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[Company name] Flight Department

Emergency Response Plan (“ERP”)
1 ERP POLICY AND RESPONSIBILITIES
1.1 Policy
The policy of the company and the flight department is to remain vigilant and to respond promptly and appropriately to any abnormal occurrence with the flight department in order to reduce the possibility and severity of any injuries to persons, impact to family of personnel involved, damage to assets, and impact to company goodwill.
1.2 Definitions
For the purposes of this ERP, the following definitions will be used. [Editor’s Note: Use your own customized definition for each or use the suggested definition as appropriate.]
a. Occurrence. An occurrence is an event, or has a potential of happening, that results in a person being injured in any way, or in medical distress, or damage to equipment, structure, or property.
b. Emergency. An emergency is any occurrence that is an Accident, Severe Accident, or Severe Hazard situation.

c. Accident. An accident is an occurrence associated with any company operation or responsibility that results in a person with injuries or experiences medical distress that requires professional medical attention, whether immediately or within a few days; or results in equipment, structure, or property with damage that affects its usefulness and requires repair or in its damaged condition negatively affects the flight department’s normal operations.
d. Severe Accident. A severe accident is an accident that results in person receiving serious or fatal injuries, or any equipment, structure, or property receiving serious or major damage.
e. Severe Hazard. A severe hazard is a situation in which there is a serious threat to the safety of persons or property with the likelihood of injuries and damage. Some examples are a tornado, hurricane or flood warning, extensive power outage, or local civil unrest.
f. Incident. An incident is an occurrence associated with any company operation or responsibility with injury or damage results that are less than an Accident.
g. Serious Injury. A serious injury is any injury to a person that requires immediate professional medical attention.

h. Serious Damage. Serious damage is damage that requires repair costing more than $200,000. 

i. Major Damage. Major damage is damage that affects more than 25% of the usefulness of the equipment, structure, or property.

j. Reportable Occurrence. A reportable occurrence is an occurrence that meets the definition of the regulations of any regulatory agency, such as but not limited to the FAA, NTSB, foreign civil aviation authority, or OSHA, that requires such an occurrence be reported to that agency.

1.3 ERP Roles and Responsibilities
The following personnel have responsibilities within the ERP.

a. Emergency Operations Director (“EOD”). 

The EOD is responsible for coordinating the company’s actions in responding to an occurrence. Upon notification of an occurrence, he is to determine its severity and follow the appropriate ERP responsive actions.

b. Assistant Emergency Operations Director (“Asst EOD”).

The Assistant EOD is to assist the EOD as needed and to fulfill the EOD responsibilities if the primary EOD is unable or cannot be contacted.

c. Onsite Representative (“Onsite Rep”).

As necessary, the Onsite Rep will travel to the location of the occurrence as soon as possible and has the responsibility for coordinating the company actions to be taken at or near the scene of the occurrence, and with any national or local regulatory authorities and public safety officials on the scene. The Onsite Rep will relieve the PIC or SPO upon arrival. It is not necessary for the Onsite Rep to gain access to a quarantined accident scene, but to notify the Investigator-in-Charge and senior public safety official of their presence and offer to assist. For international locations, the Onsite Rep may be a person selected ad hoc from a subsidiary, foreign office, or trusted vendor/ located closer and more accessible to the scene.
d. Pilot-in-Command (“PIC”).

The PIC is responsible for taking whatever actions are necessary for the safety of his passengers, crew, and aircraft. The PIC is to follow the emergency actions outlined by regulation, the company Flight Operations Manual, and company directives. If able, the PIC is the initial Onsite Rep until relieved by another Onsite Rep sent to the location of the occurrence.
e. Senior Person Onsite (“SPO”)
The most senior person of authority within the company that is onsite for the occurrence is responsible, within their ability and control, for taking whatever actions are necessary for the safety of company personnel and its guests. If able, the SPO is the initial Onsite Rep until relieved by another Onsite Rep sent to the location.
f. Senior Company Executive (“Sr Exec”).

The Sr. Exec is responsible for coordinating the company’s actions related to corporate management, the Legal Rep, Risk Mgr, HRS, and Comm Rep in responding to an occurrence. This position should typically be filled by the company executive that the flight department reports to. It can also be filled by the CEO, COO, or similar.
g. Legal Representative (“Legal Rep”).

The Legal Rep is responsible for coordinating company actions to handle legal liability issues that may arise from the occurrence. The Legal Rep should be familiar with the FAA, NTSB, or foreign civil aviation authority requirements for the reporting and investigation of aviation accidents.
h. Risk Manager (“Risk Mgr”).
The Risk Mgr [Editor’s Note: or whoever has such responsibility within the company] is responsible for notifying the aviation insurance broker and the insurance company claims office.

i. Human Resources Specialist (“HRS”).

The HRS is responsible for coordinating the notification of the families (next of kin) of the personnel involved in the occurrence. The HRS also works with the EOD with information regarding any casualties and their emergency contacts.
j. Public Communications Representative (“Comm Rep”).

The COMM Rep is responsible to coordinate the company’s actions in relating to the media, and to make statements on behalf of the company.

k. Insurance Broker (“Ins Broker”).

The Insurance Broker is not a company employee but is expected to help coordinate the interaction with the company and the insurance company.
l. Insurance Claims Specialist (“Claims Rep”).

The Claims Rep is not a company employee, but is expected to assist in the responsibilities of collecting information on the medical condition of any occurrence-related personnel and handling the immediate needs of the equipment or property affected, as well as the long-term resolution of repairs and payment of claims made.
1.4 Preparation

The flight department manager, or his designee, upon implementing this ERP will:

a. Collect and record the name, phone number, and email of an emergency contact for every employee within the flight department, every passenger onboard any company aircraft, and every long-term visitor or vendor to the aviation facility.
b. Regularly evaluate, at least annually, this ERP and revise and update it to current conditions and to improve its effectiveness.

c. Assure that there are specific persons assigned to the positions described in paragraph 1.3 above with responsibilities stated in this ERP and update their contact information every 6 months. The EOD and Asst EDO should be someone familiar with the company flight operations with management abilities, and not likely to be involved in a flight emergency.
d. Consider having all employees trained in first-aid and AED use.

e. For each flight department facility, designate a rally point, or several rally points, for personnel to gather following an evacuation of the facility.

f. For each flight department facility, designate a storm shelter area within the facility that is best suited to protect personnel from severe weather.

g. Have supplies and food available at the facility for power outages.

h. Engage a trauma counseling firm in advance for if the time comes to handle grief issues of those afflicted in an emergency, their family members, and other company employees.
i. Assure that flight department personnel and those with ERP roles to be trained or familiar with the ERP to the level appropriate to their responsibilities in the ERP.

j. Become familiar and develop coordination, in advance if possible, with the emergency response plan actions of the company, subsidiaries, vendors, and pertinent regulatory authorities, airport authorities, and public safety authorities.
k. Conduct a practice drill of the ERP as required by any company or regulatory requirements, or at least annually.

l. Submit a report to the company’s Safety Management System (“SMS”) as to the actions taken and results of any actual activation of the ERP or practice drill. 

2 Notification, Initial Assessment, and Confirmation of an Occurrence
2.1 Notification from an Employee
IMPORTANT: If any employee has a threat to their personal safety, they should take immediate actions appropriate to counter the threat, for example, taking shelter or fleeing a dangerous situation.

IMPORTANT: Any employee that is involved in or witnesses an occurrence in which people are injured or in medical distress, will immediately call 911, declare a MAYDAY (emergency), or notify public safety as appropriate. 
IMPORTANT: If it is within the control of an employee to prevent an occurrence from happening, they will make the effort to do so unless they have reason to believe it may affect their own personal safety.

An employee will notify either their supervisor, the flight department manager, or the EOD as soon as possible if they:

a. Have reason to believe that a potential occurrence is likely. 
b. Have been involved in an occurrence.
c. Have witnessed an occurrence or have reason to believe one may have occurred.

If the employee’s notification was to the supervisor or flight department manager, they will in turn immediately notify the EOD. 
2.2 Notification of Occurrence from Outside the Company
Notification of an occurrence may come by a variety of means from outside the company. The FAA, public safety officials local to the scene, or foreign civil aviation authority may call the company at a facility other than flight department, such as the company main phone switchboard, company security or other company office or subsidiary. As best as possible, any potential company point of contact should be made aware of this ERP and the necessity of immediately contacting the EOD. IMPORTANT: Whoever receives the notification call will collect the name and phone number of the caller and will pass this information along to the EOD.
2.3 Initial Assessment of the Occurrence by EOD
a. With any notification of an occurrence, the EOD will verify the magnitude of the nature of what is occurring and, using the definitions provided in paragraph 1.2 above, assess whether it is an Incident, Accident, Severe Accident, or Severe Hazard. 
b. For any Accident, Severe Accident, or Severe Hazard, the EOD will use the presumption, and act accordingly with time is of the essence, that there are personnel with injuries that require immediate medical attention. 
c. The EOD will assure that public safety emergency services have been notified to respond. 
d. If the EOD has reason to suspect that the notification is mistaken in reporting that it is our company aircraft or personnel involved, or suspects a hoax, the EOD should verify the notification by contacting the initial reporter, or an authoritative source at the location, such as the local management, local law enforcement, or local public safety officials.
3 Emergency Response Actions FOR ALL ACCIDENTS
The following actions are to be taken in response to all Accidents, Severe Accidents, or Severe Hazards. Additional specific actions to be taken for specific situations are addressed in following paragraphs. For an occurrence that is an Incident, the EOD has discretion in selecting what response actions will be taken.
3.1 Take the immediate steps necessary to deal with the emergency
The EOD will assist with whatever resources are necessary and/or verify that the persons involved in the emergency are being moved out of harm’s way and emergency services have been alerted to respond. In addition to the actions stated here, the EOD will also follow the actions stated below for specific circumstances.
3.2 Notification of ERP Staff

The EOD will immediately notify the Sr Exec. The Sr Exec and EOD will confer to determine whether additional ERP staff should be notified, and if so, who will perform such notification.
3.3 Notification of Afflicted Emergency Contacts (Next of Kin)

a. The EOD will compile a list of all known persons involved in the emergency (whether injured or not) together with their emergency contact information (the “Afflicted List”). The EOD will email this Afflicted List to the Sr Exec and HRS. 
b. The Afflicted List will be treated as confidential information and shared only on a need-to-know basis. 
c. The Sr Exec will be in control of distribution of the Afflicted to any additional persons within or outside the company. 
d. IMPORTANT: The Emergency Contact for anyone injured or deceased must be notified first prior to the release of any names to other employees or the rest of the company or to the media.
e. The HRS is responsible for notifying the emergency contact person (the “EC”) for everyone listed on the Afflicted List and should follow these general guidelines:
· Notification of the situation and the medical condition of a Afflicted should include only known facts as they are and as to whether any specific fact has been verified or not, and how it was verified. Use no speculation, it is better to state “I don’t know” rather than guess.
· The HRS will tell the EC that they will contact them again as soon as they have any additional information.
· The HRS should ask the EC if there is anyone else they should contact on behalf of the EC.
· The HRS will provide a specific discrete phone number for the EC to call any time if they have any questions or concerns.
f. The HRS will continue the company’s relationship with the family members of those on the Afflicted List and respond to their needs as appropriate.
· Consider arranging and providing access to trauma counselors for the EC and other family members.

· It is a possibility that the EC and other family members may express a desire to travel to the scene of the emergency. If they do, the HRS should consider, at company expense:
· Arrange for travel by car with driver for short distances, and airline for longer distance.

· Arrange for hotel accommodations as necessary.

· Offer to have another family member flown in, if necessary, to help watch children or elderly that are in the EC’s care.
· Consider providing a $5,000 (or other amount) debit card to the family to be used for their immediate needs and expenses that may arise during this time with the emergency. Express very clearly that this gesture is not meant to be an offer to settle but the company’s intention to help meet their immediate needs.
3.4 Notification to Company Employees

To the extent as appropriate to the emergency, the Sr Exec should promptly notify company employees of the occurrence and provide updates as necessary. Do not release names on the Afflicted List until EC’s have been notified. Consider arranging for trauma counselors for those requiring emotional assistance. Consider releasing employees early from work to go home.
3.5 Onsite Actions

The Onsite Rep, initially the PIC or SPO, in a situation or occurrence in which their personal safety, or the safety of others is threatened, should take immediate actions appropriate to counter the threat, for example, taking shelter or fleeing a dangerous situation, and help others if it is within their ability and does not affect their own personal safety.
If it is within the control of any employee to prevent an occurrence from happening, they will make the effort to do so unless they have reason to believe it may affect their own personal safety.

Any employee, including the PIC or SPO, that is involved in or witnesses an occurrence in which people are injured or in medical distress, will immediately call 911, declare a MAYDAY (emergency), or notify public safety as appropriate. 

The Onsite Rep will establish communications with the senior public safety official in charge of the scene. In coordination with the EOD, the Onsite Rep will:
a. Assist emergency services as allowed, offering whatever company resources available in the efforts.
b. Ascertain the name and location of any health care facility, or morgue, that personnel are being transported to. Assist in establishing communications between health care professionals and ECs.
c. Be available to answer questions from public safety officials.

d. Defer inquiries from the media to the Sr Exec. For example:
“We are dealing with the emergency and taking action according to our company emergency response plan and I am unable to answer your questions at this time. Our company headquarters is fully engaged with what is going on and your questions can be answered there. If you like, I can provide you a contact name and phone number to call.”

e. Collect personal effects and luggage.
f.     Assist and coordinate with the Claims Rep.

g. If necessary, assist with family members of the Afflicted traveling to the location. Arrange to greet them upon arrival at the airport, car transportation, and hotel accommodations. Have prepared and present a briefing to the family as to the latest information of their family member and the situation.
3.6 Communications
In order to minimize confusion in communications, it is necessary to centralize communications through only a few individuals.

3.6.1 Internal Communications

All communications of an aviation technical nature is coordinated through the EOD. All other communications are coordinated through the Sr Exec. The EOD and Sr Exec will maintain regular and frequent communications. Optimally, the EOD and Sr Exec should be physically in the same location/room while dealing with the response actions.
3.6.2 External Communications

The Sr Exec is the primary spokesperson for the company, except for EOD communications. The Sr Exec can assign the Comm Rep or others to assist as necessary. The EOD is the primary spokesperson for the company with aviation authorities and public safety authorities.

3.6.3 Media Communications

The media can be aggressive in their attempts to obtain news information. Media is driven by obtaining interesting stories for their customers, competition with other media providers, and deadlines. In addition to the resources required to deal with the emergency, it is necessary for the company to have resources ready to help guide the media in its need for information. The following actions will be taken:
a. For anyone at the location of an occurrence in which media personnel are present and are approached for comment, the following statement is recommended. Feel free to give the Sr. Exec or Comm Rep name and phone number.
“We are dealing with the emergency and taking action according to our company emergency response plan and cannot answer your questions at this time. Our company headquarters is fully engaged with what is going on and your questions can be answered there. If you like, I can provide you a contact name and phone number to call.”
b. The Sr. Exec and Comm Rep should be prepared with a initial statement for the media, stating only facts and not speculation. Here is an example statement for a flight accident, modify as necessary to address the actual occurrence:

“I have received notification that our company aircraft has been involved in an (accident/incident/threatening act, etc.). I understand that (number) passengers and (number) crew members were involved. We are in the process of notifying the families of these individuals. Our sincere concern goes out to all of them. The aircraft was on a flight from (departure point) to (intended destination). This is all we know at this time. We have activated our Emergency Response Plan and are working together with the local public safety officials and investigative authorities in charge to determine exactly what happened. We will inform the media of additional information as soon as it becomes available. Otherwise, we will hold a press conference tonight/tomorrow at (time) with the most up-to-date information.”
c. In the current cultural climate of corporate responsibility, it is recommended that a very senior executive of the company, such as the CEO, COO, or similar, be the spokesperson for the company during any on-camera sessions. The Comm Rep should assist with dealing directly with reporters and providing information.
d. The company should hold itself out to the media as being accessible and a primary source of information by holding frequent media conferences and regular updates.
3.7 Occurrences Outside the United States

If an occurrence happens outside the United States, due to the distance away from the company, time zone difference, language differences, national agency involvement, and differences in the legal environment, it may be more difficult to coordinate and take appropriate response actions. May use of high-level diplomatic support as necessary. Make use of any high-level foreign governmental officials your company may have a relationship. Make use of any company subsidiary, vendor, or customer located near the occurrence for support.

3.8 Reportable Occurrence
The EOD in concurrence with the Legal Rep should determine whether this is an occurrence that meets the definition of the regulations of any regulatory agency, such as but not limited to the FAA, NTSB, foreign civil aviation authority, or OSHA, that requires the occurrence be reported to that agency. 
4 Unlawful Interference

In addition to the response actions outlined in paragraph 3 above, the following additional response actions are to be taken for the given situation.
4.1 Bomb Threat to Aircraft
If the threat is received by call or email to anyone on the ground, immediately notify the EOD. If the threat is received by the PIC while inflight, the PIC will take immediate action as listed below.

4.1.1 EOD Actions

a. Contact the PIC inflight via flight phone, email with onboard internet server, or contract the appropriate ATC facility to radio the aircraft, and instruct the PIC to land the aircraft as soon as practical at the nearest suitable airport.
b. Notify the local FBI office and FAA.

c. Coordinate with the PIC the landing location and status of crew and passengers.

d. Whether or not a bomb is ultimately discovered onboard the aircraft, arrange for the aircraft to be inspected for any evidence of tampering and any required maintenance related to the emergency landing and evacuation before returning to service. Coordinate with the FBI as necessary.

4.1.2 PIC Actions

a. Upon receiving notification, remain calm. Fly the aircraft.

b. Declare a MAYDAY.

c. Land as soon as practical, with expedited descent, at the nearest suitable airport.

d. Turn off the runway upon landing; do not taxi to the ramp area. Execute an emergency evacuation of the aircraft. Confirm that emergency services have been dispatched to the location.
e. Contact the EOD to verify the aircraft is on the ground, its location, and all personnel are evacuated, and emergency services notified.

f. Stay well clear of the aircraft until told otherwise by public safety officials.
4.2 Interference with a Crewmember
4.2.1 PIC Actions

a. The PIC will attempt to negotiate a resolution to calm the aggressor and the situation.
b. If the aggressor does not cooperate, the PIC will assess the magnitude of the interference regarding the safety of flight. If there is any possibility the situation affects safety: 
· If the aircraft is on the ground, do not takeoff under any circumstances. If taxiing, the PIC will return to the ramp area, notify local law enforcement, and disembark the aggressor. 

· If the aircraft is in flight, the PIC should declare a MAYDAY and land as soon as practical at the nearest suitable airport.

c. The PIC will ask ATC to notify local law enforcement at the planned landing airport.

d. The PIC will notify the EOD as soon as practical of the situation.

e. Upon landing, the aggressor will be disembarked into the custody of law enforcement. The luggage of the aggressor will be removed from the aircraft.
f. The PIC will perform a thorough inspection of the cabin area to determine whether the aggressor may have caused any damage or left anything behind.

g. The PIC will assess the emotional distress of all crew members in determining whether medical treatment is necessary, or if fit for duty to continue the flight operation. If in doubt, the flight will be cancelled and rescheduled.
4.2.2 EOD Actions

a. Upon receiving notice of an interference situation, the EOD will verify that local law enforcement has been notified.

b. Consider FBI notification, if appropriate.

c. Assist the PIC in assessing the emotional effects to the crewmembers.
5 Flight Operations Occurrences

In addition to the response actions outlined in paragraph 3, these additional response actions will be conducted as appropriate to the occurrence.

5.1 Aircraft Damaged or Persons Injured Associated with a Flight 
5.1.1 Onsite Actions
a. The PIC is responsible for taking whatever actions are necessary for the safety of his passengers, crew, and aircraft. The PIC is to follow the emergency actions outlined by regulation, the company Flight Operations Manual, and company directives. If able, the PIC is the initial Onsite Rep until relieved by another Onsite Rep sent to the location of the occurrence.
b. The PIC should administer aid to passengers and crew. Notify emergency services.
c. The PIC should assist emergency medical and public safety personnel. 
d. Do not discuss with anyone at the scene as to the probable cause of the occurrence. The PIC should have the opportunity to recover from shock and review the details of the event in a thoughtful manner and seek counsel from the Legal Rep. 
e. As per the regulations, if requested by law enforcement officials, pilots must produce their pilot’s license and medical certificate for viewing (do not allow officials to keep certificates), and to submit to a blood alcohol test. 
f. The flight crew should follow communication guidelines addressed in this ERP.
g. By regulations the PIC is to preserve the scene, to the level that is within their control, until relieved by a public safety official.
h. Soon after the PIC has determined that all passengers and crew have received the appropriate medical treatment, it is recommended the pilots advise the public safety official in charge that the company ERP recommends they seek solace at a nearby hotel, i.e. the pilots should not loiter around the scene unnecessarily. The PIC will provide his contact cell number. 
i. The Onsite Rep should coordinate with the EOD and Claims Rep as to the disposition of the damaged aircraft or equipment.

5.1.2 EOD Actions

a. Provide assistance to the PIC. Notify and dispatch an Onsite Rep as necessary.
b. Arrange for the maintenance records of the aircraft, and personnel and training records for crewmembers to be quarantined.
c. For any other company aircraft that may still be inflight, consider waiting until it has landed to notify crew and company employees of the emergency situation with the other aircraft. Consider arranging for continued travel or to travel home for crew and passengers via airlines or chartered aircraft. The crew should not continue to fly if under stress brought on by the news of the emergency.
d. Consider temporarily ceasing all flight operations until an initial investigation assures that no other aircraft is in jeopardy with a condition that may have been a factor to the occurrence. 

e. Notify the FAA and NTSB as appropriate. Refer to NTSB regulation Part 830 and take the action required stated therein.

f. Notify the FBO who last fueled the aircraft to collect and preserve a fuel sample.

g. If necessary, consider arranging for off-duty police near the location to help secure the scene.

h. Coordinate with the Onsite Rep and Claims Rep as to the disposition of the damaged aircraft or equipment.

5.2 Inflight Emergency

5.2.1 PIC Onsite Actions

a. The PIC is responsible for taking whatever actions are necessary for the safety of his passengers, crew, and aircraft. The PIC is to follow the emergency actions outlined by regulation, the company Flight Operations Manual, and company directives.
b. The PIC will declare a MAYDAY for priority handling and to alert emergency services.

c. The PIC will land the aircraft as soon as possible at the nearest suitable airport. A suitable airport should have the appropriate runway length, preferably air traffic control services, and must have emergency services available.

d. The PIC will notify emergency services to be available.

e. Both pilots will remain in their seats until the aircraft comes to a complete stop after landing.

f. The PIC will notify the EOD as soon as practical.

g. The PIC is the initial Onsite Rep until relieved by another Onsite Rep, if one sent to the location of the occurrence.

h. Upon landing the PIC should assist emergency medical and public safety personnel. 
i. Do not discuss with anyone at the scene as to the probable cause of the occurrence. The PIC should have the opportunity to recover from shock and review the details of the event in a thoughtful manner and seek counsel from the Legal Rep. 
j. As per the regulations, if requested by law enforcement officials, pilots must produce their pilot’s license and medical certificate for viewing (do not allow officials to keep certificates), and to submit to a blood alcohol test. 
k. The pilots should follow communication guidelines addressed in this ERP.
5.2.2 EOD Actions

a. Provide assistance to the PIC/Onsite Rep.

b. Arrange for the maintenance records of the aircraft, and personnel and training records for crewmembers to be quarantined.

c. For any other company aircraft inflight, consider waiting until it has landed to notify crew and company employees of the emergency situation with the other aircraft. Consider arranging for continued travel or to travel home for crew and passengers via airlines or chartered aircraft, i.e. the crew should not continue to fly under the stress likely brought on by the news of the emergency.

d. Consider temporarily ceasing all flight operations until an initial investigation assures that no other aircraft is in jeopardy with a condition that may have been a factor to the occurrence. 

e. Notify the FAA and NTSB as appropriate. Refer to NTSB regulation Part 830 and take the action required stated therein.

f. Notify the FBO who last fueled the aircraft to collect and preserve a fuel sample.

g. If necessary, consider arranging for off-duty police near the location for the long-term security of the scene.

5.3 Inflight Medical Emergency of Crewmember or Passenger
5.3.1 Onsite Actions
a. If the PIC is non-responsive after three inquiries for action by the second-in-command pilot (“SIC”), or as per the flight department standard operating procedures, he will be presumed incapacitated and the SIC will assume command of the aircraft. 

· An incapacitated pilot is best to be removed from the cockpit. If he cannot be removed, his shoulder harness will be fastened and locked to keep his body from interfering with the flight controls.

b. The PIC is responsible for taking whatever actions are necessary for the safety of his passengers, crew, and aircraft. The PIC is to follow the emergency actions outlined by regulation, the company Flight Operations Manual, and company directives.

c. The PIC will declare a MAYDAY for priority handling and to alert emergency services.

d. Only if the aircraft is at a safe altitude in level flight and cockpit workload permits, a pilot may attend to a passenger in medical distress and to render first-aid. Once the passenger has been given initial aid and it is better for the passenger to receive emergency medical treatment at an airport, the PIC will determine a suitable airport for landing.
e. The PIC will land the aircraft as soon as possible at the nearest suitable airport. A suitable airport should have the appropriate runway length, preferably air traffic control services, and must have emergency services available.

f. The PIC will notify emergency services to be available.

g. Upon commencing descent, pilots will remain in their seats until the aircraft comes to a complete stop after landing, i.e. they are not to render first-aid to any passenger but to fly the aircraft to a safe landing.
h. First-aid may be rendered by a qualified cabin attendant or passenger, if available.
i. The PIC will notify the EOD as soon as practical.

j. Upon landing the PIC should assist emergency medical and public safety personnel. 

k. The pilots should follow communication guidelines addressed in this ERP.

l. The PIC should obtain a contact name and phone number for the public safety official in charge of receiving the Afflicted passenger.

5.3.2 EOD Actions
a. Provide assistance to the PIC/Onsite Rep.

b. Contact the public safety officials at the landing location to offer assistance and to stay updated as to the location and medical status of the afflicted crewmember or passenger.

c. Notify the HRS in determining the potential transportation and support for long-term health care needs.
5.4 Overdue Arrival of Aircraft

5.4.1 Flight Tracker Actions

The company has a process of tracking the flights of the company aircraft. If an aircraft is not confirmed to have safely reached its destination within 30 minutes past the expected time of arrival (“ETA”), the person performing the flight tracking process will:

a. Seek confirmation of safe arrival by:

· Call or text the PIC or SIC

· Call the aircraft

· Call the destination FBO

· If applicable, call the international handler

b. If confirmation is not received, immediately notify the EOD.

5.4.2 EOD Actions

When the EOD receives notification of an overdue aircraft, he will:

a. Attempt to call or text the lead passenger for confirmation of arrival.

b. If not confirmed, then call the Sr. Exec and advise him of overdue aircraft.

c. Presume there has been a Serious Accident and take those response actions.

d. Contact the FAA and appropriate Air Traffic Control facility of area of last known position of late aircraft and notify them to take the appropriate actions in locating the aircraft.

6 maintenance/GROUND operations or Facility Occurrences
6.1 Medical Emergency
If anyone within the flight department facility appears to be in medical distress or has been injured, a company employee will immediately inquire of the Afflicted if they are in distress. If the Afflicted is in distress, call 911 or have someone call 911 to have emergency medical services dispatched, then render first-aid as appropriate. Notify the EOD as soon as practical.
6.2 Facility Fire

If a company employee discovers a fire within the flight department facility, they should shout for assistance, and if it is within their ability without risking their personal safety, they should consider attempting to extinguish the fire. If unable, then they will pull the facility fire alarm and call 911 for the fire department to be dispatched. All persons within the facility will evacuate and gather at the pre-designated rally points. The SPO at each rally point will account for all personnel that were in the facility and attempt to contact anyone missing. The SPO will assist the fire fighters in providing access and notify them as to the location of the fire and location of any flammables and hazardous materials. The SPO will notify the EOD as soon as practical.
6.3 Severe Weather

If severe weather is imminent or occurring, the SPO will make a public address to everyone within the facility to gather at the pre-designated storm shelter areas. The SPO will account for all personnel that were in the facility and attempt to contact anyone missing. The SPO will notify the EOD as soon as practical. The SPO will obtain weather updates to help determine when it is appropriate to leave the safety of the storm shelter area.
If there is adequate warning prior to the arrival of severe weather, such as a blizzard, hurricane, or flooding, consideration should be given to evacuate the aircraft from the area and to reinforce the facility against the weather.
6.4 Late Arrival of Company Personnel

If a company employee is more than 20 minutes later than an expected rendezvous time without notice of running late, attempt to contact the employee by cell phone, text, or calling hotel room, or other means of possibly contacting the late employee. If still no contact, if possible, attempt to physically seek out their location. If still no contact, call the flight department to see if a message has been received from the late employee. If not, notify the EOD. The EOD or onsite employee will contact emergency services. The EOD will treat the situation as an Accident until the employee is located and adjust the response actions accordingly.

7 Return to Normal Operations
Prior to returning to normal operations following any occurrence, the EOD and flight department manager are responsible for determining an action plan as to how and when normal operations will be resumed. They will confer as necessary with key employees with expertise in the subject matter related to the emergency, to initially assess whether there was an obvious failure of an operational or maintenance procedure, personnel training program, or an equipment malfunction, that must be corrected immediately. This is not meant to replace or second-guess the full investigation that will follow. The action plan will be devised to correct the fault as part of resuming normal operations with specific action steps and timeline.
As soon as practical, but not later than 10 days after resuming normal operations, the EOD will write a full report of the occurrence describing the facts of the occurrence as it unfolded, and the action steps taken, with rationale. The EOD will collect reports from all ERP staff members as to their action steps taken. This report will be submitted to the Sr Exec and to the flight department SMS.
8 Occurrence Investigation

The occurrence will be reviewed by the flight department SMS upon submission of the occurrence report by the EOD. The investigation will follow the guidelines of the SMS. Modifications will be made as necessary related to the findings from the SMS investigation.
Depending upon the nature and magnitude of the occurrence, there may be an investigation conducted by a regulatory authority, such as the NTSB, OSHA, or fire marshal. With counsel from the Legal Rep, the company will participate as per the regulations for that agency.
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