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Safety Management System Manual Approval
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1. INTRODUCTION
1.1 SMS PROGRAM PURPOSE

The purpose of the Martin State Airport (MTN) Safety Management System (SMS) Plan is to
provide a comprehensive SMS. This SMS is built on a pro-active approach to safety through a
framework of tools and methodologies to identify, address, mitigate, and eliminate safety risks.
SMS is central to the development and improvement of an organization’s safety culture for
continuous improvement of the organization’s safety culture and safety performance. The SMS
focuses on process management and involves participation from all employees within the
organization.

SMS is the formal, top-down, organization-wide approach to managing safety risk and assuring
the effectiveness of safety risk controls. The four pillars of an SMS are depicted below.

Figure 1-1. The Four SMS Pillars

The Four SMS Pillars

Safety Policy

Establishes senior
management's commitment
to continually improve safety;
defines the methods,
processes, and organizational
structure needed to meet
safety goals and instill a safety
culture.

Safety Risk Management
(SRM)

Determines the need for, and
adequacy of, new or revised
risk controls based on the
assessment of acceptable
risk levels to control hazards
using risk mitigation
strategies.

Safety Promotion

Includes training,
communication, and other
actions to create a positive
safety culture within all levels
of the workforce to improve
overall safety.

1.2 SMS MANUAL PURPOSE

The purpose of the SMS Manual is to document Maryland Aviation Administration’s (MAA)
policies, processes, and procedures that facilitate the continuous improvement of the safety
performance and culture of MTN.
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1.3 APPLICABILITY

This SMS manual applies exclusively to Martin State Airport and its users and is applicable to
all employees and operational activities at the airport.

1.4 SCOPE

Martin State Airport (MTN) is a general aviation reliver airport. MTN’s operations do not fall
under the Federal Aviation Administration (FAA) SMS guidelines and requirements. Therefore,
MTN is not required to develop an SMS per FAA regulations. MTN has voluntarily elected to
implement an SMS as a best practice.

The physical scope of this SMS is comprised of all operations within the boundaries of MTN
including both airside and landside operations. In addition, activities conducted on MAA-owned
property outside the airport boundaries are included within the scope of this SMS.

1.5 AUTHORITY

MAA Executive Management holds primary responsibility for the SMS, and is accountable for
providing leadership, resources, and support to ensure its effective implementation and
continuous improvement. Detailed roles, responsibilities, and accountability are provided in
Chapter 2, Safety Policy, of this SMS Manual.

Maryland Aviation Administration Safety Management System Manual
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2. SAFETY POLICY -SMS PILLAR 1

This chapter covers MAA’s Safety Policy SMS Pillarl and ancillary FAA requirements such as
roles/responsibilities and safety objectives.

2.1 ACCOUNTABLE EXECUTIVE

The MAA Executive Director/Chief Executive Officer (CEO) is the designated Accountable
Executive for MAA’s SMS.

2.2 SAFETY POLICY STATEMENT

MAA is committed to promoting safe and efficient operations and economic viability throughout
the state. MAA is committed to ensuring that safety is a top priority of management. As stated in
MAA’s Safety Policy Statement (see Figure 2-3, located at the end of this chapter), MAA
supports confidential hazard reporting and commits itself to communicating safety issues and
resolution of reported hazards in a timely manner.

2.3 SAFETY REPORTING POLICY

MAA has established a process for safety reporting incidents/accidents and near-misses. As
outlined below all employees, contractors, tenants, and vendors, are responsible for immediately
reporting accidents, injuries, near-misses, unsafe conditions, hazards, and occupational illnesses
to their supervisors, management, or safety committee. For incidents besides personal injuries,
employees may remain anonymous. However, by remaining anonymous, they may not receive
feedback about their reports.

MAA provides multiple options for reporting safety concerns:

Quick Response (QR): Employees, tenants, and contractors may use the internal reporting
portal to report a hazardous condition. Individuals may remain anonymous. Access to the SMS
Safety Management Reporting may be found on the intranet at:
https://sms-bwi.airportiq.com/SMS_PublicPortal/app/index.html.

Figure 2-1. SMS Safety Management Reporting Portal

(SMS) SAFETY MANAGEMENT SYSTEM REPORTING PORTAL

REPORT EXISTING AND POTENTIALLY
HAZARDOUS SITUATIONS

24 HOURS PER DAY, 7 DAYS PER WEEK
+ ASSISTIN ADDRESSING SAFETY CONCERNS

TOREMAN ANONYMOUS. YOUR PRIVACY AND CONFDENTIALITY
ARE INPORTANT TO LS, AND WE ENCOURACE YOU TOREPORT ANY

FBWI1 MARTIN
Forre ALL AIRPORT EMERGENCIES - DIAL 911
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e Email:bebetterbesafer@bwiairport.com — For general safety concerns or submit a claim
e Phone: 410-859-SAFE for MAA employees to report safety concerns.

2.4 INCIDENT REPORTS

Incident Reports must be submitted within 24-hours of the incident. Incident Report forms are
found on the intranet. To locate the form, click on Find It, then Forms and scroll down to the
Office of Safety Risk Management and select the form.

e Incident Reports: MTN personnel will submit an Incident Report following all
incidents. Severe conditions are those that pose immediate danger to people or property
such as a life-threatening injury, serious medical emergency, fire, active crime. Dial 911
for severe conditions. Incident Reports are saved on the MTN Airport Operations and the
Office of Safety and Risk Management’s shared drive.

e Personal Injury: Employees must immediately report workplace injuries to their
supervisor. If necessary, employees will be sent to the nearest contracted State medical
services provider for minor injuries.

For serious injuries, call 911. A serious injury is an injury that poses a substantial risk of
death, causes permanent or significant loss of function, or results in severe bleeding,
broken bones, head trauma, or other critical conditions.

Employees and the supervisors must complete the First Report of Injury (FROI) Packet.
Additionally, the injury must be called in to number on the FROI packet to the Injured
Workers Insurance Fund (IWIF), request the confirmation number. Copies of the FROI
must be sent to the Director/Deputy Director of Office of Safety and Risk Management
and the MAA Human Resources Employee Services Manager.

e Motor Vehicle Incident: Employees involved in a motor vehicle accident must contact
their supervisor and must complete the Motor Vehicle Accident Packet. The packet may
be found on the intranet under forms. If injured follow the personal injury procedure.
Motor vehicle accidents must be reported to Employee Parking Program Manager and
Fleet Services Manager in the Office of Administrative Services and the Director/
Deputy Director of Office of Safety and Risk Management.

e Personal Property Damage, Loss or Theft, MAA Property Damage, Loss, or Theft:
Employees must immediately report all incidents to their supervisors and complete the
“Incident Report Form.” The completed incident report form must be sent to the Office of
Safety and Risk Management.

e Vendors and Contractors: Vendors and contractors must follow their employers’
reporting guidelines as well as their contractual obligation to the MAA for
incident/property damage reporting. MAA Contract Managers must notify the
Director/Deputy Director of the Office of Safety Risk Management of any injury or
incident/ accident involving contractors conducting official activities for the MAA.

Maryland Aviation Administration Safety Management System Manual
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2.5 SAFETY ORGANIZATION CHART

As noted on Figures 2-4 and 2-5 (located at the end of this chapter), MAA’s Office of Safety
and Risk Management (OSRM) is positioned in the Division of Administration and Performance
Management (APM). The Chief of APM and the Chief, MTN Operations and Maintenance
report to the COO. The COO reports to the Executive Director/CEO. The Chief, MTN
Operations and Maintenance, has the responsibility to address for safety issues and ensure the
successful implementation of the SMS, as described herein.

2.6 RESPONSIBILITIES/ACCOUNTABILITY

Each employee is responsible for adhering to safety rules, regulations, guidance, Standard
Operating Procedures (SOP), Airport Directives and Advisories, and Memorandum of
Understanding (MOU). These may be directed by the FAA, Occupational Safety and Health
Administration (OSHA), National Fire Protection Association (NFPA), MAA, and, other local,
state, federal laws, and industry best practices.

MAA management actively supports and enforces the four pillars of the MAA SMS through
operational processes. The four pillars of MAA’s SMS include the following:

e Safety Policy — Establishes senior management’s commitment to continually improve
safety; defines the methods, processes, and organizational structure needed to meet safety
goals.

o Safety Risk Management — Determines the need for, and adequacy of, new or revised
risk controls based on the assessment of acceptable risk.

e Safety Assurance — Evaluates the continued effectiveness of implemented risk control
strategies; supports the identification of new hazards.

e Safety Promotion — Includes training, communication, and other actions to create a
positive safety culture within all levels of the workforce.

2.6.1 ACCOUNTABLE EXECUTIVE

This section describes management responsibility and accountability within the framework of
MAA’s SMS Manual. MAA tenants, construction, contractors, vendors, and service providers
are required to meet the intent/objective of MAA’s SMS.

MAA'’s Executive Director/CEQ is the Accountable Executive that ensures that the necessary
assets and financial support are available for successful SMS development, implementation,
operation, and continuous improvement. In carrying out those duties, the Accountable Executive
is responsible for:

e Approving and endorsing the Safety Policy Statement;

Maryland Aviation Administration Safety Management System Manual
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2.6.2

Providing adequate resources to ensure implementation and management of the SMS;

Providing leadership in safety-related issues by actively participating in safety significant
events;

Ensuring that all managers are aware of, and held accountable for their roles and
responsibilities under the SMS;

Promoting and encouraging a positive safety culture within the airport;

Ensuring ongoing effectiveness of the SMS by facilitating, participating, or reviewing
periodic reviews and evaluations;

Defining MAA’s safety goals and objectives;
Reviewing SMS-related data provided by the SMS Program Manager.

SMS PROGRAM MANAGER

The Director of the OSRM serves as MAA’s SMS Program Manager. The SMS Program
Manager is responsible for:

Providing direction and support for safety programs, safety policies and procedures for
the organization;

Supporting the development of goals through strategic initiatives for safety program
performance;

Coordinating safety-related activities with the Office of Airport Operations and the
Office of Organizational Development and other divisions as applicable;

Administering the risk management insurance and claims mitigation programs for MAA,;

Coordinating with the Office of Human Resources for workers compensation injuries and
illnesses;

Has the authority to develop, implement, and enforce safety policies and procedures;
Conducts safety observations, safety inspections, safety reviews, risk assessments, and
incident investigations, recommending corrective actions, and coordinates activities with

the appropriate MTN offices and shop; and

Provide directions and guidance to the Office of Safety and Risk Management team.

Maryland Aviation Administration Safety Management System Manual
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2.6.3

MANAGERS AND SUPERVISORS

Managers and supervisors have the authority to enforce safety procedures within their
departments. They ensure compliance with SMS policies, provide necessary resources for safety
initiatives, and report on safety performance to the management team. Managers and supervisors
are responsible for:

2.6.4

Consistently upholding and promoting safety practices to always foster a strong culture
of safety for all employees.

Assuring employees have a safe work environment and proper Personal Protection
Equipment (PPE).

Assuring prompt, accurate investigation/reporting of incidents/near misses, injuries,
illnesses, and fatalities.

Completing the appropriate accident/incident reports in a timely manner.
Assuring all employees receive appropriate training associated with their work.

Encouraging employee performance that demonstrates positive safety and health
behaviors.

Assuring employees comply with MAA safety rules, standards and policies.
Identifying workplace hazards, assessing risks, promptly reducing risks, correcting unsafe
conditions, and follow up on corrective actions, and practices to safeguard employees,

contractors, airport users, property, and operations.

AIRPORT OPERATIONS

The Office of Airport Operations is responsible for airside safety. Their responsibilities,
regarding safety issues, include the following:

Conducting daily ramp inspections;
Completing incident reports;
Ensuring that work orders are issued to address incidents;

Performing follow-up inspections to verify corrective actions have been undertaken on
incidents;

Conducting Airfield Self-Inspections
o Pavement Conditions
o Airfield Lighting

Maryland Aviation Administration Safety Management System Manual
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2.6.5

Signage

Markings

Opening and Closing Runways/Taxiways
Inspections of Paved Areas

Fuel Farm, Construction and Wildlife

O O0O0OO0O0o

Enforcing Airfield Driver Safety Compliance
Disseminating weather information to airport tenants and personnel
Measuring, reporting, and implement procedures in the Snow and Ice Control Plan

Coordinating and assisting response efforts to airport emergencies as outlined in the
Airport Emergency Plan (AEP)

Conduct vehicle safety inspection before use

Enforcing Airfield Safety Regulations as per Code of Maryland Regulations (COMAR),
FAA and industry best practices.

SAFETY COMMITTEE

The Safety Committee supports the administering of safety related policies and procedures.
The Safety Committee is chaired by the Director and co-chaired by the Deputy Director of
OSRM. The committee is comprised of MAA employees throughout the organization, ensuring
broad representation. The committee is chartered under the Council of Committees. A
representative from MTN serves as a standing member of the committee. The Chair will be
responsible for:

Determining time and place for scheduled meetings;
Conducting the meetings;
Creating an agenda; and

Ensuring minutes are recorded, distributed, and kept on file per the retention schedule.

The Safety Committee will meet at least once a month or as otherwise determined by committee
members. The committee is responsible for, but not limited to the following:

Leading by example in demonstrating a commitment to safety;

Reviewing and following up on information, developing corrective actions, and reporting
issues concerning the appropriate departments for action;

Maryland Aviation Administration Safety Management System Manual
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e Investigating and identifying the causes of all hazards and incidents identified under the
SMS;

e Reviewing and assessing data to monitor trends in hazards and incidents;
e Bringing safety concerns and activities to the committee for discussion and resolution;

e Supporting the review of the SMS Manual for input and management of change as it
relates to local, state, and federal guidelines, best practices, and recommendations and/or
provide input on areas for improvement; and

e Reviewing strategic safety goals and safety initiatives.

2.6.6 SAFETY REVIEW COMMITTEE

The Safety Review Committee consists of subject matters experts (SME) and only convenes at
the request of the MTN Management Team, Safety Committee, and MAA Safety Director. The
group meets for safety events or challenges that may unexpected circumstance that pose potential
risk to employees, property or the environment. The Safety Review Committee may consist of
SMT, people leaders, and other SME employees and subject to change based on the
incident/safety concern. The Safety Review Committee brings diverse perspectives through their
expertise. When called to action the roles and responsibilities may include:

e Investigate issues that have the potential to escalate to the Executive Director and
Executive Management Team (EMT)

e Provide input and advice on the organization’s safety policy and objectives.

e Review and recommend corrective actions or enhancements to safety practices, policies,
procedures, and plans;

e Draft a summary and give feedback to the EMT and SMT as needed.

2.6.7 MAA SUSTAINBILITY STEERING COMMITTEE / ADVISORY GROUP

Sustainability is the ability to maintain and support economic, environmental, and social
processes over time without depleting natural resources. In the sustainability program there are
four pillars and focus areas: the environment, economic, social, and human. The human pillar
focuses on ensuring the safety, health, wellness and property of those living, working, and
traveling through the airport community. This group will advise on concerns that effect the
human pillar of the sustainability plan.

The MAA Sustainability Steering Committee will review information for the sustainability of
safety in the organization. The committee provides insight on how safety initiatives can affect
the airport sustainability program and its effects on daily operations. The committee is made up
of high-level management from all MAA’s Divisions. The MAA Executive Director appoints the
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committee to oversee and contribute to the SMS. The Steering Committee includes
representatives from all Divisions/Offices whose operations are representative of or affect the
entire organization.

Figure 2-2. Safety Committee, Safety Review Committee, and Sustainability Advisory
Group Cycle

Safety
Commiittee

Reviews
Initial hazards
or risk

Note: The Safety Review Committee and Advisory Group is only activated as needed.

2.6.8 MAAEMPLOYEES, CONTRACTORS, VENDORS/TENANTS

Employees and contractors have the responsibility to report safety hazards, incidents, or concerns
promptly. They are encouraged to participate in safety improvement initiatives and must comply
with safety guidance provided by their supervisors and the OSRM. All MAA personnel and
contractors are charged with the responsibility of ensuring the safety of passengers, employees,
property, the public, and the operating environment in which they work.

Contractors are responsible for following all local, state, and federal health and safety regulations
while performing work. They must also follow all MAA safety, fire, and security policies, as
well as any specific safety requirements listed in their contracts. These rules set the minimum
safety standards for contractors working at MAA facilities. In addition, subcontractors must
follow the General Contractor’s approved Health and Safety Plan.

Maryland Aviation Administration Safety Management System Manual
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2.7 SAFETY OBJECTIVES METHODOLOGY

This section describes the process for establishing MAA safety objectives. MAA utilizes several
processes and procedures to develop/monitor safety objectives. The methodology for
establishing MAA safety objectives is a collaborative effort with the OSRM taking the lead. The
leadership of the OSRM is responsible for the following:

e Developing and communicating a clear safety policy of the organization’s commitment to
safety.

e Setting SMART objectives; that is, Specific, Measurable, Achievable, Relevant, and
Time-bound objectives, which support the safety policy.

e Using different tools such as a daily (electronic) log for inspections, checklists, and
employee feedback to identify hazards, and evaluate risks in the workplace.

e Reviewing information in the MAA strategic plan related to safety.
The OSRM communicates safety objective initiatives with MAA personnel; for example, the
“Safety in Seconds” digital newsletter, and safety-related information based on the safety climate

and culture.

The OSRM in collaboration with the following offices will be responsible for the following but
not limited to:

e Using Safety Key Performance Indicators (KPIs) to measure safety performance such as
incident rates and trends.

e Maintaining adequate documentation and records of safety activities, training, incidents,
corrective actions, and mitigation efforts.

e Implementation of the Four SMS Pillars.
Office of Organizational Development (OOD) is responsible for:

e Developing and providing required and mandatory safety training and employee/vendor
evaluations as they relate to safety.

¢ Maintaining adequate documentation and records of safety training, in MAA Learning
Management System (LMS).

Airport Operations is responsible for :
e Ensuring compliance with federal, state, and local regulations.

e Performing inspections to identify hazards.

Maryland Aviation Administration Safety Management System Manual
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e Implementing corrective actions to prevent or reduce incidents from reoccurring.

e Providing training to tenants and employees

e Issuing safety advisories to the airports’ stakeholders

2.7 SAFETY OBJECTIVE

The OSRM is responsible for identifying the MAA’s SMS safety objectives. The OSRM will
follow the organization’s process and guidance on approval of objectives. This process entails
establishing safety Key Performance Indicators (KPIs). KPIs are the measures tracked to
evaluate how well the MAA is achieving objectives. Objectives are the results we aim to achieve
to reach our organization-wide goals. Strategic goals are the planned actions that each division
will undertake to move performance indicators toward the desired objective outcomes for safety.

Ensuring safe and secure operations and facilities is the safety goal of MAA; as such, MAA’s
safety objectives are aimed at, but not limited to the following:

e Ensure safe and secure operations and facilities.

(0}

Safety and security of the traveling public is the highest MAA priority. MAA remains
accountable for providing safe secure reliable facilities and services. Collaboration
with public safety partners and airport stakeholders supports achievement of this
priority.

e Preventing accidents by:

(0]

(0]

Implementing measures to minimize safety related incidents.

Actively identifying potential safety hazards through inspections, hazard reports,
incident, investigations and implementing controls to mitigate risks.

Ensuring a safety culture where employees are encouraged to report hazards and
suggest improvements by having easy access to different forms of reporting safety
incidents. Examples include reaching out to their supervisor, safety committee
members, or OSRM through phone calls, emails, internal intranet pages or any other
electronic communications.

e Reducing risks by:

(0]

Assessing risks associated with operations through inspections, process reviews, and
implementing appropriate risk mitigation strategies.

Monitoring safety performance using Safety (Key) Performance Indicators and
effectively manage risks.
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e Ensuring regulatory compliance by:
o0 Expanding MAA-wide health and safety awareness and compliance.

o Continually maintaining compliance with local, state, federal and industry best
practices.

0 Conducting inspections, internal and external reviews, annually to maintain MAA’s
compliance and identify areas for improvement.

0 Reviewing inspections and other leading indicators to ensure operational compliance
with safety regulations, rules, and standards.

MTN aims at continuous improvement by monitoring safety performance as well as
implementing corrective actions arising from safety incidents/investigations. MAA’s safety
objectives and progress on meeting these objectives are stored in a network drive / electronic

database.

A more detailed discussion on how MAA monitors and tracks progress on meeting safety
objectives is provided in Chapter 4, Safety Assurance.

Maryland Aviation Administration Safety Management System Manual
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SAFETY POLICY - SMS Pillar 1

Figure 2-3. MAA’s Safety Policy Statement
The Maryland Aviation Administration (MAA), operating under the Maryland Department of
Transportation, is committed to promoting safe and efficient aviation operations, and
economic viability, throughout the state. As the responsible entity for Baltimore/Washington
International Thurgood Marshall and Martin State airports, the MAA provides friendly,
convenient facilities and exceptional customer services while exploring enhanced domestic
and international passenger and cargo opportunities through inter-modalism and state-of-the-
art technology. In alignment with our mission, safety stands as our highest priority,
necessitating the design, implementation, and administration of a comprehensive, integrated,
and coordinated Safety Management System (SMS).

The Executive Director/CEO of the MAA assumes the ultimate responsibility for the safety of
all MAA operations and services. The successful execution of the SMS relies on the
engagement and support of all MAA stakeholders, including employees, tenants, contractors,
neighbors, and the traveling public.

The MAA acknowledges that our decisions and actions impact the safety of our stakeholders,
and to ensure the success of the SMS, we commit to implementing the following:

1. Active Hazard Identification: Encouraging all stakeholders to actively identify
potential hazards and prioritize the safety of others, in addition to their own, while
performing their job duties. Any identified hazards should be promptly reported
through confidential channels.

2. Empowerment for Safety: Empowering each staff member, including tenants and
contractor staff, to initiate a work stoppage if they identify a serious and imminent
danger during any operation, report the issue to the appropriate personnel and take
follow-up action to correct the issue.

3. Risk Analysis and Management: Conducting thorough risk assessments and effectively
managing risks associated with all airport-related operations, incidents, or accidents.

4. Promoting a Safety Culture: Continuously promoting a safety culture that emphasizes
the importance of safety and highlights the benefits of an effective SMS across all
levels of the organization.

5. Continuous Improvement: Actively seeking opportunities to enhance overall
performance and safety by embracing a culture of continual improvement.

6. Resource Provisioning: Allocating the necessary resources to achieve the objectives
and goals of the SMS.

The SMS has been developed to comply with the most up-to-date state, federal, and local
regulations, as well as industry guidelines, including Part 139 of Title 14 of the Code of
Federal Regulations. The SMS is a living document and undergoes an annual review.
Necessary revisions are under the direct authority of the MAA Executive Director/CEO to
ensure its accuracy, effectiveness, and alignment with the management's goals and objectives.

MAA Executive Director/CEO
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Figure 2-4. MAA MTN Organizational Chart
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Figure 2-5. MAA Safety Organizational Chart
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3. SAFETY RISK MANAGEMENT - SMS PILLAR 2

This chapter describes the processes MTN uses to address Safety Risk Management (SRM)
which constitutes SMS Pillar 2. MTN’s SRM is working towards using a standardized process
(currently used by MAA, to identify, assess, and mitigate potential risks. MTN’s SRM structure
consists of hazard identification, hazard analysis, risk assessment, documentation and record
retention, and safety data systems.

3.1 HAZARD IDENTIFICATION

The primary method of hazard identification in MTN’s SMS is through regular airside
inspections and reviews. The Division of MTN Operations and Maintenance coordinates with
OSRM to resolve for risk mitigation. MTN Airport Operations, Facilities and Grounds
Maintenance and Fixed Based Operations undertakes the following:

Conducts airfield, landside and hangar inspections

Conducts fuel truck and fuel farm quality control inspections

Conducts preventative maintenance inspections

Ensures that work orders are issued for discrepancies

Respond to incidents and accidents at the airport

— Completes incident reports

— Notify the Office of Safety Risk Management (ORSM)

e Enters hazards into data management system for documentation and recordkeeping.

Additionally, tenant meetings are held as needed to address operational and safety concerns of
the airport. MTN utilizes the hazard reporting link for MAA, through an electronic log platform
(reference 2.3 Safety Reporting for the link).

3.2 HAZARD RISK ASSESSMENT PROCESS DOCUMENTATION

The MAA hazard analysis process involves the 5-Step method Hazard Assessment approach
described below:

1. Describe the System
o0 Locating the operating environment.
2. ldentify the Hazard
o Potential source of harm or adverse effect on people, property and the
environment.
3. Analyze the risk associated with identified hazards
0 Examine to understand and draw clear conclusions.
4. Assess the risk associated with those hazards
o Evaluate the hazards.
5. Mitigate the risk of identified hazards when necessary
0 Reduce the severities of the impact

The Risk Matrix is used to guide the severity and likelihood. Severity is the

Maryland Aviation Administration Safety Management System Manual



Page 3-2
Martin State Airport (MTN) September 2025

measure of how bad the results of an event are predicted; usually determined by the worst
credible outcome. Likelihood is the estimated probability or frequency, in quantitative or
qualitative terms, of a hazard’s effect; is an expression of how often an effect is expected to
occur.

These documents are in the Airport Safety and Operations Compliance (ASOCS) SMS portal.

Figure 3-1. Risk Matrix

Risk Matrix

This risk matrix is used as a
reference guide to make Severity
and Likelihood determinations.

Risk level (High, Medium, or Low) Minimal Minor Major Hazardous Catastrophic
results from the intersection of Negligible safety « Physical  Physical distress  Multiple serious Multiple fatalities
Severity and Likelihood. effect discomfort to or injuries to injuries; fatal injury  (or fatality to all
persons persons to a relatively small  on board) usually
*Unacceptable with single point « Slight damage to * Substantial number of persons  with the loss of
and/or common cause failures aircraft / vehicle damage to (one or two); or a aircraft / vehicle
aircraft / vehicle hull loss without
fatalities

Frequent

Expected to occur

routinely

Probable

Expected to occur often

Remote

Expected to occur
infrequently

Extremely Remote

Expected to occur rarely

D2

Unacceptable (Red) - This is unacceptable safety risk and it cannot be accepted by

any level of management until it has been mitigated to an acceptable level.
Acceptable with Mitigation (Yellow) - This safety risk is acceptable, however

Acceptable Risk with Mitigation mitigation, tracking, and monitoring are required.

AS, B5, C4, C5, D3, D4, DS, E2, E3, E4, ES _ Acceptable (Green) - This safety risk is acceptable without restriction or limitation;
hazards are not required to be actively managed, but must be documented.

Extremely Improbable
So unlikely that it is not
expected to occur, but it is
not impossible

A1, A2,B1, B2, C1,C2, D1, E1

Maryland Aviation Administration Safety Management System Manual



Martin State Airport (MTN)

Page 3-3

September 2025

Figure 3-2. Hazard Risk Matrix Form

Hazard
ID/
Potential
Hazard

Potential
Cause

Effects

Pre-Resolution

Hazard
Category(Acceptable
Risk(l),Acceptable
Risk with Mitigation
(I11),Unacceptable
Risk(111))

Hazard
Prob.(A-E)-
Frequent,
Probable,

Remote,
Extremely
Remote,
Extremely
Improbable

Hazard Risk
Index (5-1)
Minimal,
Minor,
Major,
Hazardous,
Catastrophic

Mitigation
Strategy

Post-Resolution
Hazard Hazard | Hazard Risk
Category(Acceptable |Prob.(A-E)-| Index (5-1)
Risk(l),Acceptable | Frequent, | Minimal,
Risk with Mitigation | Probable, Minor,
(I1),Unacceptable Remote, Major,
Risk(l11)) Extremely | Hazardous,
Remote, | Catastrophic
Extremely

Improbable

If an accident, incident, or near-miss occurs on-site that results in injury to MAA personnel,
members of the public, or property damage, the event will be investigated. Airport Operations is
responsible for investigating airside activities, in coordination with airport employees and
relevant MAA divisions as needed. Incident report forms are available on the MAA intranet.

Incident Report forms are located on the MAA intranet. To access click on the “Find It tab,
scroll down to “Forms”, there you will find the form under the “Safety and Risk Management”.

3.3 DOCUMENTATION AND RECORD RETENTION

Documentation and records for incidents/accidents at MTN are currently kept on the Airport
Operations shared drive. MTN and OSRM follow MAA’s document and record retention
schedule.

Maryland Aviation Administration
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4. SAFETY ASSURANCE - SMS PILLAR 3

Safety Assurance, SMS pillar 3 is designed to measure the effectiveness of the safety
management system and, more importantly, enable MAA to continuously improve it. This
section outlines how MTN:

e Monitors safety performance, including progress on meeting established safety
objectives;

e Confirms if mitigations developed as part of their SMS processes and procedures are
adequate;

e Reports pertinent safety information to the Accountable Executive and the Executive
Management Team (EMT) and Senior Management Team (SMT) as appropriate.

Safety Assurance documentation and records are kept electronically with the office that
completed the report with copies sent to the Office of Safety and Risk Management.
Documents/records may be made available upon request for investigative/ Public Information
Act (PIA) request.

41 SAFETY PERFORMANCE AND MONITORING

The Office of Safety and Risk Management (OSRM) is responsible for reviewing safety data to
identity trends, assess risk and recommend corrective actions to improve workplace safety.
Federal, local standards and regulations including the Occupational Safety and Health
Administration (OSHA) are used a guidance documents. The MAA OSHA Injury and IlIness
Prevention Plan can be found on the intranet under OSRM. Safety reviews are conducted in
collaboration with MTN. MAA uses the following processes to monitor safety performance.

o Safety KPIs: KPIs are reviewed monthly to ensure alignment with the organization's
safety goals and objectives, and to maintain compliance with applicable rules, policies,
and procedures.

Safety Reviews: MTN conducts inspections of operating environment, facilities and
equipment for compliance with industry standards, regulations and best practices.
Hazards are reported and documented through work orders or mitigated when posing an
immediate risk. The OSRM conducts and documents all OSHA safety inspections. Safety
Inspection reports are sent to the inspected office/shop with findings and recommended
corrective actions / mitigation strategies and include date for closure and follow up.

Inspection results that require attention are followed up by either/or OSRM and MTN.
The responsible party will be notified to mitigate hazards. The follow-up activities
happen when the hazard is identified. Email correspondence to schedule site visit to
evaluate if the hazard has been addressed. Hazard mitigations actions are documented.

Maryland Aviation Administration Safety Management System Manual



Page 4-2

Martin State Airport (MTN) September 2025

Data Analysis: OSRM and Airport Operations analyze data monthly from various
sources, such as safety KPIs, safety reports, incident investigations, and operational
performance metrics. These data collection and analysis activities help identify trends and
areas for improvement.

Incident Investigation and Documentation: Safety incident report investigations are
conducted by the affected office following MAA appropriate guidelines and procedures.
These activities include identifying root causes and assigning and implementing
corrective actions. Incident reports and investigations are documented and maintained.
Incident Reports are reviewed are by the OSRM to ensure appropriate follow up actions
are taken and documented.

Contractor Safety Requirements and Obligations: Contractors working at MAA
airports are responsible for addressing safety concerns, conducting safety meetings and
inspections. Additionally, each General Contractor is responsible for the safety
compliance of their subcontractor(s). These processes are more fully described in the
MAA document Contractor Safety and Health Plan Guidelines. Contract Managers use
document for guidance for safety responsibilities. The document is located at the intranet
under the Office of Safety and Risk Management and Air Portal for authorized users.

Means for Meeting Safety Objectives: MAA safety objectives in the SMS are met by
the following means:

o0 Maintaining continuous improvement through change management;

o Providing and confirming adequate training and competence through safety training
programs;

o Continuous safety communication thorough review of records, incident reports,
training records, best practices and industry standards;

o Conducting annual reviews that include safety topics, safety performance, safety
programs and procedures to assist in verifying compliance with regulatory
requirements and evaluating the effectiveness of the SMS;

4.2 CONFIDENTIAL HAZARD REPORTING SYSTEM

The MAA encourages all personnel to report safety concerns, hazardous conditions, incidents,
and accidents on airport property. Reporting of incidents, accidents, and any damage to State
property is mandatory.

The FAA guidance under (14 CFR Part 139 SMS requirements) stresses a culture where
employees are treated fairly when reporting honest mistakes or safety concerns. Confidentiality
protects that balance. The privacy and confidentiality of employees, tenants, and contractors are
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important to MAA. The MAA encourages employees to report concerns without fear of
identification and/or retribution.

4.3 REPORTING SAFETY INFORMATION

The Division of MTN Operations & Maintenance is committed to keeping the Executive
Management Team (EMT), including the Accountable Executive (MAA Executive
Director/CEQ), informed of safety issues. This communication is essential to ensuring the
success and effectiveness of the SMS. The Accountable Executive and EMT members receive
information to support and make informed decisions related to safety. Reports will be elevated to
the EMT when there is an identification of unacceptable risk that requires immediate leadership
attention and decision making. EMT should ensure:

e Priorities are set appropriately;
e Resources are allocated correctly;

e Decisions are made on actions that often involve many different offices/departments
within the MAA as well as airport stakeholders.

The EMT and Accountable Executive will receive reports that may include:
e Performance with safety objectives established under the airport’s Safety Policy;

e Safety critical information distributed under the airport’s Safety Promotion activities as
described in section 5;

e Status of ongoing mitigations required under the airport’s SRM policies and procedures;

e Status of the airport’s schedule for developing or implementing initiatives under the
SMS;

e The effectiveness of the SMS plan against MAA’s strategic plan.

In addition, should members of the EMT and/or the Accountable Executive wish to discuss the
contents of the reports, discussions may be held during EMT or Coordination meetings. These
discussions are held on situations that may cause harm or damage to the operating environment,
people, equipment, and facilities.
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5. SAFEY PROMOTION -SMS PILLAR 4

Safety Promotion is SMS Pillar 4, which reflects MAA’s commitment to fostering a culture of
safety, encouraging proactive engagement, and enhancing awareness among all airport
stakeholders. Safety Promotion includes establishing a positive safety culture through training
and education, communication, and ensuring continual improvement. Safety promotion ensures
that everyone from top leadership to frontline employees understand the importance of
workplace safety.

5.1 SAFETY TRAINING AND EDUCATION

Safety training and education consists of numerous programs to deliver initial training for new
hires, job-specific instruction and recurring learning for existing employees.

New Employee Safety Orientation

Newly hired employees must attend safety orientation which is part of the onboarding process.
Supervisors are responsible for ensuring that their employees attend these mandatory safety
training. In addition to the new hire safety orientation, new employees are provided on the job
training for their specific roles and responsibilities.

Job-Specific Training

Safety training provided to MAA employees is guided by a training matrix that automatically
assigns relevant courses based on each employee’s job function. Safety training is either
delivered as Instructor Led Training or eLearning (web-based training) and can include:

Office Safety & Ergonomics

SMS Training

Confined Space Rescue (Initial & Refresher)

National Fire Protection Agency (NFPA) 70E

Personal Protective Equipment (PPE)

Hand and Power Tool Safety

Confined Space (Initial Training & Refresher)

Hearing Conservation Training

General Respiratory Protection

Bloodborne Pathogens

Ladder Safety

Fall Protection

Safety 101

Cardiopulmonary Resuscitation (CPR) /Automated External Defibrillator (AED)
Stop the Bleed

Traffic Control Training

Backflow Prevention Training

Transportation of Hazardous Materials for Maintenance (DOT Hazardous Waste
Manifest Signers Training)
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e Heat Stress Training
e Management Training Program (MTP) which includes risk assessment and mitigation
training.

5.11 DOCUMENTATION

MAA SMS and safety training documents and records are maintained by Office of
Organizational Development (OOD) and Airport Operations. Documentation shall be made
available upon request on a need-to-know basis.

For SMS training, MAA will undertake the following recordkeeping requirements:

e MAA will maintain a record of all safety awareness orientation materials described
above, including any revisions and means of distribution.

e MAA will maintain a record of all job-specific training in the Learning Management
System.

e Records are retained for 24 consecutive calendar months.

5.2 SAFETY COMMUNICATION

Communicating safety throughout the airport community is critical for creating a culture of
safety. Safety promotion activities are listed is below.

Annual Safety Fairs

As part of promoting a positive safety and health culture, MAA organizes annual Safety Fairs at
MTN. The fair highlights various aspects of safety and health within the airport and its
operations. Employees, vendors, tenants, and contractors to invited to participate.

Toolbox Talks

Safety meetings focusing on specific topics such as PPE, ergonomics, and ramp safety

are distributed to employees. OSRM MAA circulates toolbox talks to departments or shop.
These messages are based on the season, incident/accident trends, or current industry best
practices in safety.

Other Safety Awareness Days and Campaigns

MAA uses additional communication strategies to highlight safety achievements. Safety posters
and signage are displayed at high traffic areas and electronic back-office display board (BODs)
to communicate key safety messages, accident prevention tips and safety reminders.

Periodic safety campaigns include such tools as:

e Safety Posters/Bulletins and Signages
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Annual Safety Fair

Monthly Safety Message on Electronic Billboards
Weekly Safety in Seconds

Site Visits

5.3 CONTINUOUS SAFETY IMPROVEMENT
Incident Lessons Learned

MAA reviews incidents and safety trends to identify root causes, enhance safety, and prevent
recurrence. Findings and corrective actions are communicated across departments to support
organizational learning and safer operations. Lesson learned are shared through posters, email
communication, toolbox talks, safety tips and corrective action discussion to reinforce safety and
prevent reoccurrence.

Safety Reviews

MAA’s SMS Manuals are reviewed annually to incorporate changes in operations and to update
regulatory requirements as needed that may may include industry best practices. These changes
focus on enhancing safety promotion within the organization. The following safety reviews
support the continuous improvement. Changes will be documented in the Revision Log.

e Safety reviews are conducted annually by OSRM and other stakeholders within MAA to
identify areas where additional safety promotion is needed.

e MAA continues to analyze safety performance and the effectiveness of safety programs
and promotions to make necessary improvements and adjustments.

e MAA seeks feedback from employees on the effectiveness of safety communications,
and training to enhance safety promotion strategies.

54 CONTACT INFORMATION

For questions regarding this SMS Manual, please contact :

Office of Safety and Risk Management MTN Airport Operations
Phone: 410-859-7326 Phone: 410-682-8805
Email: BeBetterBeSafer@bwiairport.com Email: MTNOPS@martinstateairport.com
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