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Foreword  
 
Pursuant to Regulation 01/2009 on Occurrence Reporting in Civil Aviation, which 
transposes into Kosovoõs national legal order the Directive 2003/42/EC, the persons listed 
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 Co-ordination Centre for Aviation Incident 
Reporting Systems) system in its office and at the Prishtina International Airport òAdem 
Jasharió LKIA for facilitating 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 system installed on specific 
computers located in the Prishtina International Airport  òAdem Jasharió LKIA. The 
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 Krasniqi Street n.n. (Arbëria)  
10000, Prishtina 
Republic of Kosovo  
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In some cases, particularly overseas, the use of e-mail, fax or SITA may be necessary to 
minimize delays in the transmission of occurrence information.  
 
E-mail:  mor@caa-ks.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 
earth´s surface. 

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

Aircraft ñ 
category 

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

Aircraft certificated 
for single-pilot 
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 
co-pilot.  

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 ñ 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 judgement 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 Contracti ng 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 free 
balloon. 

Commercial air 
transport 

An aircraft operation involving the transport of passengers, cargo or 
mail for remuneration or hire.  
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operation. 
Competency A combination of skills, knowledge and attitudes required to 

perform a task to the prescribed standard. 
Competency 
element 

An action that constitutes a task that has a triggering event and a 
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.  
Cross-country A f light 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 aircraft. 

Error An action or inaction by an operational person that leads to 
deviations from organizational or the operational personõs 
intentions or expectations. 
Note ñ See Attachment E of Annex 13 ñ Aircraft Accident and 
Incident Investigation for a description of operational personnel.  

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 the Procedures for Air 
Navigation Services ñ Training (PANS -TRG, Doc 9868) and Circular 
314 ñ Threat and Error Management (TEM) in Air Traffic Control* 
for a description of undesired states. 

Finding See Non-Conformance 
Flight crew 
member 

A licensed crew member charged with duties essential to the 
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 aircraft.  

Flight simulator See Flight simulation training device.  
Flight time ñ 
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.  - Flight time as here defined is synonymous with the term òblock to 
blockó time or òchock to chockó time in general usage which is measured 
from the time an aeroplane first moves for the purpose of taking off until it 
finally stops at the end of the 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 
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General 
Familiarisation 
Training 

Training that is aimed at providing familiarity with the general 
requirements of the Technical Instructions.  

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 
performance 

Human capabilities and limitations which have an impact on the 
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 
Authority  

The Authority designated by a Contracting State as responsible for 
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 the sunõs disc 
is 6 degrees below the horizon and begins in the morning when the centre 
of the sunõs disc is 6 degrees below the horizon. 

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 
criteria 

Simple, evaluative statements on the required outcome of the 
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-
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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.  

Powered-lift  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 
substances 

The use of one or more psychoactive substances by aviation 
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 
substances 

Alcohol, opioids , cannabinoids, sedatives and hypnotics, cocaine, 
other psychostimulants, hallucinogens, and volatile solvents, 
whereas coffee and tobacco are excluded. 

Quality 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 as sociated 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 
(also called 
refresher training) 

Training given at intervals of not more than two years to ensure a 
person's knowledge remains at the required level so they can 
continue to carry out their responsibilities fully.  

Rendering (a 
licence) valid 

The action taken by a Contracting State, as an alternative to issuing 
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 maintenance 
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 
Instructions 

The latest effective edition of the Technical Instructions for the Safe 
Transport of Dangerous Goods by Air, including the Supplement 
and any addenda, approved and published by decision of the 
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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 operational complexity and must be managed to 
maintain the margin of safety.  

Training 
programme 

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 paper and the 
instructor's notes. 

Training provider 

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 paper and the 
instructor's notes. 
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Abbreviations  
 

Abbr.  Meaning  

A  Aeroplane 
A/C  Aircraft  

AMC  Acceptable Means of Compliance 
CA Corrective Action  

CAAK  Civil Aviation Authority of the Republic of Kosovo  

CFI  Chief Flying Instructor  

CGI  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  
FI  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  International 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 
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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 

TMG  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  
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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 submi tting 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 punitive 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 are described under the heading ôProsecutionõ 
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 
Civi l 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 
organizations, air traffic services and airports). The CAAKõs responsibility is to provide 
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 established part of the CAAKõs monitoring function 
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 t he CAAK in order to 
discharge the CAAKõs functions and responsibilities;  

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 and analyse 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 schedules, 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 II, 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 Accident s and Incident s Investigation Commission (AAIIC) is 
responsible for aviation -related accident and incident investigations within Kosovo or  
affecting Kosovo registered aircraft wherever they may be. The AAIICõs Regulation 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. 
 
3.4 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 necessary that accidents be included. The term ôoccurrenceõ as used in 
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, self-inflicted 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@ks-gov.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 



Occurrence Reporting in Civil Aviation - Information and Guidance Manual 

Chapter 3 - Aircraft Accident and Incident Investigation 

Ver. 2 - 13 January 2014  Page 24 of 69 

an investigation of any type of occurrenc e 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 contained in the Regulation No. 1/2009 on Occurrence Reporting in Civil Aviation, 
dated 01 September 2009 (òthe Regulationó). The lists of occurrences to be reported are 
reproduced in the Annexes 1 and 2 of the Regulation. 
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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; 

ii)  a person who carries on the business of designing, manufacturing, 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 tha t 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 AKõs procedures for processing, recording and 
disclosing reports do not, therefo re, 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 defect 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 that the reporters 
keep firmly in mind the concept of ôendangeringõ or ôpotentially endangeringõ, as used in 
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 cri teria 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. 
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Chapter 6 
 
Reporting Procedure  
 
6.1 Submission of Reports  
 
6.1.1 The Regulation 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 supplementary information, e.g. the reporterõs 
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 organizationõs activities. However, when the employee making such a report is a 
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 
organizationõs reporting procedures and be clearly stated in the relevant instructions to 
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 possible. The 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 using 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 ôCONFIDENTIALõ. The request will be respected and 
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. ôdereliction of duty 
amounting to gross negligenceõ. Reporters submitting a Confidential Report must accept 
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 Inv estigation 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 the CAAKõs follow-up wo rk and the standard of the information 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 requirements. In such cases the ôin houseõ 
document(s) should, as far as possible, follow the general format of the CAAK model. 
Certainly any ôin houseõ document(s), use of which will require CAAK approval, should 
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  

ii)  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 A ir 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 goods by 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. The reporting 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., coupled with the reporterõs action, 
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 th e 
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 
classification by the CAAK of a report as ônon-reportableõ does not mean that it is 
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) a range of identification and progress data, 

b) a narrative, 

c) a number 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. 
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Appendix A - Occurrence Report Forms  
Occurrence Report Form (AACK/DSF/ OR-FRM 01) 
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AT S Occurrence Report Form (AACK/DSF/ OR-FRM 02) 
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ATS Engineering Occurrence R eport  Form (AACK/DSF/ OR-FRM 03) 
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Dangerous Goods Occurrences Report Form (AACK/DSF/ OR-FRM 04) 
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Birdstrike Occurrences Report Form (AACK/DSF/ OR-FRM 05) 

 


