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A/C: Aircraft

AD: Aerodrome

AGL: Above Ground Level

AIM: Aeronautical Information Management
AIP: Aeronautical Information Publication
AMSL: Above Mean Sea Level

ATS: Air Traffic Service

CAD: Civil Aviation Directive

CAQ: Civil Aviation Organization

CAT: Category

Co2: Carbon dioxide

COM: Communication

DLB: Dynamic Load Bearing

DG: Dangerous Goods

EP: Emergency Procedures

ft: Feet

FATO: Final Approach & Take-Off area

FIS: Flight (Landing & Take-off) Information Service
H24: Continuous day and night service

HJ: Sunrise to Sunset

HEMS: Helicopter Emergency Medical Service
HEREFS: Helicopter Emergency Rescue & Fire Fighting Service
HLO: Helicopter Landing Officer

HM: Heliport Manual

HOGIS: Helicopter Oil & Gas Installation Inspection Service
HRFF: Heliport Rescue Fire Fighting

HRT: Heliport Reference Temperature

HSE: Health Safety Environment

HSMS: Heliport Safety Management System
HSSE: Health Safety Security Environment
HSU: Heliport Safety Unit

HUTE: Helicopter Underwater Escape Training
IFR: Instrument Flight Rules

MAG: Magnetic

MAX: Maximum

MGW: Maximum Gross Weight
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MOWP: Method of Working Plan
MP: Maintenance procedures
MTOM: Maximum Certificated Take-Off Mass
NAVAIDs: Navigation AIDs

Night VFR: Night Visual Flight Rules
NM: Nautical Miles

OIM: Of shore Installation Manager
OP: Operational Procedures

OR: Off Route

Prox: Proximity

PTP: Personnel Training Program
RCC: Rescue Coordinate Center
SAR: Search And Rescue

SCBA: Self Contained Breathing Apparatus
SLB: Static Load Bearing

SMS: Safety Management System
SYS: System

TLOF: Touchdown and Lift-Off area
TWR: Acerodrome Control Tower
UPS: Unit Power Supply

VFR: Visual Flight Rules

WDI: Wind Direction Indicator
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4-1-

4-2-

4-3-

4-4-

Foylod Cawgm wazgi b

Briefing meeting

(30 minutes — Attendance with Heliport/OIM/Site manager, Heliport operational

deputy/Capitan, HLO, Relevant super intendant)

On site verification

(Max 180 minutes — Attendance with HLO & HRFF personnel, Relevant super intendant)

4-2-1- The last heliport organization chart

4-2-2- HLO room

4-2-3- HLO & HRFF personnel certificate & refresh relevant training course

4-2-4- Briefing room

4-2-5- COM room

4-2-6- Records of incident & accident & emergency report for at least 12 consecutive
calendar month

4-2-7- Records of log book for day to day security surveillance of FATO or TLOF/FATO
at least 6 month consecutive calendar month

4-2-8- Records of last table exercises & major emergency

4-2-9- Records of Fire Fighting SYS operational checks at least 3 consecutive calendar
month

4-2-10- Records of inspection of the Heliports TLOF & FATO or TLOF/FATO for at least 6
consecutive calendar month (Based on inspection check list)

4-2-11- Records maintenance of Heliport at least 6 consecutive calendar month

4-2-12- The last method of working plan (MOWP)

4-2-13- Insurance coverage of passenger & personnel operation on TLOF or TLOF/FATO

4-2-14- Records of animal or bird control form for at least 6 consecutive calendar month

4-2-15- Records of fueling facilities inspection for at least 6 consecutive calendar month

4-2-16- Records of booking form at least 6 consecutive calendar month

4-2-17- Records of weight & Balance for at least 6 consecutive calendar month

4-2-18- HRFF familiar to emergency condition (Documents, Practical)

4-2-19- HLO familiar to certificate & HM

4-2-20- HM full implement

Apply a scenario

(Max 30 minutes — Attendance with HLO & HRFF personal, Relevant superintendant)

Final meeting for review finding

(Max 30 minutes — Attendance with Heliport/OIM/Site manager, Heliport operational

deputy/Capitan, HLO, Relevant super intendant)
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Appendix 1
Application for issue Heliport Certificate/Approval

A) Heliport Location :

1) Name of Heliport:

2) Latitude: ° ’ N Longitude: ° ’ “E

3) Associated Town/City/Province (Physical Location of Heliport): / /

4) Site Address (No., Street, Town/City, Postcode):

5) Site Phone Number:

6) EMail:

7) Requested By: (Co Address & Name)

B) Purpose:

1) [ ] Declared [ ] Establishment [ ] Activation [ ] Deactivation [ ] Change of Status Heliport

2) If change of status, Describe change:

3) Construction Dates: To Begin/Began: / Est. Completion:

C) Application for Heliport Licensing/Approval that

1) [ ]Has been made

2) []Will be made

D) Heliport Security:

1) Boundary: i Fence ﬁ Wall i Sea i Other (v, )
2) Security Office: [ ] No [] Yes
3) Security Camera: []No [] Yes

4) Security Log Book: [ ] No [ ] Yes

5) Is there Procedure for Security Surveillance? |:| No |:| Yes
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E) Heliport Operational Data:

1) Heliport Position: [ ]Oontand [ ]On Water

2) Type of Heliport: [ ]Surface [ JElevated [ ]Helideck [ ]Shipboard

3) Usage: [ |Public [ ]Private [ ] Private, but use of public

4) Use: [ [Hospital [ _]Transport [ ]Passenger [_] Exploratory [ | Mineral[ ] Oil[_]Emergency [ Jetc

5) Distance/Direction from associated City or Town: NM / ° MAG

6) Elevation from MSL: ft 7) HRT: °C

8) Dimension of Final Approach & Take-Off area (FATO): m

9) Dimension of Touchdown & Lift OfF area (TLOF): m | DV: . m

10) Direction of ingress/Egress Routes: °MAG | MAX Tonnage: ... tone

11) Type of Surface: [ ] Concrete [ JAsphalt [ JMetal [ ]Other (v )
12) Direction of prevailing Wind: ° MAG

13)Bird activity: [ | No []Yes

14) Operational Time: |:| H24 [ JHJ |:| From ... L (o I

15) Average Number of Monthly Landings: 16) Design Helicopter:

17)Are VFR procedures for the Heliport Anticipated?

|:| No [ ]Yes Ifyes, Number: ... Type of NAVAIDs: ............... Freq.: .
18) Are Night VFR procedures for the Heliport Anticipated?
[ ]No [ ]Yes Ifyes, Number: ... Type of NAVAIDs: ... Freq.: ..
19) Are IFR procedures for the Heliport Anticipated?
|:| No |:| Yes Ifyes, Number: ......... Type of NAVAIDs: ... Freq.: s
20) Estimate or Actual Number of Based Helicopter:|:| 3175Kgs (7000Lbs) & Under MTOM |:|Over 3175Kgs MTOM
21) Rotorcraft CAT: |:| Small [ ] Large (Over 3175 Kgs (7000 Lbs) MTOM)
22) Air Traffic Regulation: [ JveR []NightVFR [ JIFR

23) Access road: [ INo |:| Yes

24)Color: FATO (.o ) R O] S (A ), Aiming Point (............... ), Prohabited Landing Sector (..o )

25) Lighting: [ _| FATO [_| TLOF [_] Aiming Point |:|Approach |:| Flood Lighting |:| Obstruction Light

26) Sign: |:| Exit |:| No smoking |:| Danger

27)Briefing Room: [_] Weight scale [ ] Training [_]Flight log [_|Person form [ ] Video [ ]Procedure

WWAY e 4 eoler Rl
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F) Fire Protection SYS & Equipment

1) Heliport Fire Fighting CAT:

2) Dry Powder (Portable —Storage (200%) — Expire time): / Kg /
3) Co2 (Portable — Storage (200%) — Expire time): / Kg /

4) Foam (Storage (200%) — Expire time:) Kg/

5) Halogen (Storage(200%) — Expire time): Kg/

6) Water (Storage (200%)): Liter

7) Emergency Box:

[ JHelmet [ ]ProxSuit [ ]Mask [ ]SCBA [ ]Boot [ ]Gloves (Fire Resistant)
[ Icutters [Jcrowbar [ JHook [ ]Hacksaw [ ]Setof Screwdrivers [ ] Adjustable Wrench
[]Blanket [ ]Pliers [ ]Lifeline [ ] Ladder |:| Harness Knife [ ] Power Cutting tool

[ ]Axe

8) Last Emergency Plan (Year/Month/Day): / /

9) Reportforms: [ ]Accident [ ]incident [ ]Fire [_]Standby [_] Emergency plan

G) Equipments:

1) NAVAID (Type, Frequency): NAV1: / NAV2: /

2) Need for COM Freq.: [ |No |:| Yes if yes, Type of Freq.: |:| Dispatch |:| ATC

3) Freq. Permission Number/Date (Freq. Office): /

4) COM SYS - Two Way COM (VHF Frequency), Main Freq.: Emergency Freq.:
5) COM SYS (UHF Frequency), Main Freq.: Emergency Freq.:
6) Drainage SYS (Type, Number): /

7) Perimeter Safaty Net (Width, Height from Surface, Color): m / m/

8) Tie Down SYS (Radius, Number): m/ m

9) UPS: (Availability, Duration): / hours

10) MET Equipment (WDI SYS, WDI Lighted, Anemometer SYS): / /

11) Refueling (Availability, Type, Storage, Safety procedure):

12)Snow Removal Equipment:
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H) Evidences:

Subject Yes

1) Proposed plans and specifications for Heliport?

2) Map showing intended routes of ingress and egress?

3) Authorization required (Aerospace Committee) issued by the CAO?

4) List of all Helicopters that use this Heliport?

5) Has required insurance policy been filed with the Insurance Co?

6) If you are applying for a special permit, please explain why needed.

7) HLO License — All shifts

8) HLO License Date (Validity Min 3 Month) — All shifts

9) Fire Fighting License — All shifts

10) Fire Fighting License Date (Validity Min 3 Month) — All shifts

11) Last License copy (if there is)

12) Photo from Heliport & Around of them

13) TLOF & FATO or TLOF/FATO chart

14)Visual Aids chart (TLOF & FATO (or TLOF/FATO) - Sign & Marking with Dimension)

15) Obstruction chart (Around of Heliport in 5 NM) with dimension
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1) Manuals:

Documents Is there CAO Approved

No Yes No Yes

1) Heliport Operational Procedures (OP)

2) Heliport Emergency Procedures (EP)

3) Heliport Maintenance Procedures (MP)

4) Heliport Safety Management SYS (SMS)

5) Heliport Key Personnel Training Program (PTP)

J) Obstructions:

Type Height above Heliport Direction from Heliport Distance from Heliport
1) e e ft *MAG NM
P I — ft *MAG NM
Y I — ft "MAG NM
Y ft "MAG NM
S ft *MAG NM
[ I —— ft e *MAG NM
e ft *MAG NM
8) e e ft *MAG NM
9) e e ft "MAG NM

K) Nearest Heliport to this Heliport:

|| 1) Name/Use/Direction/Distance from Heliport (Ref. A2 above): / / °MAG/ NM

|| 2) Name/Use/Direction/Distance from Heliport (Ref. A2 above): / / °MAG/ NM
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L) Nearest Hospital Heliport to this Heliport:

|| 3) Name/Use/Direction/Distance from Heliport (Ref. A2 above): / °MAG/ NM
|| 4) Name/Use/Direction/Distance from Heliport (Ref. A2 above): / °MAG/ NM
M) Nearest Aerodrome to this Heliport:
|| 1) Name/Use/Direction/Distance from Heliport (Ref. A2 above): / °MAG/ NM
|| 2) Name/Use/Direction/Distance from Heliport (Ref. A2 above): / °MAG/ NM
N) Other Heliports/Aerodromes (Within 10 NM):
1) Name/Use/Direction/Distance from Heliport (Ref. A2 above): / °MAG/ NM
2) Name/Use/Direction/Distance from Heliport (Ref. A2 above): / °MAG/ NM
3) Name/Use/Direction/Distance from Heliport (Ref. A2 above): / °MAG/ NM
O) Nearest Hospitals to this Heliport (Within 100 NM):
1) Name/Direction/Distance from Heliport (Ref. A2 above): / ° MAG / NM
2) Name/Direction/Distance from Heliport (Ref. A2 above): / ° MAG / NM
3) Name/Direction/Distance from Heliport (Ref. A2 above): / °MAG / NM
4) Name/Direction/Distance from Heliport (Ref. A2 above): / °MAG / NM

P) Property Owner:

1) Full Name:

2) Head Office Address (No., Street, City, Postcode):

3) Head Office Phone Number:

4) EMail:
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Q) Service Provider:

1) Full Name:

2) Head Office Address (No., Street, City, Postcode):

3) Head Office Phone Number:

4) EMail:

R) Applicant / Consultant:

1) Full Name:

2) Head Office Address (No., Street, City, Postcode):

3) Head Office Phone Number:

4) EMail:

S) Certification:

| hereby certify that all of the above statements made by me are true and

complete to the best of my knowledge.

Name, Title (Address if different than above) of person filing this notice — Type of print:

Telephone Number (Present with area code):

Date of Signature: ... yA— yA— Signature of Applicant (in ink):
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Appendix 2
Application for issue Helipad Approval

A) Helipad Location :

1) Name of Helipad:

2) Latitude: ° ’ N Longitude: ° ’ “E

3) Associated Town/City/Province (Physical Location of Helipad): /

4) Site Address (No., Street, Town/City, Postcode):

5) Site Phone Number:

6) EMail:

7) Requested By: (Co Address & Name)

B) Helipad Security:

1) Boundary: i Fence ﬁ Wall i Sea i Other (..
2) Security Office: [ ] No [] Yes
3) Security Camera: [ ] No [] Yes

4) Security Log Book: [ ] No [ ] ves

5) Is there Procedure for Security Surveillance? |:| No |:| Yes

C) Fire Protection SYS

1) Helipad Fire Fighting CAT:

2) Dry Powder (Portable — Storage — Expire time): / Kg /
3) Co2 (Portable — Storage — Expire time): / Kg/
4) Water (Storage): Liter
\WAY g Y (‘J\"’ ol
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D) Helipad Operational Data:

1) Helipad Position: [ ]onland [ ]On Water

2) Type of Helipad: [ ]Surface [ JElevated [ ]Helideck

3) Usage: [ |Public [ ]Private [ ] Private, but use of public

4) Use: [ [Hospital [ _]Transport [ ]Passenger [_] Exploratory [ | Mineral[ ] Oil[_]Emergency [ Jetc

5) Distance/Direction from associated City or Town: NM / ° MAG
6) Elevation from MSL: ft 7) HRT: °C
8) Dimension of Final Approach & Take-Off area (FATO): m

9) Dimension of Touchdown & Lift OfF area (TLOF): m

10)D.V: o m

11)MAX Tonnage: ... tone

12) Type of Surface: [ ] Concrete [ JAsphalt [ |Metal [ ]Other (oo )
13) Direction of prevailing Wind: ° MAG

14) Design Helicopter:

15) Rotorcraft CAT: [] small [ ] Large (Over 3175 Kgs (7000 Lbs) MTOM)

16) Access road: [ INo [ ] ves

17)Color: FATO (.............. ) R 0] = (— ), Aiming Point (.............. ), Prohabited Landing Sector (................... ),

D.V (oo ), MAX Mass (..o ), Surface (..o ), Safety Net (......ccccco.... )

18)Lighting: [_] FATO/TLOF [ _] Aiming Point [ ] Obstruction Light

19) Sign: |:| Exit |:| No smoking |:| Danger

E) Obstructions:

Type Height above Helipad Direction from Helipad Distance from Helipad

1) e e ft *MAG NM
I ft *MAG NM
Y I —— ft "MAG NM
N ft "MAG e NM
S ft *MAG NM
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F) Nearest Hospital Helipad to this Helipad:

1) Name/Use/Direction/Distance from Helipad (Ref. A2 above): / °MAG/ NM
2) Name/Use/Direction/Distance from Helipad (Ref. A2 above): / °MAG/ NM
3) Name/Use/Direction/Distance from Helipad (Ref. A2 above): / °MAG/ NM

G) Property Owner:

1) Full Name:

2) Head Office Address (No., Street, City, Postcode):

3) Head Office Phone Number:

4) EMail:

H) Applicant / Consultant:

1) Full Name:

2) Head Office Address (No., Street, City, Postcode):

3) Head Office Phone Number:

4) EMail:
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Appendix 3
Heliport Manual Contents (HM)

A) Heliport Operational Procedures (OP)

1- Organization chart
2- Responsibilities
3- Personnel (Number, License, ...)
4- Signals
5- Sign & marking
6- Dangerous goods
7- COM (Type, Freq., ...) In use
8- Al NAVAIDs (Type, Freq., ...) In use
9- Telephone (Emergency Situation, Coast Guard, RCC, Nearest AD, Nearest Heliport, ...)
10- Equipments (Handling, Operation)
11- Handling procedures
12- Passenger embarking & disembarking procedures
13- Operational Procedures
o Pre arrival
o Before landing
o Helicopter on site
o Before Take-off
o After departure
14- Restriction for Heliport operation
15- Helicopter breakdown
16- Weather requirements
17- Security procedure
18- Internal Audits & Inspection
19- Operational check list
20- Forms (Application, Monitoring (Audit & Inspection), Manifest & Booking, Safety, log
book, Bird activity, Fuel, Security, W & B, ...)

B) Heliport Emergency Procedures (EP)

1- Organization chart
2- Responsibilities
3- Signs
4- Emergency equipment (Rescue, COM, Safety, Alarm, Firefighting)
5- Emergency & firefighting Procedures
o Helicopter emergency landing/incident on heliport
o Helicopter crash/fire on heliport
o Helicopter crash/fire near heliport
6- Emergency COM & Freq.
7- Personnel (Number, License, ...)
8- Search & Rescue (SAR)
9- Emergency checklist (Monitoring, Inspection, Principles)
10- Report Forms (Accident, Incident, Fire, Stand By, Emergency Plan,...)
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C) Heliport Maintenance Procedures (MP)
1- Organization chart
2- Responsibilities
3- Maintenance Procedures
4- Test equipment
5- Internal Audits & Inspection
6- Maintenance checklist (Daily, Weekly, Monthly & Annual Inspection)
Lighting SYS
o TLOF Perimeter lighting
o TLOF Flood lighting
o Aiming Point Lighting
o Obstruction Light
o FATO
- Marking
o TLOF Marking
o Aiming Point Marking
o Surface Marking
o Prohibited landing sector marking
o Structure

- Signs

- COM SYS

- Tie down SYS

- Drainage SYS

- Perimeter Safety net
- NAVAID

- Refueling SYS

- Obstruction

- UPS

- Meteorological equipment
o WDISYS
o Anemometer SYS

- Fire protection SYS & Equipment
o Dry powder, Co2 , Foam, Halogen (Storage, Expire time, Rate of discharge)
o Water (Storage, Rate of discharge)
o HRFF Equipment & Emergency Box
o Personnel equipment

- Access roads
7- Forms (Maintenance, Method of working plan (MOWP))

D) Heliport Safety Management SYS (SMS)
1- Safety Policy & Objectives

Safety Policy

Safety Target

Organizational Structure and Responsibilities

SMS Implementation Plan
- Documentation and Document Control
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2- Hazard Identification and Risk Management
- Hazard Identification
- Risk Management

- Heliport Emergency Procedures
3- Safety Assurance

- Safety Performance Monitoring and Measurement
- Safety Reporting and Investigation

- Safety Audits

- Safety Surveys

- Safety dissemination and awareness

- Gap Analysis

- Change Management

- Quality Assurance

- Management Review

- Evaluating how the SYS is working
4- Safety Training and Promotion
- Safety Training

- Safety COM
5- Audit checklist

E) Heliport Key Personnel Training Program (PTP)
1- Responsibilities
2- HLO/HRFF/Radioman valid certificate
3- HLO/HRFF training/refresh course time table

- In case of Helideck, All (HLO, HRFF, Radioman) required to pass HUTE course
(Only for Off shore Heliport).

- All courses have to pass in CAO Approved Institute.
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Appendix 4
Requirements for Heliport Approval/Certificate
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Coordination
Variation
Approach/Take-off Tracks
Dimensions

Type of Helipad Surface
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Appendix 5

Requirements for Night VFR Operation
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Appendix 6
Sample for Heliport Marking Characteristics
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