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CL: SP-SMS002; EVALUATION OF SAFETY MANAGEMENT SYSTEM 
MANUAL 

 
Record ID: Protocol # Inspector: Action Taken 

Operator/Organization: Date Accomplished: Type of Operation: Location: 

Title of Manual 

 

Instructions for Use: 
1. Check 'S' column if you reviewed the record, procedure or event and it is 'Satisfactory'. 

2. Check 'U' column if you reviewed the record, procedure or event and it is 'Unsatisfactory'. 

3. Check NS (not seen) column if you did not review the record, procedure or event or you do not 
have adequate information to make a valid comment. 

4. Check NA (not applicable) column, if the line item is not required in this particular situation. 
5. Enter any notes on reverse side regarding a 'U' answer  

6. For later reference, precede any notes with the appropriate item number. 

 

S/N ITEMS S U NS NA 
A.0 OVERALL MANUAL PRESENTATION     
1.  Manuals presented in “Hard copy” and “Soft copy”  

Compact disk (CD), Flash drive, other (Circle one).  

Identification (ID) number: _______________________. 

    
2.  Bound in a secure form (not loose)?     
3.  Binder is 4 rings?     
4.  Exterior or binder clearly indicated manual contents?     
5.  Prepared in language of the country?     
6.  Prepared in English Language?     
A.1 Manual Control Process     
1. Copies numbered for controlled issuance?     
2. Amendment issuance tracking process described? Where? ___________     
3. NCAA issued a numbered volume?     
A.2 Manual Revision Process     
1. Revision Instructions adequate?     
2. Revision page for proper revision entry?     
3. List of effective pages provided and correct?     
4. List of revisions to individual pages identified?     
A.3 Manual Referencing System     
1. Table of contents easy to find and use?     
2. Index, if included, easy to find and use?     
3. Tabbed/”Bookmarked” as necessary for usability without difficulty?     
4. Select at least ten (10) references to this manual in the in the Statement of 

Compliance (SOC). How many references were accurate? #___of #___ (e.g. 8 of 

10). Statement of Compliance (SOC). How many references were accurate? #___of 

#___ (e.g. 8 of 10). 

    
A.4 Individual Page Presentation     
1. Pages numbered in chronological sequence (by chapter or single documents)?     

NIGERIAN CIVIL AVIATION AUTHORITY 
AVIATION HOUSE 

P. M. B. 21029, 21038, Ikeja, Lagos, Nigeria 
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2. Last revision number/date appears on each page?     
3. Company name (and logo) appears on each page (exception: 19 & 20)?     
A.5 Paragraph Numbering     

1. Paragraphs and sub-paragraphs numbered or alphabetized for ease of reference?     

A.6 Supplementary Content Reference     
1. Tables referenced for ease of use?     
2. Figures referenced for ease of use?     
3. Appendices reference for ease of use?     
 

B.0 DOCUMENT CONTROL S U NS NA 

1 Describe how the manual(s) will be kept up to date and how the organization will 

ensure that all personnel involved in safety-related duties have the most current 

version. 

    

2 Hard copy or controlled electronic media and distribution list.     

3 The correlation between the SMS manual and other existing manuals such as the 

Maintenance Control Manual (MCM) or the Operations Manual. 
    

4 The process for periodic review of the manual and its related forms/documents to 

ensure their continuing suitability, adequacy and effectiveness. 
    

5 The manual’s administration, approval and regulatory acceptance process. 

 
    

B.1 SMS REGULATORY REQUIREMENTS S U NS NA 

1 Addresses current SMS regulations and guidance material for necessary reference and 

awareness by all concerned. 

    

2 Spelt out the the compliance timeframe and advisory material references as 

applicable. 
    

3 Where appropriate, elaborate on or explain the significance and implications of the 
regulations to the organization 

    

4 Establishes a correlation with other safety-related requirements or standards 

where appropriate. 
    

B.2 SCOPE AND INTEGRATION OF THE SAFETY MANAGEMENT 
SYSTEM 

S U NS NA 

1 Describes the scope and extent of the organization’s aviation-related operations and 
facilities within which the SMS will apply. 

    

2 Spells out the nature of the organization’s aviation business and its position or role 

within the industry as a whole. 
    

3 Identifies the major areas, departments, workshops and facilities of the organization 
within which the SMS will apply. 

    

4 Identifies the major processes, operations and equipment which are deemed eligible 
for the organization’s HIRM programme, especially those which are pertinent to 
aviation safety. 

    

5 Where the SMS is expected to be operated or administered across a group of 
interlinked organizations or contractors, define and document such integration and 

associated accountabilities as applicable. 

    

6 Where there are other related control/management systems within the organization, 

such as QMS, OSHE and SeMS, identify their relevant integration (where applicable) 
within the aviation SMS. 

    

B.3 SAFETY POLICY S U NS NA 
1 There is a safety policy in place.     
2 Safety policy clearly includes the conditions under which disciplinary action would 

not apply. 
    

3 The safety policy is communicated, with visible endorsement throughout 
the organization. 

    

4 The safety policy is periodically reviewed to ensure it remains relevant and 
appropriate to the organization. 
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5 The safety policy states the organization’s intentions, management 
principles and commitment to continuous improvement in aviation safety. 

    

6 The safety policy is approved and signed by the accountable executive.     
7 The safety policy is promoted by the accountable executive and all other managers.     
8 Personnel at all levels are involved in the establishment and maintenance of the 

safety management system. 

    

9 The safety policy is communicated to all employees with the intent that they are 

made aware of their individual safety obligations. 

    

10 Safety policy clearly indicates which types of operational behaviours are acceptable.     

11 Safety policy includes the safety reporting procedure     

B.4 SAFETY OBJECTIVES S U NS NA 
1 There is a formal process to develop a coherent set of safety objectives     
2 The safety objectives are publicized and distributed     
3 The safety objectives have been established.  

 
    

 
4 

The safety objectives are expressed as a top-level statement describing the 

organization’s commitment to achieving safety. 

    

5 Resources have been allocated for achieving the objectives.     

6 The safety objectives are linked to safety indicators to facilitate monitoring and 

measurement where appropriate. 
    

B.5 MANAGEMENT ROLES & RESPONSIBILITIES S U NS NA 
1 The accountable executive is responsible for ensuring that the safety management 

system is properly implemented and is performing to requirements in all areas of the 

organization. 

    

2 An appropriate safety manager (office), safety committee or safety action groups 

have been appointed as appropriate. 

    

3 Safety authorities, responsibilities and accountabilities of personnel at all levels of the 

organization are defined and documented 

    

4 All personnel understand their authorities, responsibilities and accountabilities with 

regard to all safety management processes, decisions and actions. 

    

5 An SMS organizational accountabilities diagram is available.     

6 The organization has included a definition of the levels of management with 

authority to make decisions regarding safety risk tolerability. 
    

B.6 SAFETY REPORTING S U NS NA 
1 A reporting system to include both reactive (accident/incident reports, etc.) and 

proactive/predictive (hazard reports) described.  
    

2 The respective reporting systems described  to consider include: report format, 

confidentiality, addressees, investigation/evaluation procedures, corrective/ preventive 

actions and report dissemination. 

    

3 The organization has a procedure that provides for the capture of internal occurrences 

including accidents, incidents and other occurrences relevant to SMS.   
    

4 A distinction is to be made between mandatory reports (accidents, serious 
incidents, major defects, etc.), which are required to be notified to the NCAA, 

and other routine occurrence reports, which remain within the organization. 

    

5 There is also a voluntary and confidential hazard/occurrence reporting system, 
incorporating appropriate identity/data protection as applicable.  

 

    

6 The respective reporting processes are simple, accessible and commensurate with the 

size of the organization. 
    

7 High-consequence reports and associated recommendations are addressed to and 
reviewed by the appropriate level of management.  

 

    

8 Reports are collected in an appropriate database to facilitate the necessary analysis.     
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B.7 HAZARD IDENTIFICATION AND RISK ASSESSMENT S U NS
S 

NA 

1 Describe the hazard identification system and how such data are collated.     

2 Describe the process for the categorization of hazards/risks and their subsequent 

prioritization for a documented safety assessment. 
    

3 Describe how the safety assessment process is conducted and how preventive 

action plans are implemented.  

 

    

4 Identified hazards are evaluated, prioritized and processed for risk assessment as 

appropriate. 
    

5 There is a structured process for risk assessment involving the evaluation of 

severity, likelihood, tolerability and preventive controls. 
    

6 Hazard identification and risk assessment procedures focus on aviation safety as 

their fundamental context 
    

7 The risk assessment process utilizes worksheets, forms or software appropriate 

to the complexity of the organization and operations involved. 
    

 

8 

Completed safety assessments are approved by the appropriate level of 

management. 
    

9 There is a process for evaluating the effectiveness of the corrective, preventive 

and recovery measures that have been developed.  

 

    

10 

 

There is a process for periodic review of completed safety assessments and 

documenting their outcomes. 

 

    

 

  

B.8 SAFETY PERFORMANCE MONITORING AND MEASUREMENT S U NS NA 

1 Describe the safety performance monitoring and measurement component of the 

SMS This includes the organization’s SMS safety performance indicators (SPIs). 
    

2 The formal process to develop and maintain a set of safety performance indicators 

and their associated performance targets.  

 

    

3 Correlation established between the SPIs and the organization’s safety objectives 
where applicable and the process of regulatory acceptance of the SPIs where 

required.  

 

    

4 The process of monitoring the performance of these SPIs including remedial 

action procedure whenever unacceptable or abnormal trends are triggered. 
    

5 Any other supplementary SMS or safety performance monitoring and 

measurement criteria or process.   
    

B.9 SAFETY-RELATED INVESTIGATIONS AND REMEDIAL 
ACTIONS 

S U NS NA 

1 Describe how accidents/incidents/occurrences are investigated and processed 
within the organization, including their correlation with the organization’s SMS 

hazard identification and risk management system. 

    

2 Procedures to ensure that reported accidents and incidents are investigated 

internally. 
    

3 Dissemination of completed investigation reports internally as well as to the 

NCAA as applicable. 
    

4 A process for ensuring that corrective actions taken or recommended are 

carried out and for evaluating their outcomes/effectiveness. 
    

5 Procedure on disciplinary inquiry and actions associated with investigation 
report outcomes. 
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6 Clearly defined conditions under which punitive disciplinary action would be 
considered (e.g. illegal activity, recklessness, gross negligence or wilful 

misconduct). 

    

7 A process to ensure that investigations include identification of active 

failures as well as contributing factors and hazards. 
    

8 Investigation procedure and format provides for findings on contributing factors or 

hazards to be processed for follow-up action by the organization’s hazard 
identification and risk management system where appropriate. 

 

    

 

B.10 SAFETY TRAINING AND COMMUNICATION S U NS NA 

1 Describe the type of SMS and other safety-related training that staff receive and 

the process for assuring the effectiveness of the training. 
    

2 Describe how such training procedures are documented     

3 Describe the safety communication processes/channels within the organization     

4 The training syllabus, eligibility and requirements are documented.  

 
    

5 There is a validation process that measures the effectiveness of training.  

 
    

6 The training includes initial, recurrent and update training, where applicable.     

7 The organization’s SMS training is part of the organization’s overall training 

programme. 
    

 

8 

SMS awareness is incorporated into the employment or indoctrination 

programme. 

    

9 The safety communication processes/channels within the organization.     
B.11 CONTINUOUS IMPROVEMENT AND SMS AUDIT S U NS NA 
1 Describe the process for the continuous review and improvement of the 

SMS. 
    

2 The process for regular internal audit/review of the organization’s SMS to 
ensure its continuing suitability, adequacy and effectiveness. 

    

3 Describe any other programmes contributing to continuous improvement 
of the organization’s SMS and safety performance, e.g. MEDA, safety 

surveys, ISO systems 

    

4 The organization has a process for the proactive evaluation of an individual's 

performance, to verify the fulfillment of that individual's safety 

responsibilities. 

    

B.12 SMS RECORDS MANAGEMENT S U NS NA 

1 Describe the method of storing all SMS-related records and documents.  
 

    

2 The organization has an SMS records or archiving system that ensures the 

retention of all records generated in conjunction with the implementation and 
operation of the SMS. 
 

    

B.13 MANAGEMENT OF CHANGE S U NS NA 

1 Describe the organization’s process for managing changes that may have an 
impact on safety risks and how such processes are integrated with the SMS.  

 

    

2 Procedures to ensure that substantial organizational or operational changes 

take into consideration any impact which they may have on existing safety 

risks. 

    

3 Procedures to ensure that appropriate safety assessment is performed prior to 
introduction of new equipment or processes which have safety risk implications.  

 

    

4 Procedures for review of existing safety assessments whenever there are changes 

to the associated process or equipment. 
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B.14 EMERGENCY/CONTINGENCY RESPONSE PLAN S U NS NA 

1 Describe the organization’s intentions regarding, and commitment to 

dealing with, emergency situations and their corresponding recovery 

controls 

    

2 Outline the roles and responsibilities of key personnel     

3 The emergency response plan can be a separate document or it can be part of 
the SMS manual. 

    

4 The organization has an emergency plan that outlines the roles and 

responsibilities in the event of a major incident, crisis or accident. 
    

5 There is a notification process that includes an emergency call list and an internal 

mobilization process.  

 

    

6 The organization has arrangements with other agencies for aid and the 

provision of emergency services as applicable 
    

7 The organization has procedures for emergency mode operations where 

applicable. 
    

8 There is a procedure for overseeing the welfare of all affected individuals 

and for notifying next of kin. 
    

9 The organization has established procedures for handling the media and 

insurance-related issues. 
    

10 There are defined accident investigation responsibilities within the organization.  

 
    

11 The requirement for preservation of evidence, securing the affected area, 
and mandatory/governmental reporting is clearly stated. 

    

12 There is emergency preparedness and response training for affected 
personnel. 

    

13 A disabled aircraft or equipment evacuation plan has been developed by 
the organization in consultation with aircraft/equipment owners, 

aerodrome operators or other agencies as applicable. 

    

14 A procedure exists for recording activities during an emergency response.     
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Inspector Recommendations:  

The Safety Management System Manual has been evaluated in accordance with the Nig. 

CARs currently in force and the checklist above. I DO / NOT /   RECOMMEND the SMSM to 

be APROVED/ACCEPTED.   

 

Inspector Signature: ___________________________________________ 

 

Manager Comments: _____________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

 

Manager Signature: _______________________________________________ 

 
 
 

 

 

REMARKS AND OBSERVATIONS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


