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Chapter 1: Introduction

1.1 About this guidance material

The purpose of this document is to provide guidance on the implementation of the CAAT
Requirement No.22 on Reporting of Civil Aviation Occurrences' (the Requirement No.22).
It includes the rationales, obligation, possible means of compliance, and examples of best
practices in order to ensure the effective implementation of the Requirement across the

Thai aviation industry.

The document is divided into 8 chapters as follows:
- Chapter 1: Introduction;
- Chapter 2: Obligations of the civil aviation organization;
- Chapter 3: Obligations of the operator;
- Chapter 4: Individual and other organization reporting;
— Chapter 5: Requirement on the occurrence report submission;
- Chapter 6: Occurrence reporting using ECCAIRS compatible software;
— Chapter 7: Occurrence reporting using CAAT’s PDF forms; and

- Chapter 8: Guideline on mandatory occurrence list.

In addition, for the effective implementation and continuous improvement of safety, this
guidance material has a complementary section on the CAAT website?, which provides more
information regarding safety management from both international and domestic best
practices (i.e. more examples from good practices, tools, supporting educational materials,

etc.)

Note that this guidance material is a living document and will be revised as a result of post

implementation feedback and any amendments of the Requirement No.22.

1.2 Why is the Requirement No.22 needed?

Managing safety needs the identification of hazards to manage the potential safety risks to
an acceptable level. This cannot be done without a systematic safety data collection and
analysis system as a foundation of a Safety Management System (SMS). In this regard, ICAO
Annex 19: Safety Management, 2" edition requires States to establish a mean to capture,
store, aggrecate and enable the analysis of safety data and safety information.

This will enable the CAAT to develop a true risk picture of the Thai aviation system.

b defmuavesdinaunistunaliounisUseindlng aduil 22 mmen1smenumanisalduanudasadelunstunaiou

2 www.caat.or.th/occurrence
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CAAT adopted and transposed this ICAO standard into the Requirement No.22 as a
foundation of the standardized safety reporting framework in the Thai civil aviation system

as a part of the State Safety Programme (SSP).

1.3 When does the Requirement No.22 become effective?
The Requirement No.22 was signed by the General Director of CAAT on 6 November 2019,
and becomes effective on 1 April 2020 .

1.4 What should we do with existing requirements related to occurrence reporting?
Article 3 of the Requirement No.22 indicates that any by-law documents including
Requirement, Announcement, Rule, and Order that have been effective prior to the
Requirement No.22, which are either duplicating or contradicting with the provisions in the
Requirement No.22, are to be replaced by provisions of the Requirement No.22 which
contains at least, but not limited to, the list (as of 1 April 2020) provided below:
~ UsENIANSUANTULENNIIEINA 1509 izuumiﬁ’lmmﬁﬁauﬂwiaﬂimmzﬂgjﬁ’ami
(Announcement of Department of Civil Aviation on Service Difficulty Reporting
System)
—  UsEmANIUNISULAImIIeINA 389N UT0MINETeN 1o men
(No. 33 of Announcement of Department of Civil Aviation on Repair Station
Certification)
- detsiuvesnnznssunismsiunaiou atiufl ax vhensasuaugtinisaiases
NNOINA U9 &
(No. 5 of Regulations of Civil Aviation Board No. 79 on Air Traffic Incident
Investigation)
- UszmadiinunstunaBeunisussmealng Fes dorfmuanisiusesdiniuns
L8N (Air Operator Certificate Requirements) (U7 o) WA beoe Chapter 2
No. 17.1 — 17.3, Chapter 8 No. 8.3 and Appendix Q
(Chapter 2 No. 17.1 - 17.3, Chapter 8 No. 8.3 and Appendix Q of the
Announcement of the Civil Aviation Authority of Thailand on Air Operator
Certificate Requirements (No.7) B.E. 2562)
- UsgmadiinnumstunaiSeuwissemalng Fos nsuftRnisvesennaeuildiin
30Uy 1A, bewl T8 GA-PIA.1005 wag GA-P3H.703 (703.1)
(GA-P1A.1005 and GA-P3H.703 (703.1) of the Announcement of the Civil Aviation
Authority of Thailand on General Aviation Requirements)
- devsfuresdninnunistunaFounissemalng aduil @ 1ensvudsing
DUATIINNDINIF UM © U em LAY NN o 10 o
(Section 1 No. 13 and Section 3 No. 17 of Requirement of the Civil Aviation
Authority of Thailand No. 4 on Transportation of Dangerous Goods by Air)
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- derfmunvesdninnunmstunaiFeuniasemalng atuil e TdenTgIu
AW WA o @il b 98 o
(Section 1 Part 2 No. 18 of Requirement of the Civil Aviation Authority of
Thailand No. 14 on Aerodrome Standards).

1.5 How would the Requirement No.22 enhance aviation safety?

As mentioned in Section 1.2, the Requirement No.22 establishes the safety reporting
framework to ensure that the safety occurrences in the Thailand’s aviation industry are
collected and analyzed to support the full spectrum of safety management activities across

the aviation industry.

For the aviation industry, the Requirement aims to ensure that the industry is aware of
outstanding and potential risks so that the proper mitigation measures are put in place in a

collaborative approach.

On the other hand, CAAT as a regulator has the national commitment to improve aviation
safety to the best extent possible. The Requirement allows CAAT to be better informed of
the outstanding and potential risks in the industry. This will enable CAAT to take action to

improve aviation safety from a national perspective.

1.6 Scope related to the Requirement No.22

1.6.1 The term “Occurrences”

In the Requirement No.22, an occurrence refers to any event that occurs within Thai territory
or an occurrence involving a Thai Air Operator outside the territory. By this definition,
information of all risks related to Thai aviation system should be captured. The occurrence
also refers to a safety event that had already occurred and any observed aviation hazard

related to, or in direct support of the safe operation of aircraft.

1.6.2 The reporters
The Requirement No.22 puts reporting obligations to different categories of reporters as

specified in the Requirement as follows:

Issue 01, 31 March 2020 1-3
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1) “Civil Aviation Organizations” (CAOs) refer to the category of reporter that are Thai

2)

3)

4)

or foreign civil aviation organizations required or shall be required to implement SMS
by other laws, including:
a) Thai Civil Aviation Organizations:
i) Air operator
i) Public aerodrome operator
iii) Air traffic management service provider
iv) Communication, navigation, and surveillance service provider
v) Approved training organization with aircraft operations
vi) Approved maintenance organization
vii) Manufacture of aircraft, engines or propellers organization
viii) Type design of aircraft, engines or propellers organization
ix) General Aviation Operator operating with
(1) An aeroplane with a maximum certified take- off weight exceeding 5,700
ke.; or
(2) An aeroplane certified for a maximum seating configuration of more than
nine seats; or
(3) An aeroplane equipped with one or more turbojet engine.
b) Foreign Civil Aviation Organizations:
i) Foreign Air Operator operating in Thai territory.
The guideline for the CAOs is provided in Chapter 2.

“Operators” refer to the category of reporter that are individuals or organizations
not classified as CAOs that perform aviation activities classified as general aviation
and aerial work in Thailand .

The guideline for the Operators is provided in Chapter 3.

“Individual” refers to the category of reporter that are natural persons who should
submit a voluntary occurrence report directly to CAAT as per Article 12 of the
Requirement No.22 specifically such as passengers, persons witnessing an occurrence

or employees of CAOs who wish to report voluntarily on their behalves to CAAT.

“Other organizations” refer to the category of reporter that are neither the CAOs nor
Operators defined in the Requirement No.22 which would like to submit a voluntary
occurrence report to CAAT as per Article 12 of the Requirement No.22 such as ground
handing organizations.

The guideline for the individual reporters and other organizations is provided in
Chapter 4.
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1.6.3 Mandatory and voluntary occurrence reporting
The Requirement No.22 differentiates between occurrences that:
— are required to be reported under the Mandatory Occurrence Reporting (MOR)
scheme, and
- may be reported if judeed relevant by potential reporters under the Voluntary

Occurrence Reporting (VOR) scheme.

However, “reporting of any safety relevant occurrence” is encouraged throughout the
industry. The difference between MOR and VOR is that the MOR should capture the highly
visible events compromising safety, while, the VOR is a mean to proactively identify potential

safety hazards in aviation operations.

1.7 Will “Just Culture” be applied to MOR and VOR schemes?
Yes, as the effectiveness of occurrence reporting and the use of occurrence information for
the improvement of safety depends on the level of trust between the reporter and the

entity in charge of the collection and assessment of the information .

The Thailand State Safety Policy states our commitment to apply “Just Culture” to all
occurrence reporters. This will ensure the continuing availability of safety data and safety
information feeding into the Thailand SSP so that appropriate and timely corrective and

preventive action can be taken and aviation safety improved.
Thailand’s commitment to foster “Just Culture” will also be transposed into subsequent

outputs which are CAAT enforcement policy and Safety Data and Safety Information

Protection Requirement that is mandated at State and industry levels by ICAO Annex 19.

Issue 01, 31 March 2020 1-5
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Chapter 2: Civil Aviation Organization’s Obligations

Article 15 of the Requirement No.22 requires each Civil Aviation Organization (CAO) to establish
a system (or systems) to facilitate the collection of both mandatory and voluntary reportable
occurrences. The MOR and VOR systems, as well as the analysis established by the Requirement,
are an embedded part of the existing safety management processes of an organization’s SMS.
This chapter aims to provide better understanding of the Requirement No.22 on the CAO’s
obligations and provide guidelines to help CAOs to comply with the Requirement.

2.1 What are the occurrence reporting obligation and process for CAOs?

Occurrence

mandatory

occurrence?

Yes No

Notify
(ONLY Accident / Serious Incident)

Initial Report Initial Report

Significant Risk Not Significant Risk

Final Report Final Report

Final Report

(upon request) (upon request)

Figure 2-1: CAO’s occurrence reporting obligations and process

Issue 01, 31 March 2020 2-1
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Figure 2.1 summarizes the occurrence reporting obligations and process of the CAOs. It starts
from when the CAOs become aware of an occurrence .Then, the CAO shall verify the occurrence

against the Requirement No.22 and take appropriate response accordingly.

If the occurrence falls under the MOR scheme, the CAO shall take actions as per Article 5 to
Article 9 of the Requirement No.22. If it is not considered mandatory, CAOs should also comply
with the VOR scheme. In this regard, the CAO shall take actions as per Article 10 and 11 of the
Requirement No.22 accordingly. Detailed explanation related to CAO’s MOR and VOR reporting

obligations are provided in Section 2.7 and 2.15, respectively.

2.2 What does it mean by “becoming aware of an occurrence”?

The Requirement No.22 prescribes the timeframes that each CAO needs to notify and submit
an initial report of an occurrence under the MOR scheme to CAAT when becoming aware of an
occurrence. The notion of “becoming aware of an occurrence” refers to the time when the
person responsible for reporting as defined in the CAO’s SMS becomes aware by any means
that an occurrence has occurred. This includes cases where a CAO learns about an occurrence
through its automatic data capturing systems (e.g. Flight Data Monitoring). Further guideline on

managing occurrence reporting within CAOs can be found in Section 2.5.

2.3 Who is responsible to submit the report to CAAT and process the report?
The Requirement No.22 prescribes obligations for notification and reporting of occurrences on
the CAO as an entity. Therefore, CAOs, as a part of their SMS, shall designate one or more
persons depending on size and complexity of CAOs to:
- independently act on behalf of the organization as the focal point to handle
occurrences internally; and
- liaise with CAAT in an effective and consistent manner to ensure its compliance with
the MOR and VOR related obligations.

2.4 What should CAOs plan initially to implement the reporting systems to comply with
the Requirement No.22?

Besides the recommendation to establish the occurrence focal point in Section 2.3, CAOs should
further assess whether there are any gaps between the requirements and the existing reporting
systems. Any gaps identified should be addressed commensurate with operational complexity
of CAOs. This include the collection, evaluation, processing, analysis and storage of occurrences
reported within the CAOs’ SMS.
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The handling of the reports should be done with a view to preventing the use of information
for purposes other than safety, and shall be appropriately safeguarded to protect
the confidentiality of the identity of the reporter and of any persons mentioned in the report.
This will promote an appropriate “Just Culture” and a positive safety culture. To achieve this,
CAOs should consider establishing, documenting and communicating a Just Culture policy with
supporting procedures, and clearly defined roles and responsibilities. This should include
ensuring those people involved in the transfer of occurrence information understand the

importance of maintaining and protecting confidentiality.

2.5 How to manage data collection within the organization?

Once an occurrence has occurred and becoming aware by relevant person who has an
obligation as per CAO’s SMS process to report such an occurrence, a CAO should ensure that
the information is transferred to the CAO’s occurrence system for further processing within the

organization.

Within a CAO, basically, those who should have occurrence reporting obligation mandatorily
and voluntarily are all employed personnel, especially the front-line operational personnel who
are exposed to the CAO’s safety-related activities. However, where the CAO contracts to other
organizations not subject to the Requirement No.22, the CAO is responsible for ensuring that
the contracted organizations are parts of the CAO’s reporting systems. It is also necessary for

those contractors to be included in any analysis or investigation of an occurrence.

If an occurrence has been identified through the automatic data capturing, the CAO should
request a retrospective report to acquire the relevant information from the personnel involved.
If this is the case, it should be done in a positive way as it may be perceived as an act against

“Just Culture” environment.

For MOR in particular, there are lists of mandatory reportable occurrences for the different
aviation domains in the Requirement No.22. Therefore, CAOs should ensure that relevant
personnel are aware and always report those occurrences through their systems. It is suggested
that when establishing the reporting systems, the CAO communicates the certain types of
occurrences that are relevant to their operational activities. It is worth emphasizing once again
that, although there is a clear distinction between MOR and VOR, the “reporting of any safety

relevant occurrence” should be encouraged throughout the organizations.
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2.6 Should CAOs protect the data and information related to occurrences?

The Requirement No.22 puts obligations on the protection of safety data captured by and safety
information derived from MOR and VOR systems and related sources in Article 16 and Article 7.
However, the provisions of such protection pertaining to the Requirement is referred to the
other CAAT Requirement dedicated to protection of safety data and safety information in which

the concept can be briefly explained here.

As a basic principle, information derived from occurrence reports shall only be used for the
purpose for which it has been collected. CAOs should not make available or use safety data or
safety information collected, stored or analyzed in accordance with the provisions in the
Requirement No.22 for the purposes other than maintaining or improving safety. This includes
using the information to attribute blame or liability unless it is determined that the principles

of exception are applied.

Safety practitioners should keep in mind that safety data and safety information protection is a
prerequisite for creating and maintaining successful reporting systems. It helps to build trust
between reporters and organizations. In this regard, the handling of occurrence reports and
information obtained through occurrence analysis process shall be done to appropriately
safeguard the confidentiality of the identity of the reporter and of the persons mentioned in

the occurrence to promote a “Just Culture”.

In addition, CAOs should put in place and document the mechanism to ensure that they limit
access to the information contained in occurrence reporting systems to only relevant personnel

authorized to deal with occurrence reports.

2.7 What are the CAO’s obligations for mandatory occurrence reporting?
Once a CAO becomes aware of any mandatory occurrence listed in Appendix A (A1AKRWIN N) of
the Requirement No.22 from its operations or by personnel under the CAO’s scope of SMS, it

must consider to fulfill its obligations as described in Table 2-1.

Figure 2-2 further illustrates the flow of information, main deadlines and stages of the MOR in

relation to the obligations listed in Table 2-1.
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No. Action to be taken Required timeframe Reference
1 | Notify the occurrence if it falls under Notify without delay Article 5, 17
accident or serious incident categories after becoming aware
2 | Submit an initial report with required — Within 24 hours after | Article 5, 17
information by the Requirement becoming aware
(accident and serious
incident)
— Within 72 hours after
becoming aware
(other occurrences)
3 | Perform analysis of any single occurrence or | - Article 6, 7
together with a group of other occurrences
either:
— within the organization; and/or
— with the involvement of other entities
by:
1) requesting information from the
relevant entities; or
2) conducting the occurrence analysis
with the entities involved with the
occurrence
in order to accurately identify hazards,
assess the risk, and determine the
appropriate risk control measures, if any.
4 | Submit the final report to CAAT, only for No later than 60 days Article 8, 17

occurrences with significant safety risks to:
— the CAO’s own operations; or
— the aviation related operations caused

by the CAO’s operations.

However, if it is deemed necessary, CAAT
may request any data or final report for

other occurrences.

from date of submission

of the initial report(s)

Article 14, 17
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No. Action to be taken Required timeframe Reference
5 | Notify deferment of the final report Before 60-day deadline | Article 9, 17

submission when not being able to submit | in No.4

the report within 60 days after submission

of the initial report(s).

Submit the final report to CAAT after No later than another 60

deferment days from deadline in

No.4
Table 2-1: Summary of CAO’s obligations for MOR
2-6
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Accident or Other
Serious Incident Mandatory Occurrences

Notify the occurrence
notify without delay

to the authority

Submit Initial Report within 24 hours

within 72 hours
e Submit Initial Report

e OCCURRENCE ANALYSIS &

Single #tf * Hazard identification w

. DO
Risk assessment Consider as necessary to

or
T,
Group CH#C * Determine risk control measures * Request data from parties involved
* Perform joint analysis with involving parties

Safety risk is significant to

1) the CAQ’s own operations

2) the aviation related operations
caused by the CAO’s operations

Safety risk is not significant
_—-------------1

Submit Final Report

o Before 60-day deadline in o

(upon request)

Notify deferment of i
h 4

Maintain information

No later than 60 days
from submission full report submission

of initial report(s)

v
o Submit Final Report

for future reference

No later than another 60 days
from the deadline in o

Submit Final Report

Figure 2-2: Flow of mandatory occurrence notification and reporting for a CAO
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2.8 Why does CAAT mandate CAOs to notify accidents and serious incidents?

As a regulator of national civil aviation, it is necessary that CAAT be informed of such occurrences
as soon as possible to determine any immediate actions to ensure continued safe operations
through the CAAT’s Critical Occurrence Response (COR) process.

2.9 Why does CAAT mandate CAOs to notify accidents and serious incidents to use the
same channel and format prescribed in Chapter 7 Section 64/10 of Air Navigation Act
(No.14), B.E. 25627

The Requirement No.22 utilizes the same channel and format for accident and serious incident
notification to the Aircraft Accident Investigation Committee of Thailand (AAIC) in order to
facilitate a single notification by CAOs. Note that CAAT has put in place a mechanism to
exchange such information between the two State entities to ensure timely acknowledgement

of the occurrence being notified.

2.10 Do all mandatory occurrences need to be analyzed and subject to submission of
final report to CAAT?
This is to emphasize once again that as per Article 6 of the Requirement No.22, all mandatory
occurrences collected in a CAO’s reporting system are subjected to occurrence analysis as a
part of SMS to identify hazards, assess risks, and determine appropriate risk control measures
(if necessary). However, those occurrences required the final report to be submitted to CAAT,
are those, which the analysis of single occurrence or together with a group of other occurrences
has led to the identification of an actual or potential risk that is significant to:

- its own operations; and/or

- other aviation related operations within the aviation system caused by that particular

CAQ’s operations.

It should be understood that the analysis of occurrence required under the Requirement No.22
is conducted in the context of CAO’s existing SMS required under other rules. This is not
intended to create another system alongside the SMS. However, the occurrence analysis related
provisions in the Requirement No.22 may create gaps in existing SMS processes of CAOs that

need to be addressed systematically in the organization.
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2.11 How should CAOs perform occurrence analysis in accordance with the Requirement
No.22?

Article 6 of the Requirement No.22 relates to occurrence analysis, which follows the basic risk
management process shown in Figure 2-3. It covers a range of core activities of SMS, including

hazard identification, risk assessment and risk mitigation.

Safety concern perceived

Identify hazards / consequences Hazard identification

e —

Analyze the likelihood of the

consequences Occurring

Risk
B Assessment
Evaluate the seriousness of the
consequence if it does occur
Is the assessed risk(s) acceptable and Significant risk?
within the safety performance criteria? (Risk Tolerability)

—_

Take action to Accept the risk(s) Risk
reduce the risk(s) to B Control
acceptable level Measures

Figure 2-3: Safety risk management process

In principle, when safety concerns associated with operations of a CAO are collected through
the reporting systems, each CAO should gather as much as possible relevant factual information
about the occurrence or groups of occurrences and analyses the collected information in order

to identify safety hazards that are reasonably determined as the real root causes of occurrences.
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Then, safety risk associated with the identified hazard should be assessed in terms of its
likelihood (probability) of the consequence occurring and seriousness (severity) of actual or the
most credible consequence respectively. Once again, it should be understood that a CAO
should determine the safety risk in two aspects:

— Risk to CAO’s own operations; or

- Risk to aviation related operations within the aviation system caused by the CAO’s

operations.

Based on the analysis of safety risk performed, each CAO shall further determine whether the
risk is acceptable. If it is not acceptable, the risk control measures, including corrective and

preventive actions should be identified and implemented in a timely manner.

Aviation is complex and requires continuously interactions between several aviation entities.
Therefore, an occurrence could possibly involve multiple entities performing flisht operations
and/or related supporting aviation activities (e.g. an occurrence related to an aircraft during a
turnaround at a specific aerodrome). In this regard, Article 7 of the Requirement No.22 enables
CAOs to perform a collaborative approach to occurrence analysis by allowing the CAOs to share
occurrence information and perform joint analysis of occurrences with the sole objective of

improving overall safety to the best extent possible.

Although the logical flow of the risk management process explained above can be applied to
any organization implementing SMS, methodologies to analyze hazard and assess risk should
be customized to serve the specific conditions of the CAOs and be subject to continuous
improvement within the organizations. CAAT provides resources of good practices on the CAAT

website [www.caat.or.th/occurrence] to complement this guidance material.

2.12 What should a CAO do to facilitate exchange of safety data and joint occurrence
analysis among involving organizations?

The Requirement No.22 encourages CAOs to adopt a collaborative approach to hazard
identification, risk assessment and mitigation. It should be noted that safety risks faced by CAOs

are unavoidably affected by internal and external interfaces within the aviation system.

Internal interfaces concerning safety related matters of a CAO are basically managed under the
CAO’s accountable executive authority. On the other hand, safety management activities
concerning the CAO’s external interfaces requires much greater effort. As a part of SMS, a CAO
is responsible for managing and monitoring both internal and external interfaces to ensure the

safe provision of their services and product. Therefore, a CAO should develop formal
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agreements, Memorandum of Understanding (MoU), or any other coordination mechanism with
its external stakeholders that clearly define responsibilities and conditions under which the
organization is obliged to share safety data and safety information and jointly analyze

occurrences where the risks are shared by all involving parties.

2.13 Who should perform occurrence analysis within CAOs?

When CAOs establish or seek ways to improve occurrence management and administration
processes to satisfy the Requirement No.22, they should ensure that occurrence analysis is done
by subject matter experts. Also, personnel involved in the analysis should, where possible, be
independent from the operations to avoid conflict of interest. Therefore, CAOs should ensure
that SMS organization structure, safety responsibilities, occurrence analysis related procedures
to support effective occurrence reporting are clearly defined, communicated, implemented,

and monitored.

2.14 Do CAOs need to submit reports and perform occurrence analysis of accident and
serious incident cases being under AAIC investigation?

Article 6, 7 and 8 of the Requirement No.22 apply to all occurrences, including accidents and
serious incidents. Although the law requires AAIC to conduct official investigation of accidents,
serious incidents or other interested occurrences, this should not prevent CAOs to submit

reports and perform their own analysis in accordance with the Requirement No.22.

As the official investigation usually takes time to complete, CAOs, in the meantime, should use
their SMS to uncover any underlying deficiencies. This means that obligations in the
Requirement No.22 should not interfere with the implementation of Chapter 7 of Air Navigation
Act (No.14), B.E. 2562 (Accident and Incident Investigation), particularly, the submission of the
subsequent reports to AAIC. Therefore, double reporting could be required in a situation where
CAQs are subject to both AAIC and CAAT requirements.

2.15 What are the obligations for Voluntary Occurrence Reporting of CAOs?

Once CAOs become aware of any occurrences that do not fall into the MOR scheme, CAO
should take action as per Article 10 of the Requirement No.22 by considering to submit the
voluntary occurrence report to CAAT. Although it is not mandated by the Requirement No.22,
CAOs should also conduct occurrence analysis based on their internal SMS process. In addition,
Article 11 of the Requirement No.22 allows CAAT to request CAOs to process the occurrence

further or to share information if deemed necessary.
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2.16 Can any individual employed by a CAO or organization that are contracted by a CAO
submit an occurrence report directly to CAAT?
Yes. Refer to 4.2 for details.

2.17 What are the requirements related to notification of accidents or serious incidents
and submission of all reports in the Requirement No.22?

The Requirement No.22 requires that a notification, reporting, and submission of related
information of an occurrence as per Article 5, 8, 9, 10, 11 and 12 follow requirements in
Appendix ¥ (n1ANUIN V) of the Requirement. It covers reporting channels, format of reports,
information contained in the reports which are detailed in Chapter 5, 6 and 7 of this guidance

material.

It should be noted that the data required to submit to CAAT in the occurrence report should
be completed by both reporter and person responsible for handling occurrences (administrator
or focal point as mentioned in 2.3). It is encouraged that CAOs produce and customize reporting
forms and formats so that they are relevant and easy to use in order to stipulate reporting and
reducing human error or confusion among reporters. This should take into account the
mandatory data fields of the Requirement No.22. Internal reporting forms do not need to be
exactly the same as the forms provided by CAAT, or contain all required data fields, especially
the report administration data fields (explained in Section 5.4). However, CAOs should put in
place the process to ensure that reports submitted to CAAT comply with the required data
fields in different types of report.

2.18 What should a CAO consider further to build effective reporting systems?
For an effective implementation of reporting system, the occurrence reporting systems should:
- be clear of what to report and how;
- be readily and easily accessible to all the relevant personnel,
- have multiple reporting methods to maximize the likelihood of staff engagement;
and
- have feedback mechanism to acknowledge and inform of any taken decisions and/or
actions (applicable to both MOR and VOR) in order to promote a positive reporting
culture and encourage future reporting.

Most importantly, everyone should be made aware of the benefits of safety reporting.

Issue 01, 31 March 2020 2-12



ArdinviumstuwaBounduussnalnu
The Givil Aviation Authority of Thailan

Guidance Material on Reporting of Civil Aviation Occurrences

Chapter 2: Civil Aviation Organization’s Obligations

Some other points to consider for effective implementation of the occurrence reporting systems

are listed as follows:

Safety policy statement should include a commitment of management to support
occurrence reporting activities as well as defining types of behavior that are
unacceptable related to the CAOs’ aviation activities which include the
circumstances under which disciplinary action would not apply. The aim is to
promote “Just Culture”.

Roles and responsibilities of personnel pertaining to the Requirement No.22 are
clearly and thoroughly identified and documented within the scope of CAOs’ SMS.

All personnel within the scope of the CAO’s SMS understand the Requirement
thoroughly and be competent to perform their duties related to the Requirement.

Processes and manpower to implement effective reporting systems are adequately
available.

Occurrence reports are verified and passed through internal quality check against
relevant provisions pertaining to the Requirement No.22 before submission to CAAT.
Any changes within the CAOs’ SMS regarding the introduction of the Requirement
No.22 should be effectively and timely managed, documented, and continuously

improved as a part of CAOs’ SMS.
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Chapter 3: Operator’s Obligations
The Requirement No.22 puts obligations for the Operators to notify and/or report
occurrences to CAAT with a required data set through provided channels and format as per
Article 5, 10, 11, 14 and 17. This chapter aims to provide better understanding of the

Requirement No.22 and guidelines to comply with applicable provisions for the Operators.

3.1 What are the occurrence reporting obligation and process for Operators?

Occurrence

mandatory

occurrence?

Yes No

v |

Accident or Other Mandatory

Serious Incident Occurrences

notify without delay

Notify the occurrence

to the authority

within 24 hours

Submit

Initial Report

<------------

within 72 hours

Submit Submit

Initial Report Initial Report

Figure 3-1: Operator’s occurrence reporting obligation and process
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Figure 3-1 summarizes the occurrence reporting obligations and process of the Operators.
It starts from when the Operators become aware of an occurrence. Then, the Operators
shall verify the occurrence against the Requirement No.22 in Appendix N (AMAKNWIN N) that
is relevant to the type of operation. If the occurrence falls under MOR scheme, the Operators
shall follow the requirement in Article 5, which can be divided into 2 scenarios:

— As per Article 5 of the Requirement No.22, a mandatory occurrence classified as
an accident or serious incident must be notified without delay. Then, the
Operators should submit an initial report of such an occurrence within 24 hours
after becoming aware of that particular occurrence. On the other hand, if the
mandatory occurrence encountered is not an accident or a serious incident, the
Operator should submit the initial report to CAAT within 72 hours after becoming
aware of the occurrence.

- If an occurrence does not fall into the MOR scheme, the Operators should take
action as per Article 10 of the Requirement No.22 by considering to submit the

voluntary occurrence report to CAAT.

It should be noted that Article 11 and Article 14 of the Requirement No.22 allows CAAT to
request the Operators to process the occurrence further or to provide more information

about the occurrence if deemed necessary.

3.2 What does it mean by “becoming aware of an occurrence”?

The Requirement No.22 prescribes the timeframes that the Operator need to notify and
submit an initial report of an occurrence under MOR scheme to CAAT when becoming aware
of an occurrence. The notion of “becoming aware of an occurrence” refers to the time when
the Operators becomes aware by any mean that an occurrence involving with their flight

operations has occurred.

3.3 Why does CAAT mandate CAOs to notify accidents and serious incidents?
Refer to 2.8 for details.

3.4 Why does CAAT mandate CAOs to notify accidents and serious incidents by using
the same channel and format prescribed in Chapter 7 Section 64/10 of Air Navigation
Act (No.14), B.E. 2562?

Refer to 2.9 for details
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3.5 What are the requirements related to submission of reports and notification of
accidents or serious incidents?

Article 17 of the Requirement No.22 requires that a notification, reporting, and submission
of related information of an occurrence of the Operators as per Article 5, 10 and 11 follow
requirements in Appendix ¥ (A1ANWIN V) of the Requirement. It covers reporting channels,
format of reports, information contained in the reports which are detailed in Chapter 5, 6

and 7 of this guidance material.
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Chapter 4: Individual and Other Organization Reporting

4.1 What does it mean by individual and other organization reporting?

Article 12 of the Requirement No.22 allows any individual or organization other than the
CAQOs and the Operators defined in the Requirement No.22, who is willing to report an
occurrence or other safety-related information on his/her/its behalf, to submit a voluntary
report to CAAT directly. This is when the reporter considers beneficial for CAAT to be
informed of such information which may involve an actual or potential aviation safety risk

to improve aviation safety.

However, if a voluntary report submitted to CAAT on personal behalf from an individual
working for or subcontracted by a CAO falls under the MOR scheme, that individual may not
claim the report submission as a fulfilment of CAO’s mandatory reporting obligation in Article
5.

4.2 How can | report to CAAT?
The Requirement No.22 requires that reporting as per Article 12 follow requirements in
Appendix ¥ (MARWIN ) of the Requirement. It covers reporting channels, format of reports,

information contained in the reports which are detailed in Chapter 5, 6 and 7 of this paper.
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Chapter 5: Overview of Occurrence Report Submission Requirement

This chapter provides an overview of the technical aspects of occurrence reporting pursuant
to the Requirement No.22. The chapter starts with the introduction to CAAT’s safety data
collection and processing system related to mandatory and voluntary occurrences. Then, it
provides overview of how to comply with Article 17 and its corresponding Appendix ¥
(MANWIN V) of the Requirement No.22.

5.1 What is CAAT’s occurrence management system?

The CAAT occurrence management system is an important part of the Thailand Safety Data
Collection and Processing System (SDCPS), which store safety data and safety information
from various sources, as shown in Figure 5-1. However, what will be focused in this section
is the MOR and VOR systems implemented by CAAT.

In order to manage safety data and safety information obtained from occurrence reports,
CAAT has developed internal procedures to handle with the collection, analysis, and
exchange of such data and information as a part of the SSP. It is worth to briefly describe
how the system works at a national level to give an overview and better understanding of

the technical requirements.

It starts when an occurrence report is submitted to CAAT as per Requirement No.22. Then,
it will be processed using “European Co-ordination Centre for Accident and Incident
Reporting Systems (ECCAIRS)” software in which the collected data is categorized using
common aviation taxonomies and definitions known as “Accident/Incident Data Reporting
(ADREP) taxonomy”. The ADREP taxonomy is recommended by ICAO as it is universally
accepted to facilitate subsequent data analysis and information sharing and exchange.

Further explanation of ADREP taxonomy can be found in Section 5.2.

Next, the processed data will be subject to expert review and aggregate analysis to identify
safety issues by the “Aviation Safety Action Group (ASAG)” within CAAT, comprising of subject
matter experts in relevant areas. The outputs from the analysis will then be used to identify
hazard, determine risk and appropriate risk controls that CAAT can exercise through safety
promotion, safety oversight, or rule-making activities, etc., on a continual basis as a part of
Thailand Aviation Safety Plan (TASP). In addition, CAAT will consider to share and/or
exchange information through various channels and formats to the relevant aviation

communities.
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Figure 5-1: State Safety Data Collection and Processing Systems (SDCPS)
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5.2 What is ADREP taxonomy?

Accident/Incident Data Reporting (ADREP) taxonomy is an occurrence category taxonomy
that is a part of ICAO’s accident and incident reporting system used for describing and
classifying safety events. ADREP taxonomy is complex but powerful. Its detailed attributes
and values allow CAAT to uniformly perform safety analysis on each selected occurrence
category and facilitate information sharing and exchange. It is advised that reporters be
familiar with ADREP taxonomy structure and details relevant to their reporting obligations.
Detailed information of ADREP taxonomy relevant to reporting obligations in the

Requirement No.22 can be referred to CAAT website [www.caat.or.th/occurrencel.

5.3 Why does CAAT use ECCAIRS to store safety data and safety information from
occurrence reports?

ECCAIRS software has been developed by The Joint Research Centre (JRC) under the
provision of European Commission. Its database architecture is designed to serve the data
collection using the ADREP taxonomy. Moreover, ECCAIRS has been widely used across
European and other nations where their reporting systems are matured. Figure 5-2 provides

an example of typical ECCAIRS browser interface.
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Figure 5-2: ECCAIRS browser interface
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CAAT has adopted and implemented ECCAIRS since 2018 to ensure that Thailand aviation
safety occurrence databases are systematically stored and categorized using the ADREP
taxonomy. This helps improve the quality of information and communication as opposed
to the previous practice where occurrence reports were received in non-standardized
formats, making it difficult to perform further data analysis. Moreover, ECCAIRS also enables
data sharing between CAAT and AAIC.

The exchangeable ECCAIRS file format between the reporters and CAAT has “E5X”

extension.

5.4 What requirements should the reporters be aware before submitting a report to
CAAT?

To ensure that CAAT can receive and process occurrences in an effective manner, it is
important that reporters fully understand their own obligations. Therefore, the requirements
related to report submission as required in the Appendix ¥ of the Requirement No.22 are

summarized as follows:

1) Reporting format

In order to facilitate and improve the efficiency of existing CAAT occurrence management in
which the number of reports is expected to be continuously increasing over time, the
Requirement No.22 requires that occurrence reporting formats submitted to CAAT must be
based on ADREP taxonomy and be compatible with ECCAIRS software. An occurrence report
that is compatible can be generated by two options as defined in the Appendix ¥ of the

Requirement No.22 which are:

i) E5X files generated from ECCAIRS compatible software
This option is recommended for CAOs with large scale of operations where a large
number of reports are/will be generated. This option requires investment to acquire
the software. Usually, the software with ECCAIRS compatible functions comes in the
form of SMS solution software. Examples of well-known ECCAIRS compatible SMS
software are Coruson, e-TOKAI, IQSMS, Q-Pulse, SMSPro, Q5 SMS, and BASIS (or
eBASIS) developed by British Airways, etc.

Technically, E5X file is the zip of occurrence data stored in XML file and any other
file attached to those occurrences. The content of XML file complies with the
ECCAIRS XSD schema, which is built out of the ECCAIRS aviation taxonomy. The file
can be opened in an ECCAIRS environment without any conversion. E5X files can be

created from a compatible software without requiring an ECCAIRS installation.
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i)

It should be understood that in order to comply with the Requirement No.22, the
ready-made software may need to be configured with certain parameters and values
to ensure its full compatibility with CAAT’s ECCAIRS system. The guideline on how

to set-up and configure the system are explained in Chapter 6.

PDF Forms provided by CAAT

This option is a ready-to-use solution to report occurrences to CAAT. CAAT provides
the forms in PDF file format that can be filled out by the reporters. The submitted
PDF forms can be imported into CAAT’s ECCAIRS database. This option is
recommended for small CAOs, operators with small scale of operations, and the
individuals and other organizations. To use this option, all reporters should ensure
that they have appropriate PDF software to fill out the forms and be knowledgeable
on which forms to be used and how to fill out the forms. In addition, CAOs who use
this option should also have a document control procedure to create a series of
report identification numbers for all reports. The guidelines on occurrence reporting

using PDF forms are explained in Chapter 7.

For CAOs, it should also be noted that this option facilitates report submission to
CAAT with compatible formats. However, it does not provide the solution for
collection and storage of occurrences within the CAOs as required in Article 15 of
the Requirement No.22 as a part of the SMS. Therefore, CAOs should further develop
an internal occurrence database as appropriate to facilitate the use of data and

information for further analysis.

As far as the consideration in selecting the most appropriate reporting format to be
used by a CAO is concerned, it is recommended that the CAO should first determine
a suitable reporting format so that it can further design and acquire appropriate
resources to fully implement the process efficiently and effectively by taking into

account the size, scope and complexity of the CAO’s SMS.

Although it is possible to submit reports using the two formats interchangeably, it is
recommended that the CAO is consistent with one format over a period of time to
be able to manage occurrences efficiently and to avoid confusion. However, it can

be subject to change toward a more automated approach to continuously improve
the efficiency of the SMS.
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2) Report submission channels

When an occurrence report to be submitted to CAAT has been prepared in accordance with
the required format and the data required (as will be explained below and in Chapter 6 and
7), it should then be submitted to CAAT no later than the specified timeline as explained in
previous Chapters via channels provided by CAAT.

As indicated in Appendix ¥ of the Requirement No.22, there are two electronic reporting
channels available for reporters to submit occurrence reports and any attachment to CAAT
as summarized in Table 5-1.

No. Channel Format accepted Available for

organizations)

1 | safetyreport@caat.or.th | E5X file and PDF forms All categories of reporters (CAOs,

Operators, individuals, and other

2 | CAAT website PDF forms Operators, individuals, and other
(www.caat.or.th/ organizations
occurrence)

Table 5-1: Reporting channels to submit occurrence reports to CAAT

It should be noted that the paper-based reports will no longer be accepted unless it is
considered necessary to provide information in a timely manner as the last resource or when

requested by CAAT on a case by case basis.

3) Data fields completion requirements

For the purpose of in-depth safety analysis and administration of the database, Appendix %
of the Requirement No.22 specifies that the relevant set of data fields must be filled up in
the “Initial Report” or “Final Report” depending on nature of occurrences and types of
reporting (i.e., MOR and VOR).

In this regard, reporters should understand general structure of the data fields to complete
in each occurrence report whether generated from ECCAIRS compatible software or CAAT’s

PDF forms. The data fields are categorized into three groups as summarized in Table 5-2.
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Data field type Description
Basic The basic data fields are:
1) UTC date;

2) Location of occurrence;

3) Description of the occurrence; and

4) Time of occurrence
These basic data fields provide the basis to understand the occurrence.
CAAT uses a combination of the data to identify whether reports have
been submitted from several different sources as per the Requirement
No.22 are of the same occurrence or not. Therefore, they must always

be completed in every single occurrence report.

Occurrence-specific These data fields are considered relevant to the nature of occurrences
being reported by different reporters.

Report These data fields provide the necessary information for administration of
Administration occurrences for CAAT as well as reporters. As far as CAAT occurrence
management system being implemented is concerned, Report
Administration data fields are:

1) Headline;

2) Report identification;

3) Reporting entity;

4) Report status; and

5) Parties informed.

Table 5-2: Data fields structure in an occurrence report

The detailed guidelines on how to comply with data field completion requirements using
ECCAIRS compatible software and CAAT’s PDF forms can be found in Chapter 6 and 7,
respectively. In addition, definitions and how to complete each single data field are provided
on the CAAT website [www.caat.or.th/occurrence]. It is recommended that reporters review
thoroughly this information in order to produce quality reports for both internal use as well

as to comply with the Requirement.

4) Use of the language in the report

The Requirement No.22 requires that the language used in the report is primarily English.
However, the evidences supported an occurrence report can be provided in original
languages unless English translation is deemed necessary.
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Chapter 6: Reporting of Occurrence using ECCAIRS Compatible Software

This chapter explains detailed information for reporting occurrences to CAAT using ECCAIRS

compatible software to submit an occurrence report to CAAT. It provides guideline on the

relevant technical aspects to facilitate setting-up and day-to-day operations as per the

provisions in Appendix ¥ of the Requirement No.22.

6.1 How to set up the software to generate E5X files that are compatible with CAAT’s

ECCAIRS system?

In order to generate E5X files that are compatible with CAAT’s ECCAIRS system, Table 6-1

summarizes certain items related to system set-up to be considered.

[tem to consider

Requirement / Detail

Reference

Activation of
ECCAIRS (E5X)
compatible
function of the

software used

Ensure that the software is able to

generate E5X files

Consult with software vendor
to activate/configure system

to enable the function

ADREP Taxonomy
version

compatibility

Ensure that the software is set up
to generate E5X files that use the
same ADREP Taxonomy version
with CAAT’s ECCAIRS system.

Note: ADREP taxonomy version
used in CAAT’s ECCAIRS system is

subject to upgrades.

Refer to up-to-date ADREP
Taxonomy version on
www.caat.or.th/occurrence
and consult with the
software vendor to configure

the software accordingly

ECCAIRS attribute
number mapping,
coded value and
limitation setting
of applicable data
fields required by
the Requirement in

the software

Configure the software to ensure
that the E5X files generated from
the software can be imported into
CAAT’s ECCAIRS system, each data
field in the software of the
reporters must be:

1) mapped with the ECCAIRS
attribute number specified in
the Requirement; and

2) configured to contain coded
values that are similar to the
values used in CAAT’s ECCAIRS

For ECCAIRS Attribute
Number Mapping:

Refer to Table 2 and
corresponding Table A to | in
Appendix ¥ of the
Requirement No.22.

(Also available on CAAT
website

[www.caat.or.th/occurrence])

Issue 01, 31 March 2020

6-1




ahdnumsOuwaBounduus:inaAlng
The Civil Aviation Authority of Thalland

Guidance Material on Reporting of Civil Aviation Occurrences

Chapter 6: Reporting of Occurrence using ECCAIRS Compatible Software

data field

Note: Not all data fields have

Item to consider Requirement / Detail Reference
system and meet the data field | For Coded Values and
limitations of that particular Limitations:

Refer to List of Coded Values
and Limitations of data fields
on CAAT website

coded value and/or limitations. It [www.caat.or.th/occurrence]
depends on the data type of each
data field. Then, consult with the
software vendor to configure
the software to meet the

requirements accordingly

Submission of the Consult with the software
E5X report files to

CAAT

Configure the software to send the
generated E5X report files to e-mail | vendor to configure the
address safetyreport@caat.or.th software to meet the
with suggested components requirements accordingly

specified in Section 6.7.

Table 6-1: ECCAIRS Compatible Software Set-up Criteria

In Table 6-1, the term “coded value” refers to the pre-defined ADREP taxonomy values for
a data field used in CAAT’s ECCAIRS system. Although ECCAIRS compatible software of a
reporter is built based-on the ADREP taxonomy structure, there is a chance that the coded
value for a data field in the software, mapped with an ECCAIRS Attribute required by the
Requirement No.22, has different set of coded value from CAAT’s ECCAIRS system. If that is
the case, the submitted E5X file will not be able to import into the CAAT’s ECCAIRS database.

6.2 What are the specific requirements for data fields to be submitted via ECCAIRS
compatible software by reporters?

When the software is configured to meet all requirements in Section 6.1, it is ready to
generate occurrence reports that are compatible with CAAT’s ECCAIRS system. Next is to
make sure that the reporters are aware of the data field completion requirements as

introduced in Section 5.4 for each occurrence report.
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Appendix ¥ of the Requirement No.22 requires that occurrence reports to be submitted to
CAAT via ECCAIRS compatible software contain certain data fields specified for each
occurrence. Therefore, when completing or checking quality of an occurrence report before
submitting to CAAT, the following guidelines should be followed:

1) Identify data field requirement table (Table A to I) that is applicable to the
occurrence being considered by referring to Table 2 of Appendix ¥ of the
Requirement.

2) Ensure that data field requirement list in the applicable table from Table A to
Table | (obtained from the step above) are completed by using the following
data field criteria:

- Data field marked as “INITIAL” is to be submitted in the “Initial Report” of a
mandatory or voluntary occurrence.

- Data fields marked as “FULL” is to be submitted in the “Final Report” of a
mandatory occurrence.

Note :

a. The definition of “FINAL” in the requirement No. 4 of Appendix ¥ is to be
used interchangeably with “FULL” indicated in Table A to Table | of
Appendix ¥.

b. Any data field required in the “Final Report” could possibly be submitted
in the “Initial Report” if it is readily available.

- Data fields marked as “OPTIONAL” is advised to be submitted in either
“Initial Report” or “Final Report”, when available, for a mandatory or

voluntary occurrence.

Due to the fact that there are different data field requirements for different types of
occurrence, it is advised that the user interface of the software is designed or modified to
enable users to easily recognize and/or prevent omission to complete the required

applicable data fields of each occurrence.

6.3 How could CAOs choose a proper report status (ECCAIRS Attribute Number 800) in
a mandatory occurrence report?

Report status (ECCAIRS Attribute Number 800) is one of the Report Administration data fields
required in each single mandatory occurrence report. This enables CAOs to track the

reporting status throughout different stages from the start to the end.
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The “Report Status” data field has four default ADREP taxonomy coded value to choose
from. However, to align the use of the “Report Status” with the Requirement No.22,
it should be noted that only three report status values - “Initial notification”, “Closed”, and
“Closed on issue” are used in CAAT’s ECCAIRS system.

The Requirement No.22 requires CAOs to submit the “Initial Report” of an occurrence with
“Report Status” before performing Hazard Identification and Risk Assessment (HIRA).
Therefore, CAOs should pre-determine whether an occurrence has/might have a significant
risk as per Article 8 of the Requirement before submitting an “Initial Report” of a mandatory
occurrence in order to determine a proper value for “Report status” and take appropriate
action(s) as follow:
- If it is determined that an occurrence has/might have a significant risk:
1) Submit the “Initial Report” with “Initial notification” report status;
2) If the HIRA as per Article 6 (1) and Article (7) is performed and concluded that
the risk is not significant:
a) Submit the updated “Initial Report” with a “Closed on issue” status to
CAAT.
3) Otherwise:
a) Perform actions as per Article 6 (2) to identify risk control measures, and
b) Submit the “Final Report” with a “Closed” status to CAAT.

- If it is determined that an occurrence does not have a significant risk:
1) Submit the “Initial Report” with “Closed on issue” status to CAAT with no
further reporting requirement to CAAT unless requested.
However, those occurrences should be used for aggregate safety data analysis
under the SMS of the CAOQ.

6.4 What should | do if a required data filed of an occurrence report cannot be
completed?

There could be cases where the reporters might not be able to complete a required data
field. When a data field is applicable/relevant to the occurrence but not readily available or

when the data field is not applicable/relevant to the occurrence, just simply leave the data
field “blank”.
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For examples:

- An aerodrome operator may submit a bird strike occurrence, which was identified
by airport personnel inspecting runway, to CAAT. In this case, it might not be
possible to identify whether the pilot was advised of birds. Therefore, the data
field “Pilot advised of birds” should be left blank in the occurrence report
submitted to CAAT.

- An occurrence taking place in the approach phase, the “location on aerodrome”
is unlikely applicable to this particular occurrence. In this case, the data field
“location on aerodrome” should be left blank in the occurrence report submitted
to CAAT.

6.5 To what extend should the description of the occurrence be written in the report?
When providing a description of the occurrence or other explanatory data (if any), reporters
should provide as much information as possible with clear, correct, concise and easy-to-
understand language to ensure a proper understanding of the occurrence by readers. The
content writing should follow the simple rule of 5W and 1H (Who, What, Where, When, Why,

and How) to the best extent possible.

6.6 How to submit an occurrence report in E5X file format to CAAT?

As explained in Section 6.1, reporters using an ECCAIRS compatible software should configure
the system to send E5X files to CAAT via a CAAT designated e-mail address. However,
different systems may have different methods to send E5X files generated from the software
through an e-mail. Therefore, it is advised that reporters to consult with the software vendors
on how to submit the E5X report files. Also, refer to e-mail submission guideline in Section
6.7.

6.7 What should be included in the e-mail submitted to CAAT?
In order to help CAAT manage incoming occurrence reports via e-mail from ECCAIRS
compatible software systems, it is suggested that the contents listed in Table 6-2 are

included in each submitted e-mail.
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Component of an e-mail

What contents should be included

CC recipient(s)

E-mail of occurrence administrator(s) whom CAAT can

contact and send feedback (if any) via that e-mail.

Note: In some system where an E5X file is submitted to
CAAT from an automated no-reply e-mail address, CAAT

will not be able to provide feedback via that email.

Email subject

Subject of each e-mail should contain:
— Reporting entity (ECCAIRS Attribute No.447)
— Auto-generated report identification (ECCAIRS
Attribute No.438)
— Report Status (ECCAIRS Attribute No.800)

E-mail attachment

Attachment of each e-mail should contain:

— Report file in E5X format

— report file in PDF format (if possible)

Table 6-2: Contents to be included in the occurrence report e-mail

It is recommended that reporters provide the above requirements to the software vendors

to configure the system to be automatically generated. Figure 6-1 shows an example of
e-mail submitted from an ECCAIRS compatible software to CAAT.

___w ECCAIRS Attribute No.800 __w ECCAIRS Attribute No. 438

Initial notificatior| report No[001]from

“Reporting Entity']

Dear,

Report Text:

2 Attachments

ECCAIRS Compatible system message <noreply@eccairscompatible.net>

To safetyreport@caat.or.th,[occurrence_admin@xxx.com]—¥ © recipient(s
Kindly find attached an occurrence report from “Reporting Entity”

This is an example of an incoming email that contains an occurrence report in the E5X file.

This is an automatically generated messafe from the ECCAIRS Compatible Software.

A ECCAIRS Attribute No. 447

D Report ID 001.pdf

___w Attachments

| 4 B 1576210432_e5x_. 4

Figure 6-1: Example of an e-mail sent from an ECCAIRS compatible software to CAAT with

recommended components
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6.8 How should CAOs notify the late submission of the final report?

As explained in Section 2.7, if it is expected that the final report of an occurrence or a group
of occurrences cannot be submitted to CAAT within the first 60 days after the initial report
is submitted to CAAT, notification of deferment should be made to CAAT prior to the
deadline. The notification should include the reason(s) for delayed submission in the data
field “Occurrence analysis results” (ECCAIRS attribute number 1070) in that particular

occurrence report and submit to CAAT.

6.9 Should reporters allow the software to automatically submit reports to CAAT on a
specific interval before the deadline to submit the final report of a mandatory
occurrence?

It is recommended that the reporters set up the system not to allow automatic submission
of the reports to CAAT. It should be emphasized that CAAT requires the reporters to submit
“Initial Report” and “Final Report” with required data on the specified timeframe as

explained in Section 2.7 and 6.2.
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Chapter 7: Reporting of Occurrence using CAAT’s PDF Forms

This chapter explains detailed information for reporting occurrences to CAAT using CAAT’s
PDF forms. It provides guideline on relevant technical aspects to prepare reporting facilities
and to prepare occurrence reports in day-to-day operations to comply with the provisions
in Appendix ¥ of the Requirement No.22.

7.1 How CAAT’s PDF forms for reporting occurrences are created?
CAAT developed the PDF forms by using a function in ECCAIRS supported software called
“ECCAIRS View Designer” to ensure that the PDF forms are generated with built-in ADREP
taxonomy version that is compatible with CAAT’s ECCAIR system. This allows:
- Reporters without ECCAIRS compatible software to submit occurrence reports to
CAAT with required formats; and
- Automatic transfer of information into CAAT’s ECCAIRS system.

7.2 What reporting facilities are required to use CAAT’s PDF forms?
In order to complete the PDF forms;
- The reporters need to have their computer installed with “Adobe Acrobat or
Reader DC version 2017” or newer versions. This software is available at
www.adobe.com for free of charge; and

- Operating system should be Window 7 or newer version.

Note that other PDF software, such as Preview Application Quartz PDF Context on Mac iOS
and Linux, may not fully support the CAAT’s PDF forms.

7.3 Which PDF form should | use to report an occurrence?

A required PDF form should be used to report an occurrence as indicated in Table 1 of the
Appendix ¥ of the Requirement No.22. To avoid confusion in choosing a reporting form for
CAOs and Operators, these PDF forms can be used not only for reporting mandatory
occurrences, but also for reporting voluntary occurrences depending on types of
occurrences. However, the reporters who would like to submit any type of voluntary
occurrence report to CAAT on behalf of an individual or other organization as per Article 12

of the Requirement No.22, should use “Individuals/Other Organizations” PDF form only.
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7.4 Where can | download the blank PDF forms?

The CAAT’s PDF forms are available in CAAT website [www.caat.or.th/occurrence]. Note that
PDF forms are subject to change over time by CAAT as appropriate, such as when taxonomy
version was changed. The reporters should ensure that they use the correct form to report

an occurrence.

7.5 What are the specific requirements for data fields to be submitted via CAAT’s PDF
forms by reporters?

Given that reporters pertaining to the Requirement No.22 are subject to data field
completion requirements introduced in Section 5.4, this section provides further guideline
to comply with such requirements when submitting mandatory and voluntary occurrence

reports.

Generally, as shown in Figure 7-1, each PDF form contains the name of the PDF form on
the top right corner of each page. For data fields, each of them is presented in the form
with data field name, description (for some data fields), and color around the box. It is
recommended that reporters understand the meaning of each data field and be familiar
with the form relevant to their reporting responsibilities. Reference for data filed descriptions

can be found in CAAT website [www.caat.or.th/occurrencel].

; CAAT Aviation Safety Report
pAAJI Continuing Airworthiness
The Civil Aviation Authority of Thailand (Maintenance, Repair, and overhau I)

Use Adobe Acrobat / Reader DC to compile this form.

Version 2.1.0 - November 2019
AE 3.4.0.2

- Please fill in the form, use drop-down list where applicable, and submit it with supporting document files to safetyreport@caat.or.th.

- Additional information can be filled into the PDF form and resubmitted via email to CAAT later.

- Please ensure that the same ‘Report identification’ is used for future references.

- In the event of a Bird / Wildlife strike or Dangerous Goods, please use the Bird / Wildlife or Dangerous Goods forms, respectively.

- For more details about how to use the form, please refer to the relevant CAAT guidance material.

- Field type:[___]= Mandatory fields required for “Initial Report”, [__]= Mandatory fields for “Final Report”, [__|= Optional fields.

Notice to users:

General Information
Title of occurrence|

UTC date UTC time
| | I |
(YYYY/MM/DD) (HH:MM)

Report Administration Information

Report identiﬁcation| | Report statusl |

The identifying file reference of the report that is internally used
by operator or reporter to uniquely identify the report.

Figure 7-1: Example of a CAAT’s PDF form with its components
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To submit a mandatory occurrence report, the reporters should ensure that:

- Mandatory data fields that are relevant to the occurrence being reported marked
in “red” color are filled before submission of the “Initial Report” to CAAT.

- Mandatory data fields that are relevant to the occurrence being reported marked
in “blue” color are filled before submission of the “Final Report” to CAAT.

- Optional data fields that are relevant to the occurrence being reported marked
in “crey” color are filled before submission of either the “Initial Report” or “Final
Report” to CAAT if possible. If not, it can be left blank.

Note :

- In the case that a mandatory data field specified in any form used is not relevant
to an occurrence being reported or not available, it should be understood that
the particular data filed in question can be left blank.

- Any mandatory data filed required to be submitted in the “Final Report” can

also be submitted in the “Initial Report” if such data is readily available.

For voluntary reports, it should be understood that the reporters fill in data in all available
fields as many as possible with no requirement on mandatory data fields to be completed.
However, it is advised that the reporters provide at least two critical data fields in “General
Information” section of the form which are “Title of occurrence” and “UTC date” which are
important for CAAT to match the incoming reports of the same occurrence from different

sources.

7.6 How to complete the “Report Identification” data field for each report?

“Report identification” data field is available in all PDF forms except for the
“Individuals/Other Organizations” form. The intention to include this data filed into the PDF
forms is to allow CAQOs or Operators who use a PDF form to set a unique identification
number to each report as a reference. This will facilitate occurrence tracking for reporters

themselves as well as to facilitate the communication between reporters and CAAT.

There is no specific rule set by CAAT for specifying a report identification for occurrence
reports. However, reporters should develop a systematic way to assign and keep track of
report identification for all reports. By doing so, the reporters should ensure that:
- Only one PDF report file should be created for each occurrence with a unique
report identification; and
- The unique report identification for each report should be recorded in a log file

prepared by reporters to keep track of all reports.
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If the reporters have not yet determined how to set the report identification, it is advised

that reporters use the simple report identification format shown in Figure 7-2.

YYYYMMDD_###

Figure 7-2: Simple report identification format

“YYYYMMDD” is the date of occurrence
® YYYY = Year of Occurrence
® MM = Month of Occurrence (number)
® DD = Date of Occurrence (number)
For example;
If date of the occurrence is on April 1st, 2020, the date code should be “20200401”.

It is recommended that reporters use UTC time to identify the date of occurrence.

“###” is running number of the occurrence where the criteria are to be set by

the reporters.

For example;
The running number of occurrence reports taking place on April 1st, 2020 could be 001, 002,
003, etc.

Figure 7-3 illustrates the completed “Report identification” data field for a report No. 001
occurred on April 1%, 2020 of a particular reporter. Note that “Report identification” may

contain numbers and English alphabets.

Report Administration Information

Report identification[20200401_001 Report status

The identifying file reference of the report that is internally used
by operator or reporter to uniquely identify the report.

Figure 7-3: Example of report identification
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7.7 Should | create only one PDF file for an occurrence?

Yes. Only one report file should be created for each occurrence with a unique report
identification number. When the reporters are required to submit report of an occurrence
more than once, as per the Requirement No.22, it should be understood that additional
information is added/modified into the existing report file already create. It is also suggested
that when saving a file, the report identification number should be included in the file name

of each occurrence for traceability.

7.8 How could CAOs choose a proper “Report Status” in a mandatory occurrence
report?

Report status is one of the Report Administration data fields required in each single report
except the “Individuals/Other Organizations” form. This data field is applicable for CAOs

when reporting a mandatory occurrence only.

Refer to Section 6.3 paragraph 2 and 3 for guideline related to the “Report Status” data
field.

7.9 To what extend should the description of the occurrence be written in the report?
Refer to 6.5 for details.

7.10 How to submit a completed PDF report form to CAAT?
When a report is created and checked for quality by the reporters, it is then ready to be
submitted to CAAT via channels provided in Table 7-1.

Reporter Types Report Submission Channel Descriptions
CAOs safetyreport@caat.or.th Submit:
Operators — safetyreport@caat.or.th 1) electronic PDF file of an
— www.caat.or.th/occurrence occurrence
Individuals and — safetyreport@caat.or.th 2) attachments (as necessary)
Other Organizations | — www.caat.or.th/occurrence Note: Scanned CAAT’s PDF file is
not accepted

Table 7-1: PDF report form submission channels for different types of reporters
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7.11 How many PDF forms can be submitted in an e-mail sent to CAAT?

In order to facilitate CAAT to handle incoming occurrences sent via e-mail from reporters
using PDF forms, it is suggested that reporters submit PDF form in the manner instructed
below.

Generally, it is advised that one e-mail submitted to CAAT contains one occurrence report.

The subject of the e-mail should include components as shown in Figure 7-4.

Identity of Reporter_Title of Occurrence

Figure 7-4: Subject of an e-mail

— “Identity of Reporter” is used to identify who is the reporter.
® For a reporter who is organization either a CAO or an Operator, use the
organization name. It could be either full name or abbreviated name.
However, it is suggested that a CAO use a consistent name format.
® For areporter that is individual Operator, use the generic term applicable
to the operations being reported which are “General Aviation” or “Aerial
work”.
® For a reporter who submit a report on behalf of an individual or other
organization, use the term “Voluntary”.
— “Title of Occurrence” is to be taken from “Title of occurrence” data field of that

particular occurrence to be submitted to CAAT.

However, it should be understood that any reporter can submit multiple occurrence reports
in one e-mail sent to CAAT only when those group of occurrences has the same “Title of

Occurrence” and has no attachment for each of the report.

7.12 How should CAOs notify the late submission of the final report?

As explained in Section 2.7, if it is expected that the final report of an occurrence or a group
of occurrences cannot be submitted to CAAT within the first sixty days after the submission
of the initial report already submitted to CAAT, it should be notified prior to the deadline
to CAAT.

To notify deferment of final report submission, CAOs should put the reason(s) in the data
filed “Occurrence analysis results” in that particular occurrence report file as shown in
Figure 7-5 and submit to CAAT through the channels indicated in Section 7.10.
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: 1 q T CAAT Aviation Safety Report
A UnviumsOuwaiBoulHvus:inAlny Air Operator

The Civil Aviation Authority of Thailand
Use Adobe Acrobat / Reader DC to compile this form.
Version 2.1.0 - November 2019

AE 3.4.0.2
Occurrence Analysis Information

Occurrence analysis result (description of hazards / threats / root causes)

If the required final report cannot be completed within the required tii by the req , specify the reasons, difficulties, and the progress here

before the deadline.

Figure 7-5: Example of occurrence analysis result data field in a PDF form

It should be noted that when submitting the report in this particular case, it is recommended

that CAOs use subject of the e-mail by using the format shown in Figure 7-6.

Identity of Reporter_LATE NOTIFICATION_XXX

Figure 7-6: E-mail subject format to submit notification for late submission of the final

report
— “ldentity of Reporter” is the same as explained in Section 7.11

— “XXX” is the report identification of the particular occurrence report explained
in Section 7.6
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Chapter 8: Guideline on Mandatory Occurrence Lists

This chapter provides guideline to assist CAOs and Operators to understand and interpret
the meaning of mandatory occurrences pertaining to all categories of reporters listed in
Appendix 1 of the Requirement No.22. The aim is to help the reporters to have a better and
clearer judgement to determine whether an occurrence taken place and becoming aware is
subject to mandatory occurrence reporting provision as per the Requirement No.22. In
addition, it provides recommendations on what information is suggested to be added in the

“Description of the occurrence” data filed to facilitate further data analysis.

Given the amount and characteristics of the information, the sguidelines and

recommendations are placed on CAAT website [www.caat.or.th/occurrencel.
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