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Foreword

Foreword

Pursuant to Regulation 01/2009 on Occurrence Reporting in Civil Aviation, which
transposes into Kosovods national | egal order
in the Regulation shall report aviation occurrences to the Civil Aviation Authority of

Kosovo (CAAK). Such reporting contributes to the improvement of the safety of civil

aviation through better knowledge of these occurrences to facilitate analysis and trend
monitoring for initia ting corrective actions.

The CAAK has set up the ECCAIRS (European Ccordination Centre for Aviation Incident
Reporting Systems) system in its office and at the Prishtina International Airport 0 Ad e m
J a s h ar i fdr fadilikating the reporting of occurren ces by all persons who have a duty

to report such occurrences. The CAAK will subsequently integrate its systems with the EU
ECCAIRS central office for exchange of occurrence information, and for facilitating
effective analysis and monitoring of safety crit ical information.

The purpose of this manual is to describe the CAAK - Occurrence Reporting System and
to provide guidance to those who, by the associated legislation, are involved in its
operation.

The manual is available to the public and to the indust ry and shall be made available on
the CAAK web site.

In order for the System to make a real contribution to flight safety in civil aviation in
Kosovo, it is primordial that all concerned are fully aware of its aims and its requirements.

The CAAK will wel come any comment and suggestions for the improvement of both the
System and this manual. Such comments should be addressed to Director General of the
CAAK at the address below.

Channels of Reporting

Occurrence reporting shall be done using the ECCAIRS gstem installed on specific
computers located in the Prishtina International Airport 0 Adem Jashafhed LK
facility shall be available to airlines, airport staff, air traffic control personnel and all others

who may need to report an occurrence.

Persons who are unable to access the ECCAIRS computers may also send the Completed
Occurrence Report Forms to:

Civil Aviation Authority of Kosovo (CAAK)
Ahmet Krasnigi Street n.n. (Arbéria)
10000, Prishtina

Republic of Kosovo
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In some cases, particularly overseas, the use of email, fax or SITA may be necessary to
minimize delays in the transmission of occurrence information.

E-mail: mor@caaks.org
Fax: +381 (0)38 211 009
Tel: +381 (0)38 248 629
Out of hours emergency: +377 (0)44 613 567
SITA: PRNCAXH

When an Occurrence Report Form is not available, the relevant information may be passed
in letterform. Should additional information be required, the CAAK may send a standard
Occurrence Report Form to the person initiating the report for completion.

For those occurrences, which it is considered, include particularly dangerous or
potentially dangerous circumstances requiring the immediate passing of information to
the CAAK, the telephone should be used. In all such cases written confirmation of the
available details of the occurrence should be passed on as quickly as possible, preferably
by email or fax.

Dritan Gjonbalaj
Director General
Civil Aviation Authority of the Republic of Kosovo
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Terms and Definitions

Term Definition
Aeroplane An aircraft heavier than air, propelled by an engine, which gets the
lift in flight pr imarily due to aerodynamic reactions on the surfaces
which remain immovable in specific flight conditions.
Authority Means Civil Aviation Authority of the Republic of Kosovo
Aircraft Any machine that can derive support in the atmosphere from the

reactions of the air, other than the reactions of the air against the

Aircraft avionics

earth’s surface.

A term designating any electronic device fi including its electrical
part i for use in an aircraft, including radio, automatic flight
control and instrument s ystems.

Aircraft i
category

Classification of aircraft according to specified basic characteristics,
e.g. aeroplane, helicopter, glider, free balloon.

Aircraft certificated
for singlepilot
operation

A type of aircraft which the State of Registry has determined, during
the certification process, can be operated safely with a minimum
crew of one pilot.

Aircraft required to
be operated with a
copilot.

A type of aircraft that is required to be operated with a co -pilot, as
specified in the flight manual or by the air operator certificate.

Aircraft i type

All aircraft of the same basic design including all modifications
thereto except those modifications which result in a change in
handling or flight characteristics.

Airmanship The consistent use of good pdgement and well developed
knowledge, skills and attitudes to accomplish flight objectives.
Airship An aircraft lighter than air propelled by an engine .

Approved training

Training conducted under special curricula and supervision
approved by a Contracting State that, in the case of flight crew
members, is conducted within an approved training organization.

Approved training
organization

An organization approved by a Contracting State in accordance
with the requirements of Annex 1, 1.2.8.2 and Appendix 2 to
perform flight crew training and operating under the supervision of
that State.

Audit

An independent and systematic review whether processes and
activities are performed according to published standards and
instructions. Audit may be Internal (organiz ation being audited by
itself) or External (organization being audited by another
organization).

Balloon

An aircraft lighter than air, without an engine.
Note. - For the purposes of this Manual, this definition applies to
balloon.

Commercial air
transport

An aircraft operation involving the transport of passengers, cargo or
mail for remuneration or hire.

Ver. 2- 13 January014
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operation.

Competency A combination of skills, knowledge and attitudes required to
perform a task to the prescribed standard.

Competency An action that constitutes a task that has a triggering event and a

element terminating event that clearly defines its limits, and an observable

outcome.

Competency unit

A discrete function consisting of a number of competency elements.

Co-pilot

A licensed pil ot serving in any piloting capacity other than as pilot -
in-command but excluding a pilot who is on board the aircraft for
the sole purpose of receiving flight instruction.

Credit

Recognition of alternative means or prior qualifications.

Crosscountry

A flight between a point of departure and a point of arrival
following a pre -planned route using standard navigation
procedures.

Dual instruction
time

Flight time during which a person is receiving flight instruction
from a properly authorized pilot on board the aircratft.

Error

An action or inaction by an operational person that leads to

deviations from organi zational
intentions or expectations.

Note i See Attachment E of Annex 18 Aircraft Accident and

Incident Investigation for a description of operationpérsonnel.

Error management

The process of detecting and responding to errors with
countermeasures that reduce or eliminate the consequences of errors
and mitigate the probability of further errors or undesired states.

Note - See Attachment C to Chapter 3 of tReocedures for Air
Navigation Services i Training (PANS -TRG, Doc 9868)and Circular
314i Threat and Error Management (TEM) in Air Traffic Control*
for a description of undesirsthtes.

Finding See Non-Conformance

Flight crew A licensed crew member charged with duties essential to the
member operation of an aircraft during a flight duty period.

Flight plan Specified information provided to air traffic services units, relative

to an intended flight or portion of a flight of an aircratft.

Flight simulator

Seerlight simulation training device.

Flight time fi
aeroplanes

The total time from the moment an aeroplane first moves for the
purpose of taking off until the moment it finally comes to rest at the
end of the flig ht.

Note. -FIl i ght ti me as here defined
bl ocko time or ochock to chockq
from the time an aeroplane first moves for the purpose of taking off
finally stops at the end difie flight.

Function specific
training

Training that is aimed at providing a detailed study of the
requirements of the Technical Instructions applicable to the function
for which the person is responsible.

General Aviation
Organisation

Organisation (e.g. sports and recreational training organisation,
aero-club, etc.) to be certified / approved or under safety oversight
process by CAAK

Ver. 2- 13 January014
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General Training that is aimed at providing familiarity with the general
Familiarisation requirements of the Technical Instructions.

Training

Glider An aircraft heavier than air, without an engine, which gets the lift in

flight primarily due to aerodynamic reactions on the surfaces which
remain immovable in specific flight conditions.

Glider flight time

The total time occupied in flight, whether being towed or not, from
the moment the glider first move for the purpose of taking off until
the moment it comes to rest at the end of the flight.

Helicopter A heavier-than-air aircraft supported in flight chiefly by the
reactions of the air on one or more power driven rotors on
substantially vertical axes.

Human Human capabilities and limitations which have an impact on the

performance safety and efficiency of aeronautical operations.

Inspection Examination whether particular a ctivity or procedure is performed

according to published standards and instructions.

Instrument flight
time

Time during which a pilot is piloting an aircraft solely by reference
to instruments and without external reference points.

Instrument ground
time

Time during which a pilot is practising, on the ground, simulated
instrument flight in a flight simulation training device approved by
the Licensing Authority.

Instrument time

Instrument flight time or instrument ground time.

Licensing The Authority designated by a Contracting State as responsible for

Authority the licensing of personnel.

Likely In the context of the medical provisions in Chapter 6, likely means
with a probability of occurring that is unacceptable to the medical
assessor.

Night The hours between the end of evening civil twilight and the

beginning of morning civil twilight or such other period between
sunset and sunrise, as may be prescribed by the appropriate
authority.

Note.- Civil twilight ends in the evening when the centre of he n 6 S
is 6 degrees below the horizon and begins in the morning when the
of the sundés disc is 6 degrees

Non-conformance

Deviation from requirement prescribed by applicable rules and
regulations, international standards or Au thority internal standards.
Such deviation requires corrective action.

Organisation

Organisation (e.g. training organisation, etc.) to be certified/
approved or under safety oversight process by CAAK

Performance Simple, evaluative statements on the required outcome of the

criteria competency element and a description of the criteria used to judge
whether the required level of performance has been achieved.

Pilot (to) To manipulate the flight controls of an aircraft during flight time.

Pilot-in-command

The pilot designated by the operator, or in the case of general
aviation, the owner, as being in command and charged with the safe
conduct of a flight.

Pilot-in-command

Co-pilot performing, under the supervision of the pilot -in-

Ver. 2- 13 January014
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under supervision

command, the duties and functions of a pilot-in-command, in
accordance with a method of supervision acceptable to the
Licensing Authority.

Poweredift

A heavier-than-air aircraft capable of vertical take-off, vertical
landing, and low -speed flight, which depends principally on
engine-driven lift devices or engine thrust for the lift during these
flight regimes and on nonrotating aerofoil(s) for lift during
horizontal flight.

Problematic use of

The use of one or more psychoactive substances by aviation

substances personnel in a way that:
a) constitutes a direct hazard to the user or endangers the lives,
health or welfare of others; and/or
b) causes or worsens an occupational, social, mental or physical
problem or disorder.
Psychoactive Alcohol, opioids, cannabinoids, sedatives and hypnotics, cocaine,
substances other psychostimulants, hallucinogens, and volatile solvents,

whereas coffee and tobacco are excluded.

Quiality system

Documented organizational procedures and policies; internal audit
of those policies and procedures; management review and
recommendation for quality improvement.

Rated air traffic
controller

An air traffic controller holding a licence and valid ratings
appropriate to the privileges to be exercised.

Rating

An authorization entered on or associated with a licence and
forming part thereof, stating special conditions, privileges or
limitations pertaining to such licence.

Recommendation

A direction that does not require mandatory corrective action.
Usually, guidance how to improve procedure or process.

Recurrent training

Training given at intervals of not more than two years to ensure a

(also called person's knowledge remains at the required level so they can
refresher training) | continue to carry out their responsibilities fully.

Rendering & The action taken by a Contracting State, as an alternative to issuing
licence) valid its own licence, in accepting a licence issued by any other

Contracting State as the equivalent of its own licence.

Safety training

Training that covers the hazards presented by dangerous goods,
safe handling and emergency response procedures.

Sign a maintenanct
release (to).

To certify that maintenance work has been completed satisfactorily
in accordance with the applicable Standards of airworthiness, by
issuing the maintenance release referred to in Annex 6.

Significant

In the context of the medical provisions in Chapter 6, significant
means to a degree or of a nature that is likely to jeopardize flight
safety.

Solo flight time

Flight time during which a student pil ot is the sole occupant of an
aircraft.

Standard Requirement or set of requirements regulating specific matter.
Technical The latest effective edition of the Technical Instructions for the Safe
Instructions Transport of Dangerous Goods by Air, including the Supplement

and any addenda, approved and published by decision of the

Ver. 2- 13 January014
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Council of the International Civil Aviation Organisation (ICAO Doc
9284- AN/905).

Threat Events or errors that occur beyond the influence of an operational
person, increase operatbnal complexity and must be managed to
maintain the margin of safety.

A method that has been developed for providing training, which
Training consists of a tutored course, associated material (such as handouts
programme overheads, videos, exercises, etg, an examination paper and the
instructor's notes.

A method that has been developed for providing training, which
consists of a tutored course, associated material (such as handouts
overheads, videos, exercises, etc.), an examination gper and the
instructor's notes.

Training provider

Ver. 2- 13 January014 Pagel4 of 69
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Abbreviations

Abbr. Meaning
A Aeroplane
A/IC Aircraft
AMC Acceptable Means of Compliance
CA Corrective Action
CAAK Civil Aviation Authority of the Republic of Kosovo
CFlI Chief Flying Instructor
CGl Chief Ground Instructor
CL Checklist
CPL Commercial Pilot Licence
CRE Class Rating Examiner
CRI Class Rating Instructor
EASA European Aviation Safety Agency
FCL Flight Crew Licensing
FE Flight Examiner
Fl Flight Instructor
FIE Flight Instructor Exam iner
FNPT Flight and Navigation Procedures Trainer
FRM Forms
FTD Flight Training Device
FTO Flight Training Organisation
FSD Flight Safety Department
GA General Aviation
GPL Glider Pilot Licence
HR Human Resource
HT Head of Training
IASA Inter national Aviation Safety Assessments
IATA International Air Transport Association
ICAO International Civil Aviation Organisation
IEM Interpretive and Explanatory Material
IFR Instrument Flight Rules
IMC Instrument Meteorological Conditions
INT Internal Document
ISO International Standard Organisation
IT Information Technologies
JAA Joint Aviation Authorities
JAR Joint Aviation Requirements
MCC Multi Crew Co -operation
ME Multi -engine
MEP Multi -engine Piston

Ver. 2- 13 January014
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MET Multi -engine Turbo-prop

MPA Multi -pilot Aeroplane

NCR Non-conformity Report

NM Nautical Miles

OML Operational Multicrew Limitation
OSL Operational Safety Pilot Limitation
OTD Other Training Devices

PF Pilot Flying

PIC Pilot-In-Command

PICUS Pilot-in-Command Under Supervision
PNF Pilot Not Flying

PPL Private Pilot Licence

PUB Public Document

QMS Quality Management System

R/F Radiotelephony

SE Single-engine

SET Single-engine (Turbo-prop)

SFE Synthetic Flight Examiner

SFI Synthetic Flight Instructor

SIM Simulator

SPA Single-pilot Aircraft

SPH Single-pilot Helicopter

SPIC Student Pilot-In-Command

STD Synthetic Training Devices

T™MG Touring Motor Glider

TR Type Rating

TRE Type Rating Examiner

TRI Type Rating Instructor

TRTO Type Rating Training Organisation
VFR Visual Flight Rules

VMC Visual Meteorological Conditions
ZFTT Zero Flight Time Training
Ver. 2- 13 January014 Pagel6 of 69
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Statement by the Director General of CAAK

Confidentiality of Reports

It is fundamental to the purpose of the Aviation Occurrence R eporting System that the
substance of reports should be disseminated where necessary in the interest of flight
safety. Without prejudice to the proper discharge of its responsibilities in this regard, the

CAAK will not disclose the name of the person submitting the report or of a person to
whom it relates unless required to do so by law or unless, in either case, the person
concerned authorizes disclosure.

Should any flight safety follow -up action arising from a report be necessary, the CAAK
will take all reasonable steps to avoid disclosing the identity of the reporter or of those
individuals involved in the reportable occurrence.

Assurance Regarding Prosecution

The CAAK gives an assurance that its primary concern is to secure free and uninhibited
reporting and that it will not be its policy to institute proceedings in respect of
unpremeditated or inadvertent breaches of the law which come to its attention only
because they have been reported under the System, except in cases involving dereliction of
duty amounting to gross negligence.

Action in Respect of Licenses

The CAAK has a duty to vary, revoke or suspend a license as appropriate if it ceases to be
satisfied that the holder of the license is competent, medically fit and a fit person to
exercise the privileges of the license. If an occurrence report suggests that the license
holder does not satisfy these requirements, it will take appropriate licensing action. For
example, if the report indicates that the license holder requires further training , it may
suspend his license until he has undergone such training. If a report should indicate that
the license holder may not be a fit person to exercise the privileges of his license, the fact
that he has reported the occurrence will be taken into account in determining his fitness
and will weigh heavily in his favour. Although the CA AK recognizes that, in practice,
licensing action may be regarded as having a punitive effect; there can be no question of
action being taken by the CAAK on a license as a puitive measure.

The purpose of license action is solely to ensure safety and not to penalize the license
holder. In all such cases, when considering what action to take, the CAAK will take into
account all relevant information about the circumstances of the occurrence and about the
license holder which is available to it, in line with Article 9 of the Regulation No. 1/2009
on Occurrence Reporting in Civil Aviation.
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Possible Action by Employers

Where a reported occurrence indicated an unpremeditated or inadvertent lapse by an
employee, the CAAK would expect the employer to act responsibly and to share its view
that free and full reporting is the primary aim, and that every effort should be made to
avoid action that may inhibit reporting. The CA AK will, accordingly, make it known to
employers that, except to the extent that action is needed in order to ensure safety, and
except in such flagrant circumstances as
above, it expects them, pursuant to Article 9.4 of the Regulation No. 1/2009 on Occurrence
Reporting in Civil Aviation to refrain from disciplinary or punitive action which might
inhibit their staff from duly reporting incidents of which they may have knowledge.

Protection of the Interests of the Lice nse Holder

It is recognized that where a license holder is a member of an association or trade union,
he is at liberty to inform that association or union of any prosecution or action by the
CAAK in respect of his license, and seek their assistance.

At any hearing conducted by the CAAK, in respect of a license held by a member of an
association or trade union, a representative of that body may accompany the license
holder and address the CAAK on his behalf.

Dritan Gjonbalaj
Director General
Civil Aviation Authority of the Republic of Kosovo
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Chapter 1

The Objectives of the System
1.1  The objectives of the CAAK Aviation Occurrence Reporting System are as follows:

a) To ensure that the CAAK is advised of hazardous or potentially hazardous
incidents and defects (hereafter referred to as occurrences),

b) To ensure that knowledge of these occurrences is disseminated so that other
persons and organizations may learn from them,

c) To enable an assessment to be made by those concerned (whether inside or
outside the CAAK) of the safety implications of each occurrence, both in itself
and in relation to previous similar occurrences, so that they may take or initiate
any necessary action,

1.2  The overall objective of the CAAK in establishing this System is to make use of the
reported information to further advance aviation safety and not to attribute blame or
liability.
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Chapter 2

Division of Responsibilities

2.1 In order to achieve the above objectives, the Aviation Occurrence Reporting System

is not intended to replace or reduce the duties and responsibilities of all organizations and

personnel within the air transport industry. The primary responsibility for safety rests

with the management of the organizations involved (operators, maintenance

organi zati ons, air traffic services and airport
the regulatory framework within which the industry must work and thereafter to monitor

performance to be satisfied that required standards are set and maintained. The Aviation
Occurrence Reporting System is an establishe:q
and is complementary to the normal day to day procedures and systems (e.g. Company
approvals, etc.); it is not intended to duplicate or supersede these.

It is thus no less incumbent upon any organization:

a) to record occurrences; and,

b) in conjunction with the appropriate organization and when necessary the
CAAK, to investigate occurrences in order to establish the causes sufficiently to
devise, promulgate and implem ent any necessary remedial and preventative
actions.

2.2 In relation to all reported occurrences, including those raised by its own personnel,
the CAAK will;

a) evaluate each occurrence report received,;

b) decide which occurrences require investigation by the CAAK in order to
di scharge the CAAK®O6s functions and respor

c) make such checks as it considers necessary to ensure that operators,
manufacturers, maintenance, repair and overhaul organizations, air traffic
control services and aerodrome operators are taking any necessary remedial and
preventative action in relation to reported occurrences;

d) take the steps necessary in order to persuade foreign aviation authorities and
organizations to take any necessary remedial and preventative action in relation
to reported occurrences;

e) assess andanalyse the information reported in order to detect safety problems
which may not be apparent to individual reporters;

f) make available the information derived from the occurrence reports in
accordance with the relevant CAAK policies;

g) make available the results of studies of the data provided to those who will use
them for the benefit of aviation safety;
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h) where appropriate, issue specific advice or instructions to particular sections of
the aviation industry;

i) where appropriate, take action in relation to legislation, requirements or
guidance, e.g. revisions of the Regulations, amendments to Flight Manuals and
Operations Manuals, introduction of mandatory modifications and inspections,
amendments to maintenance scheduks, terms of approval, and licenses, issue of
Aeronautical Information Circulars, Airworthiness Notices, etc.
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Chapter 3

Aircraft Accident and Incident Investigation

3.1 The requirements and procedures for aircraft accident and incident investigatio n
are covered in Title Il, Chapter V, Article 31 - Aeronautical Accident and Incident
Investigations Commission of the Law No. 03/L -051 on Civil Aviation in Kosovo.

3.2 The Aeronautical Accidents and Incidents Investigation Commission (AAIIC) is
responsible for aviation -related accident and incident investigations within Kosovo or
affecting Kosovo registered aircraft wherever they may be. The A Al | Regdation ZKM -
KHAIA -001/R Establishing the Fundamental Principles for Investigation of the
Aeronautical Ac cidents and Incidents in the Republic of Kosovo of 15 April 2010 specifies
the requirements for the investigation of accidents and serious incidents. The investigation
of accidents and serious incidents is the responsibility of the AAIIC and not the CAAK.
The AAIIC is a unit within the Office of the Prime Minister and is independent of the
CAAK.

3.3  Whenever required or advisable, the AAIIC shall work in association with other
national and international bodies engaged in the same function. Whenever the AAIIC
conducts or participates in such an investigation, the AAIIC shall prepare a detailed report
on that investigation and submit such report to the Government and the Assembly as soon
as possible but no later than six (6) months after such investigation has been completed.
The purpose of the investigation shall be to determine the probable cause or causes of the
accident or incident and to prevent the repetition of similar accidents and incidents; it
shall not seek to attribute blame or liability and shall not prejudge any other investigation
that may be undertaken by any other organ.

34  The investigation shall be conducted in conformity with the provision of Annex 13
to the Convention on International Civil Aviation. The State of Registry, the State of
Manufacture, the State of Design and the State of the Operator shall be given the right to
appoint accredited representatives to participate in the investigation, and any findings of
the investigation shall be communicated to such States, as well as to ICAO. Observers
from other States may be invited to attend the investigation at the discretion of the body of
experts conducting the investigation.

3.5 To achieve the maximum analytical and statistical benefit from an occurrence

record system it is necessaryt hat acci dents be included. The
the Occurrence Reporting System therefore includes accidents, serious incidents and other
incidents. Close liaison is maintained between the AAIIC and the CAAK based on their
Memorandum of Unders tanding (MOU) of 16 December 2009. The MOU details exchange

of information of periodic reports for the occurrences reported to the CAAK, which are
submitted to the AAIIC for inclusion in the records. CAAK also, in case it is informed of a

serious incident or accident, immediately notifies the responsible person at AAIIC, who

will lead the investigation.
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3.6 Because of the close relationship between aircraft accidents, serious incidents,
incidents and other occurrences, and between the regulations pertaining to their
investigation, the following definitions and explanations are included as guidance.

The ICAO Annex 13 - Aircraft Accident and Incident Investigation contains the following
definitions:

Accident: An occurrence associated with the operation of an aircraft which takes
place between the time any person boards the aircraft with the intention of flight
until such time as all such persons have disembarked, in which:

a) a person suffers a fatal or serious injury as a result of
- being in the aircraft, or

- direct contact with any part of the aircraft, including parts which have
become detached from the aircraft, or

- direct exposure to jet blast,

except when the injuries are from natural causes, seltinflicted or inflicted by
other persons, or when the injuries are to stowaways hiding outside the areas
normally available to the passengers and crew; or

b) the aircraft sustains damage or structural failure which

- 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 for engine failure or damage, when the damage is limited to the engine,
its cowlings or accessories; or for damage limited to propellers, wing tips,
antennas, tires, brakes, fairings, small dents or puncture holes in the aircraft
skin; or

c) the aircraft is missing or is completely inaccessible.

Serious Incident: Means an incident involving circumstances indicating that an
accident nearly occurred.

Incident: Means an occurrence, other than an accident, associated with the
operation of an aircraft which affects, or would affect, the safety of operation.

3.7 To report an accident or serious incident to the Aeronautical Accidents and
Incidents Investigation Commission , the following contact details should be used, e-mail
address: kreshnik.gashi@ksgov.net , phone number: +381 (0)38 200 14 622

3.8 In addition to accidents and serious incidents, which shall be investigated by the
AAIIC , there are a large number of incidents and other occurrences which are required to
be reported under this Aviation Occurrence Reporting System, and which shall be
investigated by the CAAK . It should be noted that the CAAK is empowered to carry out
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an investigation of any type of occurrence should it so decide, including other types of
inquiries such as enforcement of regulations.

3.9 It should also be noted that nothing prevents other agencies (such as air traffic
services and airports) and aviation companies (such as airlines, operators and
maintenance organizations) from conducting their own investigation of an accident,

incident or other occurrence for purposes within their specific competence, such as their
safety management system or accident prevention programme.
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Chapter 4

The Regulation

4.1  The reporting requirements to the Occurrence Reporting in Civil Aviation System
are oontained in the Regulation No. 1/2009 on Occurrence Reporting in Civil Aviation,
dated 01 September 200X 0t h e R §.dlellists af ocouérences to ke reported are
reproduced in the Annexes land 2 of the Regulation.

Ver. 2- 13 January014 Page25 of 69



Occurrence Reporting in Civil Aviatioimformation and Guidance Manual

Chapter 5 Applicability

Chapter 5

Applicability
5.1 Category of Aircraft Involved

In the case of organizations providing a service or facility for aircraft operating over or in
Kosovo (e.g. air traffic services, airfields, etc.) any occurrence meeting the required criteria
should be reported regardless of the nationality of the aircraft involved.

5.2  Persons Required to Report

The occurrences covered by Article 3 of the Regulation shall be reported to the CAAK by
every person listed below in the exercise of his/her functions:

i) the operator or commander of an aircraft used by an operator for which the
CAAK ensures safety oversight of operations;

i) a person who carries on the business of designing, manufactuing, maintaining
or modifying an aircraft, or any equipment or part thereof, under the oversight
of the CAAK;

iii) a person who signs a certificate of maintenance review, or of release to service in
respect of an aircraft, or any equipment or part thereof, und er the oversight of
the CAAK;

iv) a person who performs a function which requires him/her to be authorised by
the CAAK as an air traffic controller or as a flight information officer;

v) a manager of an airport;

vi) a person who performs a function connected with the installation, modification,
maintenance, repair, overhaul, flight -checking or inspection of air navigation
facilities for which the CAAK ensures responsibility;

vii)a person who performs a function connected with the ground -handling of
aircraft, including fue lling, servicing, loadsheet preparation, loading, de -icing
and towing at an airport.

It should be understood that while the Regulation defines those persons who have to
report, anyone may, in fact, report should they consider it necessary.

5.3 Voluntary R eporting

In addition to the system of mandatory reporting, the CAAK has put in place a system of
voluntary reporting to collect and analyse information on observed deficiencies in aviation
which are not required to be reported under the system of mandato ry reporting, but
which are perceived by the reporter as an actual or potential hazard.
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The CAAK ensures that relevant disidentified safety information deriving from the
analysis of confidential reporting is stored and made available to all parties so that it can
be used for improving safety in aviation.

The CAAK encourages voluntary reporting to the same criteria across the whole spectrum

of civil aviation operations. The CA AK®O s procedures for process
disclosing reports do not, therefore, differentiate between voluntary and mandatory

reports.

5.4  Items to be Reported

5.4.1 Any person specified in the Regulation should report any reportable occurrence of
which he/she has positive knowledge, even though this may not be first hand, unl ess
he/she has good reason to believe that appropriate details of the occurrence have already
been, or will be, reported by someone else.

5.4.2 In deciding whether or not to report an occurrence, the following must be borne in
mind. A reportable occurrence in relation to an aircraft means:

a) Any incident relating to such an aircraft or any defect in or malfunctioning of
such an aircraft or any part or equipment of such an aircraft, being an incident,
malfunctioning or defect endangering, or which if not c orrected would
endanger, the aircraft, its occupants, or any other person; and

b) Any defect in or malfunctioning of any facility on the ground used or intended
to be used for purposes of or in connection with the operation of such an
aircraft, being a defed or malfunctioning endangering, or which if not corrected
would endanger, such an aircraft or its occupants.

5.4.3 A report should also be submitted on any occurrence which involves, for example,
a defective condition or unsatisfactory behaviour or procedure which did not immediately
endanger the aircraft but which, if allowed to continue uncorrected, or if repeated in
different, but likely, circumstances, would create a hazard.

5.4.4 It is of great importance to the success of the reporting system tha the reporters
keep firmly in mind the concept of ©6éendanger.
the above definition, when deciding whether or not to submit a report.

5.4.5 The primary objective of occurrence reporting is to monitor, disseminat e and record
for analysis, critical or potentially critical safety occurrences. It is not intended to collect
and monitor the normal flow of day -to-day defects/incidents etc. The latter is an
important part of the overall flight safety task but procedures and systems already exist to
carry out this function. In the main these comprise industry responsibilities monitored
overall by the CA AK. When appropriate, such systems also provide the necessary records
for statistical purposes. In order to achieve the above objectives for occurrence reporting,
the criteria for a reportable occurrence need to be set above, in terms of the effect on safety,
the normal day to day defects or minor incidents. Over enthusiastic reporting of such
items which fall below these criteria will involve unnecessary duplication and work to
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both the reporters and the CAAK and will also tend, by sheer volume of data generated, to
obscure the more significant safety items. Reporters should ensure that the content of their
reports meets with the criteria and guidance laid out in Appendix B. Particular emphasis
should be paid to ensuring that day to day operational anomalies, technical defects and
routine reliability issues are dealt with via the normal organizational systems and
procedures.

5.4.6 Appendix B develops the above philosophy for the setting of the criteria and
provides more detailed guidance on the types of occurrences which are required to be
reported.

Ver. 2- 13 January014 Page28 of 69



Occurrence Reporting in Civil Aviatiemformation and Guidance Manual

Chapter 6- Reporting Procedure

Chapter 6

Reporting Procedure
6.1  Submission of Reports

6.1.1 The Reguation places the primary responsibility for reporting with individuals.

However, the interests of flight safety are best served by full participation, in the
investigation and follow -up, by the organization involved. Therefore, wherever possible,

the CAAK encourages the use of agency and company reporting systems, with a
responsible person(s) within the organization being nominated to receive all reports and

to establish which reports from individuals within the organization meet the desired

criteria for an occurrence report to the CAAK. Correlation of operational and technical
aspects and the provision of any relevant su
assessment and immediate action to control the problem, is an important part of such

activity . With such systems the reporting level within the organization can be, and often is,

set at a lower level than the CAAK requirement in order to provide a wider monitoring of

the organizationds activities. However,awhen
person having a duty to report to the CAAK in accordance with the AD, the company

must tell him if his report has been passed on to the CAAK or not. If not, and the

employee is convinced that it should, he must have the right to insist that the report b e

passed to the CAAK or to report it directly to the CAAK himself. Procedures to ensure

that this right of the individual reporter is maintained must be incorporated into the
organizationds reporting procedures daonstobe c|
staff.

6.1.2 In the case of occurrences arising from, or relating to, defects in the aircraft, its
equipment or any item of ground equipment, it is important that the appropriate
manufacturer(s) be advised of the occurrence as soon as possibleThe CAAK therefore
expects that any organization which raises an occurrence report (or which has been made
aware of a report raised by an individual employee) will pass a copy of the report to the
appropriate aircraft or equipment manufacturer(s) as soon as possible, unless it is known
that the originator has already done so. In the case of incidents affecting ground
installations or services, e.g. aerodrome and/or air traffic control, those responsible for
those services should also be informed. The original report should list all addressees to
whom it has been sent.

6.1.3 Individuals may submit an occurrence report directly to CAAK should they so
wish, but in the interest of flight safety they are strongly advised also to notify their
employers, preferably by a copy of the report, unless confidentiality is considered
essential. When appropriate (paragraph 6.1.2 above), the employer, in turn, should then
advise the aircraft or equipment manufacturer(s).

6.1.4 Reports must be dispatched within 72 hours of the event, unless exceptional
circumstances prevent this. Nevertheless, when the circumstances of an occurrence are
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judged to be particularly hazardous, the CAAK expects to be advised of the essential
details by the fastest possible means, preferably usirg the ECCAIRS system or e
mail/telephone/fax/telex. This should be followed up within 72 hours by a full written
report to the CAAK with appropriate copies as per paragraph 6.1.2 and 6.1.3 above. The
CAAK is dependent upon the judgment of those responsible for submitting reports to
establish which occurrences are in this category. Conversely, for occurrences involving a
lesser degree of hazard, reporters must exercise their judgment in deciding whether, in
order that all those concerned may be alerted in the minimum time, to submit
immediately a report on the limited information available or if there is the likelihood of
any additional and useful information becoming available within the statutory 72 hours,
to delay the dispatch of the report.

6.1.5 Should the initial report be incomplete in respect of any item of information
required by the Regulation, a further report containing this information must be made
within 72 hours of the information becoming available. Prompt advice to the CAAK on the
results of investigations and the actions taken to control the situation will minimize or
may render unnecessary direct CAAK involvement in the investigative activity. The
CAAK seeks the co-operation of all reporting organizations in this respect. In the case of
technical failures or difficulties, the availability of photographs and/or preservation of
damaged parts will greatly facilitate the subsequent investigation.

6.1.6 A maintenance, overhaul or repair organization of aircraft, components or
equipment is not expected to report to the CAAK, as a matter of routine, those occurrences
involving products which have been reported to it by an operator/individual, if the
operator/individual has already reported the occurrence to the CAAK. The primary duty
for reporting in such cases will rest with the operator/individual. The above organizations
should report any such occurrence which they think is reportable, as per the guidance, if
they know that the operator concerned has not done so.

6.1.7 Where a repair organization, over hauler, etc. is in doubt as to the applicability of
the reporting requirements, e.g. it discovers a defect in a piece of equipment which cannot
be associated with a particular aircraft, or even a type of aircraft, it should, nevertheless,
make a report in order to ensure that it has complied with the Regulation. The CAAK
would, in any case, wish the organization, or individual, to report voluntarily such defects
on equipment fitted to aircraft types not subject to mandatory reporting.

6.2 Confid ential Reports

If any reporter considers that it is essential that his/her identity not be revealed, the report
itself should be clearly annotated O6CONFI DEN’
the reporter will be contacted personally, either by the Director General of CAAK or his

Deputy. CAAK cannot, of course, guarantee confidentiality when an occurrence is

reported separately by another party or where the caveat on prosecution in the statement

by the Director General of CAAK in this Manual applies, i . e. 0derelictioc
amounting to gross negligence0. Reporters sut
that effective investigation may be inhibited. Nevertheless, the CAAK would rather have a
Confidential Report than no report at all.
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6.3 Investigation and Provision of Supplementary Information

The Regulation does not require the provision of supplementary information on

reportable occurrences, except when specifically requested by the CAAK. However, the
efficiency of tupevoriCahdtiedstandara df the imformation service it
can provide will be greatly improved if reporting organizations keep the CAAK informed

of major developments in their investigations of occurrences. The CAAK seeks the co-
operation of all reporting organiza tions in this respect.

6.4 The CAAK Occurrence Report Forms

To facilitate consistent reporting and subsequent storage and analysis of data,six standard

report forms (AACK/DSF/ OR-FRM 01, AACK/DSF/ OR-FRM 02, AACK/DSF/ OR-FRM
03,AACK/DSF/ OR-FRM 04, AACK/D SF/OR-FRM 05 and AACK/DSF/ OR-FRM 06) are
available on the ECCAIRS system and ideally should be used.Organizations may wish to

use a report form designed to meet their own
document(s) should, as far as possible, bllow the general format of the CAAK model.
Certainly any 06in housed document (s), use of
seek at least the same information as is required to be reported on the appropriate CAAK

form(s). The three CAAK forms are:

a) Form AACK/DSF/ OR-FRM 01 (see Appendix A) is to be used for all types of
occurrence except:

i) Air traffic occurrences reported by Air Traffic Controllers, and

i) Air traffic services ground equipment occurrences reported by A ir Traffic
Engineers.

b) Form AACK/DSF/ OR-FRM 02 (see Appendix A) for use solely by Air Traffic
Controllers and Flight Information Service Officers when reporting ATS
occurrences.

c) Form AACK/DSF/ OR-FRM 03 (see Appendix A) for use solely by Air Traffic
Engineers for all occurrences associated with Air Traffic Service Ground
Equipment.

d) Form AACK/DSF/ OR-FRM 04 (see Appendix A) is to be used for occurrences
associated with and related to the transport of dangerous goods that are
contained in cargo, mail or baggage. This form should also be used to report any
occasion when undeclared or misdeclared dangerous goods are discovered in
cargo, mail or unaccompanied baggage.

e) Form AACK/DSF/ OR-FRM 05 (see Appendix A) is to be used for occurrences
associated with and related to the carriage of dangerous goodsby a passenger
or crew on their person or in their carry on or checked -in baggage. Goods found
prior to or during check -in are not required to be reported.

f) Form AACK/DSF/ OR-FRM 06 (see Appendix A) is to be used for birdstrike
related occurrences.
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6.5 Compl etion of the Forms

Sample occurrence report forms and advise on their completion are contained in
Appendix A.
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Chapter 7

Reporting by Air Traffic Controllers

7.1 Reports (including AIRPROX, wake vortex incidents and bird strikes) should be
submitted in accordance with the procedures in this manual using Report Form OR-FRM
02.
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Chapter 8

Reporting by A erodrome Engineers

8.1 Reports should be submitted in accordance with this manual following the
instructions and using Report Form OR-FRM 03. Thereporting action must not interfere in
any way with existing local reporting schemes (i.e. ground fault reports), which may take
precedence where immediate engineering action is appropriate.
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Chapter 9

Reporting of Ground Communications or Navigation  Equipment Faults by
Aircraft Commanders

9.1  All faults which meet the criteria for a reportable occurrence must be reported by
the aircraft commander using the standard Occurrence Report or approved company
form, and submitted through the normal Occurrenc e Reporting channels. In urgent cases
an aircraft commander may request the air traffic controller by RTF to complete a form on
his behalf.
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Chapter 10

Retention of Data from Flight Data Recorder (FDR)

10.1 The CAAK expects to use flight recorder data only when this is necessary for the
proper investigation of the more significant occurrences. It is not intended to use such data
to check on information contained in a written report but to supplement and extend the
written information. Examples of the types of occurrence for which flight data records
would be most useful are: significant excursion from the intended flight parameters;
significant loss of control or control difficulties; unexpected loss of performance; a genuine
GPWS warning. However, the more comprehensive recorders fitted to some aircraft are
capable of providing valuable data on a wider range of occurrences and the CAAK would
expect to make judicious use of such information in relation to appropriate occurrences.

10.2 For this purpose, operators should retain the data from an FDR which is relevant to
a reportable occurrence for a period of 14 days from the date of the occurrence being
reported to the CAAK , or a longer period if the CAAK so directs.

10.3 The CAAK depends upon the judgment of those responsible for submitting reports
to establish which occurrences require the retention of FDR data. It is equally incumbent
upon the CAAK to advise the reporting organization, as quickly as possible, when it
requires such data.
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Chapter 11

Processing of Occurrence Reports
11.1 Actions by C ivil Aviation Authority of Kosovo (CAAK)

In relation to all reported occurrences, including those raised by its own personnel, the
CAAK will:

a) evaluate each occurrence report received,;

b) decide which occurrences require investigation by the CAA in order to
discharge the CAAK's functions and responsibilities;

c) make such checks as it considers necessary to ensure that operators,
manufacturers, maintenance, repair and overhaul organisations, air traffic
control services and aerodrome operators are taking any necessary remedial and
preventative action in relation to reported occurrences;

d) take such steps as are open to it to persuade foreign aviation authorities and
organisations to take any necessary remedial and preventative action in relation
to reported occurrences;

e) assess and analyse the information reported to it in order to detect safety
problems which may not be apparent to individual reporters;

f) make available the information derived from occurrence repor ts in accordance
with the relevant CAAK Regulations;

g) make available the results of studies of the data provided to those who will use
them for the benefit of air safety;

h) where appropriate, issue specific advice or instructions to particular sections of
the industry;

i) where appropriate, take action in relation to legislation, requirements or
guidance, e.g. revisions of the Law No. 03/L -051 on Civil Aviation in Kosovo ,
amendments to Flight Manuals and Operations Manuals, introduction of
mandatory modifications and inspections, amendments to maintenance
schedules, terms of approval, and licences, issue of Aeronautical Information
Circulars, etc.;

J) ensure that effective communication is maintained between the Aeronautical
Accidents and Incidents Investigation Comm ission (AAIIC) and CAAK in
respect of accident and serious incident investigation and follow up, and that all
appropriate areas of CAAK are fully briefed on all matters of significance;

k) exchange data with EU states in accordance with the requirements of the EU
Directive 2003/42/EC of 13 June 2003 on occurrence reporting in civil aviation
and the Law No. 03/L -051 on Civil Aviation , Article 86 (as amended).
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11.2 Occurrences Closed on Receipt

A considerable number of occurrences reported to the CAAK, while meeting the criteria

for a reportable occurrence, have been adequately dealt with by the reporting
organization. Thus, there is no justification for further investigation by the CAAK,

although details of the occurrence and action taken do provide valuable information for
dissemination and storage purposes. Reports judged to be in this category are Closed on

Receipt, the principal justification for closure being that it is evident from the report that

existing requirements, procedures, documentation, etc, mupl ed wi th the repo
have adequately controlled the identified hazard.

When necessary the CAAK will liaise with the reporter in making this decision. The ability
of the CAAK to close an occurrence on receipt and thus avoid the need for further CAAK
investigation is very much dependent upon the quality of the information provided in the
report and, specifically, information on the action taken by the reporting organization to
control the situation.

11.3 Confidential Reports (see also 6. 2)

Confidential reports will be directed to and reviewed by the Director General of CAAK or
his deputy who will initiate a dis -identified record. The report will be processed as an
occurrence but annotated CONFIDENTIAL. A database entry will be made based on the
dis-identified report. (Names of individual persons are not recorded in the database).

11.4 Reports outside the remit of the Aviation Occurrence Reporting System

When reporting to the CAAK is through a company system, any reports which do not

meet the desired criteria for a reportable occurrence should normally be filtered out by the
company. When a report in this category is considered to provide supplementary
supporting data for a reportable occurrence, it will be treated as the latter. The
classificat i on by the CAAK ofepaoornapbpdrtdt avednmmot
considered insignificant or unimportant, but indicates that the routine monitoring and

control procedures are considered adequate to cater for any required follow-up,
investigation and initiation of action for the particular occurrence. It is important that this

point is known to, and appreciated by, all individuals with responsibility for initiating
occurrence reports.

11.5 Data Records and Provision of Information
The computer record for each occurrence comprises three main groups of data:

a) arange of identification and progress data,
b) a narrative,

c) anumber of key phrases, selected from an extensive lexicon.
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The data from the records required for the purposes of furthering flight s afety will be
made available on request. The CAAK shall not be required to make available such
information if it is satisfied that to do so will not further the safety of civil aviation. Where
provided, it is the normal practice to dis -identify such inform ation.

Ver. 2- 13 January014 Page39 of 69



Occurrence Reporting in Civil Aviatioimformation and Guidance Manual

Appendix A - Occurrence Report Forms
Occurrence Report Form (AACK/DSF/ OR-FRM 01)

|

| )
@

Republika e Kosovés
Republika Kosovo - Republic of Kosovo

OCCURRENCE REPORT

When completed, please send to:

Autoriteti i Aviacionit Civil i Kosovés
Autoritet Civilnog Vazduhoplovstva Kosova
Civil Aviation Authority of Kosovo

i
CAA

Civil Aviation Authority of Kosovo (CAAK)
Ahmet Krasniqi Street n.n. (Arbéria)

10000, Prishtina

Kosovo

E-mail: mor@caa-ks.org

AppendixA - Occurrence Report Fosn

Are you concerned about the
confidentiality of this report and wish to
be contacted before it is processed?

If so, please ensure you provide us with
your contact details.

Fax: +381 (0)38 211 009, Mob: +377 (0)44 613 567 CONFIDENTIAL? []Yes [No

OPERATOR AIRCRAFT TYPE & SERIES REGISTRATION

O pay

[ niGHT
LOCATION/POSITION/RW DATE (dd.mm.yyyy) TIME OF EVENT (HH:MM)

[ TwiLiGHT

s ~_UTC
FLIGHT NO. ROUTE FROM ROUTE TO OFL OALTHT (FT) [IAS (KT) |:] IFR TCAS RA ETOPS
O vrr Oves| ONo | OYEs | CONO

NATURE OF [0 PASSENGER O PosiTioning O TEST O BuUsSINESS O surRvEY O cuuecrouP O PARACHUTING [ POLICE
FLIGHT O FREIGHT O FERRY O TRANING O AGRICULTURAL [0 PLEASURE O PRIVATE O TowinG O ems
FLIGHT O PARKED O TAKE-OFF OcLims O pESCENT O APPROACH O circur O Hover
PHASE O TAXING O INIT 1AL CLIMB [ cruise [ HoLDING O LANDING [ AEROBATICS

ENVIRONMENTAL DETAILS

WIND cLoUD PRECIPITATION OTHER METEOROLOGICAL CONDITIONS RUNWAY STATE
pirn, | SPEED TYPE wry | D RAN O sLeer VISIBILITY ICING TURBULENCE | oaT ey | B ORY OicE  [lsiusH
(kt) O snow O HalL Ower O snow
O LiGHT - ENONE E NONE o
KM LIGHT LIGHT
CATEGORY
g MODERATE O nw | O moberaTE | O MODERATE g L
HEAVY [ SEVERE [ severE n
BRIEF TITLE

DESCRIPTION OF OCCURRENCE

Any procedures, manuals,
pubs. (AIC, AD, SB, etc.)
directly relevant to occurrence
and (where appropriate)
compliance state of aircraft,
equipment or documentation.

AACK/DSF/OR-FRM 01

Ver.2 /13.01.2014
Page 1 of 5
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AppendixA - Occurrence Report Foisn

Occurrence Report Form

GROUND STAFF REPORT

A/C CONSTRUCTOR’S NO.  |ENGINE TYPE/SERIES |ETOPS APPROVED GROUND PHASE MAINTENANCE ORGANISATION

O MAINTENANCE

O ves Ono [0 GROUND HANDLING

[ UNATTENDED TEL.NO
COMPONENT/PART MANUFACTURER PART NO. SERIAL NO.
REFERENCES: - MANUAL/ATA/IPC COMPONENT OH/REPAIR ORGANISATION
ORGANISATION AND APPROVAL REFERENCE NAME POSITION
SIGNATURE DATE

Address and tel. no. (if reporter wishes to be contacted privately). |[NOTE 1: If additional information, as below, is available

O YES please provide.

NOTE 2: Ifthe occurrence is related to a design or

requirements) can the manufacturing deﬁgiency, the manufacturer

information be published should also be advised promptly.

in the interest of safety? O No NOTE 1: Where applicable, a report of this incident should
be forwarded directly to other agencies involved,

e.g. Aerodrome Authority, ATC agency.

If report is voluntary (i.e.
not subject to mandatory

REPORTING ORGANISATION - REPORT
ORGANISATION COMMENTS - ASSESSMENT/ACTION TAKEN/SUGGESTIONS TO PREVENT

UTILISATION - AIRCRAFT UTILISATION - ENGINE/COMPONENT MANUFACTURER
TOTAL SINCE OH/REPAIR | SINCE INSPECTION TOTAL SINCE OH/REPAIR | SINCE INSPECTION ADVISED
HOURS HOURS
CYCLES CYCLES Ovyes | ONo
LANDINGS LANDINGS
REEORTING ORGANISATION [TEL REPORTER’S REF REPORT REPORTER’S INVESTIGATION EDR DATA
RETAINED
E-MAIL FAX
ONeEw|OsupPL| ONIL [ JcLoseD | JJoPEN | O YES | OONO
NAME POSITION TEL.
E-MAIL SIGNATURE DATE (dd.mm.yyyy)
AACK/DSF/OR-FRM 01 Ver.2/13.01.2014
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AppendixA - Occurrence Report Foisn

Occurrence Report Form

ADVICE ON THE COMPLETION OF THE CAAK OCCURRENCE REPORT FORM -
AACK/DSF/OR-FRM 01

1. GENERAL

1.1 Reporters must provide the information required by the Regulation as amended. This means that, wherever
possible, they should complete all sections of the Form where the information requested is relevant to a
specific occurrence. (Relevance is the important aspect and where any of the information requested is clearly
not relevant it may be omitted, e.g. weather details when weather is not a factor.)

1.2  The individual 'box' headings for all items of data are mostly self-explanatory, and the Form comprises a
combination of blank boxes for entry of data and boxes listing a number of alternatives: the reporter should
annotate the appropriate item.

1.3  Where reports of either in-flight or ground occurrences are channelled to the CAAK via an organisation, any
relevant information which is not readily available to the person preparing the initial report should, wherever
possible, be added by the person submitting the report on behalf of the organisation. Alternatively, where this
is not possible within the required timescale, the outstanding information should be submitted as a
supplementary report.

1.4  Evaluation and processing of reports is greatly facilitated if the reports are typewritten but it is appreciated that
this may not always be possible in this case the report should be completed in black ink.

1.5 ETOPS Operations. Operators holding approval for this type of operation should, when submitting any
occurrence report on the aircraft type(s) subject to this approval, always complete the appropriate 'box'
provided. Those operators not using AACK/DSF/OR-FRM 01 should prominently annotate all reports 'ETOPS'.

2. THE FOLLOWING ARE BRIEF NOTES AGAINST EACH BLOCK:

2.1 Operator, Aircraft Type & Series. To be completed for all occurrences involving an aircraft. Provides basic
identification data.

2.2 Flight and Weather Details. Relates to in-flight occurrences only. Provides flight data in support of the
narrative.

The flight phases listed on the report are defined as follows:

Parked On ramp with flight crew on board.

Taxiing a) From commencement of moving (including pushback) to start of take-off run.
b) From completion of landing run to terminal gate or point of stopping engines, whichever
occurs later.

Take-off Start of take-off run to lift-off.

Init Climb Lift-off to a height of 1500 ft or aircraft 'clean-up' whichever occurs last.

Climb End of initial climb to top of climb.

Cruise Top of climb to top of descent including en-route climb or descent.

Descent Top of descent to a height of 1500 ft.

Holding Flying to a set procedure at a point which intentionally delays the aircraft, usually according to

a set procedure at a 'fix'.
Approach A height of 1500 ft to threshold.
Landing Threshold to end of landing run.
Circuit Flying to a set pattern in the vicinity of an airfield with intention of landing.
Aerobatics Deliberate aerobatic manoeuvres, including spinning.

Hover Airborne and stationary.

The Nature of Flight descriptions listed on the report are defined as follows:

AACK/DSF/OR-FRM 01 Ver.2/13.01.2014
Page 3 of 5
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Occurrence Report Form

3.1

3.2

4,

Passenger Carriage of passengers.

Freight Carriage of Cargo.

Positioning  Positioning without revenue load to/from point of departure/arrival of revenue flight.

Ferry Flight to a base where the necessary maintenance or alterations can be performed.

Test Check of serviceability, issue or renewal of C of A, experimental or development flying.

Training Training course or examination for any standard of licence or rating type training, continuation
training.

Business Carriage of company staff in aircraft owned or hired by a company.

Agricultural  Aerial application, crop spraying, top dressing, etc.

Survey Aerial photographic or mapping survey.

Pleasure Commercial pleasure flying. e.g. sightseeing.

Club/Group  Flying other than training by members in a club or group aircraft.

Private Other than club/group flying or training.

Parachuting

Carriage of parachutists for the purpose of parachuting.

Towing Towing of gliders, banners, etc.
Police Aircraft operating on a Police Aircraft Operating Certificate.
EMS Patient transport, emergency medical service, accident response.

DESCRIPTION OF OCCURRENCE - RELATES TO ALL OCCURRENCES

This should be a clear and concise description of the occurrence, preferably starting with a brief title indicating
the type of occurrence. The description should contain details of what happened or what was found; what
immediate action was taken to contain the situation, any additional information, comments or
recommendations which it is considered might assist subsequent assessment of the report and/or
investigation.

Wherever possible the description should be supported by the results of subsequent investigation and details
of any action taken by the reporter's organisation to avoid a recurrence.

GROUND STAFF/REPORTING ORGANISATION

Relates to both in-flight and ground occurrences. Provides maintenance/engineering data in support of the
description of occurrence.

41

42

4.21

422

In the case of reports submitted from a component manufacturer or overhaul/repair agency, the information in
this block will provide the primary identification data for the occurrence. Nevertheless, if any of the information
contained in paragraph 2 is available and is relevant it should also be provided.

The ground phases listed on the Form are defined as follows:

Maintenance Aircraft on maintenance, overhaul or repair or at the manufacturer's facility.
Ground Handling

Unattended

Movements of aircraft on the ground other than as defined in 'Taxiing'.

Standing, with no personnel on board.

Aircraft or component times should be quoted in the units most relevant to the occurrence or to the component
function, e.g. flying hours/cycles/landings, or a combination of each. Provision is made for total times and
times since overhaul, repair or inspection.

Information should be provided which allows for the identification of the existence of any such information or
procedures (e.g. Mandatory Inspections, Airworthiness Directives, crew drills, etc.) issued for the purposes of
controlling or avoiding such or similar occurrences. When such information or procedures exist, the provision

AACK/DSF/OR-FRM 01

Ver.2/13.01.2014
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Occurrence Report Form

of the appropriate reference numbers and the compliance status of the aircraft, equipment, facility or
organisation is important both in terms of assessing the occurrence and disseminating the details to others.

4.2.3 Manufacturer should be advised as the provision of this information is an important aspect of any occurrence
report relating to a specific aircraft type or any item of aircraft equipment. Wherever possible such information
should be provided as this can significantly reduce any requirements for follow-up activity. The date sent and
the content of this information should be entered, together with any requests for strip/repair data.

4.2.4 1t is important that reporters consider whether other agencies, such as Aerodrome Authority, ATS providers
etc., should also be notified when occurrences are reported in which they have a direct interest.

5. Non-Technical Details - Relevant to all occurrences

5.1 Provision is made on the form for important non-technical information, identification of the reporter and/or
reporting organisation; whether the report is mandatory or voluntary and whether the report may be
disseminated in the interests of air safety.

5.2 The provision of the reporter's address and telephone number is optional and is intended for an individual who
may wish to be contacted by this means rather than at his place of employment.

6. Acknowledgement of Reports

6.1 If, acknowledgement of reports is required, please contact the CAAK direct on e-mail: mor@caa-ks.org or
mobile number: +377 (0)44 613 567.

6.2 Confidential Reports

An occurrence may be reported confidentially. If the report is ‘CONFIDENTIAL’ please tick the box ‘Yes’ on top
of the form to annotate confidentiality of the report, and if it is sent to CAAK’s address, mark the envelope
‘Personal for the Director General of CAAK’. The second copy need not be forwarded to local management.
The CAAK will respect the confidentiality and contact you personally.

AACK/DSF/OR-FRM 01 Ver. 2 /13.01.2014
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AppendixA - Occurrence Report Foisn

AT S Occurrence Report Form (AACK/DSF/ OR-FRM 02)

blik e Autoriteti i Aviacionit Civil i Kosovés
Republika e Kosov C:’A Autoritet Civilnog Vazduhoplovstva Kosova
Republika Kosovo - Republic of Kosovo | Civil Aviation Authority of Kosovo

ATS OCCURRENCE REPORT

NOTES: (i) See Instructions and Explanatory Notes.
(i) When completed, please send to:

Civil Aviatio_n Authority of Kosqvo {CAAK) o P ———
Ahmet Krasnigi Street n.n. (Arbéria) | 10000, Prishtina | Kosovo confidentiality of this report and wish to
E-mail: mor@caa-ks.org be contacted before it is processed?
Fax: +381 (0)38 211 009, Mob: +377 (0)44 613 567 If so, please ensure you provide us with
(iii) Fill in boxes 1-57 as required. your contact details.
Please complete this form online or print, fill in and send it to the above address. CONFIDENTIAL? [JYes [No

CATEGORIES OF OCCURRENCE

1 [(J ACCIDENT [ AIRPROX [J INCIDENT [ INFRINGEMENT
2 Occurrence Position 3 OFL JALT/HT (fT)|4 Date (dd.mm.yyyy) [5 Time (HH:MM) 6
. . UTC O Day [ Night
OPERATOR CALLSIGN/REGN |  TYPE FROM T0 |ssrcope| MODEC IFRAVFR/SVFR
DISPLAYED

7 8 9 10 1 i3 13 14

[ Yes O No |JIFR JVFR [J SVFR
15 16 17 18 19 20 21 22

[dYes (O No |[JIFR O VFR [J SVFR
23 24 25 26 27 28 29 30

[dYes (O No |[JIFR [ VFR [ SVFR
31 RTF Frequencies 32 Radar Equipment 33 Equipment Unserviceabilities 34 QNH 35 Runway in use

36 CLASS OF AIRSPACE 37 TYPE OF AIRSPACE

OA Oc OE 0OcG |[»Odatz OcTA Ocvsm [ Prohibited area [] RVSM [ Transitional area [] Other
OB OD [OF [JCBA [JCTR [ Dangerarea [] TMA [ Restricted area [] TSA [ Unknown
38 TYPE OF ATS SERVICE 39 SID/STAR/ROUTE
[ Radar [ Approach [ Other [ Radar Control [ Traffic Service [JADC [JALR
[ Aerodrome [] Area [ Procedural Control [] Radar Service [] Basic Service [] GMC
40 Was prescribed 41 Min Separation 42 Alert Activation 43 Traffic info given by |44 Avoiding action given
separation lost? Horizontal NM | Collision [0 TCAS [ SMF ATC? by ATC?
O Yes [1No Vertical # |0 Conflict Alert [] STCA O Yes [INo L Yes [1No
45 BRIEF TITLE
Summary

46 NARRATIVE - use a diagram if necessary (Aerodromes submit weather report including local and regional QNH).

continue on a separate sheet if necessary.

47 Name 48 On duty as 49 ATS Unit 50 Time since 51 Start time of |52 Radar recordings
last break shift Held
: UTC : UTcC OYes O No
53 RTF recordings 54 List other agencies advised 55 Date/Sign
Held
56 Address
57 E-mail Address Telephone
AACK/DSF/OR-FRM 02 Ver.2/13.01.2014
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ATS Occurrence Report Form

ADVICE ON THE COMPLETION OF THE CAAK ATS OCCURRENCE REPORT FORM —
AACK/DSF/OR-FRM 02
USE AND EXPLANATION OF TERMS IN BOX 1
ACCIDENT: A Kosovo reportable accident.

AIRPROX: An AIRPROX is a situation in which, in the opinion of a pilot or a controller, the distance
between aircraft as well as their relative positions and speed have been such that the safety of
the aircraft involved was or may have been compromised.

INCIDENT: Any Occurrence not appropriate to the other categories.
INFRIGEMENT: An alleged unauthorized infringement of regulated airspace.

EXPLANATORY NOTES (Please also refer to manual of ATS procedures)

GENERAL: Complete ALL boxes. If NOT APPLICABLE use N/A, or if NOT KNOWN use N/K. Avoid use of
technical jargon, hieroglyphics and abbreviations.

BOX1: Should the Occurrence involve more than one category, tick both categories.

BOXES 7 TO 14

BOXES 16 TO 22 These boxes cater for up to three involved aircraft. Use the narrative for additional aircraft.
BOXES 23 TO 30

BOX 40: Must be completed if prescribed separation was required to be achieved in accordance with
manual of ATS procedures.

BOX 41: Should contain your estimate, where possible, of the minimum separation achieved and must
be completed for an AIRPROX. This will be coded for computer input purposes and amended
if necessary after investigation.

BOX 45: This box should contain a simple, one-line statement summarizing the Occurrence, i.e.
‘Coordination problems', 'Level bust', 'Overload' etc.

BOX 52/53: Relevant RTF and Radar recordings can be vitally important to subsequent investigations.
Retention action should be considered for all reports and is to be in accordance with ATS
Manual and any local procedures.

BOX 54: It is important to ensure that any involved agency (e.g. Pilot, Operator, ATSU) is informed of
the reporting action. This box should also indicate those organisations required by ATS
Manual to be informed (e.g. Aeronautical Accident and Incident Investigations Commission
(AAIICY)).

REPORTING TIME
Report must be dispatched within 72 hours of the event unless exceptional circumstances prevent this.

ACKNOWLEDGEMENT OF REPORTS

If, acknowledgement of reports is required, please contact the CAAK direct on e-mail: mor@caa-ks.org or mobile
number: +377 (0)44 613 567.

UNIT MANAGEMENT ACTION

Reporters are requested to send a copy to the Unit Management. This is for local assessment and any immediate
follow-up action. Additional input and/or covering comment from Unit Management is highly desirable for both Safety
Data evaluation and any follow-up investigation.

CONFIDENTIAL REPORTS

An occurrence may be reported confidentially. If the report is ‘CONFIDENTIAL’ please tick the box “Yes’ on top of the
form to annotate confidentiality of the report, and if it is sent to CAAK’s address, mark the envelope ‘Personal for the
Director General of CAAK’. The second copy need not be forwarded to local management. BOXES 47 to 57 should
be completed. The CAAK will respect the confidentiality and contact you personally.

AACK/DSF/OR-FRM 02 Ver. 2 /13.01.2014
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ATS Engineering Occurrence R eport Form (AACK/DSF/ OR-FRM 03)

R blik K 5 Autoriteti i Aviacionit Civil i Kosovés

o s SOVES e ; ;
Republika € 0”0"“’_ Autoritet Civilnog Vazduhoplovstva Kosova
Republika Kosovo - Republic of Kosovo Civil Aviation Authority of Kosovo

ATS ENGINEERING OCCURRENCE REPORT

NOTES: (i) See Instructions and Explanatory Notes.
(i) When completed, please send to:
Civil Aviation Authority of Kosovo (CAAK)
Ahmet Krasnigi Street n.n. (Arbéria) | 10000, Prishtina | Kosovo

Are you concerned about the
confidentiality of this report and wish to

E-mail: mor@caa-ks.org be contacted before it is processed?
Fax: +381 (0)38 211 009, Mob: +377 (0)44 613 567 If so, please ensure you provide us with
(iiiy Fillin boxes 1-26 as appropriate. your contact details.
Please complete this form online or print, fill in and send it to the above address. CONFIDENTIAL? []Yes [INo

1 Categories of Occurrence

[J ACCIDENT (J INCIDENT [ PROCEDURAL [ FAILURE [J HAZARD

2 Occurrence Location 3 Date (dd.mm.yyyy) |5 Duration 6 ATS Facility 7 Service Affected
. O RTF [ Radar [ Nav-aid
[ other:
4 Time (HH:MM)
: UTC

8 Equipment Type/Manufacturer 9 Frequency 10 Callsign 11 Equipment Location
12 Facility Configuration 13 Equipment Status 14 Previous Defects/ (15 RTF Frequencies/

O Inservice  or [ Out of service O Planned [ Unplanned Outage Occurrences? Radar Sources

[ Main-Mode  or [ Standby/Test [ Serviceable [ Unserviceable OYes [ No

[ channel A(1) or [] B(2) or [] Other: [] Degraded [ Not Known

[1 Routine [ Corrective Maintenance
External Information Source: [ Modification [ Replacement

16 NARRATIVE - use a diagram if necessary (attach copies of all relevant information)

continue on additional forms if necessary.

17 Recordings impounded |18 Can the information be 20 Name
O No [ Yes - Details: disseminated in the
interests of flight safety?
[ Yes [ No 21 Organisation/Position
19 Other fault report action 22 Address & Telephone number (if the reporter wishes to be contacted
[ ATC Manual [ Local Reporting [ Other: privately)
23 Start time and duration of |24 Date (dd.mm.yyyy) 25 Signature 26 E-mail
shift
AACK/DSF/OR-FRM 03 Ver. 2 /13.01.2014
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ATS Engineering Occurrence Report Form

ADVICE ON THE COMPLETION OF THE CAAK ATS ENGINEERING OCCURRENCE REPORT FORM —
AACK/DSF/OR-FRM 03
USE AND EXPLANATION OF TERMS IN BOX 1
Tick one or more category of Occurrence.
ACCIDENT: A Kosovo reportable accident.
INCIDENT: A reportable occurrence (see ‘General’).

PROCEDURAL: A reportable occurrence attributed to procedural aspects including operation and maintenance of
any facility on the ground.

FAILURE: A reportable occurrence attributed to any defect in or malfunctioning of any facility on the ground.
HAZARD: A potential accident, incident or failure.
General: A reportable occurrence is defined in the Regulation 1/2009 on Occurrence Reporting and TP 05

- Occurrence Reporting in Civil Aviation - Information and Guidance Manual.

EXPLANATORY NOTES (Please also refer to manual of ATS procedures)

GENERAL: Try to complete all boxes. If NOT APPLICABLE use N/A, or if NOT KNOWN use N/K. Jargon and
uncommon abbreviations are to be avoided.

BOX 2: Location where the Occurrence happened.

BOX5: The period over which the Occurrence condition existed. Instantaneous, indefinite or unknown
classifications must be identified.

BOX6: The facility type must be ticked or stated.

BOX 7: More than one element could be circled.

DETAILS OF THE EQUIPMENT ATTRIBUTING TO THE OCCURRENCE

BOX9: Frequency (Radio) appropriate to equipment and occurrence, if applicable.

BOX10: Callsign - NAVAID identification, SSR code or RTF callsign.

BOX11: Location - identify station or other physical location of equipment.

BOX 12: More than one element could be identified. Additional channels, diversity, etc. must be stated

where applicable. External information source completed with equipment and/or the
station/location.

BOX13: More than one element could be ticked. The categories apply to the subject equipment at the
time of the Occurrence.

BOX15: Identification of appropriate RTF frequencies/radar source is necessary to secure recordings
which may be vital to subsequent investigations.

BOX17: If records impounded, state source, effective date and retaining station.

BOX19: Other fault reporting action, including contact with agencies, must be stated. It is important to

ensure that any involved agency is informed of the reporting action. Normal, immediate fault
action takes precedence over MOR reporting action.

ACKNOWLEDGEMENT OF REPORTS

If, acknowledgement of reports is required, please contact the CAAK direct on e-mail: mor@caa-ks.org or mobile
number: +377 (0)44 613 567.

UNIT MANAGEMENT ACTION

Reporters are requested to send a copy to the Unit Management. This is for local assessment and any immediate
follow-up action. Additional input and/or covering comment from Unit Management is highly desirable for both Safety
Data evaluation and any follow-up investigation.

CONFIDENTIAL REPORTS

An occurrence may be reported confidentially. If the report is ‘CONFIDENTIAL’ please tick the box “Yes’ on top of the
form to annotate confidentiality of the report, and if it is sent to CAAK’s address, mark the envelope ‘Personal for the
Director General of CAAK’. The second copy need not be forwarded to local management. BOXES 20 to 26 should
be completed. The CAAK will respect the confidentiality and contact you personally.

AACK/DSF/OR-FRM 03 Ver. 2 /13.01.2014
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Dangerous Goods Occurrences Report Form (AACK/DSF/ OR-FRM 04)

& |

\ / /

y
R blik K 4 Autoriteti i Aviacionit Civil i Kosovés

o s T s ; .
Republika e Kosoves Autoritet Civilnog Vazduhoplovstva Kosova

Republika Kosovo - Republic of Kosovo Civil Aviation Authority of Kosovo

DANGEROUS GOODS OCCURRENCE REPORT

See the Notes on the next page of this form. Those boxes where the heading is in italics
need only be completed if applicable.

Are you concerned about the

When completed, please send to:  Civil Aviation Authority of Ko%qvo (CAAK) confidentiality of this report and wish to
Ahmet Krasniqgi Street n.n. (Arbéria) be contacted before it is processed?
10000, Prishtina, Kosovo If so, please ensure you provide us

E-inail: mor@caa-ks.org with your contact details.

Fax: +381 (0)38 211 009, Mob: +377 (0)44 613 567 CONFIDENTIAL? []Yes [INo

1. Operator: 2. Date of occurrence (dd.mm.yyyy): 3. Local time of occurrence (HH:MM):
4. Flight date: 5. l?g/;mr;nber: —

6. D_ac);mé airport: 7. Destination airport:

8. Aircraft type: 9. Aircraft registration:

10. Location of occurrence: 11. Origin of the goods:

12. Description of the occurrence, including details of injury, damage, etc. (if necessary continue on the next page):

13. Proper shipping name (including the technical name): 14. UN/ID no. (when known):

15. Class/division (when known): | 16. Subsidary risk(s): 17. Packing group: 18. Category, (class 7 only):

19. Type of packaging: 20. Packaging specification | 21. No. of packages: 22. Quantity (or transport
marking: index, if applicable):

23. Reference no. of Air Waybill:

24. Reference no. of courier pouch, baggage tag, or passenger ticket:

25. Name and adrress of shipper, agent, passenger, etc.:

26. Other relevant information (including suspected cause, any action taken):

27. Name and title of person making report: 28. Telephone no.:

29. Company/dept. code, E-mail or InfoMail code: 30. Reporter ref..

31. Address: 32. Date/Signature:

AACK/DSF/OR-FRM 04 Ver. 2 /13.01.2014
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Description of the occurrence (continuation):

Notes:

1. It is important that this form is completed in as much detail as possible; this will help to avoid delays in processing the
report and unnecessary additional work by both the reporter and the CAAK.

2. Any type of dangerous goods occurrence must be reported, irrespective of whether the dangerous goods are contained
in cargo, mail or baggage.

3. A dangerous goods accident is an occurrence associated with and related to the transport of dangerous goods which
results in fatal or serious injury to a person or major property damage. For this purpose, a serious injury is an injury
which is sustained by a person in an accident and which: (a) requires hospitalisation for more than 48 hours,
commencing within 7 days from the date the injury was received; or (b) results in a fracture of any bones (except simple
fractures of fingers, toes or nose); or (c) involves lacerations which cause severe haemorrhage, nerve, muscle or tendon
damage; or (d) involves injury to any internal organ; or (e) involves second or third degree burns, or any burns affecting
more than 5% of the body surface; or (f) involves verified exposure to infectious substances or injurious radiation. A
dangerous goods accident may also be an aircraft accident; in which case the normal procedure for reporting of air
accidents must be followed.

4. A dangerous goods incident is an occurrence, other than a dangerous goods accident, associated with and related to
the transport of dangerous goods, not necessarily occurring on board an aircraft, which results in injury to a person,
property damage, fire, breakage, spillage, leakage of fluid or radiation or other evidence that the integrity of the
packaging has not been maintained. Any occurrence relating to the transport of dangerous goods which seriously
jeopardises the aircraft or its occupants is also deemed to constitute a dangerous goods incident.

5. This form should also be used to report any occasion when undeclared or misdeclared dangerous goods are discovered
in cargo, mail or unaccompanied baggage or when accompanied baggage contains dangerous goods which passengers
or crew are not permitted to take on board aircraft.

6. An initial report should be despatched within 72 hours of the occurrence, to the Authority of the State (a) in which the
aircraft is registered (if applicable); and (b) in which the incident occurred, unless exceptional circumstances prevent
this. The initial report may be made by any means but a written report should be sent as soon as possible, even if all the
information is not available.

7. Copies of all relevant documents and any photographs should be attached to this report.

8. Completed reports must be sent to the Civil Aviation Authority of Kosovo (CAAK), Ahmet Krasniqgi Street n.n. (Arbéria),
10000, Prishtina; E-mail address: mor@caa-ks.org , Fax no: +381 (0)38 211 009, Mob no: +377 (0)44 613 567; and
any other competent authority required by the Technical Instructions.

9. Providing it is safe to do so, all dangerous goods, packagings, documents, etc, relating to the occurrence must be
retained until after the initial report has been sent to the Authorities referred to in 5. and 7. above and they have
indicated whether or not these should continue to be retained.

Confidential Reports

An occurrence may be reported confidentially. If the report is ‘CONFIDENTIAL’ please tick the box ‘Yes’ on top of the form to
annotate confidentiality of the report, and if it is sent to CAAK's address, mark the envelope ‘Personal for the Director
General of CAAK'. The second copy need not be forwarded to local management. BOXES 20 to 26 should be completed.
The CAAK will respect the confidentiality and contact you personally.
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