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ORGANISATION AND RESPONSIBILITIES

1.1. ORGANISATIONAL STRUCTURE (JAR-OPS 1.175 / 1.185)
The following organisation charts depict the company and the flight operations department organisational structure.

They show the relationship between the various departments of the company and the associated subordination and reporting lines.

1.1.1. Company organisation
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1.1.2. Flight Operations organisation
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NOMINATED POSTHOLDERS (JAR-OPS 1.175 )PRIVATE 

This section mentions the names and describes the functions of the Accountable Manager and of the nominated postholders responsible for flight operations, maintenance system, crew training and ground operations acceptable to the Authority as required by the JAR-OPS.

In the absence of a nominated postholder, his deputy ensures continuity of supervision.

Function
Nominated postholder
Deputy

Accountable Manager



Flight Operations Manager



Training Manager



Ground Operations Manager



Director Maintenance



1.1.3. Accountable Manager 

The Accountable Manager has corporate authority for ensuring that all operations and maintenance activities can be financed and carried out to the standard required by the authority and any additional requirements defined by the operator. He is a nominated postholder acceptable and responsible to the Authority. He his responsible for providing the necessary resources to the other post holders to perform their tasks for which they are responsible to ensure safe operations and airworthy aeroplanes. He maintains direct reporting links to the Quality Manager and the Accident Prevention Advisor.

He establishes the company's formal written quality policy statement defining the intent of the quality system and his commitment to it. He also establishes the company's safety commitment including a non-reprisal policy.

1.1.4. Flight Operations Manager 

The Flight Operations Manager is the nominated postholder acceptable to the Authority responsible for the flight operations. He or his deputy shall hold a valid Airline Transport Pilot License issued or validated by a JAA member state. 

He reports to the Director Flight Operations and is the executive responsible for the day-to-day implementation of the company's policies and for direct supervision of the line operations on all fleets. This involves implementing and maintaining whatever procedures necessary to ensure the smooth operation of all fleets. Particularly he determines all flight operational standards and practices. He is responsible for editing the Operations Manual ensuring that it is kept up to date and includes all data necessary to comply with all relevant regulations and requirement and with the provision of the AOC. 

1.1.5. Training Manager

The Training Manager is the nominated postholder acceptable to the Authority responsible for the crew training. He reports to the Director Flight Operations. 

He or his deputy shall be a current Type Rating Instructor on a type operated under the AOC. 

He is in charge of organising and completing the training necessary for the crews to acquire and maintain their legal licenses and qualifications and to adequately perform their assigned duties. In co-operation with the respective Chief Pilots and the Chief Cabin Crew, he monitors the operation and identifies problems that may require the provision of extra training or changes in operational procedures. He is responsible for the training of all training personnel, and ensures that common standards apply throughout. 

In collaboration with the Chief Pilots, the Chief Cabin Crew, Chief of Crew Scheduling, the Flight Crew Training Chief Instructors and the Cabin Crew Training Chief Instructor, the Training Manager defines the training requirements and ensures that the training facilities and equipment fulfil the required specification. He plans all long-term training activities and assesses the training development costs with the Director Flight Operations. 

1.1.6. Ground Operations Manager

The Ground Operations Manager is the nominated postholder acceptable to the Authority responsible for the ground operations. He reports to the Director Flight Operations. 

He is responsible for the safe, secure and economical conduct of all activities regarding the organisation of ground handling activities for the airline. In particular, he ensures in co-operation with other company divisions and external enterprises, passengers, cargo and aircraft handling and dispatch. 

He makes sure that all the Stations Managers and subcontracted services, specially de/anti-icing services, undertake all required measures for the security of the passengers and the aircraft.

1.1.7. Director Maintenance

The Director Maintenance is the nominated postholder acceptable to the Authority responsible for the maintenance system. He reports to the Accountable Manager. He is responsible for the definition, development and implementation of the maintenance procedures in accordance with the maintenance policy as described in the Maintenance Management Exposition. He his responsible for the airworthiness of each aircraft.

1.2. RESPONSIBILITIES AND DUTIES OF OPERATIONS MANAGEMENT PERSONNELPRIVATE 

1.2.1. Director Flight Operations 

The Director Flight Operations is responsible to the Accountable Manager for the development and implementation of flight operations policy. In particular, it should be his responsibility to ensure that in developing a company plan, full recognition is given to the need for safe and efficient operations. He is also responsible for ensuring that operations are in compliance with all relevant regulations, both in the State of Registry and when operating into or over the territory of other States. In this respect, it is his duty to liaise with the local civil aviation authority and with appropriate authorities of other States. The director flight operations is responsible for the overall functioning of the Operations division from an administrative point of view. He thus co-ordinates the functions of the Flight Operations, Training, Ground Operations and Flight Operations Administration. He is also responsible for approving the contents of the Operations Manual and ultimately for authorising all flight operations. 

He is replaced during his absence by the Flight Operations Manager.

1.2.2. Flight Operations Manager

Refer to 1.2.2
1.2.3. Quality Manager (JAR-OPS 1.035)
The Quality Manager is responsible to the Accountable Manager for the implementation and control of the quality system within the company i.e. for the definition, implementation, compliance and monitoring of the appropriate procedures to comply with the airline quality policy. He reports directly to the Accountable Manager.

He must be acceptable to the Authority and liaises with it regarding quality matters.

The Quality Manager prepares an annual audit plan for flight operations, Training, ground operations and maintenance. He his responsible for all this audit activity and associated resources.

He prepares audit reports for the Accountable Manager, and ensures with appropriate responsible that corrective actions are applied.

1.2.4. Accident Prevention Adviser (APA) (JAR-OPS 1.037)
The Accident Prevention Adviser (or Flight Safety Officer) is responsible for the implementation and control of the Accident Prevention and Flight Safety Programme. He should aim to create awareness and understanding of accident prevention methods throughout the organisation. He conducts investigation into, and reports on any accident, incident or occurrence involving a company aeroplane and liaises with the Authority if necessary. Having discovered, identified and assessed hazards, the APA should make recommendations to eliminate them. He should keep management and pilots informed of safety trends and problems within the organisation and within the industry. He circulates safety data, information concerning the experiences of other relevant safety information. 

The APA has no executive role or authority, his role being purely advisory. He reports directly to the Accountable Manager on safety matters and is free to make recommendations to any manager within the organisation if he considers it necessary in the interests of flight safety. 

To be effective, the APA must be given full and visible support by all management and supervisory personnel.

1.2.5. Chief Pilots

The Chief Pilot of each fleet is responsible to the Flight Operations Manager for the establishment of standards and the maintenance of discipline within the flight crew group. He liaises with the Training Manager and Flight Crew Training Chief instructor on all flight crew training issues pertinent to his aircraft type and with the Crew Scheduling for all crew checks. The chief pilot is also responsible for the establishment and supervision of methods of record-keeping for flight crew licenses, type ratings, endorsements, appropriate renewal dates, and flight time/duty time records. He also assists the Flight Operations Manager in establishing new policies and procedures for aircraft operations, flight crew duties, cabin crew duties and operational administration.

In co-operation with the Technical Pilot of his fleet, he:

· Co-ordinates with the maintenance all technical matters including the establishment of the MEL

· Co-ordinates with the flight operations engineering all performance issues and FCOM amendments

· Issues technical information to the pilots

· Interfaces with the aircraft manufacturer for operational issues.

1.2.6. Chief of Dispatch 

The Chief of Dispatch reports to the Flight Operations Manager. He manages the Operations Control Centre (OCC) and is in charge of providing the flight crews with all data necessary to safely perform the flights and supervise the progress of the flight. He co-ordinates with the maintenance department the availability and the status of the aircraft. 

1.2.7. Chief of Crew Scheduling

The Chief of Scheduling reports to the Flight Operations Manager. He optimises crew utilisation and ensures that the crew composition of all flights is in accordance with the operations policy manual. He liaises with the Chief Pilot, the Chief Cabin Crew and the Training Manager for all crew checks and training.

1.2.8. Chief of Flight Operations Engineering 

The Chief of Flight Operations Engineering reports to the Flight Operations Manager and is in charge of all aircraft performance and weight and balance calculations and elaboration of the operational documentation. He liaises with the Chief Pilots and interfaces with the aircraft manufacturers on all performance and operational documentation issues.

1.2.9. Chief Cabin Crew

The Chief Cabin Crew reports to the Flight Operations Manager on cabin crew matters and liaises with the Training Manager on cabin crew training matters.

He is responsible for line performance, discipline and the quality control of cabin crew operations and for keeping the Flight Operations Manager informed.

1.2.10. Flight Crew Training Chief Instructor

The Flight Crew Training Chief Instructor reports to the Training Manager and assists him for the establishment of flight crew training standards. He is responsible for flight crew training on his aircraft type in accordance with the Training Manual. He liaises with the Training Manager and Chief Pilot on all flight crew training issues pertinent to his aircraft type.

1.2.11. Cabin Crew Training Chief Instructor

The Cabin Crew Training Chief Instructor reports to the Training Manager and assists him for the establishment of cabin crew training standards. He is responsible for cabin crew training in accordance with the Training Manual. He liaises with Training Manager and the Chief Cabin Crew on all cabin crew training.

1.2.12. Crew Resource Management Instructor

The Crew Resource Management Instructor reports to the Training Manager and is responsible for CRM training.

1.2.13. Administration Manager

The administration manager reports to the Director Flight Operations. He is responsible for the management and deployment of the administrative and planning sections of the operations department to secure maximum efficiency.

Budgetary Control Planning Officer

The Budgetary Control Planning Officer reports to the Administration Manager and is responsible for all aspects of the budgetary planning and financial administration of the operations department.

1.2.14. Records Officer

The Records Officer reports to the Administration Manager and is responsible for storing all information and documentation in an acceptable form, accessible to the authority for the required periods.

1.2.15. Library Manuals Officer

The Library Manuals Officer reports to the Administration Manager and is responsible for maintaining an updated operational documentation.

1.3. AUTHORITY, DUTIES AND RESPONSIBILITIES OF THE COMMANDER    (JAR-OPS 1.085 / 1.090 / 1.290 / 1.415)
The Commander shall whether manipulating the controls or not be responsible for the operation of the aircraft in accordance with the rules, methods and procedures prescribed in the Operations Manual.

Because operational limitations require the exercise of operational judgement in interpretation, the authority for the release of all flights, in so far as operating conditions are concerned, is vested exclusively in the Commander. 

The Commander of each flight has authority to discharge all his statutory and company responsibilities for the operation, the disposition and safety of the aircraft and the safety of all persons on board. Nothing in the operations manual shall be construed as limiting or derogating from this authority.

The Commander assumes command of the aircraft either when the first engine is started or when all cabin doors have been closed for departure, whichever occurs first.

When an aircraft is being pushed back or towed, the Commander retains authority and responsibility, except for avoidance of obstacles and for proper operation of the ground tractor.

The Commander shall:

(a) 
Be responsible for the safe operation of the aircraft and safety of its occupants and cargo during flight time;

(b) 
Have authority to give all commands he deems necessary for the purpose of securing the safety of the aircraft and of persons or property carried therein, and all persons carried in the aircraft shall obey such commands;

 (c) 
Have authority to disembark any person, or any part of the cargo, which in his opinion, may represent a potential hazard to the safety of the aircraft or its occupants;

 (d) 
Not allow a person to be carried in the aircraft who appears to be under the influence of alcohol or drugs to the extent that the safety of the aircraft or its occupants is likely to be endangered; 

 (e) 
Have the right to refuse transportation of inadmissible passengers, deportees or persons in custody if their carriage poses any risk to the safety of the aircraft or its occupants;

 (f) 
Ensure that all passengers are briefed on the location of emergency exits and the location and use of relevant safety and emergency equipment;

 (g)
Ensure that all operational procedures and checklists are complied with, in accordance with the Operations Manual;

 (h) 
Ensure that those parts of the Operations Manual which are required for the conduct of flight are available;

 (i) 
Ensure that the weather forecast and reports for the proposed operating area and flight duration indicate that the flight may be conducted without infringing Company operating minima;

 (j) 
Satisfy himself that the aircraft is airworthy and its configuration and equipment are in accordance with the CDL and the MEL and decide whether or not to accept an aircraft with items unserviceable allowed by the CDL or MEL;

 (k) 
Ensure that the provisions specified in the operations manual in respect of fuel, oil and oxygen requirements, minimum safe altitudes, aerodrome operating minima and availability of alternate aerodromes, where required, can be complied with for the planned flight;

 (l) 
Ensure that the correct type of fuel, oil and oxygen is loaded and usable in sufficient quantity to meet the requirements for the proposed flight;

 (m)
Take all reasonable steps to ensure that the load is properly distributed and safely secured and that the aircraft mass and balance is within the calculated limits for the operating conditions;

 (n) 
Confirm that the aircraft performance will enable it to complete safely the proposed flight;

 (o) 
Not permit any crew member to perform any activity during take-off, initial climb, final approach and landing except those duties required for the safe operation of the aircraft;

 (p) 
Satisfy himself that each crew member is familiar with all emergency procedures and the location and use of emergency equipment on board and take all reasonable steps to ensure that before take-off and before landing the flight and cabin crew are properly secured in their allocated seats;

 (q) 
Take all reasonable steps to ensure that whenever the aircraft is taxiing, taking off or landing, or whenever he considers it advisable (e.g. in turbulent conditions), all passengers are properly secured in their seats, and all cabin baggage is stowed in the approved stowage;

(r) 
Ensure that the required documents and manuals are carried and will remain valid throughout the flight or series of flights including for any diversion which may reasonably be expected;

(s) 
Ensure that current maps, charts and associated documents or equivalent data are available to cover the intended operation of the aircraft including any diversion which may reasonably be expected; 

(t) 
Ensure that the pre-flight inspection has been carried out; 

(u) 
Ensure that ground facilities and services required for the planned flight are available and adequate;

(v) 
Not permit a flight data recorder to be disabled, switched off or erased during flight nor permit recorded data to be erased after flight in the event of an accident or an incident subject to mandatory reporting; 

(w)
Not permit a cockpit voice recorder to be disabled or switched off during flight unless he believes that the recorded data, which otherwise would be erased automatically, should be preserved for incident or accident investigation nor permit recorded data to be manually erased during or after flight in the event of an accident or incident subject to mandatory reporting.

(x)
Ensure that in an emergency situation that requires immediate decision and action, the Commander or the pilot to whom conduct of the flight has been delegated may deviate from rules, operational procedures and methods to take any action he considers necessary under the circumstances in the interest of safety.

(y) Ensure that a continuous listening watch is maintained on the appropriate radio communication frequencies at all times whenever the flight crew is manning the aircraft for the purpose of commencing and/or conducting a flight and when taxiing.

(z) Ensure that the journey log is completed

The Commander has the authority to apply greater safety margins, including airport operating minima, if he deems it necessary.

In case it is not stipulated in the OPERATIONS MANUAL, the Commander allocates the tasks to each crewmember. He may delegate a part of his duties to specific crewmembers under his full responsibility. 

When leaving the cockpit, the Commander shall give proper instructions to his subordinates and get reports immediately on his return.

Before the aircraft is boarded, the Commander should brief the crew. At that time he is to personally establish the basis for an effective working relationship between the flight crew and the cabin crew. 

Item covered in this briefing should include at least the following:

· Establish effective communication between the flight crew and cabin crew. This should include guidelines for the use of the public address and interphone systems.

· Discuss items that may be of concern during flight, such as turbulence, smoking.

- 
Brief the crew as to the current security status of the flight and how security incidents are to be handled.

- 
Discuss items of routine interest, such as flight time, altitude, route of the flight, points of interest and if the life vest / oxygen demonstrations are required.

1.4. DUTIES AND RESPONSIBILITIES OF CREWMEMBERS OTHER THAN THE COMMANDER (JAR-OPS 1.085)
1.4.1. General

The proper execution of any flight operations plan demands constant vigilance, cross-checking and sharing of information.

If a crewmember becomes aware of anything significant with which he disagrees or that causes him concern; he must bring it to the attention of the commander. This does not imply that there is more than one pilot in command or it is license for argument or discourtesy. This requirement is to ensure that the Commander is aware of the factors and judgements that could affect his decisions.

Each crewmember must take all reasonable steps to:

(a) Operate company aircraft safely, economically and punctually in accordance with the Operations Manual.

(b) Maintain familiarity with relevant air legislation, provisions of the Operations Manual and agreed aviation practices and procedures necessary to fulfil his function.

(c) 
Support the commander in the maintenance of a proper standard of professional expertise, crew discipline, conduct and personal appearance. 

A crewmember shall:

· Report to the Commander any fault, failure, malfunction or defect which he believes may affect the airworthiness or safe operation of the aeroplane including emergency systems.
· Report to the Commander any incident that has endangered, or could have endangered the safety of operation.

· Make use of the operator’s occurrence reporting schemes described in 2.3 (Accident prevention and flight safety programme) and in 11 (Handling of accidents and occurrences). In all such cases, a copy of the report(s) shall be communicated to the Commander concerned.

However, nothing mentioned above shall oblige a crewmember to report an occurrence which has already been reported by another crewmember.

1.4.2. First Officer

The First Officer is responsible to the Commander to assist in the safe and efficient conduct of the flight. In the event of the incapacitation of the Commander, the First Officer will assume command.

It is the specific responsibility of the First Officer:

(a) To prepare the Operational Flight Plan and, when necessary, file the Air Traffic Services Flight Plan with the appropriate Authority. If stored plans are used then he should ensure that the correct plan has been activated.

(b) To carry out such duties concerning the flight, in accordance with the Standard Operating Procedures, including procedures, limitations and performance relating to the specific aircraft type, as are allocated to him by the Commander.

(c) To confirm the safe navigation of the aircraft, maintaining a continuous and independent check upon both the geographical position of the aircraft and its safe terrain clearance.

(d) To safely and properly conduct the flight in compliance with the current flight plan and the commander's instructions when the commander is not at the controls. Any change to the current flight plan has to be notified to the commander.

(e) To volunteer such advice, information and assistance to the commander, as may contribute favourable towards the safe and efficient conduct of the flight. Notwithstanding the overriding authority of the Commander, the First Officer should not hesitate to suggest a better course of action if he is convinced that a decision of the Commander merits discussion.

(f) To seek and receive such information and/or explanation from the Commander, as may be necessary to enable the First Officer to fulfil his function;

Cabin crew

Cabin crew is required to be present on public transport flights to perform duties in the interest of the safety of passengers. They must be well informed about safety and policy of the Company.

The primary purpose of the cabin crewmembers is to ensure passengers safety. They must inform passengers on emergency and safety procedures during all phases of the flight and manage procedures following an emergency in accordance with the Operations Manual and Commander instructions.

Each cabin crewmember shall:

· Be well prepared and fit for the flight.

· Ensure the respect of “Fasten seat belt” and “No smoking” signs.

· Ensure the comfort and safety of the passengers.

· Ensure the passengers safely escape in an emergency evacuation.

A senior cabin crewmember (Purser) must be nominated for the flight.

The Purser shall:

- 
Have the overall responsibility to the aircraft commander for the conduct, co-ordination and performance of the cabin operations and safety duties.

· Verify that all cabin crewmembers are fit for the flight and that they have their documents for flight duty.

· Co-ordinate and organise the functions and tasks of all cabin crewmembers (cabin crew briefing, delegate positions and working areas, in flight service duties):

(a)
Checking of emergency equipment, pre-flight safety briefing and reporting matters concerning safety (irregularities and malfunctions) to the Commander.

(b)
Debriefing with cabin crewmembers when required.

(c)
Ensuring efficient communication with all flight crewmembers, cabin crewmembers and ground staff.

(d) Visiting/contacting the flight deck on regular intervals.
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