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Controlled copies of this manual are distributed electronically on the New Zealand Warbirds 
Association website, with controlled paper copies also available at each Warbirds base as follows: 

• Ardmore: HQ, Hangar 1, Hangar 2 - Visitors Centre 

• Tauranga 

• Masterton 

• Omaka 

 

A Safety Management System (SMS) is a systematic approach to managing safety, including the 
necessary organisational structures, accountabilities, responsibilities, policies and procedures. 

SMS goes beyond compliance with prescriptive rules and regulations, embracing the principle that 
the proactive identification of hazards and management of associated risk increases the likelihood 
of achieving safe outcomes. 

An effective SMS is woven into the fabric of an organisation.  It is part of the culture; the way people 
do their jobs.  This manual details both aviation and workplace safety protocols, providing an 
overarching and integrated approach to managing safety. 
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1 SAFETY AND ACCOUNTABILITY 
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This Safety Management System (SMS) Manual provides Warbirds with a framework and a 
consistent approach to aviation and workplace safety management. 

The following organisations are bound by this document: 

− New Zealand Warbirds Association (CAA Participant ID 35129) 

− Warbirds Ltd (CAA Participant ID 83023) 

Where the generic term “Warbirds” is used in this SMS Manual, this means either or both of the 
organisations listed above. 

Warbirds is certificated by the CAANZ under Rule Part 115, which requires a certificated Safety 
Management System (SMS).  In addition, Warbirds holds a Rule Part 149 certificate and while a 
formal SMS is not mandated, Warbirds has chosen to extend its SMS to cover all its aviation related 
activities.   

Warbirds also promote and manage workplace health and safety to the same high standard as 
aviation safety.  Where the generic term “safety” is used in this SMS Manual, this also encompasses 
“health”. 

Warbirds is based at Ardmore Airport in Auckland.  At this location this SMS Manual applies to all 
activities undertaken. Where other organisations are authorised to undertake CAANZ Rule Part 115 
or 149 activities as a Warbirds remote base, this SMS Manual applies only to those specific aviation 
activities.  Warbirds shall seek to liaise with these organisations regarding common hazards and 
interrelated safety duties, however these organisations are primarily responsible for managing their 
own workplace safety obligations. 

 

 



Warbirds SMS Manual: Rev 8   1-11 
 

© NZ Warbirds Association — 19 October 2025 

 

Safety is the primary responsibility of all personnel. Warbirds is committed to resourcing, 
implementing, developing and improving strategies, management systems and processes to ensure 
that all our aviation and work place activities achieve the highest level of safety performance. 

Our commitment is to: 

− Promote an organisational culture that recognises the importance and value of safety over and 
above regulatory compliance; 

− Clearly define for all personnel their individual safety responsibilities in support of the 
development and delivery of safety goals, objectives and performance; 

− Embedding a Reporting and Just Culture system whereby personnel are able to voluntarily 
report near misses, incidents, accidents and hazards with confidence; 

− Ensure all personnel carry out Warbirds activities in compliance with policies, procedures, 
standards and legislation; 

− Instil a continuous improvement ethos through personnel consultation, involvement, sharing 
lessons learnt and development opportunities; 

− Minimise the risks associated with aircraft operations and ground-based activities to a point that 
is as low as reasonably practicable; 

− To support the welfare of personnel, should they be harmed in the course of Warbirds activities, 
including an early return to active participation. 

− Actively develop and improve our safety processes to align with best practices; 

− Ensure all personnel are provided with appropriate safety information, training and are 
competent in safety matters. 

− Establish safety goals and objectives to drive Warbird’s safety performance; 

− Ensure that sufficient resources, including skilled and trained personnel, are available to achieve 
safety goals and objectives; 

− Conduct safety and management reviews to verify the health of the Safety Management 
System. 

 

Signed 

 

 

Frank Parker 

President and Chief Executive, New Zealand Warbirds Association 

Director and Chief Executive, Warbirds Ltd 

1st February 2018 
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Warbirds promotes a Just Culture, with an environment of trust where personnel are encouraged to 
report essential safety-related information, but in which they are also clear about where the line must 
be drawn between acceptable and unacceptable behaviour.  A Just Culture involves managing 
behavioural choices in line with Warbirds values, whilst balancing both system and individual 
accountability. 

Warbirds have adopted the Just Culture Culpability Model as published by the UK Military Aviation 
Authority.  This sets expectations for all personnel and provides a guide to assess an individual’s 
behavioural choices and the resilience of organisational systems.  Refer Annex A of this SMS 
Element. 

 

Bullying and Harassment can harm people both physically and mentally, can disrupt workplaces, 
lower performance and worker engagement.  Warbirds rely on the goodwill of it’s largely voluntary 
workforce and promote a workplace culture of dignity and respect that is free from bullying and 
harassment. 

Should an individual consider that they are being subjected to bullying and harassment, they are 
encouraged to, either: 

− Approach the person or persons responsible for the action or behaviour and make it clear that 
the behaviour is unwelcome or offensive, either verbally or in writing. 

− If the individual does not feel able or comfortable approaching the person or persons 
responsible directly, they may:  

• ask a colleague to informally raise their concerns on their behalf with the person or persons 
responsible for the action or behaviour; or 

• ask a supervisor or manager for guidance on how to resolve the situation; or 

• raise the matter formally with the Warbirds Safety Manager  

 

1.5.1. Vision 

The Warbirds vision is to “Keep ’em Flying.” 

1.5.2. Mission 

“Dedicated to the preservation of former military and classic aircraft in flying condition and maintain 
this heritage for future generations.” 

 

1.6.1. Values 

The Warbirds values are: 

− Safety 

− Integrity 

− Commitment to Excellence 

− Comradery 

From a Safety perspective the following applies to every Warbirds member, volunteer, contractor 
or employee. 
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1.6.2. What we value: 

− We act consciously every day to keep ourselves, our colleagues and the public safe. 

1.6.3. What is expected of me: 

As a Warbirds participant I: 

− Make safety my highest priority by reporting: hazards, incidents or areas of improvement. 

− Create and maintain an environment where issues can be raised because everyone 
understands their responsibility for themselves and others. 

− Am accountable for assessing risk proactively before I commence a task. 

− Lead by example, taking full responsibility for my own safe working and that of others. 

− Comply with the regulatory frameworks and ensure solutions are fit for purpose. 

− Always look to improve our safety performance whilst aiming for zero harm. 

− Participate fully in safety training and implement the lessons learnt. 

1.6.4. Warbirds Safety Goals 

− No aviation accidents 

− Increasing the safety awareness and knowledge base of all personnel 

− No serious injuries to Warbirds personnel or members of the public who interact with Warbirds 
activities 

− Encouraging an environment whereby safety has top priority and is second nature 

1.6.5. Warbirds Safety Objectives 

Warbirds will set “SMART” Safety Objectives.  These will be subject to ongoing monitoring and 
review during Annual Management Review meetings.  Refer SMS Element 7, Safety Performance 
Targets and Element 11, Management Review for additional information. 
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Chief Executive

F. Parker*

Operations 
Manager

M. Helliwell*

Tauranga Base 
Manager

Andrew Gormlie

Masterton Base 
Manager

Scott McKenzie

Omaka Base 
Manager

Ryan Southam

Airworthiness 
Controller

M. Donovan*

Standards and 
Training Manager

D. Brown*

Occurrence 
Investigator

M. Curwood*

Safety Manager

M. Curwood*

 

Roles annotated with an asterisk are Senior Persons under the respective certificate issued by the 
Civil Aviation Authority of New Zealand (CAANZ). 

1.7.1. New Zealand Warbirds Association 

Certificated under CAANZ Rule Part 149 - Aviation Recreation Organisations. 
 

 
 
 
 
 
 
 
 
 

 
Note: 
The non-Senior Person roles of General Manager and Document Controller, support 
activities across all aspects of Warbirds activities. 

 
 

1.7.2. Warbirds Limited 

Certificated under CAANZ Rule Part 115 - Adventure Aviation. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Chief Executive
F. Parker*

Operations 
Manager

M. Helliwell*

Chief Flying 
Instructor

D. Brown*

Safety Manager   
M. Curwood*

General 
Manager

K. Parker

Document 
Controller

Barry Mitchell
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1.7.3. CAANZ / Warbirds Senior Person Titles 

 
Note: 
In this SMS Manual, the term Chief Executive shall be utilised as an abbreviation for the multiple 
titles of President and Chief Executive, within the Warbirds organisation. 
 

 

1.8.1. Chief Executive 

The Chief Executive is ultimately responsible for the SMS. 

1.8.2. Safety Manager 

The Safety Manager is responsible for the management and operation of the SMS and has the 
authority to make decisions related to continuous improvement, the effectiveness and operation of 
the Warbirds SMS, along with liaising with the regulator on such matters. 

Note: 

In the absence of the Safety Manager, associated duties are transferred to the Chief Executive. 

1.8.3. All Managers and Personnel 

All managers and personnel are responsible for complying with the requirements of this SMS Manual 
and the overall Exposition suite of documents. 

 

 

The Warbirds Safety Management System follows CAANZ guidance, as published in AC 100-1. 

Element 1  – Safety Policy and Accountability 

Element 2  – Coordinated Emergency Response Planning 

Element 3  – Control of Safety Management Documentation 

Element 4  – Hazard Identification 

Element 5  – Risk Management 

Element 6  – Safety Investigations 

CAANZ Senior 
Person 

CAA Certificate Name Organisation Title(s) 

Chief Executive CAR Part 115 / 149 Frank Parker President / Chief Executive 

Flight and Ground 
Operations / 
Operations 

CAR Part 115 / 149 Mark Helliwell Operations Manager 

Crew Training / Flying 
Instruction 

CAR Part 115 / 149 Dave Brown 
Chief Flying Instructor / 
Standards and Training 
Manager 

Safety Systems CAR Part 115 / 149 Mike Curwood Safety Manager 

Maintenance Control CAR Part 115 
Milton 
Donovan 

Airworthiness Controller 

Occurrence 
Investigation 

CAR Part 115 Mike Curwood Safety Manager 
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Element 7  – Monitoring and Measuring Safety Performance  

Element 8  – Management of Change 

Element 9  – Continuous Improvement to the SMS 

Element 10  – Internal Audit Programme 

Element 11  – Management Review 

Element 12  – Safety Training and Competency 

Element 13  – Communication of Safety-Critical Information 

 

1.9.1. SMS ELEMENT INTERRELATIONSHIPS 

Interrelationships between the various SMS elements are extensive, with basic relationships 
depicted in the table below: 

SMS Element 1 2 3 4 5 6 7 8 9 10 11 12 13 

1 
Safety Policy and Accountability    ✓   ✓    ✓ ✓ ✓ 

2 
Coordinated Emergency 
Response Planning 

   ✓ ✓ ✓      ✓ ✓ 

3 
Control of Safety Management 
Documentation 

     ✓   ✓ ✓   ✓ 

4 
Hazard Identification ✓ ✓   ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ 

5 
Risk Management  ✓  ✓  ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ 

6 
Safety Investigations  ✓ ✓ ✓ ✓  ✓  ✓  ✓ ✓ ✓ 

7 
Monitoring and Measuring Safety 
Performance 

✓   ✓ ✓ ✓   ✓ ✓ ✓  ✓ 

8 
Management of Change    ✓ ✓      ✓ ✓ ✓ 

9 
Continuous Improvement to the 
SMS 

  ✓ ✓ ✓ ✓ ✓   ✓ ✓  ✓ 

10 
Internal Audit Programme   ✓ ✓ ✓  ✓  ✓  ✓ ✓ ✓ 

11 
Management Review ✓   ✓ ✓ ✓ ✓ ✓ ✓ ✓  ✓ ✓ 

12 
Safety Training and Competency ✓ ✓  ✓ ✓ ✓  ✓  ✓ ✓  ✓ 

13 
Communication of Safety-Critical 
Information 

✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓  
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Step 1 – Behavioural Choice 

 
 
 
Step 2 – Apply Tests and determine Intervention 

 
 
 

Selfish 
Rule Breaking  

Violation 

 

Recklessness 

 

Sabotage

Intended 
Action and 

Consequence 

Manage through appropriate formal 
administrative or disciplinary action.  Action to 
improve performance influencing factors may 
also be needed 
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Behaviour Intervention 

Error Review task for human performance issues, particularly if errors occur 
regularly.  Encourage reporting from personnel to uncover other potential 
error provocative tasks and near misses. 

Mistake Address cognitive errors through performance management and training. 
Encourage reporting from personnel to uncover other error provocative 
tasks and near misses. 

Situation Rule-Breaking Address any systemic problems. Encourage reporting from personnel to 
uncover other potential sub-optimal situations. Reinforce acceptable / 
unacceptable behaviour with personnel and management.  Apply 
appropriate counselling or administrative action where necessary. 

Unusual Situation Rule-
Breaking 

Review how personnel are trained to react in unusual situations.  Apply 
appropriate counselling or administrative action where necessary. 
 

Rule-Breaking to Benefit 
the Organisation 

Address any systemic problems.  Reinforce acceptable/unacceptable 
behaviour, ‘norms’ or expectations with personnel and management 
through coaching or mentoring.  Apply appropriate counselling or 
administrative action where necessary. 

Selfish Rule-Breaking Manage through disciplinary or administrative action and/or counselling.  
Action to address any systemic problems may also be necessary. 

Recklessness Manage through administrative or disciplinary action.  Action to 
address any systemic problems may also be necessary. 

Sabotage Manage through disciplinary action.  Civil and/or criminal prosecution 
may also occur.  Action to address any systemic problems may also be 
necessary. 

 
 

_______________________________ 
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2 EMERGENCY MANAGEMENT 
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Warbirds recognises that an emergency event needs to be managed in a coordinated manner to 
achieve the safest possible outcome for the personnel involved, compliance with regulatory 
mandates, protection of property, as well as the recovery of the Warbirds organisation, post event. 

This Emergency Response Plan identifies roles and responsibilities in the event of an aviation 
emergency and provides a structure for actions.  Processes and guidance for the management of 
non-aviation emergencies is also detailed.  

Warbirds personnel shall not make public any comment or statement on any incident or emergency 
to the media or any third party, other than the regulator, where this is required.  Public statements 
shall only be released by the Warbird’s Chief Executive or delegate. 

 

− CAANZ – Advisory Circular AC100-1 – Safety Management 

− CAANZ – Rule Part 12 - Accidents, Incidents, and Statistics 

− Health and Safety at Work Act, 2015 

− Fire and Emergency New Zealand Act 2017 

 

The following records shall be retained: 

− Completed checklists; 

− Meeting minutes; 

− Media statements; 

− Other supporting documentation used during the emergency. 

 

The following definitions are associated with Warbirds aviation activities: 

Accident.  An incident that is associated with the operation of an aircraft and takes place between 
the time any person boards the aircraft with the intention of flight and such time as all such persons 
have disembarked and the engine or any propellers or rotors come to rest, being an incident in 
which:  

− a person is fatally or seriously injured  

− the aircraft sustains damage or structural failure that:  

− adversely affects the structural strength, performance, or flight characteristics of the 
aircraft; and  

− would normally require major repair or replacement of the affected component— except 
engine failure or damage that is limited to the engine, its cowlings, or accessories, or 
damage limited to propellers, wing tips, antennas, tyres, brakes, fairings, small dents, or 
puncture holes in the aircraft skin; or  

− the aircraft is missing or is completely inaccessible. 

Emergency.  Whenever the aircraft pilot advises that the condition of the aircraft is, or is believed 
to be, impaired whilst in flight to the point that an emergency exists or the landing may cause an 
accident. 

First Responder. The Warbirds individual who first becomes aware of an Emergency Situation. 
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Incident.  Any occurrence other than an accident that is associated with the operation of an aircraft 
and affects or could affect the safety of operation.  

Mayday. A signal word used as a distress call to request for assistance due imminent danger to 
life or to the continued viability of the aircraft itself. 

Pan Pan. The urgency signal word indicating a safety concern on board the aircraft, or with the 
aircraft itself, but with no immediate danger to anyone's life or to the aircraft.  

Serious Incident. An incident involving circumstances indicating that an accident nearly occurred. 
The only difference between a serious incident and an accident is the outcome. 

 

Warbirds recognise that a likely and difficult emergency to manage may be associated with its 
aviation focused activities, i.e. an Aviation Incident or Accident.  While this is the focus of Warbirds 
safety management, other emergency scenarios are also accounted for, namely: Medical, Fire and 
Earthquake. 

 

Two levels of Warbirds Emergency Response are detailed below.  The focus of the default Level 1 
response is on the actions to be taken by a First Responder to address an immediate situation and 
mitigate the associated risks.  The Chief Executive or General Manager may initiate a Level 2 
response based upon the severity of the emergency or the deterioration of the emergency as first 
assessed. 

 

Level 1 Response Level 2 Response 

Potential or actual low to medium impact 
upon the Warbirds organisation, personnel, 
property and / or members of the public. 
 
e.g. 
Aircraft overdue or, small fire or notifiable 
event. 
 
 
Action 
First Responder to follow Emergency 
Response Level 1 procedures, i.e. Section 
2.13 of this SMS Element.  Potentially 
requires reporting to the regulator and 
preservation of the event site.  Ref SMS 
Element 4 for regulator reporting protocols. 
 
 
 
 
 

Actual major impact upon the Warbirds 
organisation, personnel, property and/or 
members of the public. 
 
e.g. 
Aircraft accident or facility fire which has 
resulted in significant injuries to personnel 
(notifiable event) or loss of property. 
 
Action 
Assemble the Crisis Management Team, 
comprising Chief Executive and Senior 
Managers at Ardmore No.2 Hanger (Visitor 
Centre) upstairs Meeting Room.  In the 
event of the No.2 Hanger Meeting room 
building being unavailable or inappropriate 
the Team may meet at Warbirds HQ, or 
remotely via video-conference, e.g. Zoom. 
 
Likely requires reporting to the regulator and 
preservation of the event site. 
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2.7.1. Equipment 

The Warbirds Ardmore Head Office has the following Emergency Response equipment: 

− Telephone; 

− Aviation Radio; 

− Whiteboard/s;  

− Intranet/internet access; 

− Power points for chargers for laptops, cell phones; 

− Access to Printer/Copier/Scanner; 

− Checklists contained in this Manual shall be copied/printed for use in managing the 
emergency. 

− Ardmore Airport Emergency Response Plan 

2.7.2. Documentation 

A hard copy of this Emergency Response Plan (including Check Lists) shall be kept at each 
Warbirds base, to facilitate a prompt response in the event of an emergency. 

 

The purpose of good communication when dealing with an emergency is to communicate 
efficiently, effectively and in a timely manner to the various stakeholders including Warbirds 
personnel, family members, the media, the regulator and the public, in a manner that facilitates the 
safest possible outcome and a return to normal operations as quickly as practical.   

2.8.1. Communications with the News Media 

The interaction between Warbirds and the media will be restricted to the President or delegate. In 
all dealings with the media, Warbirds shall act in a professional, coordinated manner and shall 
ensure all statements made are accurate and appropriate. 

In the event of an aircraft accident or significant workplace event, proactive communications are 
essential to avoid speculation from both internal and external sources on the gravity of the accident. 

2.8.2. Helpful Media Tips  

− The sooner the facts are presented, the better; 

− Keep calm, and take slow, deep breaths; 

− State the most important information first, then provide the background information; 

− Keep the response/s brief but long enough to help the reporter get quotes; 

− Stick to the main points – do not be drawn off track; 

− Don’t respond to unfounded stories - it only gives them credibility; 

− Do make eye contact with the reporter/s; 

− It is essential to formulate consistent messages for dissemination both internally and externally. 

If a question is not understood, ask for clarification rather than talking around it.  Likewise, if the 
answer is not immediately available, say so but try and get the answer to the reporter at a later 
stage. 
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During a Level 2 emergency response, the function and responsibility of the Chief Executive and 
the Crisis Management Team is to manage the emergency until such time it is resolved. 

2.9.1. Crisis Management Team (CMT) 

The CMT comprises of the following Warbirds Management team members: 

− Chief Executive (President) 

− Chief Flying Instructor / Standards and Training Manager  

− Operations Manager 

− Airworthiness Controller 

− General Manager 

− Safety Manager 

− Base Manager, as applicable 

Notes: 

In the absence of the Chief Executive the leading of the Level 2 emergency response shall be 
undertaken by the most qualified and experience manager available at the time, in relation to 
the nature of the emergency.  Where other members of the CMT are not available, functions 
and responsibilities detailed in this procedure shall be reassigned. 

The specific responsibilities of each CMT member are detailed in the Emergency Response 
Log, published in this section. 

2.9.2. Emergency Response Manager 

The Emergency Response Manager is an appointed role assigned to a Warbirds person by 
the Chief Executive, for the duration of the specific emergency. 

This position is responsible for the overall direction, co-ordination and scrutiny of the 
emergency response, supported by the CMT. 

2.9.3. On-Site Representative 

The Emergency Response Manager may appoint an On-Site Representative, where there is 
a requirement to attend the site of an accident, particularly if this is not at the Warbirds 
Ardmore Base.  This shall be initiated in consultation with the Chief Executive. 

The primary function of the On-Site Representative is to: 

− Support the welfare of Warbirds personnel and others involved in the accident; 

− Inspect the wreckage and/or facility and the overall scene for investigation purposes; 

− Take photos and witness statements to support a subsequent investigation. 

Note: 

Where an accident is significant, Warbirds personnel may be restricted from the accident site, 
with Police taking charge.  In addition, it is important not to disturb the accident scene, until 
advised to the contrary by the appropriate authority / regulator; e.g. Police / CAA / Worksafe 
/ TAIC 
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The Emergency Response Manager shall collate records and carry out a debrief with participants 
involved in the emergency. Lessons learnt will be incorporated into the Warbirds Emergency 
Response Plan and subsequent training. 

In addition, the Emergency Response Manager shall provide all required documentation and 
support to the Warbirds Safety Investigator and the applicable regulator, where required. 

 

Warbirds shall rehearse emergency response procedures, on an annual basis. This can take form 
of a desktop exercise (Warbirds personnel only) or an exercise including emergency services, local 
airport authority, operators etc. 

The rehearsals are designed to: 

− Familiarise personnel with responsibilities and procedures; 

− Ensure ready functionality of all equipment and facilities;  

− Expose deficiencies in the plan and its execution, and ensure such deficiencies are addressed. 

Where Warbirds has responded to an actual emergency in the previous 24-month period, a detailed 
review and debrief may also be utilised to fulfil the requirement for a rehearsal. 

In all cases, the rehearsal of emergency response procedures shall be documented. 

  



Warbirds SMS Manual: Rev 8   2-25 
 

© NZ Warbirds Association — 19 October 2025 

 

Emergency Services 

Police / Fire / Ambulance ……………………………………………….…... 111 

Airways (24 Hr) ………………………………………………………….……. 0800 626 756 

Rescue Coordination Centre (Missing/overdue aircraft) …………….....… 0508 472 269 

Civil Aviation Authority (Accident, serious incident) …….…….………...… 0508 222 433 

Worksafe (Notifiable Event – phone or online: worksafe.govt.nz) ............ 0800 030 040 

 

Warbirds Management 

Chief Executive (President) – Frank Parker ….................................…….. (027)473 6324 

Operations Manager – Mark Helliwell…………………..………………….... (021) 879 204  

Chief Flying Instructor / Standards and Training Manager – Dave Brown  (021) 784 019 

Airworthiness Controller – Milton Donovan …………………..…..…….… (021) 642 106 

General Manager – Kim Parker …………………..…………………............ (021) 880 525 

Safety Manager – Mike Curwood …………………….……………………… (021) 175-2161 

 

Warbirds Ardmore 

Warbirds Office ……………………………………..……………..……..……. (09) 298 9207 

 

Ardmore Airport 

Chief Executive Officer – Dave Marcellus ………………………….……... (021) 229 9893 

Airport Supervisor …………...……………………........ (021) 783 958 or (021) 0222 0654 

UNICOM – Allan Bostock ……………………….….…….. (09) 298 9544 / (027) 418 8083 

Tower ……………………………………………………….. (09) 296 4512 or (09) 296 4513 
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Warbirds Remote Bases (CAR Part 115) 

 
Tauranga 

Base Manager – Andrew Gormlie …..………………………….......…..…..... (021) 822 205 

Aviation Safety Co-Ord – John Ferguson.................................................... (021) 061 2239 

Tauranga Tower …………………………………...…………………………… (07) 547 4616 

Airport Rescue / Fire.................................................................................... (021) 846 429 

 

Masterton 

Base Manager – Scott McKenzie…....………………………….……………. (021) 727 734 

Safety Officer – John Bushell...................................................................... (027) 3049142 

Aerodrome Manager ………………………….…………………..…………… (027) 606 0190 

Christchurch Air Traffic Services Centre…………………………...………… (03) 358 1694 

 

Omaka 

Base Manager – Ryan Southam …............................................................. (027) 318 7934 

Woodbourne Control Tower …………………………………………..……….. (03) 572 6006 

  



Warbirds SMS Manual: Rev 8   2-27 
 

© NZ Warbirds Association — 19 October 2025 

 

The first person who becomes aware of a developing or actual emergency shall respond as follows: 

Medical Emergency 

• Ensure your own safety first 

• Provide First Aid 

• Dial 111 and ask for ambulance 

• Inform management 

• Complete HERO Form (ref SMS Element 4) 

 

Fire Emergency 

• Follow the building Evacuation Plan, including: 

• Activate the nearest Fire Alarm and shout “Fire” 

• Only attempt to extinguish the fire if it is small and your safety is not compromised 

• Evacuate, closing doors behind you 

• Assemble at nominated Assembly Point 

• Call 111 and ask for Fire 

• Inform management 

 

Earthquake 

• If inside, stay inside 

• DROP, COVER, HOLD 

• If inside, once shaking has stopped, evacuate the building 

 

Aircraft Incident / Accident 

• Missing / Overdue aircraft 

i. Attempt to establish communications with aircraft 
 

ii. If unable, liaise with: 
 

UNICOM - reports from other aircraft 
 

ATC - radar tracking / SSR 
 

iii. If still unable 
Call Rescue Coordination Centre, providing details of 

− Aircraft 

− Intended flight plan 

− Persons on board 
 

iv. Notify management, including Base Manager where applicable. 
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• In Flight Emergency – (Declared emergency) 

i. Establish nature of emergency 
 

ii. Call Airport Tower (if at a controlled airfield) and advise: 

− Nature of emergency 

− ETA 

− Location / Runway 

− Aircraft 

− Persons on board 
 

iii. Call 111, ask for FIRE and advise: 

− Nature of emergency 

− ETA 

− Location / Runway 

− Aircraft 

− Persons on board 
 

iv. Notify management, including Base Manager where applicable. 
 

• Aircraft Accident 

i. Call 111, ask for FIRE and advise: 

− Nature of emergency 

− Location / Runway 

− Aircraft 

− Persons on board 
 

ii. Notify Warbirds Management, including Base Manager where applicable and 
complete First Responder Checklist ERP001. 

 
 

 

Checklists ensure tasks are achieved in a systematic and consistent way and are the primary 
documents to be used in an emergency.  For Level 2 Emergency Response, Warbirds shall utilise 
the Emergency Response Log as published in this section.  This will act as a prompt, rather than 
the only way to manage the emergency. 
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 Emergency First 
Responder 

Quick Reference Guide 

 

Form SMS 2.1 

Rev 8 

Date: 19 October 2025 

 

1. The 4 P’s! 

1. Protect yourself 
3. Prevent escalation of the 

situation 

2. Protect others 
4. Preserve the Incident / Accident Scene 

 

2. Emergency Contacts 

• Police, Fire, Ambulance  

• Chief Executive / President  

• General Manager  

• CFI / S&T Manager 

• Operations Manager  

• Safety Manager 

• Base Manager – Tauranga  

• Base Manager – Masterton 

• Base Manager – Omaka 

 
Frank Parker 

Kim Parker  

Dave Brown 

Mark Helliwell 

Mike Curwood 

Andrew Gormlie 

Scott Mckenzie 

Ryan Southam 

111 

027 473 6324 

021 880 525 

021 784 019 

021 879 204 

021 175 2161 

021 822 205 

021 727 734 

027 318 7934 
 

3. Medical Emergency 

• Provide First Aid (Note: Defibrillator in Ardmore Visitor Centre entrance.) 

• Dial 111 and ask for ambulance 

• Inform management 
 

4. Fire Emergency 

• Follow the building evacuation plan, including: 

• Activate nearest Fire Alarm and shout “Fire” 

• Only attempt to extinguish fire if it is small and safe to do so. 

• Dial 111 and ask for Fire & Emergency 

• Evacuate, closing doors behind you.  Inform management 
 

5. Aircraft Incident / Accident 

• Dial 111 and ask for Fire & Emergency, if required 

• Inform management 
 

6. Earthquake 

• If inside, stay inside.  DROP, COVER, HOLD 

• Once shaking has stopped, evacuate the building 
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Level 2 Emergency Response 
Log 

 

Form SMS 2.2 
Sheet 1 of 3 

 Initial Issue  

Date: 30th Dec 2020 
 

INTRODUCTION 

This Emergency Response Log provides the basis for managing an aviation related emergency, but 
may also be used as a guide for other types of emergencies.  It acts as a prompt, rather than the only 
way to manage the emergency.  Multiple copies may be printed off to allow recording of actions by the 
various members of the Crisis Management Team.  Each copy shall be tracked and collated.  In the 
absence of individual members of the team, responsibilities shall be reallocated. 

Assigned To  
 

RESPONSIBILITY AND ACTIVITY (Refer Section 2.12 Emergency Contacts) 
ACTION TIME / 
DATE OR N/A 

 
Chief Executive 

Assemble Crisis 
Management Team 

  

Appoint Emergency 
Response Manager 

  

Contact / meet with 
next of kin 

  

Issue briefing to staff & 
committee. 

  

Issue Press Release / 
Media Statements(s) 

  

Contact Insurer   

Other _____________   

 
Operations Manager  

Aircraft, Crew and Passenger Details 

Type / Registration   

Secure Flight / Flight 
Following Records 

  

Pilot / Pax Names   
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Level 2 Emergency Response 
Log 

 

Form S2.2 
Sheet 2 of 3 

 Rev 1  

Date: 23rd Aug 2019 
 

RESPONSIBILITY AND ACTIVITY (Refer Section 2.8 Emergency Contacts) 
ACTION TIME / 
DATE OR N/A 

 
Flight / Emergency 
Details 

  

 
Advise and / or Maintain Lines of Communication 

Emergency Response 
Manager 

  

Chief Executive Officer   

Police   

Rescue Coordination 
Centre 

  

Other _____________   

 
Safety Manager 

Report to Authorities 

Civil Aviation Authority   

Worksafe   
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Level 2 Emergency Response 
Log 

 

Form S2.2 
Sheet 3 of 3 

 Rev 1  

Date: 23rd August 2019 
 

RESPONSIBILITY AND ACTIVITY (Refer Section 2.8 Emergency Contacts) 
ACTION TIME / 
DATE OR N/A 

  
 

General Manager 

Assist Chief Executive 
to assemble Crisis 
Management Team 

  

Arrange enhanced 
Base Security 

  

Arrange family support 
facilities. 

  

Arrange catering for 
families and also Crisis 
Management Team 

  

Other ____________   

  
Training Manager / CFI 

Secure personnel 
training records 

  

Other ____________   

  
Maintenance Controller 

Secure maintenance 
records 

  

 
Additional Log of Events / Actions / Phone Calls (Use additional sheets as required) 
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SAFETY MANAGEMENT SYSTEM 
MANUAL 
 
 
 

3 CONTROL OF DOCUMENTATION 
 

  



Warbirds SMS Manual: Rev 8   3-33 
 

© NZ Warbirds Association — 19 October 2025 

 

Warbirds maintains a set of manuals and forms which provide a framework for conducting aviation 
related activities.  These documents are collectively termed Expositions and are subject to 
acceptance and audit by the CAA. Warbirds shall ensure all amendments made to these documents 
are controlled in accordance with this procedure. 

 

The Manual Owner is responsible for: 

− Ensuring manuals are effective, relevant and compliant with regulatory requirements; 

− Carrying out Annual Reviews 

The Document Controller is responsible for: 

− Gaining regulatory approval, with the assistance of the Manual Owner, where this is 
required prior to publication. 

− Compiling and publishing the manual. 

Note: 
In the case of this Safety Management System Manual, responsibilities of the Document 
Controller are delegated to the Safety Manager. 

 

3.3.1. Initiating an Amendment 

Changes to Warbirds manuals may be requested by any of Warbirds personnel, for any reason, 
utilising the Exposition Change Form SMS 3.1 (Ref Annex B of this SMS Element).  Reasons for 
amending a manual may include: 

− Changes to company policy, procedures and capabilities; 

− Procedure changes to improve aviation safety; 

− Changes required as a result of audits or investigations; 

− Changes to legislation; 

− Continuous Improvement initiatives, such as clarification to a procedure; or 

− Changes resulting from the annual review, required by this procedure. 

3.3.2. Identifying Changes 

Changes to Warbirds manuals shall be identified by one or more of the following, as applicable: 

− Change in Revision Status 

− Vertical revision bars in margins 

− Revision to List of Effective Pages 

− Issue of a Change Notice 

Note: 
Consequential adjustments to numbering where there has been no actual change to content 
does not constitute a change which shall be identified. 
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3.3.3. Annual Review of Expositions 

Each Manual Owner is responsible for conducting an annual review of their Exposition.  
Completion of a review is recorded via the Check Box on Form SMS 3.1.  The review will consist 
of: 

− Reviewing policy and procedures for applicability and ensuring they are effective and 
relevant; 

− A check to ensure regulatory compliance is maintained throughout the certification lifecycle, 
which will provide a starting point for any subsequent recertifications. 

3.3.4. Regulatory Acceptance 

All manuals must be accepted by the regulator.  In most cases this acceptance is a passive 
process, which simply involves sending a copy of the amended document to the regulator as 
part of the publication process.  CAA Rule Parts 115 and 149 detail exceptions to this, where 
amendments require acceptance prior to publication. 

3.3.5. Forms 

Forms are part of the total Exposition.  While these are also subject to continual acceptance by 
the CAA and review during audits, these lower level documents are typically not sent to the 
regulator as part of the publication process.  Warbirds will however also control the creation, 
amendment and distribution of forms in the same way as manuals. 

 

The Document Controller is responsible for the publication and distribution of Warbirds manuals.  
The prime method of distribution is electronic, via the Document Library on the Warbirds 
website.  Where paper copies are provided, these shall be kept to a minimum and controlled. 

 

In addition to the publication process, which includes highlighted changes, amendments to 
manuals may be drawn to the attention of relevant Warbirds personnel as follows: 

− Discussion during Warbirds meetings 

− Personnel training sessions 

− Notification to all Warbirds personnel via the “Ops Order” newsletter 

− Notices displayed on Safety Boards 

− Email sent to personnel advising that a manual has been updated 

 

Warbirds shall maintain records associated with its Safety Management System.  Records shall 
be kept for at least the minimum period specified by the regulator, or indefinitely where this is 
feasible.  Where records are in paper format they shall be protected from damage, alteration 
and theft.  Records kept in an electronic format shall be secure and backed up.  Responsibility 
for the retention of records rests with the applicable Manager. 

The Documentation Controller shall retain records of the manual / form amendment process, 
including the completed SMS Form 3.1 and supporting documentation. 
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Manual and Associated Forms Owner 

Warbirds Ltd   

Management Manual Chief Executive 

Operations Manual Operations Manager 

Forms & other Controlled Documents Operations Manager 

Maintenance Manual Airworthiness Controller 

SMS Manual* Safety Manager 

  
NZ Warbirds Association  

Aviation Recreation Organisation Exposition Chief Executive 

Training and Procedures Manual Chief Flying Instructor 

 
*Note:  SMS Manual applies across all Warbirds activities 
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SAFETY MANAGEMENT SYSTEM 
MANUAL 
 
 
 

4 HAZARD IDENTIFICATION 
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Hazard identification is a fundamental and continuous component of an effective Safety 
Management System (SMS).  For the SMS to be effective Warbirds shall identify the safety hazards 
and ensure controls are in place to manage the associated risk(s). 

Warbirds is committed to maintaining and fostering a safe reporting environment through its “Just 
Culture” policy as published in SMS Element 1 of this manual, encouraging every opportunity to 
identify hazards, reduce risk and prevent harmful incidents.  

Hazard identification is based on a combination of reactive, proactive and predictive methods of 
safety data collection. 

 

The Safety Manager is responsible for: 

− The oversight and coordination of the hazard identification process. 

− Forwarding to the regulator details of those hazards which must be mandatorily reported, 
to either the CAANZ or Worksafe. 

All Managers are responsible for: 

− Encouraging personnel to report safety hazards. 

− Implementing controls as required to reduce risk to as low as reasonably practicable. 

All Personnel are responsible for: 

− Identifying and reporting hazards, incidents, accidents, defects and continuous 
improvement opportunities. 

 

− CAANZ Rule 100.3(a)(2) 

− ICAO Annex 19, Appendix 2 

− ICAO Doc 9859, Safety Management Manual 

− CAANZ AC100-1 Safety Management Advisory Circular 

− CAANZ Rule Part 12 and AC12-1 Mandatory Occurrence Notification and Information 
Advisory Circular 

− Health and Safety at Work Act 2015 

− Health and Safety at Work (Hazardous Substances) Regulations 2017 

 

Hazards, in the context of an efficient risk-based SMS, are considered to be the source of safety 
risks, or something which may cause harm. 

The term hazard reflects those conditions which could cause or contribute to unsafe operation of 
aircraft or aviation safety-related equipment and general ground-based activities. 

A hazard is any real or potential condition that can cause injury, illness, or death to people; damage 
or loss of a system, equipment, or property; or damage to the environment.  A hazard is a 
prerequisite to an accident or incident. 

Relationship between a Hazard and a Risk - a hazard is something with the potential to cause 
harm, and Risk is the potential outcome of a hazard derived through a combination of consequence 
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and likelihood. For example; an uneven runway surface would be considered a hazard, but the risk 
comes from operating on that runway; there is no risk if the runway is not used. 

Aviation Safety Hazards are those conditions which could cause or contribute to unsafe operation 
of an aircraft or aviation safety-related equipment. 

Personal Injury Safety / Health Hazards on the other hand, affect individuals but have limited 
potential impact on flight safety.  Personal safety / health hazards may lead to incidents such as 
slips, trips, falls, hearing damage and manual handling injuries. 

A Near Miss is an unplanned event that did not result in damage, an unairworthy aircraft, deviation 
from the intended flight path, or personal injury – though had the potential to do so. Near miss 
reporting is vitally important to assist in the prevention of more serious events.  The only difference 
between a near miss and an accident is the outcome. 

An Error is an action or inaction by a person that leads to deviations from the organisational or the 
person’s intentions or expectations. Errors must be identified, reported and analysed so that 
appropriate remedial action can be taken. Errors can be divided into the following three categories:  

− Slips and Lapses are failures in the execution of the intended action. Slips are actions that 
do not go as planned, while lapses are memory failures. For example, operating the flap 
lever instead of the (intended) gear lever is a slip. Forgetting a checklist item is a lapse. 

− Mistakes are failures in the plan of action. Even if execution of the plan were correct, it 
would not have been possible to achieve the intended outcome. 

 

4.5.1. Hazard Reporting Protocol 

The Warbirds safety hazard reporting system is designed to ensure the capture of all safety (aviation 
and workplace) related information and improve safety through timely identification of hazards and 
system deficiencies.  It plays an essential role in accident prevention enabling the identification of 
appropriate remedial actions, prompt analysis of safety data and the exchange of safety information 
within the Warbirds organisation and externally with other organisations. 

Safety hazard reporting includes a confidential reporting option where the reporter can elect not to 
be identified.  All “Confidential” reports should be directed to the Safety Manager and the reporter 
should clearly state that it is a “Confidential” report at the outset when submitting the report.  
Confidential reports protect the reporter’s identity when processing the report and no disclosure will 
be made without specific and prior approval from the reporter. 

Upon receiving a safety hazard report the reporter will be notified upon initial receipt of the report, 
with further communication on the completion of any resultant actions. 

4.5.2. Reporting 

Safety hazard reporting is one mechanism used in hazard identification.  Hazards can be identified 
through the following reporting: 

− General Hazard Reporting, utilising Form SMS 4.1  

Warbirds utilise the Hazard and Event Report / Observation (HERO) Form SMS 4.1 as the 
routine mechanism for all personnel to identify and record hazard and other matters.  Ref Annex 
1 for sample form. 

Safety hazard reports shall be disseminated to the Managers responsible for the activity, 
allowing specific safety risks to be highlighted; for assessment, action and feedback.  Timely 
feedback of resultant actions taken to the personnel submitting reports is critical in maintaining 
a positive and effective safety culture and also closes the loop. 
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− Aviation Incident/Occurrence Reports, utilising Form CA005  

Personnel are encouraged to report incidents as soon as is practicable, ideally within one to two 
days.  While there is a 14 day window for reportable incidents to be notified to the CAA, along 
with a 10 day window for accidents to be reported, prompt initial reporting will not only aid 
compliance, but will allow prompt action to be taken to mitigate identified hazards. 

While all reporting is encouraged, the threshold for mandatory reporting of aviation incidents is 
as follows: 

• A defective condition; or 

• An unsatisfactory behaviour; or 

• A procedure; 

which did not immediately affect the safety of an aircraft operation, but which if 
allowed to continue uncorrected or which, if repeated in different, but likely 
circumstances, would affect the safety of the aircraft operation. 

The responsibility for reporting to the CAA rests with the individual who identifies an issue.  
Where this is associated with a Warbirds certificated activity (i.e. Aviation Event or Adventure 
Aviation), a copy of the report shall also be forward to the Safety Manager. 

− Aviation Defect Reports, utilising Form CA005D 

The threshold for mandatory reporting of defects is as follows: 

• Significant deterioration, defects, or damage found during routine maintenance, 
being of a nature or type not normally expected to arise from normal service 
operation. 

The responsibility for reporting to the CAA rests with the individual who identifies an issue.  
Where this is associated with a Warbirds activity (i.e. Aviation Event or Adventure Aviation), a 
copy of the report shall also be forward to the Safety Manager. 

A defective product or component that is associated with the defect incident shall be retained 
for a period of at least 14 days after submitting the report unless otherwise notified by the CAA. 

− Health and Safety - Notifiable Event 

Notifiable Events are defined in the Health and Safety at Work Act 2015, s23, 24 and s25.  These 
are typically associated with significant injuries to people or certain near-misses.  Per Section 
55 and 56 of the Act, these must be notified to the regulator and the site of the accident / near-
miss preserved to aid the investigation process.  The Safety Manager is responsible for 
assessing submitted Form SMS 4.1 HERO reports and where required notify Worksafe, or in 
the case of an operational aircraft, the CAA.  Notification shall also be made to the Warbirds 
Chief Executive. 

Given that prompt action is important in such matters, any Warbirds personnel who becomes 
aware of a potentially notifiable event should seek to contact the relevant manager by phone, 
ASAP.  Ref SMS Element 2 for Emergency Response contact phone numbers. 

• Notifiable event.  Any of the following events that arise from work: 

(a) the death of a person; or 

(b) a notifiable injury or illness;(ref below) or 

(c) a notifiable incident (ref below). 

• Notifiable injury or illness 

(a) any of the following injuries or illnesses that require the person to have 
immediate treatment (other than first aid): 

(i) the amputation of any part of his or her body: 
(ii) a serious head injury: 
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(iii) a serious eye injury: 
(iv) a serious burn: 
(v) the separation of his or her skin from an underlying tissue (such as 

degloving or scalping): 
(vi) a spinal injury: 
(vii) the loss of a bodily function: 
(viii) serious lacerations: 

(b) an injury or illness that requires, or would usually require, the person to be 
admitted to a hospital for immediate treatment: 

(c) an injury or illness that requires, or would usually require, the person to have 
medical treatment within 48 hours of exposure to a substance: 

• Notifiable incident. 

An unplanned or uncontrolled incident in relation to a workplace that exposes a 
worker or any other person to a serious risk to that person’s health or safety 
arising from an immediate or imminent exposure to: 

(a)  an escape, a spillage, or a leakage of a substance; or 

(b)  an implosion, explosion, or fire; or 

(c)  an escape of gas or steam; or 

(d)  an escape of a pressurised substance; or 

(e)  an electric shock; or 

(f)  the fall or release from a height of any plant, substance, or thing; or 

(g)  the collapse, overturning, failure, or malfunction of, or damage to, any plant that 
is required to be authorised for use in accordance with regulations; or 

(h)  the collapse or partial collapse of a structure 

 

Identification of hazards is a pre-requisite of safety risk management; only when hazards are 
identified can they be effectively managed.  Systematic identification of safety hazards across the 
various areas of operation that could harm people, equipment, property or the environment is 
required to ensure an efficient and effective SMS. 

Hazards within the Warbirds environment can be classified into two main groups, aviation safety 
hazards and personal injury safety / health hazards.  It is important to understand the difference 
between the two as they give rise to different risks with different consequences, and therefore the 
management of personal injury safety risks does not necessarily indicate appropriate management 
of aviation safety risks.  In this context, some hazards can generate both an aviation safety risk 
and/or a personal safety risk, both of which need to be managed.  An example would be an 
inadequate working at height stand where the personal injury safety hazard relates to a fall from 
height and the aviation safety hazard relates to poor access provided to carry out maintenance / 
inspections correctly. 

Warbirds may also utilise subject matter experts to assist in identifying and / or quantifying certain 
hazards. E.g. Noise Monitoring or Hazards Substances. 

Hazards can be identified reactively, proactively and predictively from a range of sources.  Both 
reactive and proactive reporting methods provide an effective means of identification. 

The proactive approach to hazard identification is the preferred method as the hazard is recognised 
and managed before it can result in an incident / occurrence. 
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Figure 1: Three Complementary Approaches for Hazard Identification 

 
 

4.6.1. Reactive Hazard Identification 

This methodology involves analysis of past outcomes or events such as: 

− SMS Form 4.1 HERO Reports 

− CA005 Occurrence Reports 

− CA005D Defect Reports 

4.6.2. Proactive Hazard Identification  

This methodology involves analysis of existing or hypothetical situations, including:  

− SMS Form 4.1 HERO Report 

− Continuous Improvement initiatives 

− Surveys and audits 

− Task Analysis 

− Feedback from training 

− Aircraft maintenance reviews 

− Investigation Reports 

4.6.3. Predictive Hazard Identification  

This methodology involves data gathering in order to identify possible negative future outcomes or 
events, analysing system processes and the environment to identify potential future hazards and 
initiating mitigating actions using; 

− Statistical analysis of the safety database, and 

− Information sharing and exchange systems (to similar or related organisations, regulators, 
etc.) 

Where risks are identified, safety controls are generated and tracked to completion to minimise 
recurrence. 

4.6.4. Hazard / Risk Workshops 

Warbirds may also conduct Hazard / Risk Workshops to cover specific projects, such as the running 
of an Open Day or Airshow. 
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4.6.5. Recording of Hazards / Risks 

The output of the Hazard Identification and Risk Assessment (ref SMS Element 5) process will be 
fed into the Warbirds Hazard / Risk Register Tool.  This is an Excel Spreadsheet with embedded 
functionality, where identified Hazards are recorded, Risks Assessed and Controls to mitigate risk 
are documented.  The Warbirds Safety Manager is the custodian of the Hazard / Risk Register Tool; 
however, all Warbirds Managers shall develop content within the scope of their influence and 
responsibility. 

 

Warbirds hold a limited amount of hazardous substances on its Ardmore site, generally in the form 
of petroleum products and cleaning products.  Warbirds shall identify and control these hazards as 
follows: 

− An inventory of hazardous substances will be maintained and made available to Fire and 
Emergency, if and when required.  This inventory reflects the maximum quantity of each 
substance likely to be held on site.  This shall not be deviated from without first consulting 
the Safety Manager, to ensure that appropriate controls remain effective and compliance 
with the Health & Safety at Work (Hazardous Substances) Regulations 2017 is assured.  
Refer Annex B of this SMS Element. 

− Safety Data Sheets for each hazardous substance will be readily available to personnel via 
the Document Library on the Warbirds website. 
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Name Classification Maximum Quality Location 

Paragon – 
decarboniser / cleaner 

T/L: 6.1E, 6.3B, 6.4A, 
6.5B, 6.6A, 6.7A, 6.8A, 

9.1B, 9.2B 

B/L: 6.1D, 6.6B, 6.7B, 
6.8C, 6.9B, 8.2B, 8.3A, 

9.3C 

400 L 

Hanger 2 – ground 
floor workshops 
adjacent to De 
Havilland Lane 

Petrol / Avgas 3.1A, 6.1E, 6.3B, 6.7B, 
6.8A, 9.1B 

40 L 

Diesel 3.1D, 6.1E, 6.3B, 6.7B, 
9.1B 

400 L 

Kerosene / Jet A1 3.1C, 6.1E, 6.3B, 9.1B 400 L 

 

Note: 

In addition to the inventory above, the following substances are held at various Warbirds premises 
at Ardmore, but are not required by regulation to be specified:  

− Fuel contained within and used as the motive power for vehicles or aircraft. 

− AeroShell 100 Oil, (Mineral lubricating oil for aircraft piston engines), as this substance is 
not classified as hazardous. 
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Risk management is an integral part of Warbirds activities.  Warbirds will actively manage aviation 
operations and ground-based activities, accepting an appropriate level residual risk. Warbirds will 
not conduct activities where the residual risk is greater than Medium. 

From reported hazards (ref SMS Element 4) risks will be assessed and managed as a core 
management responsibility.  Warbirds shall take a conservative and prudent approach to controlling 
and mitigating its risks using the “ALARP” (as low as reasonably practicable) principle. 

Risk management processes and systems assist Managers to focus on uncertainties and 
vulnerabilities associated with the future, thereby improving the likelihood of meeting safety and 
other objectives. 

 

Warbirds Committee is responsible for: 

− Assessing and monitoring strategic risks and ensuring management maintains an effective 
risk management framework. 

Chief Executive is responsible for: 

− Ensuring safety risks are identified, evaluated and that effective responses are developed. 

Safety Manager is responsible for: 

− Acting as the custodian of the “living” Hazard / Risk Register Tool for Warbirds activities. 

Managers are responsible for: 

− Employing the Warbirds risk management process within their area of control to aid in the 
achievement of key objectives.   

− Ensuring risk has been adequately assessed and managed and is part of all key decision-
making processes. 

All Personnel are responsible for: 

− Participating in risk management processes, where applicable. 

 

− Australian / New Zealand Standard on Risk Management, AS/NZS ISO 31000:2009  

− Warbirds SMS Manual Element 4: Hazard Identification 

− Warbirds SMS Manual Element 8: Management of Change 

− Warbirds SMS Manual Element 10: Internal Audit Programme 

− Health and Safety at Work Act 2015 

− CAANZ Advisory Circular 100-1 
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Risk is the assessed potential for adverse consequences resulting from hazards, which can arise 
from internal factors (human errors, processes, systems and equipment) or external factors (such 
as disruptive events or outsourced services). 

Risk can also be defined as the effect of uncertainty on the achievement of Warbirds Safety Goals 
and associated Safety Objectives. 

A Risk is the chance, high or low, that any hazard will actually have an adverse impact. 

Note: 
Warbirds also manages non-safety related risks, such as financial stability.   While the principles are 
similar to the management of safety risk, this is not the focus of this SMS Manual. 

 

Risks are associated with: 

− Event - something that has occurred as a result of a hazard. e.g. Incorrect aircraft loading 
and distribution. 

− Consequence - outcome or impact on a range of stakeholders and assets e.g. aircraft 
damage and / or harm to people. 

− Likelihood - is the chance of something happening. 

− Cause - what and why, usually a string of direct and latent conditions that has contributed 
to the event. e.g. design, human interaction, inadequate training, resourcing. 

− Risk Rating is the combination of Likelihood and Consequence resulting in a score from 
the risk matrix. 

− Prevention Controls are controls implemented to reduce the likelihood from occurring.  

− Recovery Controls are controls designed to recover from an undesirable event and return 
the operation back to business as usual. 

− Hazardous Event Description is the situation that can cause the undesired consequence. 
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5.5.1. Level of Risk Management 

Level 1 

At a basic level Risk Management is simply a state of mind, or an awareness, that unidentified or 
unmanaged hazards and associated risk can impact upon safety objectives.  Hence Risk 
Management can be accomplished by anyone, at any time. 

Level 2 

Risk Management can also be a routine activity of work teams, e.g. Team Meetings, Pilot Briefings, 
Event Planning Meetings, etc.  On such occasions, Hazard Identification and associated Risk 
Management should be recorded in minutes. 

Level 3 

Formalised Risk Management can be applied to Operations or one-off Projects.  The process for 
this is defined as follows: 

 

 

 

 

 

 

 

 

 

 

5.5.2. Involve, Communicate and Consult 

The management of risk starts by involving and communicating with internal stakeholders (e.g. 
management and other personnel) and applicable external stakeholders (e.g. regulators, suppliers, 
associated organisations).  This communication and consultation seeks to: 

− Improve people’s understanding of risks and the process 

− Ensure that varied views of stakeholders are considered, and 

− Ensure that all participants are aware of the roles and responsibilities 

To do this Warbirds will: 

− Identify the stakeholders and their objectives 

− Understand their point of view 

− Develop a plan to continue the process  

The plan will provide information to support: 

− The understanding of the risk 

− The promotion of risk ownership 

− The decisions and plans made to control the risk 

 

Involve, 
Communicate 
and Consult 

Ongoing 
Monitoring 
and Review 

Prepare by Establishing the Context 

Identify the Risks 

Analyse and Evaluate the Risks 

Decide what to do and Reduce the Risks 
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5.5.3. Prepare by Establishing the Context 

Defining the external environment: 

• Safety, business, social, regulatory, competitive 

• Strengths, weaknesses, opportunities and threats, and 

• Key organisational and business drivers 

Establishing the internal environment including: 

• Culture and Structure 

• Resource capabilities (including people, systems, and processes), and 

• Warbirds strategic goals and objectives 

5.5.4. Identify the Risks 

Reactive Risk Management 

This is a result of hazard reports raised, refer to Element 4. 

Proactive Risk Management 

Warbirds shall apply this process to: 

• Identified organisational / business opportunities 

• A project or new initiative 

• Establish operational plans to achieve our objectives 

• Assess and mitigate safety risks associated with third party contractors and 
suppliers  

• The process asks the following questions about the key risk components: 

What is the hazard associated with the risk? 

What might happen, that could: 

i. Adversely impact upon safety, either in Warbird’s aviation 
operations, or in the work place. 

ii. Increase or decrease the effective achievement of safety? 

What would the effect be on safety objectives? 

When, where, why, how are these risks likely to occur? 

Who might be involved or impacted? 

What controls exist to reduce this risk? 

What could cause the control not to have the desired affect? 

Have the right people been involved in the identification process? 

5.5.5. Analyse and Evaluate the Risks 

• How effective are the current controls?  Challenge the controls to determine if 
they are reducing the risk to “as low as reasonably practicable” (ALARP) by 
considering: 

Are the controls meeting applicable legislation, codes of practice and industry 
standards? 

Do the controls represent good practice? 

Has the control environment changed and if so, are the controls still fit for purpose? 
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Are we monitoring / reviewing / testing the key controls? 

Do we have any outstanding action items from audits, reviews, incidents or 
investigations? 

In recent occurrences did our controls work as intended? 

5.5.6. What is the current Risk Rating? 

• Refer to the Risk Matrix (Section 5.10) to consider consequences and likelihood 
and determine the Risk Rating (Low, Medium, High or Critical and score). 

5.5.7. Decide What to Do and Control the Risks 

• Determine options for controls and consider costs versus benefits.  Are the 
controls effective and are there any gaps? 

• Warbirds shall apply the Hierarchy of Risk Control, as depicted below in 
managing Hazards and associated Risk. 

 

 

 

Following completion of a Risk Assessment, each risk will be assigned an acceptability 
rating: 

• Acceptable – All risks rated as Low will be considered Acceptable.  Some 
aspects of controls may still require improvement.   

• Risks rated as Medium will generally also be considered Acceptable but may 
require improvement or additional controls to be put in place.  Even where risk 
has been reduced to as low as reasonably practicable, representing good 
practice, these controls are subject to regular review and testing. 

• Unacceptable – All risks rated as High or Critical will be considered 
Unacceptable.  These risks must be treated to reduce the risk rating. 

 



Warbirds SMS Manual: Rev 8   5-52 
 

© NZ Warbirds Association — 19 October 2025 

 5.5.8. Ongoing Monitoring and Review 

Warbirds shall monitor, review and report on risks and controls, for the purposes of: 

• Ensuring that controls are effective, and continue to be so; 

• Obtaining further information to improve risk assessment; 

• Analysing and learning lessons from events, incidents, changes, trends, 
successes and failures; 

• Detecting changes in the external and internal context, including changes to 
risk criteria and the risk itself which can require revision of controls and 
priorities; and 

• Identifying emerging risks. 

The methods for ongoing monitoring and review will include: 

• Investigation corrective and preventative actions; 

• Debrief following an Open Day / Airshow; 

• Audits both internal and external; 

• Debrief after an Aviation or Health and Safety related occurrence 

• Warbirds SMS Form 4.1 HERO Reports; and  

• Formal review of risk registers. 

Risks which are identified as Low and remain as Low over a 24-month period may be 
removed from the Hazard / Risk Register Tool and archived by the Safety Manager. 

 

The Warbirds Hazard / Risk Register Tool is an Excel spreadsheet with imbedded functionality and 
is the “living” risk register for all routine activities.  Warbirds may utilise additional formats and risk 
registers for specific projects, new ventures and change management. 

The Safety Manager is the custodian of the Warbirds Hazard / Risk Register Tool, which is updated 
on a continuous basis and subject to a general review annually prior to reporting to at the 
Management Review Meeting. 

 

The populated Hazard / Risk Register Tool shall be utilised by Warbirds to maintain awareness of 
identified Hazards, Risks and Controls, as follows: 

− Health and Safety; - displayed in hardcopy on Safety Notice Boards and / or on the Warbirds 
website. 

− NZCAR Part 115; - utilised during reviews, audits and when establishing new locations to 
conduct adventure aviation activities, specifically A to A rides in Warbirds Aircraft. 

− NZCAR Part 149; - utilised during the Aviation Event planning process, to ensure that known 
hazards and risks continue to be appropriately managed. 
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A core activity of Warbirds is the running of Open Days / Airshows.  These are a specific but 
intermittent activity where hazards and risks require particular attention due to the potentially large 
numbers of the public in attendance, interacting with aviation focused activities.  In such situations 
an Event Safety Management Plan shall be utilised to document identified hazards, risks and 
controls.  Warbirds shall engage with and share its Event Safety Management Plan with associated 
organisations. 

 

Warbirds shall manage safety risks associated with its activities and that of visitors to the Ardmore 
Base. 

5.8.1. Contractors 

Contractors who arrive on-site to carry out specific activities shall receive a Contractor Induction, 
following which they shall be permitted to undertake agreed work unsupervised.  Repeat visits within 
a 12-month period will not trigger a repeat Contractor Induction, however sign-in and sign-out is 
required at all times. 

5.8.2. Visitors 

Visitors who are not Warbirds personnel shall be supervised when on-site, including in the Ardmore 
Visitors Centre. 

During Open Days / Airshows, the complex interactions of Warbirds and the attending public shall 
be specifically managed through a formal Event Safety Plan.  (Note: This requirement extends to 
Open Days / Airshows at locations other than Ardmore.) 

Visitors involved in Adventure Aviation shall be supervised at all times and a specific safety briefing 
shall be provided to passengers prior to flight.  (Note: This requirement extends to Warbirds 
Adventure Aviation activities at locations other than Ardmore.) 

 

All Warbirds personnel, visitors and contractors are required to comply with the following baseline 
safety protocols as appropriate, when on Warbirds premises or engaged in Warbirds activities: 

− No smoking. 

− Use appropriate PPE.  E.g. Hearing Protection, Hi-Vis Vest, Protection from Hazardous 
Substances as detailed in the relevant Safety Data Sheet.  For Warbirds personnel PPE 
shall be provided by the organisation. 

− Aircraft tugs and other vehicles; NO SEAT – NO RIDE. 

− Comply with airport security requirements 
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Consequence Severity Level 

Insignificant Minor Moderate Major Catastrophic 

Safety of Flight 
(Aircraft Operations) 

Nil safety 
impact. 
Deviation 
managed by 
crew using 
standard 
procedures.  
Negligible 
impact upon 
objectives 

Minimal safety 
impact. Managed 
by crew using 
standard 
procedures.  
Minor effects that 
are easily 
remedied with 
minor impact on 
objectives. 

Partial loss of 
aircraft system.  
Potential to 
impact safe 
operation.  
Managed by 
crew using non-
normal 
procedures.  
Objectives 
affected. 

Complete 
failure of 
aircraft system.  
Deviation 
impacting 
continued safe 
operation, 
managed by 
aircrew using 
non-normal 
procedures. 

Significant 
damage or total 
loss of aircraft. 

Airworthiness 
(Engineering) 

Deviation 
rectified using 
standard 
procedures. 

Redundancy in 
place.  Deviation 
requires minimal 
rectification.   

Deviation 
requires 
rectification or 
extensive 
trouble-shooting 
to return to 
service.   

Deviation 
requires 
consultation 
with 
Airworthiness 
Controller / 
Manufacturer.  

Safe operations 
are in immediate 
jeopardy.  
Deviation has 
potential to 
directly cause 
aircraft accident. 

Health and Safety Insignificant 
slight pain and 
or discomfort.  
No first aid 
treatment 
required. 

Recoverable / 
superficial injury 
requiring first aid.  
No medical 
treatment. 

Injury / illness 
causing 
temporary 
disability 
requiring medical 
treatment.  

Injury / illness 
causing 
permanent 
disability and / 
or requiring 
hospitalisation.  

Fatality and / or 
permanent 
significant 
disability. 

Legal / Compliance Breach of 
single internal 
standard 
operating 
procedure 
and/or policy. 
No regulator 
involvement. 

Minor breach of 
legislation 
regulation / rule.  
Regulator 
observation. 

Breach of 
legislation, 
regulation / rule.  
Regulator issues, 
improvement 
notice or 
findings. 

Major breach. 
Regulator 
issues 
improvement 
notice, findings, 
cease activity 
directive, 
potential fines.  

Serious / 
prolonged 
litigation.  
Suspension of 
certification. 
Potential fines 
and / or 
prosecution. 

 
Level Likelihood Description Probability 

Almost Certain Regular or often.  Is expected to occur; inevitable. More than 75% 

Likely Frequent or periodical.  Not surprised if it happens. 25 - 75% 

Possible Occasional.  Might occur in some circumstances. 2 - 25% 

Unlikely Infrequent.  May occur, but only in exceptional circumstances. 0.1 - 2% 

Extremely Unlikely Remote.  Theoretically plausible but not expected to occur. Less than 0.1% 

  

 CONSEQUENCE 

Insignificant 

C1 

Minor 

C2 

Moderate 

C3 

Major 

C4 

Catastrophic 

C5 
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Almost Certain 

L5 

Medium 

5 

High 

10 

Critical 

15 

Critical 

20 

Critical 

25 

Likely 

L4 

Low 

4 

Medium 

8 

High 

12 

Critical 

16 

Critical 

20 

Possible 

L3 
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3 

Medium 
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Medium 

9 

High 

12 

Critical 

15 

Unlikely 

L2 

Low 

2 

Low 

4 

Medium 

6 

Medium 

8 

High 

10 
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Low 
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Low 
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Low 
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Low 
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Medium 
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Warbirds shall conduct safety investigations into incidents relating to aviation and/or workplace 
health and safety, with the goal being to discover the cause(s) and provide recommendations to 
prevent a recurrence.  It is not the purpose of an investigation to apportion blame or liability. 

The requirement for a Warbirds safety investigation is an infrequent scenario.  As such this SMS 
Element includes details of generic investigation philosophy, process, interview techniques and 
report writing, in order to assist the organisation in such situations, where an investigation maybe 
required at short notice. 

 

Safety Manager is responsible for: 

− The oversight and coordination of the investigation process, in association with the CAA 
Senior Person responsible for occurrence investigations, where applicable.  (Note: The 
Safety Manager may also be the CAA Senior Person responsible for occurrence 
investigations.) 

− Appointing Safety Investigators to lead Formal Level 2 investigations 

Applicable Manager is responsible for: 

− Conducting Level 1 investigations, utilising standard form; e.g. SMS Form 6.1. / CA005 

− Publishing and distributing the final investigation report. 

Safety Investigator is responsible for: 

− Conducting formal Level 2 investigations as detailed in this procedure. 

− Publishing and distributing the final Safety Investigation Report. 

All Warbirds Personnel are responsible for: 

− Cooperating with the investigation, under the Warbird Just Culture policy.  (Ref Element 
1.) 

Chief Executive is responsible for: 

− Accepting and authorising the release of the any Level 1 investigation reports, where 
distribution includes the Regulator, plus all Level 2 formal investigation reports. 

 

Civil Aviation Act 1990. 

Health and Safety at Work Act 2015 

New Zealand Civil Aviation Authority Rules Part 12 

New Zealand Civil Aviation Authority Advisory Circular AC 100-1 – Safety Management Systems 

New Zealand Civil Aviation Authority Advisory Circular AC 12-1 – Mandatory Occurrence 
Notification and information 

New Zealand Civil Aviation Authority Advisory Circular AC 12-2 Incident Investigations 

International Civil Aviation Organisation (ICAO) Annex 13 – Aircraft Accident and incident 
Investigations 

 

Accident in the context of Warbirds aviation investigations means an incident that is associated 
with the operation of an aircraft and takes place between the time any person boards the aircraft 
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with the intention of flight and such time as all such persons have disembarked and the engine or 
any propellers or rotors come to rest, being an incident in which:  

− a person is fatally or seriously injured  

− the aircraft sustains damage or structural failure that:  

• adversely affects the structural strength, performance, or flight characteristics of the 
aircraft; and  

• would normally require major repair or replacement of the affected component - except 
engine failure or damage that is limited to the engine, its cowlings, or accessories, or 
damage limited to propellers, wing tips, antennas, tyres, brakes, fairings, small dents, or 
puncture holes in the aircraft skin; or  

− the aircraft is missing or is completely inaccessible. 

Incident (aviation) means any occurrence other than an accident that is associated with the 
operation of an aircraft and affects or could affect the safety of operation.  

Serious Incident (aviation) means an incident involving circumstances indicating that an accident 
nearly occurred. The only difference between a serious incident and an accident is the outcome.  

Note: 
In this SMS element where the term incident is used this may also mean occurrence, accident or 
notifiable event, associated with aviation and/or workplace health and safety. 

 

The safety management value of an investigation is proportional to the quality of the investigative 
effort.  At Warbirds a high-quality incident investigation is one that maximises effective 
organisational learning and includes the following characteristics: 

− A common and effective methodology for the investigation and reporting of all safety 
incidents and near misses. 

− Avoiding the tendency to overly focus on possible individual error- “he didn’t follow the 
procedure….” 

− An underlying ‘Just Culture’ approach to investigation. 

− Trained, competent investigators, for Level 2 investigations. 

− An understanding of the human factors, management and organisational factors that 
contribute to such events. 

− A process for reliably identifying systemic causes of incidents, resulting in 
recommendations focusing on aspects additional to training. 

An important challenge for Warbirds investigators, is to be aware of, and to avoid any possible bias, 
especially hindsight bias.  Given that the investigator will know the outcome of a hazard (i.e. that it 
contributed to the incident), their perception of the risks associated with a hazard will likely be 
influenced by the “clarity of hindsight”.  Therefore, during an investigation it is important for 
investigators to place themselves in the context of the individual involved in the incident (or in the 
lead up to it) at the time that the incident took place and not view it in the context of their own 
hindsight bias. 

 

Warbirds will assign appropriately experienced and trained personnel to conduct all Level 2 
investigations. 
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Following receipt of a safety hazard report (e.g. SMS Form 4.1 HERO Report, or CAOO5 
Occurrence Report) an initial risk assessment will be conducted (refer Element 5), which will 
generally drive a level of investigation as follows: 

Level of 
Investigation 

Aviation Event Risk 
Rating 

Investigation Type 

Level 1 Low or Medium Risk, and 
/ or Low Complexity 

SMS Form 6.1 or other appropriate standard 
form. E.g. CA005, and / or Meetings, Email 
exchange with relevant stakeholders.  Implement 
actions to correct and/or prevent a recurrence; 
e.g. Notice to Pilots, Safety Bulletin, etc. 
 

Level 2 High or Critical Risk, and / 
or High Complexity 

A formal investigation, completed and forwarded 
to the regulator within 90 days, when required. 
 

Note  

While the safety hazard reports are the prime trigger for initiating a level of safety investigation, it 
is recognised that other triggers may occur from time to time, such as; a response to customer 
query or complaint, input from the regulator and/or other organisational requirements.  In such 
situations a directive from the Chief Executive may trigger an investigation, or a heightened level 
of investigation. 

 

6.8.1. Appointing Resource 

When the requirement for a formal investigation is determined, the Safety Manager shall appoint 
an Investigator.  

6.8.2. Communication of Commencement 

The commencement of a Formal Investigation shall be notified by the Investigator to the following 
persons, as applicable: 

− The Chief Executive and Responsible Manager 

− All personnel involved in the event to be investigated 

− Legal Counsel, where required, if the need to establish privilege warrants consideration. 

6.8.3. Preserving the Scene 

No person shall access or interfere with an accident scene or records unless authorised to do so 
by the relevant authority, e.g. Transport Accident Investigation Commission (TAIC), CAANZ or 
WorkSafe. 

6.8.4. Collection of Data 

Collection of data is a crucial first step in an investigation; data can be time bound and requires the 
investigator to acquire in a timely fashion. These can include: 

− Physical examination of the site and equipment associated with the safety incident, obtain 
pictures. 

− Witness interviews 

− Weather reports from the day of the incident 

In addition to the above the following data collection should be considered as applicable: 

− Crew, and other Personnel Information 
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− Maintenance Records, Equipment, Tasks 

− Operational Procedures and Processes 

− Work Environment Factors 

− Training 

− Organisational Factors 

− NOTAMS, Flight Plan, and Fuel Record 

− Specialist Advice 

6.8.5. The Interview Process 

Following an incident, interviews should be conducted as soon as practical. If an immediate 
interview is impractical, the investigator may request a written statement from the witness to ensure 
information is recorded while fresh in the interviewee’s mind. 

Interviews are often the only way to answer the important ‘why’ questions which, in turn, can 
facilitate appropriate and effective safety recommendations. Even qualified, experienced and well-
intentioned witnesses can be mistaken in their recollection of events.  

Further guidelines for conducting interviews include: 

− Carefully prepare and plan for the interview in a logical and well-planned manner. 

− Reconciling the often-conflicting nature of witness’s accounts requires caution.  

− An interviewer must weigh the value of an interview depending on the background and 
experience of the person being interviewed. However, persons judged as “good 
witnesses” may allow their perceptions to be influenced by their experience and world view 
(i.e. they see and hear what they would ‘expect’ to hear – known as Confirmation Bias). 
Consequently, their description of events may be biased. On the other hand, people who 
have no knowledge of an incident that they have witnessed are often able to accurately 
describe the sequence of events and may be more objective in their observations. 

− The investigator should not be overly reliant on a single witness. Gathering information 
from as many sources as practical allows the Warbirds investigator to form a more 
accurate picture of what took place. 

− The success of the interview will depend on the timing and the structure of the questions.  
Begin the interview with an ‘open’ question, letting the individual talk about what he or she 
knows of the incident or subject matter. As the interview progresses, use a mixture of other 
types of questions. 

− When asking a question, avoid leading questions, i.e. any question that contains the 
answer.  Instead, use neutral sentences. 

− Do not accept any information gained in an interview at face value. Use it to confirm, clarify 
or supplement information from other sources. 

− Each interview should be documented for future reference during the investigation. 
Records may consist of transcripts, notes and/or recordings. 

− Open questions. This type of question leads to more participation by the interviewee (for 
example, ‘Can you walk me through what happened.’ etc.) 

− Closed questions. This type of question produces ‘yes’ or ‘no’ answers providing little 
insight beyond the response. 

− Specific questions. This type of question is necessary to obtain detailed information and 
may also prompt the person to recollect further details. 

− Indirect questions. This type of question might be useful in delicate situations (for example, 
“You mentioned that your colleague was uneasy about the planned course of action. 
Why?”). 
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As data is collected, a timeline of events can be created by the investigator to plot out what 
happened and when, who did what and identify where the failures occurred either as a result of the 
system or a human element.  A timeline can be used in conjunction with any of the analysis 
methods mentioned below.  

 

The analysis examines the significance of the relevant facts and circumstances of the incident. No 
new facts will be introduced in the analysis section.  It is important to also discuss and analyse any 
issue that came to light during the investigation which could be identified as a safety deficiency, 
even though such an issue may not have contributed to the incident. 

The purpose for analysis is as follows: 

− Provides a logical path that ties the various sequence of events together with reference to 
the timeline. 

− Enables missing information to be identified. 

− Shows how the facts can support or contradict various hypotheses. 

6.10.1. Analysis Methods 

A Warbirds investigator may use a combination of the following methods to analyse the events that 
occurred leading up to the incident: 

− Event and Causal Analysis  

− Human Factors Analysis 

− Threat and Error Model 

− Root Cause Analysis 

− Bowtie 

6.10.2. Organisational and Management Factors 

A formal investigation includes those characteristics within the organisation, which although 
potentially remote from the immediate circumstances of an incident or accident, may have 
contributed towards it.  This perspective is illustrated in the adaptation of the James Reason Swiss 
Cheese Model: 
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An investigation report documents what happened, how it happened and why it happened. It should 
be structured logically and written in clear and concise language.  Wherever possible, the report 
should not identify those individuals who may be directly associated with the incident.  The 
recommendations should lead to appropriate measures to prevent a recurrence. 

The following is a summary of the format and content of the subtitles that should be included in the 
investigation report.  Based upon ICAO Annex 13 and focused upon aviation accident investigation, 
the format works equally well for aviation incidents and also workplace incidents / accidents.  This 
is one format, but not the only format which Warbirds may utilise for Level 2 formal investigations.  

6.11.1. Title Page 

The title of the report should contain the following, as applicable: 

− Title of the Investigation 

− Name of Operator 

− Date of the Incident. 

− Location/Facility 

− Registration Marks 

− Manufacturer/Model 

− Distribution List 

− Investigation Reference Number 

6.11.2. Table of Contents 

Major headings and lists of appendices. 

Executive Summary 

An overview of the incident, the investigation and the conclusions, including; 

− Circumstances leading to and brief details of the incident.  

− An outline of the investigation conducted and conclusions made. 

The Executive Summary should not exceed one page in length. 

6.11.3. Factual Information 

This part of the report is descriptive and should be a comprehensive record of the facts and 
circumstances established by the investigation.  

Note: 
For aviation operational investigations refer to the ICAO Annex 13 for further detail which may be 
included. 

6.11.4. Analysis 

The purpose of the analysis section is to provide a logical link between the factual information and 
the eventual conclusions.  This section of the report may include details of the analysis methods 
and reference material used to support conclusions. 

6.11.5. Conclusions 

The conclusions are drawn from the analysis and are made up of findings and causes. 

Findings will be listed in chronological order and may include Latent Unsafe Conditions and / or 
Unsafe Acts.  The reader should not see any findings that were not addressed or substantiated in 
the facts or the analysis. 
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Causes are those events which alone, or in combination with others, resulted in the incident.  A 
cause is an act, omission, condition or circumstance, which if eliminated or avoided, would have 
prevented the incident or would have mitigated the incident. 

The list of causes should include both the immediate causes and the deeper or systemic causes.  
The causes should be presented in chronological order, noting that it is essential that all the causes 
be presented. The causes should be formulated with preventative action(s) in mind to link with 
appropriate safety recommendations. 

When the investigator is reasonably sure of a cause, a clarifying word such as ‘probable’ or ‘likely’ 
should be used.  The causes should be formulated in a way which, as much as practical, minimises 
the implication of blame or liability.  Nevertheless, the Warbirds investigator should not refrain from 
reporting a cause merely because blame or liability might be inferred from the cause statement.  
This should be noted by the Chief Executive, under the responsibility to accept and authorise the 
release of the Investigation Report, given that there may be associated ramifications, e.g. Legal, 
Insurance, etc 

6.11.5. Safety Recommendations 

Each safety recommendation should identify the action required, whilst providing scope for the 
implementing Manager to determine specifically how matter will be resolved. 

In addition, safety related Findings may be identified which did not contribute to the incident but 
which, nevertheless, are safety deficiencies. These safety deficiencies should also be addressed 
in the report. 

Any important safety lessons may also be reflected in recommendations for training within the wider 
Warbirds organisation.  The reinforcement of these derived lessons should ensure that the 
recurrence of any identified errors, mistakes and root causes of incidents are kept as low as 
reasonably practical (ALARP). 

6.11.6. Appendices 

The appendices should include, as appropriate, any relevant information considered necessary to 
understand the report and support statements made, such as, technical reports, diagrams and 
photographs.  Witness statements shall not be put into the Appendices. 

6.11.7. Publication of the Report 

Prior to an investigation report being published the Investigator shall ensure a peer review is carried 
out.  The draft investigation report shall then be sent to any internal stakeholders including 
personnel directly involved in the incident who will be invited to make comment.  This will avoid 
“surprises” and will reinforce the concept of Just Culture.  Distribution to external stakeholders shall 
not occur without the expressed authorisation of the Chief Executive.  

After being reviewed and cleared for publication the final report should be distributed to the following 
people, as applicable: 

− Chief Executive 

− General Manager 

− Operations Manager 

− Training Manager 

− Safety Manager 

− Personnel involved in the incident / accident (deidentified) 

− Any other organisation or individual deemed necessary by the Investigator, Chief 
Executive or the Safety Manager. 

− CAA and / or Worksafe 
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Note: 
The regulator shall be included in distribution where an investigation has been triggered by an 
event for which reporting is mandatory and where the regulator requires Warbirds to provide a 
copy of the investigation report. 

6.11.8. Monitoring the Safety Investigation 

When the final Investigation Report has been published the Findings and the Safety 
Recommendations will be tracked by the investigator to verify timely action by the applicable 
manager(s). 

 

Any data, be it electronic, written or photographic; collected during the course of an investigation 
shall be filed in a secure place that is only accessible to the investigator(s) involved and the Safety 
Manager.  All such data shall be kept strictly confidential. 

After 12 months of an investigation report being published the supporting documentation may be 
destroyed to protect the interests of those who have participated in the investigation and discourage 
litigation. E.g. Interview notes, Emails, recordings, etc. 
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Warbirds is committed to measuring and monitoring Goals and Objectives by setting Safety 
Performance Targets and Indicators.  A range of Goals, Objectives, Targets and Indicators shall 
be used to give a holistic view of the overall safety performance within Warbirds. 

 

Chief Executive is responsible for: 

− Establishing high level Safety Goals 

Managers are responsible for (within their area of responsibility): 

− Establishing and updating Safety Objectives at the Annual Management Review 

− Managing and collecting relevant data. 

The Safety Manager is responsible for: 

− Publishing Safety Objectives 

− Analysing safety indicators against targets and presenting safety performance reports. 

 

− CAANZ Advisory Circular 100-1 

− ICAO Safety Management Manual 3rd Edition 

 

Safety Goals are high level statements that provide overall context for what the Warbirds SMS is 
trying to achieve. 

Safety Objectives describes the specific, tangible products and deliverables against each goal. 

Safety Targets quantifies what Warbirds wants to achieve, aligned with the set Safety Goals and 
Objectives. 

Safety Performance Indicators are used to express the actual level of safety performance 
achieved by Warbirds, compared against Safety Targets. 

S.M.A.R.T means Specific, Measurable, Attainable/Achievable, Realistic and Time-bound 

 

Development of Safety Objectives and Targets 

Each Manager shall develop “SMART” Safety Objectives and Targets, aligned with Warbirds Safety 
Goals.  The following shall be considered when setting safety performance objectives and targets: 

− the selection and prioritisation should be based on safety risk;  

− they must be realistic and take previous performance into account;  

− they should take account of new or anticipated developments, both internal and external, 
that may affect the Warbirds organisation, in order to measure the organisation’s response 
to those changes. 

Development of Safety Performance Indicators 

Managers shall develop Safety Indicators, with consideration to the following: 

− Reactive or Lagging Indicators E.g. Number of aircraft occurrences or workplace 
accidents per year, or number of safety audits conducted within one year. 
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− Proactive or Leading Indicators E.g. Number of risk assessments completed per year; 
or the proportion of SMS 4.1 HERO reports submitted per year. 

 

Warbirds shall collect safety data, the analysis of such will be provided to support safety initiatives.  
Data sources may include: 

− HERO reporting, including hazards, occurrences and continuous improvement 

− Internal safety investigations 

− Safety reviews, including trend analysis 

− Internal audits 

− External audits 

− Risk assessments 

− Personnel surveys (i.e. safety culture) 

 

The relationship between Safety Goals, though to Safety Indicators is illustrated by the example 
below: 

Goals 

 

Objectives 

 

Targets 

 

Indicators 

 

  

Increasing the 
safety awareness 
and knowledge 

base of all 
personnel 

 
Increased 

personnel safety 
engagement  

 
Increased Safety 

Reporting 

90% of Active 
Warbirds 

Personnel trained 
in SMS Awareness 
by specified date 

 
10% Increase in 
reporting rate 

during the year. 

Percentage of 
personnel who 

have completed 
SMS Awareness 

training  

 
Actual Reporting 

Rate 
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Warbirds recognises that change may affect the appropriateness or effectiveness of safety risk 
controls.  Such change may originate from within the organisation, or externally through the Regulator 
or the actions of other organisations, such as PCBU’s which interact with Warbirds.  Hazards may 
inadvertently be introduced into the operation whenever change occurs; these hazards shall be 
identified so that safety risks can be assessed and controlled. 
 

 

Managers are responsible for: 
 

• Identifying change events which need to be managed, within their area of responsibility.  

Examples of such change may include: 

- Changes in facilities 

- Changes in organisation or personnel 

- Changes to systems, processes or procedures 

- Changes to the operating environment 

- Legislation changes 

- Technology innovation 

- Changes in customer needs 

- Introduction of new equipment 

• Engaging with key stakeholders. 

• Initiating and implementing an appropriate level of change management in accordance 

with this procedure. 

• Reviewing known and new hazards and the effectiveness of risk controls. 

• Providing resources to support the change management process. 

Note: 
The above responsibilities also apply to the Chief Executive, although these may be 
delegated. 

 

 

Level of Change Management 

Level of 
Change 

Change Management Trigger Typical Change Management 
Process 

 

Level 1 A change that is routine in 
nature and/or the associated 
risk is ‘low’. 

An appropriate standard process or 
form. E.g. Exposition amendment, or 
new staff induction. 

Level 2 A change that is non-routine in 
nature, complex and/or the 
associated risk is potentially 
‘medium’ or above. 

Formal Change Management Process, 
initiated using Form S8.1. 
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Warbirds managers shall identify, initiate, manage and record Level 2 Change Management events 
utilising Form 8.1 and manage the process as follows: 
 
 

 
 
Identify the Change (Form S8.1) 

• What is the proposed / pending change and the trigger for a required Level 2 
management? 

• Send copy of Form S8.1 to Safety Manager for filing. 
 
Share details of the Change with Stakeholders 

• Seek input and collaboration 

• Timeframe 

• Discuss resourcing 
 
Develop a Change Management Plan, considering: 

• Need for change 

• Scope of Change 

• Review previous Change Management Plans 

• Stakeholders 

• Integration of change with existing systems 

• Assessment of Hazards and Risks associated with the change 

• Communications & Training 

• Timeline 

• Resourcing 

• Tracking progress 

• Reporting and Governance 

Identify 
Change via 
Form S8.1

Share details 
of the 

Change with 
Stakeholders

Develop 
Change 

Management 
Plan

Record 
Hazards and 

Risks

Manage 
Change 

through to 
completion 

and monitor 
result

Save Change 
Management 

Records 
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Manage the Change Process 

• Record actions 

• Share progress with Stakeholders 

• Update the Hazard / Risk Register, with any enduring hazards / risks associated with 
the change 

 
Save Change Management Records 

• Send copy of records to Safety Manager for filing in the Change Management Register  

• Records will provide a starting point for future similar Change Management events 
 
 

 

Records associated with Change Management may include: 
 

• Change Management Plans 

• Meeting Minutes as applicable 

• Emails 

• Details of Change Management actions and outcomes 
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Change Management 
Initiation Form 

 

Form S8.1 

Rev 1 

Date: 30th Dec 2020 

 

1. Describe the Proposed / Pending Change 

 
 

2. Who does the change affect? (e.g. Warbirds operations, groups and / or other 
Organisations) 

 
 

3. What are key Components of the Change? 

 
 

4. What Hazards and / or Risks have initially been identified? 

 

 

5. What is the Level 2 Change Management Trigger? 

 

 

6. Manager Commitment 
This change has been identified and will be managed by: 
 

Manager  Date  

 
Completed Change Management Initiation Form to be sent to Safety Manager 
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Warbirds is committed to the goals and objectives set to continuously improve the maturity, 
effectiveness and resilience of the SMS.  This SMS Element provides an overview of Continuous 
Improvement at Warbirds, with actual activities embedded throughout the SMS Manual. 

 

All Warbirds personnel are responsible for the continuous improvement of the SMS.  Refer to the 
associated SMS Elements for specific responsibilities. 

 

− CAANZ AC100-1 Safety Management Advisory Circular 

− ICAO Doc 9859 - Safety Management Manual 

− CAR 100.3(a)(3)(iii) 

 

Improvements to the SMS are a combination of elements documented within this manual; these 
are: 

− Element 3 – Control of Documentation: The requirement to improve documented 
procedures through annual reviews. 

− Element 4 – Hazard Identification: Identification of hazards is the first step in active Safety 
Risk Management. 

− Element 7 – Monitoring and Measuring Safety Performance: Provides the feedback loop, 
through which Warbirds can assess the effectiveness of and continually improve its safety 
performance. 

− Element 8 – Management of Change: Ensures any changes to the business are managed 
in structured way and hazards are identified. 

− Element 10 – Internal Audit Programme: Identifies opportunities for continuous 
improvement. 

− Element 11 – Management Review: Reviews the SMS, realigns focus for areas requiring 
improvement, sets objectives, targets and indicators. 

 

Warbirds is proactive in identifying and controlling significant and reasonably foreseeable 
hazards.  Identifying every conceivable hazard for the Risk Register is impractical, but this is 
where safety culture fills in the gaps. 

Hudson’s Model has been used to describe the safety maturity in many industries including 
aviation, oil and healthcare. Hudson’s model illustrates a five-step progression from a 
“pathological” stage where there is a “no care” culture and “no systems” through to a “generative” 
stage where managing risks is a way of life and fully integrated systems are effectively in place. 
The descriptions of each stage of safety culture are given below. 

− Pathological—Safety is a problem caused by workers. The main drivers are the business 
and a desire not to get caught by the regulator. 

− Reactive—Organisations start to take safety seriously but there is only action after incidents. 

− Calculative—Safety is driven by management systems, with much collection of data. Safety 
is still primarily driven by management and imposed rather than looked for by the workforce. 
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− Proactive—With improved performance, the unexpected is a challenge. Workforce 
involvement starts to move the initiative away from a purely top down approach. 

− Generative—There is active participation at all levels. Safety is perceived to be an inherent 
part of the business. Organisations are characterised by chronic unease as a counter to 
complacency. 

Warbirds is committed to continuously improving its SMS and resultant safety performance, 
in line with Hudson’s Safety Maturity Model.  

 

 

Figure 1: Hudson’s Safety Maturity Model 
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Warbirds shall conduct audits to verify safe practices, legislative compliance and opportunities 
for improvement.  To ensure objectivity internal audits shall be carried out by trained 
independent auditors who are not responsible for the activities being checked. 

 

The Chief Executive is responsible for: 

− Ensuring sufficient resource is available for the safety assurance (audit) programme. 

− Periodically engaging an independent review of the safety assurance (audit) programme. 

The Safety Manager is responsible for: 

− Developing the Annual Audit Plan with input from other managers and consideration of risk. 

− Ensuring audits are carried out in accordance with the Annual Audit plan. 

− The direction, depth, and frequency of audits. 

− Carrying out audits in accordance with this procedure. 

− Monitoring of corrective and preventative actions. 

− Maintaining open communication and a “no surprises” policy throughout the audit. 

Note: 
1. The Safety Manager has delegated authority from the Chief Executive to direct 

immediate and appropriate action to mitigate any critical safety issues identified during 
the course of an audit. 

2. While the Safety Manager is responsible for conducting audits, additional audit resource 
may be utilised from time to time. 

Managers are responsible for: 

− Facilitating the audit process, including ensuring appropriate personnel are available during 
the course of the audit. 

− Responding to any audit Findings, identifying causal factors and preventative / corrective 
actions by the due date, or requesting an extension. 

 

− CAANZ AC 100-1 

− CAANZ AC 00-3 

− ISO 19011:2011—Guidelines for Auditing Management Systems 

 

Action - What is done in response to an audit Finding.  An Action can be: 

− Corrective: to correct an identified problem. 

− Preventative: to eliminate the cause of a potential non-compliance or other potentially 
undesirable situation. 

Audit Plan - A schedule of audits to be conducted over a period.  Warbirds utilise a Standing 
Audit Plan, which is subject to review and amendment, based upon available opportunities for 
conducting audits and the assessed risk of activities undertaken by the organisation.  Ref Annex 
A of this SMS Element. 
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Finding - A statement describing a deficiency or Non-Compliance, identified during an audit. 

Note: 
The term non-conformance is often associated with a failure to comply with a standard, however 
as legislation typically requires organisations such as Warbirds to comply with its own 
procedures, a non-conformance will generally also be a non-compliance.  For this reason, the 
default term non-compliance is utilised in this document and in audits. 

A Finding maybe categorised as follows:  

− Critical: An occurrence, deficiency, non-compliance or unmanaged risk that caused, or on 
its own had the potential to cause, loss of life or limb.  E.g. Non-compliance with an 
Airworthiness Directive, or personnel working at height, without adequate fall protection.  

− Major: An occurrence, deficiency, non-compliance or unmanaged risk involving a major 
system that caused, or had the potential to cause, significant problems to the function or 
effectiveness of that system.  E.g. Multiple instances of Minor Findings indicating a systemic 
problem, or insufficient resourcing for the SMS to function effectively. 

− Minor: An isolated occurrence, deficiency, non-compliance or unmanaged risk not 
indicative of a significant system problem. E.g. Failure to comply with a Warbirds procedure, 
or expired training / personnel authorisation 

First Party Audit - Internal audit of Warbirds activities. 

Observation – As distinct from a Finding, a statement describing an opportunity for 
improvement, identified during an audit.  E.g. Procedures are unclear. 

Second Party Audit – Audit of suppliers or other organisations who could impact upon Warbirds 
desired level of safety performance. 

Third Part Audit - Audit conducted on Warbirds by regulators or other external organisations. 

 

10.5.1. Scope of Audit 
The scope of an audit will be determined based on the activities carried out and the associated 
risk profile. 

10.5.2. Audit Objectives 
Audit objectives define tangible achievements expected from each audit.  For example, for an 
audit of an Aviation Event (i.e. Open Day / Airshow), an audit objective might be to assess how 
hazards are captured and the associated risks managed. 

10.5.3. Notification of Audit 

Upcoming audits will be scheduled in liaison with the responsible manager and confirmed in 
writing (normally by email) by the auditor detailing the area being audited, including: 

− The scope of the audit. 

− Dates and times for the Entry Meeting, Interviews and Exit Meeting. 

− Request for confirmation of the people, resources and facility availability. 

Note: 
Random / spot check audits will not usually be announced. 

10.5.4. Pre-Audit Preparation 

Pre-audit preparation will include, but is not limited to the following: 

− Review documented procedures that relate to the area/department being audited. This will 
include the relevant Exposition, documented procedures and guidance manuals. 

− If intending to use audit checklists, develop or amend the checklist to ensure regulatory rule 
compliance is being checked to the most recent revision status. 
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− Review of previous Audits, Findings, Corrective and Preventative Actions. 

10.5.5. Entry Meeting 

The auditor will conduct the meeting and ensure records are kept, including a record of 
attendees. 

The Entry Agenda will include: 

− Audit team composition. 

− Scope and length of the audit. 

− Outline the audit process. 

− Organising interview times if necessary. 

10.5.6. Conducting the Audit 

The audit will be conducted using the following steps as a guide: 

− Use the applicable audit checklist if required. 

− Interview personnel in accordance with their responsibilities. 

− Review records, e.g. Maintenance / Training, etc. 

− Observe and inspect activities, to ensure activities being carried out comply with 
documented procedures. 

− Check previous corrective and preventative action responses for effectiveness and 
continuing compliance. 

− Sample recorded hazards and confirm risk controls are still effective. 

− Collect evidence to substantiate reports. 

− Note any opportunities for improvement. 

− Discuss Findings with auditee as they arise. 

− Document findings. 

− Note areas where the organisation has done well. 

10.5.7. Exit Meeting 

An overall summary of the audit is presented, Findings, their category, Observations, 
responsibility and action plan. 

− Confirm scope of audit and advise of variations (if any). 

− Present Findings, areas for improvement (i.e. Observations) and also areas where the 
organisation has done well. 

Note: 
If a non-compliance is actioned during the course of the audit, an Audit Finding Notice shall 
still be issued, to allow for follow-up at subsequent audits and to facilitate statistical 
reporting.  The auditor does not have the authority bypass the standard audit process. 

− Explain the finding response process, including the auditee requirement to determine Cause 
along with Corrective and/or Preventative actions. 

− Agree the time frame for auditee response, taking into account the risk and complexity of 
the identified issues. 

10.5.8. Audit Report 

The audit report should be published within a timeframe of 28 days.  There should be no 
surprises or matters not discussed during the Exit Meeting.  The report will contain: 

− Description of the area / activity audited. 
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− Descriptions of any Findings, with reference to applicable Warbirds procedures and / or 
legislative requirements, with the supporting evidence. 

− Discussion regarding any additional identified opportunities for improvement; i.e. 
Observations. 

− SMS Form 10.1 Audit Finding Notice shall be utilised to summarise Findings and / or 
Observations noted during the audit.  This form shall also provide the mechanism for the 
auditee to respond to matters raised. 

10.5.9. Distribution of the Final Report 

After being cleared for publication by the Safety Manager, the report should be distributed to the 
following people: 

− Chief Executive. 

− Auditee, applicable Manager / Senior Person. 

− Safety Manager. 

− Service Providers when applicable e.g. when they are the subject of a Second Party Audit, 
or where overlaying safety duties are identified and can be shared. 

− Any other organisation or person deemed necessary by the Safety Manager. 

 

The auditee is required to identify the Root Cause of any Finding (i.e. non-compliance).  This 
will in turn provide guidance as to the associated Action required to ensure the situation does 
not repeat.  Actions to correct or prevent a non-compliance are mandatory, whereas actions 
associated with an Observation are considered desirable in the spirit of continuous 
improvement, but not mandatory. 

10.6.1. Guidance on Root Cause Analysis - Five Whys 

The process of Root Cause Analysis involves exploring the cause-and-effect relationships 
underlying a problem.  A simple technique is to simply ask Why, repeatedly.  Answers to the 
‘Why’ questions form a causal chain leading to the root cause(s). 

 

10.7.1. Tracking and Monitoring Open Actions 

Actions will normally be tracked by the auditor who carried out the audit; however, if a contract 
auditor is utilised, the actions will be tracked by the Safety Manager. 

10.7.2. Extending Due Dates - If it is not possible to complete the action by the due date, the 
Auditee must request an extension, prior to the due date.  The request for an extension must be 
made to the Auditor. The request shall consider the risk implications and give a qualifying reason 
for the extension and also provide objective evidence that there has been a level of activity on 
the Action response.  The auditor shall respond to the request it a timely manner, granting an 
extension based upon the criteria above.  Any overruns to the due dates, without extensions, 
shall be advised to the Chief Executive. 

10.7.3. Reporting 

Reports of the status of actions will be presented at the scheduled Committee Meetings and /or 
Annual Management Reviews.  This will raise awareness and help ensure actions are closed by 
the due date. 
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Third part (external) Audits are conducted at a frequency determined by the regulator or 
customer, at a time agreed upon by both parties.  Resources shall be made available to the 
external auditor(s), and personnel shall be helpful in regards to the auditor carrying out their 
duties.  The Safety Manager or other responsible Manager shall act as the liaison between the 
external auditor and Warbirds. 

 

Records will be kept by the Safety Manager in accordance with SMS Element 3 – Control of 
Documentation, including: 

- Audit Notifications, Reports and copies of evidence 

- Completed Audit Findings Notices 

- Records of auditor training 
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The following activities form the basis of Warbirds audits: 

 

Legislative Framework Activity 

Adventure Aviation  

(CAA Rule Part 115) 

Ardmore aircraft rides 

Remote Base aircraft rides 

Maintenance Control / Contractor Maintenance 

  
Aviation Events 

(CAA Rule Part 149) 

Ardmore Open Days 

Airshows remote from Ardmore 

Training 

  
Health and Safety 

(Health and Safety at Work Act 2015) 

All workplace activities 

 

Note: 
Because Warbirds activities are intermittent and generally unscheduled, actual dates for conducting 
audits are not specified. 
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The purpose of a management review is to ensure continuing suitability, adequacy and 
effectiveness of Warbirds safety culture, processes and procedures, and to assess opportunities 
for improvement. 

Management review is a key means by which the Warbirds organisation has visibility of safety 
risks and processes and through which monitoring and review of strategic and operational 
functions is conducted. 

 

Chief Executive is responsible for: 

− Chairing the Annual Management Review 

Safety Manager is responsible for: 

− Preparing Management Review Documentation, including Safety Performance 
Reports. 

Managers are responsible for: 

− Attending the Management Review Meetings.  If unable to attend, apologies and 
relevant reporting shall be provided in advance to the Chief Executive.  Remote Base 
Managers may participate via a conference call. 

 

− CAANZ AC 100-1 

 

11.4.1. Frequency of Management Reviews 

The Management Review process at Warbirds is a tiered system consisting of: 

− Regular (typically 2-monthly) Warbirds Committee Meetings, where Safety is an 
agenda item 

− Annual Management Review Meetings 

11.4.2. Agenda - Committee Meeting 

The Warbirds Committee Meeting will have Safety as an agenda item, which will typically 
encompass: 

− A review of the safety related minutes of the previous meeting 

− Review of submitted HERO Forms and any open actions 

− Summary of recent audits, highlighting any open / overdue actions 

− Safety Risk Exposure 

11.4.2. Agenda - Annual Management Review 

The agenda for the Warbirds Annual Management Review will typically include: 

− A review of the minutes of the previous meeting; 

− Review of submitted HERO Forms 

− Continuous improvement initiatives 

− A review of the internal and external audit programme including results and trends 
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− A review of safety investigations including results and trends 

− A review of any audit findings and the effectiveness of corrective and preventative 
action including any open actions 

− A review of changes that could affect the safety management system 

− Safety Risk Exposure 

− Certifications 

− Annual Review of Expositions 

− Review of Safety Performance Indicators 

− Customer feedback 

− Review overall effectiveness of the company in achieving its stated safety performance 
objectives 

− Presentation of the proposed audit plan for the coming year 

− Review of Safety Performance Targets and Indicators for the period 

− Setting of Safety Objectives and Key Performance Targets 

11.4.3. Safety Performance Indicators 

The Annual Management Review Meeting will include a review of Safety Performance 
Indicators.  The analysis methods used to present this data is documented in Element 7 – 
Monitoring and Measurement of Safety Performance. 

 

Committee and Management Review Minutes will be kept, including details of Safety 
Performance Indicators, agreed Outcomes and Actions. 
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Warbirds shall conduct training for personnel, to align with an individual’s general and specific 
roles and responsibilities.  An initial training needs analysis (TNA) shall be conducted at 
appointment and shall be repeated periodically to ensure continual upskilling and a high level of 
safety awareness.  While the focus of this procedure is training associated with the Warbirds 
Safety Management System, the process is equally valid for all Warbirds personnel training, 
including technical training. 

 

The Chief Executive is responsible for: 

− Ensuring resources are made available to train personnel. 

Managers are responsible, within their area of control, for: 

− Identifying general and specific training needs and competencies applicable to an 
individual and/or functional group, over and above the Warbirds Baseline Safety 
Training Curriculum detailed in Annex 1 of this SMS Element. 

− Conducting a training gap analysis at point of appointment using the Form SMS 12.1 
Training Needs Analysis. 

− Ensuring that Warbirds personnel are trained and competent for roles and 
responsibilities, including providing on-the-job supervision for new personnel. 

− Collating training records and forwarding to General Manager or (as applicable) 
Standards and Training Manager / Chief Flying Instructor for filing. 

General Manager 

− Maintaining general safety related training records 

Standards and Training Manager / Chief Flying Instructor 

− Maintaining training records associated with pilot competency 

All Warbirds Personnel: 

− Provide historical training records to link to current Warbirds role and development 
needs. 

− To attend and participate in training provided by Warbirds. 

 

− CAANZ Advisory Circular 100-1 

 

Warbirds may source safety related training via internal or external sources.  The ability and 
training skills of the trainer or training organisation shall be established before training is 
commenced. 

 

12.4.1. During Training 

Training modules should include a level of competency assessment, for instance one of or a 
combination of the following: 

− In class questions or discussions 
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− Practical exercises or scenarios 

− Formal Exam (e.g. applicable where technical training is delivered under a Civil 
Aviation Legislative regime.) 

12.4.2. Post Training 

− Completion of Student Feedback Form SMS 12.2. (Feedback is encouraged following 
the delivery of training, to allow appropriate continuous development of training 
programmes.) 

− Continuous monitoring of performance by manager; how well are participants 
applying the desired skills, knowledge, or attitudes in their operational environments? 

− Self-assessment by employee 

− Formal performance appraisal 

− Audits of Warbirds activities to determine whether there is evidence of a deficiency in 
skills or knowledge. 

 

Training records shall be kept by the General Manager and or the Standards and Training 
Manager / Chief Flying Instructor, including where applicable: 

− Attendance registers 

− Competency Assessments 

− Certificates 

− Student Feedback Forms 

− Trainer CV / Skill / Qualifications 
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Position / Role Training Required Timeframe 

  Initial Recurrent 

All active Warbirds 
personnel 

SMS Awareness Training During SMS 
Implementation and 
thereafter at Induction. 

- 

Safety Critical 
Service Providers 
E.g. Aircraft 
Maintenance 

SMS Awareness 
Training, with a focus 
upon reporting 

During SMS 
Implementation and 
thereafter as new 
service providers are 
identified 

- 

Safety Manager Safety Management 
Systems 

At appointment 
- 

Investigators Investigator Training 
 

At appointment 
- 

Safety Auditors Auditor Training 
 

At appointment 
- 

Visitor Centre 
Personnel 

First Aid, including CPR At appointment 
2 yr 

Selected Visitor 
Centre Personnel 

Fire Warden At appointment 
- 

Managers Emergency Response, 
via desk-top exercise 

Within 1 year of 
appointment to the 
role. 

Annually 

Contractors to 
Ardmore Facility 

Contractor Induction 
Briefing 

Upon Arrival on Site 
- 

Aircraft Ground 
Support Crew 

Marshalling and Aircraft 
Handling / Towing 

At appointment 
- 

Open Day / 
Airshow 
Organising 
Personnel 

Hazard / Risk 
Management 

During SMS 
Implementation and 
thereafter as new 
personnel are inducted 
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13 COMMUNICATION OF SAFETY 
CRITICAL INFORMATION 
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Communication is the key to promoting safety within the Warbirds organisation and 
provides visibility of the Safety Management System in action. 

 

All personnel are responsible for communicating safety-critical information applicable to 
their role within the organisation. 

 

− CAANZ: Advisory Circular 100-1 

 

Warbirds utilises a range of methods to convey general and safety critical information 
throughout the business.  Communication philosophy and protocols are embedded in the 
SMS elements as listed below: 

Element 1 – Safety Policy and Accountability 

− Communicates the leadership commitment to Safety and Just Culture. 

− Communicates the commitment to safety goals and safety performance. 

Element 2 – Coordinated Emergency Response Planning 

− Communicates Warbirds’ methods and policy for managing an emergency. 

− Communicates to internal and external stakeholders in the event of an emergency. 

Element 3 – Control of Documentation 

− Promulgation and communication of changes to Safety and / or Operational 
documentation. 

Element 4 – Hazard Identification 

− Communicates and raises awareness of identified hazards and controls, to allow these 
to be effectively managed. 

− Encourages and acknowledges personnel reporting, by being receptive and 
responsive. 

Element 5 – Risk Management 

− Collaboration and participation of key stakeholders in risk assessment process and 
communicating the outcomes. 

− Communicates and raises the awareness of assessed risks via the Hazard / Risk 
Register Tool and / or Event Safety Plans, to allow these risks to be effectively 
managed. 

Element 6 – Safety Investigations 

− Communicates lessons learnt to internal and external stakeholders, as applicable. 

Element 7 – Monitoring and Measuring Safety Performance  

− Communicates Warbirds’ processes of setting objectives and measuring safety 
performance. 
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Element 8 – Management of Change 

− Describes Warbirds’ processes utilised during change management, including the 
requirement to identify and communicate the need for change. 

Element 9 – Continuous Improvement to the SMS 

− Encourages and acknowledges personnel feedback, by being receptive and 
responsive. 

Element 10 – Internal Audit Programme 

− Communicates lessons learnt and opportunities for improvement regarding the 
performance of the SMS. 

Element 11 – Management Review 

− A forum where safety performance indicators can be reviewed against goals, objectives 
and targets.  

Element 12 – Safety Training and Competency  

− The means by which the need for safety training can be analysed, communicated and 
delivered upon. 

 

Warbirds actively communicates and promotes safety responsibilities through: 

− Committee Meetings 

− Published Manuals 

− Minutes from meetings 

− Safety Bulletins 

− Bi-weekly Ops Order 

− Personnel Briefings 

− Safety Notice Boards 

− Safety Posters 

− Annual Management Review Meeting 

− Dissemination of Safety related information from external sources, such as Regulators, 
other Organisations and / or Industry Forums.   

 

Warbirds shall communicate safety-critical information to external stakeholders, safety critical 
service providers and related organisations, for instance: 

− Potential hazards, risks or occurrences that may affect others 

− Occurrences; reported to the Regulator e.g. CAANZ, Worksafe 

− Lessons learnt and solutions to identified hazards and risks 

− Investigations; reported to the Regulator e.g. CAANZ, WorkSafe 

− Potential risks associated with change 
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Warbirds embraces a philosophy whereby personnel at all levels are briefed on safety-critical 
matters as soon as this information becomes available.  A specific “No Surprises” 
communication protocol applies within the Warbirds Management Team, whereby safety (and 
other) critical matters shall be immediately disseminated, allowing prompt high level action to 
be taken. 
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