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Advisory Circulars (AC) are intended to provide
recommendations and guidance, illustrate a means-but not
necessarily the only means of complying with regulatory
requirements, or to explain certain regulatory requirements by
providing interpretative and explanatory materials.

CAAP will generally accept that when the provisions of an
Advisory Circular have been met, compliance with the
relevant regulatory obligations has been satisfied.

Where an AC is referred to in a “Note” within regulatory
documentation, the AC remains as a guidance material.

ACs should always be read in conjunction with the referenced
regulations.
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Captain

PURPOSE

This Advisory Circular (AC AGA-AM-01-2024) is issued to provide guidance and
information related to the requirement and policies in developing an
Aerodrome Manual. This AC also provides the aerodrome operators with an
overview of the content which needs to be provided in an aerodrome manual.

APPLICATION

AC AGA-AM-01-2024 is applicable to all airports in the Philippines in developing
an aerodrome manual.

RELATED RULES

This Advisory Circular relates specifically to the requirements of Civil Aviation
Regulations Governing Aerodromes (CAR-Aerodromes) Part 2.2.060 and the
Manual of Standards for Aerodromes (MOS-Aerodromes) Section 3.3.
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AC AGA-AM-01-2024 is available and can be downloaded at the official website
of CAAP at www.caap.gov.ph. A printed copy of this AC can be requested from
the Regulatory Safety Standards Division (RSSD) of the Aerodrome and Air
Navigation Safety Oversight Office (AANSOO), Civil Aviation Authority of the
Philippines, located at MIA Road corner, Ninoy Aquino Avenue, Pasay City,
Metro Manila, 1300 with Tel. No.: (02) 8246 4988 local 2040.
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FOREWORD

The aerodrome manual is a mandated requirement for obtaining and maintaining
aerodrome certification. It is the source document describing how the aerodrome
infrastructure and operational procedures, achieve safe operational outcomes. The
manual should provide clear and unambiguous operational direction for its intended
users.

At the time of making an application to certify an aerodrome, the applicant is required to
submit to CAAP an aerodrome manual. The applicant should ensure that the manual is
consistent with the legislated requirements and the content is specific to aerodrome
information and its operation.

The aerodrome manual is required to contain, or refer to, all necessary information that
enables the safe use, operation and maintenance of the aerodrome, including the
obstacle limitation surfaces and any other matters, mandated by Civil Aviation
Regulations governing Aerodromes (CAR-Aerodromes) and the Manual of Standards for
Aerodromes (MOS-Aerodromes).

An effective management structure and a systematic approach to aerodrome operations
is essential. The aerodrome manual should describe the organization and the systems it
uses. It is the primary reference document for recording the responsibilities of
aerodrome staff, or third parties. Each section should clearly nominate who has
responsibility for, and specifically who carries out the tasks described. If responsibilities
are attributed to other stakeholders, the aerodrome manual should clearly identify them.

The aerodrome manual provides a checklist of aerodrome certification standards to be
maintained and the level of airside services at the aerodrome. Information provided in
the aerodrome manual will enable the CAAP to assess the suitability of the aerodrome
for the aircraft operations proposed and to judge an applicant’s fitness to hold a
certificate. It is a basic reference guide for conducting site inspections for granting an
aerodrome certificate and for subsequent safety inspections.

Post certification, should there be a change to the aerodrome facility, operations,
information, and relevant procedures, the aerodrome manual is to be updated so that it
continues to be an accurate representation of the aerodrome and its operating
environment.

The aerodrome manual is a reference document agreed between the aerodrome
operator and the CAA with respect to the standards, conditions and the level of service
to be maintained at the aerodrome.
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DEFINITIONS

Aerodrome. A defined area on land or water (including any buildings, installations,
and equipment) intended to be used either wholly or in part for the arrival, departure
and surface movement of aircraft.

Aerodrome Certificate. A certificate issued by the appropriate authority under
applicable regulations for the operation of an international aerodrome.

Aerodrome facilities and equipment. Facilities and equipment, inside or outside the
boundaries of an aerodrome, that are constructed or installed and maintained for the
arrival, departure and surface movement of aircraft.

Aerodrome Manual. A living document which describes all the information pertaining
to the aerodrome site, facilities, services, equipment, operating procedures,
organization and management, including its SMS. It is the means by which all
aerodrome operating staff are fully informed as to their duties and responsibilities with
regard to safety, including information and instructions related to those matters
specified in the applicable regulation.

Aerodrome Operator. In relation to a certified aerodrome, the person to whom an
aerodrome certificate has been issued.

Aeronautical Information Publication (AIP). A publication issued by or with the
authority of a State and containing aeronautical information of a lasting character
essential to air navigation.

Aeronautical study. An investigation of aeronautical problem to identify possible
solutions and select a solution that is acceptable without degrading safety.

Apron. A defined area, on a land aerodrome, intended to accommodate aircraft for
purposes of loading or unloading passengers, mail or cargo, fueling, parking or
maintenance.

Certified aerodrome. An aerodrome whose operator has been granted an aerodrome
certificate.

Interim or Temporary Aerodrome Certificate. An initial document issued to an
aerodrome operator whose application for either the granting of or consent to
transfer of aerodrome certification is pending completion within the prescribed
period set by CAAP.

Maneuvering area. That part of an aerodrome to be used for the take-off, landing and
taxiing of aircraft, excluding aprons.
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Movement area. That part of an aerodrome to be used for the take-off, landing and
taxiing of aircraft, consisting of the maneuvering area and the apron(s).

Obstacle. All fixed (whether temporary or permanent) and mobile objects, or parts
thereof, that:

a) are located on an area intended for the surface movement of aircraft; or

b) that extend above a defined surface intended to protect aircraft in flight; or

¢) stand outside those defined surfaces and have been assessed as being a hazard
to air navigation.

Operating Staff. Refers to those persons, whether or not they are employed by the
aerodrome operator, whose duties are concerned either with ensuring safety of
aerodrome operations or require them to have access to the aerodrome movement
areas and all other areas within the aerodrome perimeter.

Permanent Aerodrome Certificate. A certificate issued by the appropriate authority
with continued validity under applicable regulations for the operation of an
international aerodrome.

Safety management system. A systematic approach to managing safety, including the
necessary organizational structures, accountability, responsibilities, policies and
procedures.
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ACRONYMS AND ABBREVIATIONS

AANSOO Aerodrome and Air Navigation Safety Oversight Office
AC Advisory Circular

AEP Airport Emergency Plan

AGA Aerodrome Ground Aids

AlIH Aerodrome Inspector's Handbook

AIP Aeronautical Information Publication

AlS Aeronautical Information Service

AM Aerodrome Manual

ARCID Aerodrome Registration Certification Inspection Division
ARFFS Aerodrome Rescue and Fire Fighting Services

CAAP Civil Aviation Authority of the Philippines
CAR-Aerodromes Civil Aviation Regulations for Aerodromes

ICAO International Civil Aviation Organization
MOS-Aerodromes Manual of Standards for Aerodromes

NOTAM Notice to Airmen

PANS Procedure for Air Navigation Services

RSSD Regulatory Safety Standards Division

SARPs Standards and Recommended Practices

SMS Safety Management System
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REFERENCES
Civil Aviation Regulations for Aerodromes (CAR-Aerodromes)
Manual of Standards for Aerodromes (MOS-Aerodromes)
Manual of Aerodrome Regulatory Procedures (MARP)
Manual of Standards for Aeronautical Information Services (MOS-AIS)
Aerodrome Inspectors Handbook (AIH)
Annex 14 Vol. | - Aerodrome Design and Operations
ICAO Document 9774 - Manual on Certification of Aerodromes

ICAO Document 9981 - PANS Aerodromes

Page of 4 of 12



AC AGA-AM-01-2024
AERODROME MANUAL

CHAPTER 1. Provision of Aerodrome Manual

1.1

1.2

1.3

The operator of a certified aerodrome must have an Aerodrome Manual (AM),
in accordance with the requirements in the Manual of Standards for
Aerodromes (MOS-Aerodromes).

The AM should include all pertinent information on the aerodrome site,
facilities, services, equipment, operating procedures, organization and
management including a safety management system.

The AM is required to be submitted by the applicant to CAAP for acceptance
prior to granting the aerodrome certificate.

CHAPTER 2. Location of the Aerodrome Manual

2.1

2.2

The aerodrome operator must keep the approved aerodrome manual at the
aerodrome and must provide CAAP its latest approved AM.

If the operator’s principal place of business is not at the aerodrome, an
additional copy of the manual must also be kept at the principal place of
business.

CHAPTER 3. Form of Aerodrome Manual

3.1

3.2

Unless otherwise accepted by CAAP, the operator of a certified aerodrome
must keep the master copy of the AM in printed form.

Copies of AM may be kept in a printed or an electronic form.

CHAPTER 4. Scope of the Aerodrome Manual

The aerodrome manual should contain all the relevant information to
describe the management and operational structure including duties and
responsibilities of all aerodrome operating staff with regard to safety,
information and instructions related to those matters specified in the
applicable regulation. It also should describe the aerodrome services and
facilities, all operating procedures, and any restrictions in place.

CHAPTER 5. Contents of Aerodrome Manual

The aerodrome manual shall contain, as a minimum, the following sections,
including some of their requirements:

(a) atable of contents;

(b) alist of the corrigenda/amendments: this section shall log the updates
and/or corrections made to the aerodrome manual;
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(c)
(d)

(e)

()

(8

a distribution list;

aerodrome administrative data: an organizational chart shall be
provided, as well as the aerodrome operator’s safety responsibilities;

a description of the aerodrome: this includes maps and charts. The
physical characteristics of the aerodrome shall be documented, as well
as the information regarding the RFF level, ground aids, primary and
secondary electrical power systems and main obstacles. Sufficiently
detailed charts of the aerodrome shall also be included (showing the
aerodrome’s boundaries and different areas (manoeuvring area, apron,
etc.). All deviations from the regulatory provisions authorized by the
State shall be listed together with their validity and references to the
related documents (including any safety assessments);

a description of the intended operations, including:
(i)  the critical aeroplanes the aerodrome is intended to serve;

(ii) the category of runway(s) provided (non-instrument, instrument
including non-precision and precision);

(iii) the different runways and their associated levels of service;

(iv) the nature of aviation activities (commercial, passenger, air
transport, cargo, aerial work, general aviation);

(v) the type of traffic permitted to use the aerodrome
(international/national, IFR/VFR, scheduled/nonscheduled); and

(vi) the minimum RVR that aerodrome operations can be permitted.

a description of each of the aerodrome operator’s procedures related
to the safety of aeronautical operations at the aerodrome. For each
procedure:

(i)  the responsibilities of the aerodrome operator are clearly
described;

(i) the tasks that are to be achieved by the aerodrome operator or its
subcontractors are listed;

(iii) the means and procedures required to complete these tasks are

described or appended, together with the necessary details such
as the frequency of application and operating modes; and
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(h) adescription of the operator's SMS

(i) the SMS section of the manual is developed, and the related
procedures and documents are enclosed, as well as the safety
policy of the aerodrome operator signed by the accountable
executive;

(ii) the aerodrome SMS shall be commensurate with the size of the
aerodrome and with the level and complexity of the services
provided.

Note. - A list of other possible topics for inclusion in the aerodrome
manual is given in MOS Appendix 1.

CHAPTER 6. Amendment of Aerodrome Manual

6.1

6.2

6.3

The operator of a certified aerodrome must amend the Aerodrome Manual,
whenever it is necessary to do so, to maintain the accuracy of information in
the manual.

To maintain the accuracy of the Aerodrome Manual, CAAP may give written
direction to the operator requiring the operator to amend the manual in
accordance with such a direction.

Manuscript amendments by hand to the Aerodrome Manual are not
generally acceptable. Changes or additions shall be subject of an additional
or replacement page suitably dated. If the amendment affects the action of
external parties, an acknowledgement slip shall be requested from each
external party concerned when amendments are circulated to confirm that
each party concerned has received and taken notice of the amendment.

CHAPTER 7. Updating the Aerodrome Manual

7.1

7.2

7.3

The responsibility for maintaining the accuracy of the aerodrome manual
should be clearly defined in the manual.

The manual should be updated using a defined process. The periodic review
of the manual must be detailed in that process that includes a record of all
amendments, effective dates and amendment approvals.

The method of enabling all aerodrome operating staff to have access to the
relevant parts of the manual should be defined and can be demonstrated
and a method of tracking amendments and ensuring their receipt must be
established when using an electronic means of distribution.
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7.4 Any amendments or additions must be communicated to CAAP in accordance

with the continued oversight requirements established by CAAP. The
operator of a certified aerodrome must inform CAAP, in writing, of any
amendment that the operator makes to the Aerodrome Manual for the
aerodrome within thirty (30) days after the amendment is made.

CHAPTER 8. Aerodrome Manual Controller

8.1

The operator of a certified aerodrome must appoint a person to be the
Aerodrome Manual controller for the operator's Aerodrome Manual.

8.2 The functions of the Aerodrome Manual controller are to ensure that:

(@) arecord is kept of the persons who hold copies of the whole or a part
of the Aerodrome Manual, and locations where complete or partial
copies of the Aerodrome Manual are kept;

(b) updates of information for the manual are distributed to the holders
and locations; and

() themanualisreviewed at least annually to ensure it continues to satisfy
requirements for location, included information, format and
amendment as required.

CHAPTER 9. Issue and distribution of an Aerodrome Manual

9.1

9.2

9.3

The Aerodrome Manual is an important safety document and must be issued
under the authority of the aerodrome operator and signed by the senior
executive of the organization. Any amendments to the Aerodrome Manual
must be approved by the aerodrome operator, or his delegate, to do so.

Copies of relevant sections of the Aerodrome Manual must be made available
to each supervisory member of the aerodrome operating staff including
those employed by the operator’'s contractors or agents, where relevant, so
that each member of the aerodrome operating staff:

(@) is aware of the contents of every part of the aerodrome manual
relevant to his/her duties; and

(b) is aware of the requirement to undertake duties in conformity with the
relevant provisions of the Aerodrome Manual.

Aerodrome operating staff means all persons, whether or not employed
directly by the aerodrome operator, who in the course of their duties are:
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9.4

9.5

9.6

9.7

(@) concerned with ensuring that the aerodrome is safe for use by aircraft;
or

(b) required to have access to the aerodrome Maneuvering area or apron.

The Aerodrome Manual must be placed at the aerodrome operator’s library
and at the workplace of other relevant operating staff concerned.

Apart from submission of the Aerodrome Manual to CAAP and internal
distribution of copies to relevant operating staff, copies of the Aerodrome
Manual (or relevant parts of it) must also be made available to other external
parties who have a part to play in aerodrome safety procedures. In particular,
the airport emergency section of the Aerodrome Manual must also be
extended to all external parties (e.g. Civil Defense, State Police, external Fire
Departments or health agencies) involved in the aerodrome emergency plan.

The Aerodrome Manual is a controlled document. Each copy of the
Aerodrome Manual must be numbered and a list of their holders maintained
by the document controller. Amendments shall be recorded on the
amendment page in each copy.

The Aerodrome Manual must be made available for inspection by any
authorized CAAP personnel.
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APPENDIX

Schedule of particulars to be included in an Aerodrome Manual

Signature. The aerodrome manual must be signed by the most senior officer who is
responsible and directly accountable for general management of the aerodrome.

Foreword. A general statement indicating the importance of the manual and that the
contents are binding to the staff.

Part 1 - General Information, including:

1.1

1.2

1.3

1.4

Conditions of Use

{Name} Airport operates twenty-four (24) hours per day for take-off and
landing of aircraft and when it is so available it shall be so under equal
terms and conditions to all persons and operators.

Aeronautical Information

All data relating to the aeronautical aspect of this aerodrome are
published in the Republic of the Philippines Aeronautical Information
Publication. The Airside Safety Manageris responsible for complete and
correct promulgation of data to AIS section of the CAAP in accordance
with the procedures described in the Aerodrome Manual.

Recording Aircraft Movements

All data relating to the recording of aircraft movements is collected and
recorded by Air Traffic Control. The Tower Team Leader is responsible
for complete and correct collection recording and reporting to the
Airport General Manager in accordance with procedures described in
the Aerodrome Manual.

Obligation of the Aerodrome Operator

Under the civil aviation regulations, the operator of a certificated
aerodrome is to:

¢ Comply with the mandatory standards and practices;

e Employ an adequate number of qualified and skilled staff;

e Operate the aerodrome in accordance with the procedures set
out in the Aerodrome Manual;

e Have an acceptable aerodrome Safety Management System
(SMS);
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e Arrange for audit of the SMS and the management of airport
organizations;

e Permit access to authorized CAAP officers for inspection and
testing purposes related to ensuring safety at the aerodrome;

e Make required notifications to the CAAP, ATC or pilots;

e Conduct special inspections as necessary;

e Remove obstructions on the aerodrome that are likely to be a
hazard; and

e Erect warning signs if low flying or taxying aircraft are likely to
be hazardous to people or vehicles.

Note: The aerodrome operator must provide a more detailed
description for each of these obligations as required in the Civil Aviation
Regulations

for Aerodromes.

Part 2 - Aerodrome Site Information

Aerodrome Plan
Aerodrome Land Titles

Part 3 - AIS Information

Aerodrome dimensions
AIP Data

Part 4 - Aerodrome Operating Procedures

Section 1 - Aerodrome Reporting

Section 2 - Access to Aerodrome movement area

Section 3 - Aerodrome Emergency Plan (AEP)

Section 4 - Aerodrome Rescue and Firefighting Services (ARFFS)
Section 5 - Aerodrome Inspection by the aerodrome operator
Section 6 - Visual Aids, Electrical systems and Lighting
Section 7 - Movement Area maintenance

Section 8 - Aerodrome Works Safety

Section 9 - Aircraft Parking Control

Section 10 - Apron Safety management

Section 11 - Airside Vehicle Control

Section 12 - Wildlife Hazard Management

Section 13 - Obstacle Control

Section 14 - Disabled Aircraft Removal

Section 15 - Handling of Hazardous Materials

Section 16 - Low Visibility Operations

Section 17 - Protection of Radar and Navigation Aids
Section 18 - Hazardous Meteorological Condition

Section 19 - Reporting of Runway Surface Condition
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Part 5 - Aerodrome Administration

Section 1 - Organization contacts and structure

Section 2 - Exemptions, Directions, Approvals
Section 3 - Aerodrome Safety Management System
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