish safety risk management procedure, including their approval and periodic review process.  
	
	
	
	

	140.02.3
	5.2.2	Develop and adopt safety risk matrices relevant to the organisations operational or production processes.  
	
	
	
	

	140.02.3
	5.2.3	Adopted safety risk matrices and associated instructions should be included in the organisations SMS or Risk management training materials.  
	
	
	
	

	140.02.3
	5.3	Safety Performance Monitoring and Measurement - Element 3.1(i), 
	
	
	
	

	140.02.3
	5.3.1	Establish internal occurrence reporting and investigation procedure. This may include mandatory or major defect reports (MDR) where applicable.  
	
	
	
	

	140.02.3
	5.3.2	Establish safety data collection, processing, and analysis for high consequence outcomes.  
	
	
	
	

	140.02.3
	5.3.3	Establish high-consequence safety indicators (initial ALoSP) and their associated target and alert settings. Examples of high consequence safety indicators are such as accident rates, serious incident rates and monitoring of high-risk noncompliance outcomes.  
	
	
	
	

	140.02.3
	5.3.4	Agreement reached with the NCAA on safety performance indicators and safety performance targets.7, 8
  
Note 7:  SPIs and SPTs are required to be reviewed annually by NCAA according to advisory pamphlets and checklists.
Note 8: SPIs should be globally harmonized but specific to your organisation’s needs
	
	
	
	

	140.02.3
	5.4	The Management of Change - Element 3.2 
	
	
	
	

	140.02.3
	5.4.1	Establish a formal process for the management of change that considers:  
	
	
	
	

	140.02.3
	5.4.1.1	Vulnerability of systems and activities;  
	
	
	
	

	140.02.3
	5.4.1.2	Stability of systems and operational environments;  
	
	
	
	

	140.02.3
	5.4.1.3	Regulatory, industry and technological changes  
	
	
	
	

	140.02.3
	5.4.1.4	Ensure management of change procedures do address impact on existing safety performance and risk mitigation records before implementing new changes.  
	
	
	
	

	140.02.3
	5.4.2	Establish procedures to ensure that safety assessment of new aviation safety related operations, processes and equipment are conducted before they are commissioned.  
	
	
	
	

	140.02.3
	5.5	Continuous Improvement of the SMS - Element 3.3(i) 
	
	
	
	

	140.02.3
	5.5.1	Develop forms for internal evaluations. 
	
	
	
	

	140.02.3
	5.5.2	Define an internal audit process.  
	
	
	
	

	140.02.3
	5.5.3	Define an external audit process. 
	
	
	
	

	140.02.3
	5.5.4	Define a schedule for evaluation of facilities, equipment, documentation, and procedures, to be completed through audits and surveys.  
	
	
	
	

	140.02.3
	5.5.5	Develop documentation relevant to operational safety assurance.  
	
	
	
	

	140.02.3
	Phase IV  
	
	
	
	

	140.02.3
	6.1	Management Commitment and Responsibility - Element 1.1(iii) 
	
	
	
	

	140.02.3
	6.1.1	Enhance existing disciplinary procedure/ policy with consideration of unintentional errors/ mistakes from deliberate/ gross violations.  
	
	
	
	

	140.02.3
	6.2	Hazard Identification - Element 2.1(ii)
	
	
	
	

	140.02.3
	6.2.1	Integrate the hazards identified from occurrence investigation reports with the voluntary reporting system.  
	
	
	
	

	140.02.3
	6.2.2	Integrate hazard identification & risk management procedures with subcontractor or customer SMS where applicable  
	
	
	
	

	140.02.3
	6.2.3	Develop process for prioritizing collected hazards for risk mitigation based on areas of greater need or concern.  
	



	
	
	

	140.02.3
	6.3	Safety Performance Monitoring and Measurement - Element 3.1(ii) 
	
	
	
	

	140.02.3
	6.3.1	Enhance safety data collection & processing system to include lower consequence events;   
	
	
	
	

	140.02.3
	6.3.2	Establish lower consequence safety/ quality indicators with target/ alert levels monitoring as appropriate  
	
	
	
	

	140.02.3
	6.3.3	(mature ALoSP); and  
	
	
	
	

	140.02.3
	6.3.4	Agreement reached with the NCAA oversight authority on lower consequence safety performance indicators and safety performance target/ alert levels.  
	
	
	
	

	140.02.3
	6.4	Continuous Improvement of the SMS - Element 3.3(ii), 
	
	
	
	

	140.02.3
	6.4.1	Establish or integrate SMS audit into existing internal & external audit programs  
	
	
	
	

	140.02.3
	6.4.2	Establish other operational SMS review/ survey programs where appropriate  
	
	
	
	

	140.02.3
	6.5	Training and Education - Element 4.1(ii) 
	
	
	
	

	140.02.3
	6.5.1	Completed SMS training program for all relevant personnel.  
	
	
	
	

	140.02.3
	6.6	Safety Communication - Element 4.2(ii) 
	
	
	
	

	140.02.3
	6.6.1	Establish mechanisms to promote safety information sharing and exchange internally and externally.
	
	
	
	




[bookmark: _Toc129934807]Table 2. Example SMS implementation schedule
[bookmark: _Toc129934808]
	
Action/task required

	Status 
	Schedule/timeline 
Note: insert actual year for each phase starting with current Quarter 

	
	
	Year 1
	Year 2
	Year 3
	Year 4

	Note: COPY TASKS FROM                          TABLE 1 Column 3
	
	Q1
	Q2
	Q3
	Q4
	Q1
	Q2
	Q3
	Q4
	Q1
	Q2
	Q3
	Q4
	Q1
	Q2
	Q3
	Q4

	Eg. 1A. Nominate accountable manager

	Closed
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Eg. 1B Approval of accountable manager by NCAA
	Open
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	etc.
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