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1.0 SAFETY MANAGEMENT SYSTEM (SMS) 
 

A Safety Management System (SMS) is a systematic approach to managing safety, 
including the necessary Bureau structures, accountabilities, policies and procedures. The 
SMS is presently recommended by the Federal Aviation Administration (FAA) and 
required by Airborne Law Enforcement Association (ALEA) in order to meet the ALEA 
accreditation standards. 

 
One of the most important issues when dealing with the development and implementation 
of a safety management system is the accurate recording of all processes and procedures 
in the form of instructions and policy documents. 

 
The Safety Management System is the responsibility of the Aviation Support 
Bureau Sergeant. The Safety Officer manages the program for the ASB Sergeant. 

 
The SMS system consists of four basic building blocks: 

1. Safety Policy and Objectives 
2. Safety Risk Management 
3. Safety Assurance 
4. Safety Promotion 

 
 

1.1 SAFETY POLICY 
 

Safety is one of our core department functions. We are committed to developing, 
implementing, maintaining and constantly improving strategies and processes to ensure 
that our aviation activities take place under a balanced allocation of organizational 
resources, aimed at achieving the highest level of safety performance and meeting FAA 
and ALEA standards, while delivering our services. No mission or flight is so important 
as to jeopardize the integrity of personnel, equipment or property. 

 
Our commitment is to: 

§ Establish and operate hazard identification and risk management processes, 
including a hazard reporting system, in order to eliminate or mitigate the 
safety risks of the consequences of hazards resulting from our operations or 
activities to a point which is as low as reasonably practicable; 

§ Ensure that no action will be taken against any employee who discloses a 
safety concern through the hazard reporting system, unless such disclosure 
indicates, beyond any reasonable doubt, an illegal act, gross negligence, or a 
deliberate or willful disregard of regulations or procedures; 

§ Comply with and, wherever possible, exceed regulatory requirements and 
standards; 
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§ Ensure that all staff are provided with adequate and appropriate aviation 
safety information and training, are competent in safety matters, and are 
allocated only tasks commensurate with their skills; 

§ Establish and measure our safety performance against realistic safety 
performance indicators and safety performance targets; 

§ Continually improve our safety performance through management processes 
that ensure that relevant safety action is taken and is effective; 

 
 

1.2 SAFETY PROGRAM GOALS AND OBJECTIVES 

Goals 

1. Reduce risk in all aviation operations by applying the 5 Step Risk Management 
Process. 

 
2. Streamline all safety processes to make Safety Management Systems user friendly. 

 
3. Maintain a continuous hazard identification program and encourage hazard reporting. 

 
The Aviation Support Bureau Safety Committee will establish at least 3 safety objectives annually. 

 
 

1.3 MANAGEMENT COMMITMENT AND RESPONSIBILITY 
 

Safety holds the key to Bureau's future and affects all its activities. The Aviation Support 
Bureau Lieutenant and Sergeant is committed to the success of the SMS, and will give 
leadership to the program and demonstrate through everyday actions, the commitment to 
safety and its priority in the achievements of the Bureau's safety goals. The processes in 
place in the SMS include the active involvement of all ASB personnel, who, through 
planning and review, will continue to promote efforts for continued improvement in 
safety and safety performance. The term “Safety Management” should be taken to mean 
safety, security, health, and environmental management. The key focus is on the safe 
operations of our Bureau aircraft. In order to accomplish this, the Bureau expects the 
following: 

 
1. Bureau members are expected to operate in the safest manner practicable. 
2. We will foster a culture of open reporting of all safety hazards in which 

management will not initiate disciplinary action against any personnel, who in 
good faith, due to unintentional conduct, disclose a hazard or safety incident. 

3. We will never take unnecessary risks. 
4. We understand that safe does not mean risk free. 
5. Everyone is responsible for the identification and management of risk. 
6. We will all report hazards we find. 
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7. We understand that familiarity and prolonged exposure without a mishap leads to 
a loss of appreciation of risk. 

 
We will accomplish this by: 

1. Achieving the highest safety standards practical; 
2. Observing all applicable legal requirements, standards and best practices; 
3. Providing appropriate resources for safety: 
4. Ensuring management enforces safety as a primary responsibility: and 
5. Ensuring that the safety policy is implemented and understood at all levels both 

internally and externally. 
 
 

2.0 SAFETY RISK MANAGEMENT 
 

The SMS Risk Management Process is based on the principle of cause and effect. All 
mishaps have a cause and do not occur by chance. 

 
1. Mishaps are caused by hazards. 
2. Identifying hazards is therefore the first step in mishap prevention and can 

prevent mishaps. 
3. The SMS is about managing, controlling, or eliminating hazards in all the 

company systems. 
 

The Bureau has developed a formal process that ensures hazards in operations are 
identified. Hazard identification is based on a combination of reactive, proactive, and 
predictive methods of safety data collection. 

 
The objective of hazard identification is to identify those hazards which either currently 
exist and can cause an immediate problem or may pose potential hazards in the future. A 
hazard can be considered a latent error or threat that has some level of risk associated 
with it. 

 
 

The following is a diagram of the 5 step Risk Management Process: 
1. Identify Hazards 
2. Assess Hazards 
3. Develop Controls and Make Decisions 
4. Implement Controls 
5. Supervise & Evaluate. 
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STEP 1- Identify hazards. Consider all aspects of current and future situations, 
environments, and known historical problem areas. 

 
STEP 2- Assess hazards to determine risks. Assess the impact of each hazard in terms 
of potential loss and cost based on probability and severity. 

 
STEP 3- Develop controls and make risk decisions. Develop control measures that 
eliminate the hazard or reduce its risk. As control measures are developed, risks are re- 
evaluated until the residual risk is at a level where the benefits outweigh the cost. The 
appropriate decision authority then makes the decision. 

 
STEP 4- Implement controls that eliminate the hazards or reduce their risks. 
Ensure the controls are communicated to all involved. 

 
STEP 5- Supervise and evaluate. Enforce standards and controls. Evaluate the 
effectiveness of controls and adjust/update as necessary. Ensure lessons learned are fed 
back into the system for future planning. 
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The Risk Assessment Matrix used to determine the level of risk (Low, Medium 
(Moderate), High, Extremely High 
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Example of an ASB Risk Management Worksheet (Appendix D): 
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2.1 ASB PERSONNEL RESPONSIBILITIES 
 

A. Each person involved in ASB operations must continually use the risk management 
process to reduce risk in operations. All personnel are responsible for working safely and 
maintaining a safe work environment. Personnel are required to conduct themselves in a 
manner that is consistent with the Bureau’s safety rules and policies. 

 
B. Each person must consciously evaluate each aspect of a task he/she is involved with to 
determine what hazards exists, and whether that risk is acceptable. If the risk is not 
acceptable, each person must take immediate action to eliminate the risk or bring it to an 
acceptable level. 

 
2.2 ASB SERGEANT RESPONSIBILITIES 

 
A. The ASB Sergeant is responsible for operations and the overall implementation and 
maintenance of the Bureau’s Safety Management System. The day-to-day management 
of the program is delegated to the Safety Officer. 

 
B. The ASB Sergeant will be responsible to ensure the Risk Management process is used 
for all areas of Bureau operations. 

 
C. The ASB Sergeant will ensure safety procedures are followed and will provide a 
command emphasis on the ASB Safety Program. 

 
2.3 ASB PILOT RESPONSIBILITIES 

 
A. The pilot for each flight assumes responsibility for the safe conduct of that flight and 
all hazards identified during the Risk Management Process. 

 
B. The pilot will complete a Risk Assessment Form (Appendix A) prior to executing any 
mission outside of routine patrol. The Risk Assessment Form will be located in both 
aircraft and the ready room for easy access. An unplanned Special Operations Mission 
(Real Event) or a Search and Rescue Mission, the Pilot/TFO must complete a Risk 
Assessment Form prior to executing the mission in order to determine the Tier Level of 
the mission (Tier 1-4). The pilot in command must decide whether the benefit of the 
mission is worth the risk associated with the mission. The purpose of the Risk 
Assessment Form is for both crewmembers to discuss risk management prior to mission 
execution. 
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3.0 SAFETY PERSONNEL ASSIGNMENTS AND RESPONSIBILITIES 
 

This section describes assignments within the Aviation Support Bureau and their role in 
the Aviation Safety Program. 

 
3.1 ASB LIEUTENANT 

 
A. The ASB Lieutenant will enhance the ASB Safety Program by considering 
recommendations from the ASB Sergeant in order to change or implement administrative 
policies that will assist the ASB to reduce risk in all operations. 

 
3.2 ASB SERGEANT 

 
A. The ASB Sergeant is the controlling authority for ASB training, safety and 
maintenance. 

 
B. The ASB Sergeant is responsible for operations and the overall implementation and 
maintenance of the Bureau’s Safety Management System. The day-to-day 
management of the program is delegated to the Safety Officer. 

 
C. The ASB Sergeant will use his/her command emphasis to ensure effective control 
measures are implemented to reduce risk in all operations. The ASB Sergeant will also 
provide the resources necessary to the ASB Safety Officer in order to maintain the 
Bureau Safety Program. The ASB Sergeant will publish a memorandum annually 
which will state the approval authority for the appropriate level of risk. 

 
3.3 ASB SAFETY OFFICER 

 
A. The Safety Officer is a collateral assignment for an ASB Pilot. 

 
B. The Safety Officer is appointed by and reports to the ASB Sergeant for all matters 
regarding safety. The Safety Officer has overall responsibility for the management of the 
Safety Management System. The functions of the Safety Officer should be to: 

 
a) Provide training in the SMS and basic safety principles included in it. 

b) Be involved in occurrence / accident investigations; and 

c) Manage the SMS implementation on behalf of the ASB Sergeant; 

d) Facilitate hazard identification, risk analysis and management; 

e) Monitor corrective action to ensure their accomplishment; 

f) Provide periodic reports on safety performance; 

g) Maintain safety documentation; 

h) Plan and organize safety training; 
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i) Provide independent advice on safety matters; 

j) Monitor compliance of the SMS. 

k) Monitor the accomplishment of the safety objectives. 

l) Recommend areas for continuous improvement. 

 
C. With command emphasis from the ASB Sergeant, the ASB Safety Officer will ensure 
the 5 steps in the Risk Management Process will be utilized in all operations. The Safety 
Officer will also ensure the correct approval authority signs each Risk Management 
Worksheet at the appropriate level. The degree of risk determines the level of acceptance 
decision authority. 

 
D. The ASB Safety Officer will review any ASB policy changes and advise the ASB 
Sergeant if any of the policy changes create unnecessary hazards. 

 
E. The ASB Safety Officer will be responsible to maintain the Hazards Log and track 
any identified hazard until removal or completion. 

 
F. The ASB Safety Officer will monitor any accident investigation regarding an OCSD 
aircraft and advise the ASB Sergeant of the status of the NTSB/FAA Accident 
Investigation. 

 
G. The ASB Safety Officer will ensure the Risk Acceptance Decision Authority 
Memorandum remains current and is signed by the ASB Sergeant. 

 
H. The ASB Safety Officer will monitor the Foreign Object Damage (FOD) Program. 
The assigned FOD Officer will conduct a written semi-annual FOD inspection with 
results sent to all Bureau members. 

 
I. The ASB Safety Officer will maintain the ASB Safety Library which will be available 
to all Bureau members via the ASB Share Drive. The Safety Library will also contain 
Safety Bulletins, ASB Ready File and other aviation related safety material. 

 
J. The Aviation Support Bureau has a Pre-Accident Plan that is monitored by the 
ASB Safety Officer. The Safety Officer is responsible for assuring that all personnel 
are trained to handle Bureau emergencies based on their role in the Bureau. A test of 
the Pre- Accident Plan shall be conducted at least annually to ensure employees are 
competent. There are 4 copies of the Pre-Accident Plan which are updated quarterly. 
The Department Commander, ASB Lieutenant, ASB Sergeant all have a copy of the 
Pre- Accident Plan. The 4th copy is located in the ASB Ready Room. Each individual 
is responsible for understanding and complying with their individual responsibilities 
as listed in the plan. 
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K. The ASB Safety Officer is responsible for documentation relating to the SMS. This 
includes: 

 
 

• Documenting and publicizing the Bureau’s mission, safety goals, and 
objectives. 

• Promptly removing obsolete documents. 

• Conducting periodic reviews of this document. 

• Maintaining safety related data, including the minutes of safety meetings, 
information on hazard and risk analysis, risk management, remedial action, 
incident and accident investigations, and audit reports. 

• All change control procedures are in accordance with Bureau procedures 
for manual changes. 

 
 

3.4 ASB MEMBERS 
 

It is each individual’s responsibility to conduct themselves in a manner which is 
consistent with the ASB Safety Program goal of mishap prevention.  When an 
undesirable situation is observed, take immediate and positive action to correct the 
situation. If unable to immediately correct the hazard, information relating to the hazard 
should be entered on an Operation Hazard Report Form (Appendix B) and be given to the 
ASB Safety Officer to be added and tracked on the Hazards Log. 

 
4.0 ASB SAFETY COMMITTEE 

 
The ASB Safety Committee provides a means of working toward eliminating identified 
hazards from the Hazards Log. It also gives the ASB Safety Officer feedback on the 
utilization of Risk Management Process. 

 
4.1 SAFETY COMMITTEE MEMBERS 

 
Due to the small size of the Aviation Support Bureau (8 members plus 1 Sergeant), 
each member of the ASB will be considered as a member of the ASB Safety 
Committee. 

 
In addition to the ASB Members, the Homeland Security Special Enforcement Bureau 
Lieutenant (ASB Lieutenant) and the lead mechanic will also be a member of the safety 
committee. 

 
4.2 SAFETY COMMITTEE OPERATIONS 

 
A. The ASB Safety Committee provides the Safety Officer another means to 
communicate with each member of the Bureau. 
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B. The ASB Safety Committee is a valuable source for identifying hazards and 
implementing control measures to provide workable solutions. 

 
4.3 SAFETY COMMITTEE RESPONSIBILITIES 

 
A. Assist the ASB Sergeant and ASB Safety Officer to develop safety policies and 
procedures which will identify and correct hazards; 

 
B. Analyze existing department and ASB policies and procedures related to safety. 

 
C. Conduct meetings according to the published agenda for the monthly training/safety 
meetings. 

 
 

4.4 SAFETY COMMITTEE MEETINGS 
 

A. The ASB will conduct a training and safety meeting once a month as scheduled per 
the yearly training calendar. Due to limited resources, the scheduled monthly training 
and safety meeting may not be conducted in a particular month. However, the meeting 
must be conducted the following month and there must be at least 7 training/safety 
meetings conducted during the calendar year. 

 
B. ASB personnel are encouraged to provide input to the safety meeting agenda. The 
most efficient way to provide input to the meeting is to email the ASB Safety Officer at 
least 2 days prior to the scheduled meeting. 

 
C. The ASB Safety Officer shall publish the minutes from the ASB Safety/Training 
Meeting and post a copy in the ASB Safety Binder and on the ASB Safety Bulletin Board 
within one week after the meeting. 

 
 

5.0 HAZARD REPORT PROGRAM 
 

The hazard report program is used to identify and correct hazardous conditions unique to 
the Aviation Support Bureau, its facility, equipment, procedures, operations, etc., and 
notify ASB personnel of those hazards. 

 
This reporting system facilitates the collection of data to assist in the identification of the 
“root causes,” so that appropriate measures (training, establishment or modification of 
procedures, etc.) can be implemented. 

 
Personnel are encouraged to report any unsafe condition or hazard that they discover in 
the Bureau or its operations. Operational Hazard Report (OHR) Forms are provided to 
all Bureau members. The program allows for anonymous reporting since the OHR does 
not require a name to be given and can be submitted directly to the Safety Officer. 
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ASB’s SMS takes all reports of unsafe conditions seriously. Prompt attention will be 
given to all actual and potential hazards that have been reported to the Safety Officer. 
The Safety Officer will inform the employee (unless employee want anonymity) who 
reported the hazard of the action that was taken to correct the hazard or the reasons why 
the condition was determined not to be hazardous. There will be no discrimination 
against any employee who reports unsafe conditions or hazards. 

 
5.1 HAZARD - DEFINITION 

 
Hazard - Any real or potential condition that can cause injury, illness, death of personnel, 
damage to or loss of equipment or property, or mission degradation. 

 
 

5.2 HAZARD REPORT FORM 
 

When a hazardous condition is discovered or perceived, the involved person must try to 
immediately correct the situation. If the person is unable to correct the condition, an 
Operation Hazard Report Form (Appendix B) should be filled out and given to the Safety 
Officer in order for that hazard to be added to the ASB Hazards Log. The hazard will 
then be given the necessary resources and tracked until completion. The ASB Hazards 
Log will be maintained for a period of 5 years. 

 
Each hazard will be investigated to determine root cause and then reviewed by the Safety 
Officer. Any serious incident or accident will be investigated by a team consisting of at 
least 3 members of the ASB Safety Committee. 

 
 

6.0 SAFETY TRAINING PROGRAM 
 

The Safety Training Program will consist of Quarterly Safety Training conducted by a 
member of the Aviation Support Bureau. The topics for the Quarterly Safety Training 
will be identified at the start of the year and be written on a memorandum approved by 
the ASB Sergeant. The memorandum for the Quarterly Safety Training Program will be 
posted on the ASB Safety Bulletin Board. A sign in roster will be used to keep a record 
of the training. A make-up plan will be utilized for personnel who are unable to attend 
training on the regularly scheduled day. 

 
 

6.1 SAFETY BULLETIN BOARD 
 

An Aviation Support Bureau Safety Bulletin Board is established to provide ready 
access to safety-related information. 
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The following will be contained on the bulletin board: 
 

1. ASB Sergeant Safety Policy 
2. Current Safety/Training Meeting Minutes 
3. Current copy of the Hazards Log 
4. Quarterly Safety Training Calendar 
5. Mission Risk Approval Authority 
6. Risk Assessment Matrix to assist ASB Members with assessing hazards 
7. ASB Safety Goals and Objectives 

 
 

6.2 SAFETY TRAINING TOPICS 
 

The follow is a sample of topics that can be used for the Quarterly Safety Training 
approved by the ASB Sergeant: 

 
1. Risk Management 
2. Aviation Physiology 
3. Cockpit Resource Management 
4. Weather 
5. Decision-Making 
6. ASB Operations/Policies Manuals (safety-related) 
7. Hearing Conservation 
8. Accident Prevention 
9. Accident Response Procedures 

 
 

6.3 SAFETY ASSURANCE 
 

A Safety Inspection/Audit will be conducted annually by the ASB Safety Officer. The 
Safety Inspection/Audit will be a structured review of the Bureau’s systems and 
procedures in order to evaluate whether they are being conducted effectively and 
efficiently. 

 
The Safety Officer will manage and file Inspection/Audit reports, which include findings 
and recommended corrective actions. Positive findings should also be recorded. 
Findings and recommended actions will be communicated to all personnel. The results 
for these Inspection/Audit reports will be used to determine system trends. To maintain 
an accurate Safety Assurance Oversight Program, ASB will have an outside auditor 
inspect the Bureau at least once every 3 years. The expertise of the outside auditor will 
be determined by ASB. 
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6.4 CONTINUOUS IMPROVEMENT OF THE SMS 
 

Continuous improvement in safety is a “core value.” This is accomplished by measuring 
safety performance and implementing necessary changes. In addition we will ensure the 
following to continually improve our Bureau. 

 
1. Conduct risk management assessments on all jobs to minimize risks 

associated with operations. 
2. Increase the submission of Operational Hazard Reports. 
3. Increase the number of actions raised from safety meetings 
4. Increase compliance with the safety incident management process 

(reporting, classification, root cause investigation, and implementation of 
corrective actions). 

 
 

6.5 SAFETY PROMOTION 
 

The Safety Officer is responsible for ensuring all ASB personnel receive appropriate 
training to fulfill their SMS responsibilities. All training conducted will be documented 
using the ASB sign in roster with a make-up training plan for Bureau members who are 
unable to attend the regularly scheduled training. The ASB Sergeant will ensure 
adequate resources are allocated for SMS training. 

 
The ASB Safety Officer and Chief Pilot will jointly develop an annual Safety 
Management System (SMS) training plan which specifies the requirement for the 
following year. This should include the effective use of conferences, journals, and 
external sources. The ASB Safety Training will consist of at least quarterly training for 
all Bureau members. All new members to ASB will undergo Safety Management 
System training in the first 3 months of assignment to the Bureau in order to be familiar 
with ASB’s Aviation Safety Program. 

 
The ASB Safety Officer will ensure a digital copy of the Safety Manual is provided to all 
personnel in the Bureau. The Safety Officer will ensure the safety meeting minutes, 
Mission After-Action Reviews, and other safety related information is immediately 
disseminated to all ASB Bureau members. The ASB Safety Library will be a digital 
collection of relevant aviation safety material that will be available to all ASB members 
via the ASB Share Drive. The safety meeting minutes and after actions reviews will also 
be available on the ASB Share Drive. 
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7.0 SPECIAL OPERATIONS TRAINING 
 

Special Operations Training is defined as any training outside normal patrol operations. 
Special Operations Training includes, but is not limited to: Water bucket operations, 
external loads, long line, SWAT Training, Harbor Patrol Training, Formation Flight and 
Multiship Operations. Search and Rescue Training will also be categorized as Special 
Operations Training. However, due to the imminent need to find a lost or injured person 
during normal patrol operations, Search and Rescue Operations will be considered a part 
of normal patrol. 

 
 

7.1 SAFETY BRIEFS 
 

Prior to planned Special Operations Mission or Training, a Risk Management 
Worksheet (Appendix D) will be completed and approved at the appropriate level of 
authority. The ASB Safety Officer or designated representative will identify hazards 
associated with the training. The ASB Sergeant will make informed decisions to control 
hazards or accept risks associated with the Special Operations Missions or Training. For 
an unplanned Special Operations Mission (Real Event) or a Search and Rescue Mission, 
the Pilot/TFO must complete a Risk Assessment Form (Appendix A) prior to executing 
the mission in order to determine the Tier Level of the mission (Tier 1-4). The pilot in 
command must decide whether the benefit of the mission is worth the risk associated 
with the mission. The purpose of the Risk Assessment Form is for both crewmembers to 
discuss risk management prior to mission execution. 
The ASB Safety Officer will assist the point of contact for Special Operations Training to 
ensure that risk management is incorporated into the planning process. The ASB Safety 
Officer or designated representative will attend the After Action Review (AAR) for the 
Special Operations Training to review the effectiveness of control measures used to 
mitigate risk. The AAR will document any hazards in training that were not previously 
identified in the risk management process. 

 
The following areas listed below will be considered during the planning process to assist 
the ASB Safety Officer and Bureau members to identify hazards associated with the 
training. 

 
A. A review of each person's role in the training evolution, including embarked and 
ground based persons; 

 
B. A detailed review of unique characteristics, shortcomings, hazards, etc., of each 
equipment item to be used during the training; 

 
C. A detailed review of each person's responsibilities in special assignments. 

 
D. A detailed review of personnel positioning and acts in and around aircraft; 

 
E. A review of probable air crew acts associated with any in-flight emergency. 
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8.0 ASB COCKPIT RESOURCE MANAGEMENT (CRM) PROGRAM 
 

A Cockpit Resource Management (CRM) Program is established to ensure Aviation 
Support Bureau Personnel are familiar with commonly accepted CRM principles and 
the need to continuously practice effective CRM during all flight operations. CRM will 
be covered at least once a year as part of the Safety Training Program. 

 
 

8.1 CREW CONCEPT 
 

Primary to a discussion of CRM is the “Crew Concept”. Basic to the Crew Concept is the 
idea that a well-coordinated crew acting together is much more effective than the sum of 
the skills of the individuals. Included are such things as: 

 
A. "Open Cockpit" policy, wherein it is desired and expected that each air crew member 
clearly communicate his/her input to each event, such as status, feelings, questions, ideas 
and doubts; 

 
B. "Permission To Be Wrong" policy, wherein it is acknowledged that no one is perfect 
and mistakes must be quickly identified, acknowledged and corrected; 

 
C. "Delegation" policy, wherein as much of the cockpit workload as possible is equitably 
shared among all crew members, thereby freeing up as much time as possible and 
reducing stress; 

 
D. “Clear Communications" policy, wherein intra-aircraft communications is stressed and 
questions encouraged in an effort to eliminate misunderstood communications, reduce 
workload and reduce fatigue and stress; and, 

 
E. "Sterile Cockpit" policy, wherein embarked persons in Department aircraft shall 
refrain from non-flight-critical conversation during all takeoff and landing events. 

 
 

8.2 CRM EDUCATION AND TRAINING 
 

Formal Cockpit Resource Management (CRM) Training will be conducted at least once a 
year as part of the Safety Training Program. A sign-in roster will be used to ensure all 
ASB personnel complete the training. Make up training will be conducted for personnel 
who were unable to attend the regularly scheduled training. 

 
Although formal CRM training will be conducted once a year, the ASB Safety Officer 
will assist Bureau members to continually improve their CRM skills in order to 
effectively use the elements of CRM for all aviation operations. 
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9.0 CREW ENDURANCE POLICY 
 

The Aviation Support Bureau will strictly adhere to the crew endurance policy to ensure 
the safe and effective operation of department aircraft. 

 
9.1 TERMS DEFINED 

 
Flight Crew - A crewmember is defined as a qualified person performing duties in a 
departmental aircraft, as either a pilot or tactical flight officer. 

 
Minimum Rest Period - A minimum rest period is defined as 10 hours from the time a 
crew member’s shift time ends and the time the crew member returns to begin a new 
shift. The ASB Sergeant or ASB Lieutenant can reduce the 10 hour rest period to an 8 
hour rest period on a case by case basis. 

 
Duty Time - A “workday” shall commence at the start of the employee’s work shift and 
end 24 hours later. The crewmember should not be regularly scheduled for more than a 
12 hour shift. However, due to operational necessity, the crewmember may be scheduled 
to work over 12 hours up to the maximum duty time of 16 hours. 

 
Call Out- A workday and on duty time resulting from a call out begins at the time the 
employee leaves their residence. If a crewmember is called back to work within the same 
workday, the total duty hours and flight time limitations apply. 

 
Shift Scheduling- The ASB schedule should minimize shift changes and try to keep 
crewmembers on the same shift start time for the entire scheduling period. 
Crewmembers shall not be scheduled for shift changes (i.e., evening or night shift to day 
shift) that require the crewmember to perform flight duties within ten hours from the end 
of the previous shift. 

 
 

9.2 CREW ENDURANCE 
 

Stress and fatigue caused by flight operations is dependent upon the conditions and type 
of flying being performed (i.e., day, night or Night Vision Goggles [NVG]). The 
following page will have the maximum flight time for the conditions and type of flying. 
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Day Flight = Maximum of 10 hours in a workday. 
 
 
 

Any combination of Day or Night Flight = Maximum of 7 hours in a workday. 
 
 
 

Note: The maximum amount of Night Vision Goggle (NVG) Flight will be 5 hours in a 
workday. 

 
 

Example 1: You can fly 1 hour of day flight, 5 hours of NVG, and 1 hour of unaided 
night (Equals the total combination of 7 hours day or night). 

 
Example 2: You can fly 5 hours of NVG and 2 hours of unaided night (Equals the total 
combination of 7 hours day or night). 

 
Example 3: If you have flown 8 hours of day flight, you are not allowed to fly after 
sunset since you have gone over the 7 hours of maximum day/night flight time. 

 

10 days is the maximum amount of consecutive work days a flight crewmember can 
work without a full day off. If a flight crewmember is working night shift, the following 
day after a night shift will not be considered a full day off if the flight crewmember is 
scheduled for day shift the following day. 

 

Example 1: TFO Smith worked Tuesday night. TFO Smith is scheduled to work day shift 
on Thursday. Wednesday would not be considered a day off for TFO Smith. However, 
Wednesday would not count as a workday. 

 

Example 2: TFO Smith worked Tuesday night. TFO Smith is scheduled to work 
night shift on Thursday. Wednesday would be considered a day off for TFO Smith. The 
reason Wednesday counts as a day off is TFO Smith’s circadian rhythm is not being 
interrupted. 

 
 

Crewmembers unable to comply with the provisions of this policy shall immediately 
notify an Aviation Support Bureau Sergeant. 
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10.0 “JUST SAFETY CULTURE” 
 

A “Just Safety Culture” fosters an atmosphere of trust in which people are encouraged, 
even rewarded, for providing essential safety related information, but in which they are 
also clear about where the line must be drawn between acceptable and unacceptable 
behavior. A “Just Safety Culture” does the following: 

a. Eliminates the notion that blame is a useful concept. The root cause for error will 
never be identified if the only goal is to find someone to blame. Holding 
individuals responsible for their actions is different than laying blame. 

b. Defines clear lines between acceptable and unacceptable performance. Once the 
lines have been drawn, individuals need to know what is expected of them and 
understand that they will be held accountable for their performance. 

c. In cases of non-compliance, there should be clear guidelines about what should 
happen. We often fail to determine the reason for the non-compliance. Before 
sanctions are applied, it is imperative that the reason(s) for the non-compliance be 
identified. Only then can appropriate action be taken. 

In determining accountability for actions taken some basic error concepts should be 
clearly understood. 

 
Four behavioral concepts are 
important to an understanding of 
the inter-relationship between 
discipline and safety: human 
error, negligence, reckless 
conduct, and intentional rule 
violations. 
These behavioral categories are 
presented here because they are 
the principal labels we use 
socially and legally, to describe 
blameworthy conduct. One or 
more of these behavioral 
categories will be applied in most 

mishap investigations and the label often determines when disciplinary sanction is 
appropriate. Following is a short description of each. 
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Situational Optimizing: Rules may 
be too restrictive, or there may be 
excessive demands from the 
organization. Fill out a hazard 
report and let us know. 

Organizational Optimizing: 
Organizational culture expects us to 
do it.  Fill out a hazard report 
and let us know. 

Mistakes: ‘I just screwed up’ and 
should have known better. 

 
 
 
 
 
 
 
 

Reckless Conduct  involves a 
higher degree of culpability than 
simple negligence. Gross 
negligence involves a conscious 
disregard of risk. Gross 
negligence differs from simple 
negligence in its intent. Gross 
negligence is a conscious 
disregard of a visible, significant 
risk on the part of the individual. 
For gross negligence, the 
circumstances surrounding the 
reasonably prudent person’s 
decision must have had a 

significant level of risk that was obvious. In gross negligence, the reasonably prudent 
person is aware of the risks, knows they are above what the Bureau expects of them 
and engages in the behavior anyway – it was a conscious decision to do so. 
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“Just Safety Culture” Process shown below is used when deciding which 
definition or error has taken place. 
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Appendix A 
 

Form: Risk Assessment 
 

Location: Aircraft White Binder and Mailbox inside Ready Room 
 
 

Purpose: The pilot will complete a Risk Assessment Form prior to executing any 
mission outside of routine patrol. The Risk Assessment Form will be located in both 
aircraft and the ready room for easy access. An unplanned Special Operations Mission 
(Real Event) or a Search and Rescue Mission, the Pilot/TFO must complete a Risk 
Assessment Form prior to executing the mission in order to determine the Tier Level of 
the mission (Tier 1-4). The pilot in command must decide whether the benefit of the 
mission is worth the risk associated with the mission. The purpose of the Risk 
Assessment Form is for both crewmembers to discuss risk management prior to mission 
execution. 

 
 

Intent: The Risk Assessment Form shows that Aircrews in the OCSD Aviation 
Support Bureau properly utilize the risk management process in aviation operations. 
For example, if an aircrew is determined to be at a Tier 3 Risk Level to due lack of 
crew endurance, the aircrew might call in a better rested crew to complete the mission. 
Another example is a mission might be a Tier 3 or 4 Risk Level for a specific aircrew, but 
for a more experienced aircrew the risk level might be a Tier 2. The Pilot in Command 
has the authority to decide if the mission should be accomplished. 

 
 

Example of Form: Located on the next page. 
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Appendix B 
 

Form: Operation Hazard Report (OHR) 
 

Location: Mailbox Inside Ready Room 
 
 

Purpose: When a hazardous condition is discovered or perceived, the involved 
person must try to immediately correct the situation. If the person is unable to correct the 
condition, an Operation Hazard Report (OHR) Form should be filled out and given to the 
Safety Officer in order for that hazard to be added to the ASB Hazards Log. The Hazard 
will then be given the necessary resources and tracked until completion. A hazard is 
defined as a real or potential condition that can cause injury, illness, death of personnel, 
damage to or loss of equipment or property, or mission degradation. 

 

Intent: The Operational Hazard Report (OHR) is a way for a member of the 
OCSD Aviation Support Bureau to report any condition they feel might be unsafe. 

 

Example of Form: Located on the next 2 pages. 
 

 



     

 



Page 32 of 42  
  



Page 33 of 42  

Appendix C 
 

Form: After Action Review (AAR) Form 
 

Location: Aircraft White Binder and Mailbox inside Ready Room 
 
 

Purpose: When a training event is completed, it is very important to capture areas 
during training that went well in order to sustain those areas for future training events. It 
is equally as important to capture areas in training that need to be improved for the future 
training events. Anytime there is an area during training that needs to be improved, a 
recommendation should be given on how to improve that area. 

 
 

Intent: The After Action Review (AAR) Form has blanks to be filled in after a 
training event (SWAT Live Fire, Search and Rescue Training, K-9, Bucket Training, 
Dive Team, etc.) to capture areas that went well and areas to be improved. After this 
form is filled out, it will be given to the ASB Safety Officer to be typed prior to being 
placed into the Training and Safety Binders. This AAR Form will help the Aviation 
Support Bureau utilize the risk management process by identifying hazards during 
training and by using control measures to reduce the risk of those hazards. 

 
 

 



Page 34 of 42  

 
Page intentionally left blank.



Page 35 of 42  

Appendix D 
 

Form: Risk Management Worksheet 
 

Location: Aircraft White Binder and Mailbox inside Ready Room 
 
 

Purpose: Prior to any planned mission or training event outside of routine patrol, 
a Risk Management Worksheet will be completed and approved at the appropriate level 
of authority. The ASB Safety Officer or designated representative will identify hazards 
associated with the training. The Risk Management Worksheet is a tool to assist ASB 
Members with the 5 Step Risk Management Process (1. Identify Hazards 2. Assess 
Hazards 3. Develop Controls and Make Decision 4. Implement Controls 5. Supervise 
and Evaluate). The purpose of using the Risk Management Worksheet is to identify 
hazards for a planned mission or training event and implement controls to reduce the risk 
of the training event. The Risk Management Process will help ASB Members conduct a 
mission or realistic training at an acceptable risk level by using controls to mitigate the 
risk. 

 
 

Intent: The Risk Management Worksheet is a way for ASB to document the 
5 Step Risk Management Process prior to a planned mission or training event. 

 
 

Example of Form: Located on the next page. 
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Page 37 of 42  

 
 
 

Appendix E 
 

Form: Outside Normal Operation (ONO) Form 
 

Location: Mailbox Inside Ready Room 
 
 

Purpose: The Outside Normal Operation Form should be filled out anytime a 
flight/mission cannot be completed due to a maintenance or safety issue. For the purpose 
of the form, a flight begins as soon as the starter is engaged. This form should also be 
filled out anytime there is damage to the aircraft, whether the damage occurs on the 
ground or in flight. This form should also be filled out anytime there is an injury to any 
personnel involving the helicopter on the ground or in flight. Returning to JWA due to 
weather or inoperative mission equipment is not considered to be outside of normal 
operation. This form will also be used to capture damage to ASB equipment or property. 

 
 

Intent: The purpose of the Outside Normal Operation Form is to assist the 
Aviation Support Bureau look for trends and to assist ASB with root cause analysis. By 
ASB finding a trend with root cause analysis, it will reduce the risk of a future incident or 
accident. The form is designed to capture pre-incident indicators to assist ASB to reduce 
risk in all aviation operations. Capturing data which indicate trends will allow for 
adjustment of policy, procedures or training in order to break a possible chain of events 
leading to an accident. 

 
 

Example of Form: Located on the next page. 
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ORANGE COUNTY SHER IFF'S DEPARTMENT  
AVIATION SUPPORT BUREAU 

 
OUTSIDE NORMAL OPERATION FORMI 

 
This form should be filled out anytime a flight/mission cannot be complete due to a 
maintenance or safety issue.  For the purpose of this form, a flight begins as soon as the 
starter is engaged.  This form should also be filled out anytime there is damage to the aircraft, 
whether the damage occurs on the ground or in flight.  This form should also be filled out 
anytime there is an injury to any personnel involving the helicopter on the ground or in flight.  
Returning to JWA due to weather or inoperative mission equipment is not considered to be 
outside of normal operations.  This form will also be used to capture damage to ASB equipment 
or property. 

□ FLIGHT □ GROUND (Check box that applies) 

Date/Time/AC FT TaiI #:       

Aircrew (PiIot/TFO):             

 
 

Injuries:    
 
 
 

D am age:    
 
 
 

Summary:    
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Appendix F 
 

Form: Hazards Log 
 

Location: Safety Bulletin Board and Safety Binder 
 
 

Purpose: The Hazards Log is a method used to track all hazards to ensure they are 
given the necessary resources in order to be eliminated.  A hazard is defined as any real 
or potential condition that can cause injury, illness, death of personnel, damage to or loss 
of equipment or property, or mission degradation. The Hazards Log provides a method 
for the Aviation Support Bureau to keep a record of hazards for a period of 5 years to 
ensure an identified hazard is eliminated. 

 
 

Intent: This form is a tool to assist with tracking hazards. It allows for any person 
involved with the Aviation Support Bureau to follow up on an identified hazard.  The 
normal process is an Operational Hazard Report (OHR) is submitted to the Safety 
Officer, and the hazard is assessed and placed on the Hazards Log. An expedited method 
is to the email the Safety Officer information about the hazard. The Safety Officer will 
then place the hazard onto the log. Dependent upon the priority given to the hazard, the 
Safety Officer will ensure the hazard is given the necessary resources in order to be 
eliminated. At each of the monthly safety meetings, the hazard log will be reviewed and 
updated to keep all ASB members informed. 

 
 

Example of Form: Located on the next 2 pages. The hazard log will be kept for a 
period of 5 years. Page 39 is an example of a completed page from the ASB Hazards 
Log. Page 40 is an example of the ASB Open Issues Hazards Log. The Open Issues 
Hazards Log is automatically generated showing all items of the Hazards Log that have 
not been completed.
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Appendix G 
 

Form: Management of Change Form 
 

Location: Safety Mailbox inside Ready Room 

 

 

Purpose: The Management of Change Form allows the Aviation Support Bureau to 

use a systematic approach to managing and monitoring Bureau change as part of the risk 

management process. Safety issues associated with change are identified and standards 

associated with change are maintained during the change process. Due to the nature of 

the ASB, the level of management that must approve the change is the ASB Lieutenant. 

All changes made will be discussed in detail at the following month’s safety /training 

meeting to ensure all ASB members understand the change. 

 

 

Intent: The purpose of the Management of Change Form is to document changes 

made to the Bureau in order to have a record of the changes. Some additional reasons 

for using the Management of Change Form are listed below: 

 

1. Analyzing changes in operational procedures or processes to identify 

required changes in training, documentation or equipment. 

 

2. Analyzing changes in location of equipment or operating conditions for 

potential hazards. 

 

3. Ensuring all maintenance, safety and operations manuals are kept up- 

to-date with the most current changes. 

 

4. Having a process to ensure all personnel are aware and understand 

changes in requirements, procedures and applicable maintenance and 

operations manuals. 

 

 

Example of Form: Located on the next page. 






