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NOTAM TRIGGERS

In accordance with the Manual of Standards - Part 139 - 
Aerodromes (MOS 139):

10.3.2.2 The following occurrences must be reported to the 
Australian NOTAM Office:
(a) changes (temporary or permanent) in the published 

aerodrome information including additional changes to 
current permanent NOTAMs;

(b) aerodrome works affecting runways or the obstacle 
limitation surfaces, including time-limited works that 
require more than 10 minutes to re-instate to 
serviceable order;

(c) unserviceable portions of the runway or failure in 
aerodrome lighting or obstacle lighting;

(d) temporary obstacles to aircraft operations;
(e) a significant increase in, or concentration of birds or 

animals on or in the vicinity of the aerodrome;
(f) changes in excess of 0.05% of the published gradient 

data;
(g) emergence of new obstacles;
(h) when a radio navigation aid or landing aid owned by 

the aerodrome operator is unserviceable or returned to 
service;

(i) when an Aerodrome Frequency Response Unit owned 
by the aerodrome operator is unserviceable or returned 
to service; and

(j) any other significant event which affects the safety of 
aircraft using the aerodrome.

ISSUNG A NOTAM

The process of issuing a NOTAM is very simple. While it is 
possible to do so by phone, it is highly recommended that 
a documented approach be taken. Regardless, MOS 139 
10.3.2.1 requires phone advice to be followed-up in 
writing.

The NOF has produced a preferred electronic NOTAM 
form which uses PDF validation and email make issuing a 
NOTAM really simple.

You can grab a copy of this form on The Runway 
Centreline blog at http://wp.me/p1mrRb-2g.

** Remember to request a confirmation of the NOTAM be 
sent back and to check that NOTAM for accuracy (see 

MOS 139 10.3.2.5**

ADVISING AIRSERVICES' AERONAUTICAL 
INFORMATION SERVICE (AIS)

Non-operational amendments of the aerodrome's 
information in the Aeronautical Information Package (AIP) 
must be sent directly to the AIS.

This can be done via email to 
docs.amend@airservicesaustralia.com or using their 
online form at https://www.airservicesaustralia.com/
publications/ccard/default.asp?

ADVISING CASA

MOS 139 sets out three requirements for formal 
notifications to CASA:

10.3.9.1 - changes to ERSA (through distribution of an 
amended aerodrome manual)
7.1.4.1 - obstacles
8.3.9.2 - temporarily displaced threshold in excess of 
300 metres

Address correspondence to your assigned aerodrome 
inspector at the following address:

Civil Aviation Safety Authority
PO Box 2005, CANBERRA, ACT 2601

Inspector email addresses can be found at http://
casa.gov.au/scripts/nc.dll?
WCMS:STANDARD::pc=PC_90417

ROUTINE REPORTABLE MATTERS

The Transport Safety Investigation Act & Regulations 
require a responsible person to report the following airport  
related occurrences* in writing within 72 hours.

 - with respect to air transport operations
 - the non-serious injury of a person directly exposed to 

jet blast
 - the aircraft suffering damage that compromises or 

has the potential to compromise the safety of the 
flight but is not serious damage 

 - a runway incursion; 
 - failure or inadequacy of a facility used in connection 

with the air transport operation, such as: 
 - a navigation or communication aid; or 
 - an airfield facility, including lighting or a 

manoeuvring, taxiing or take-off surface
 - a collision with an animal, including a bird

 - with respect to operations other than air transport 
operations

 - a collision with an animal, including a bird, on a 
(certified or registered**) aerodrome

* there are other less airport specific requirements in the 
associated regulations.
** the regulations actually say "licensed" but with the 
change to CASR 139, general advices has been that this 
now means certified or registered.

SIGNIFICANT OBJECTS

MOS 139 10.2.2 requires the aerodrome operator to report 
to the ATSB any significant objects found during an 
aerodrome inspections. These objects include parts which 
have fallen off aircraft and bird remains.

IMMEDIATELY REPORTABLE MATTERS

The Transport Safety Investigation Act & Regulations 
require a responsible person to report the following airport 
related occurrences* as soon as is reasonably practicable 
(i.e. phone) with a written report submitted within 72 hours.

 - the death or serious injury of a person directly exposed 
to jet blast from any aircraft

 - with respect to air transport operations
 - a near-collision involving aircraft manoeuvring on the 

ground 
 - the rejection of a take-off from a closed or occupied 

runway
 - a take-off from a closed or occupied runway with 

marginal separation from an obstacle or obstacles
 - a landing on a closed or occupied runway 
 - undershooting, over-running or running off the side 

of a runway during take-off or landing, or any other 
similar occurrence

 - serious damage to, or destruction of, any property 
outside the aircraft caused by contact with the 
aircraft or anything that has become detached from 
the aircraft

* there are other less airport specific requirements in the 
associated regulations.

SMS INTERFACES

Safety Management Systems consist of a number of 
processes, some of which, relate to reporting as outlined 
above.

Obviously, hazard reporting is one. This process involves 
submitting a report to the nominated person - usually the 
safety officer/manager. This person then investigates the 
report, carries out a or amends the existing risk 
assessment and puts in place action to address the 
hazard, if required.

Some of the above instances will not require hazard/risk 
assessment as such but the need to report the issue will 
be investigated by way of trend analysis during safety 
assurance activities. This is just a fancy way of saying that 
these reports will be looked at together during a review or 
internal audit.

See your aerodrome's SMS manual or manual section for 
specific information on what to do when.

CHECKING PANS-OPS SURFACES & ADVISING 
AIRSERVICES' PROCEDURE DESIGN SECTION (PDS)

CASR 139.095 requires aerodrome operators with 
instrument approach procedures to include procedures for 
the monitoring of nominated areas in their aerodrome 
manual.

Those nominated areas should have been identified in 
correspondence from the Procedure Design Section of 
Airservices Australia.

Should a new object be found in these areas, their details 
must be forwarded to the PDS. Their email address is 
PDS_procs@airservicesaustralia.com.

GENERAL HAZARD

Anything else which doesn't fit into any of the other 
categories but is still considered a hazard or potential 
hazard requiring attention through the aerodrome safety 
management system.

NOTIFY THE AUSTRALIAN TRANSPORT SAFETY 
BUREAU (ATSB)

To report something to the ATSB use one of the methods 
below:

Phone - 1800 011 034
Facsimile - 02 6274 6434

Email - atsbasir@atsb.gov.au

or their online form at 
https://atsb.gov.au/mandatory/asair-form.aspx?

DISCLAIMER - this flowchart does not include reporting 
which may be carried out as part of other active processes. 
For example, we;ve neglected to mention ATSB approval 
before removing a disabled aircraft or the distribution of a 
Method of Working Plan (MOWP) prior to the 
commencement of works. 

The above processes instead outline the reporting typically 
carried out after a problem has been discovered.

SELECTED TSI ACT & REGULATIONS DEFINITIONS

RESPONSIBLE PERSON - Under Regulation 2.5, the 
operator of an aerodrome is considered a responsible 
person.

AIR TRANSPORT OPERATIONS -  means regular public 
transport or charter operations.

SERIOUS INJURY -  means an injury that requires, or 
would usually require, admission to hospital within 7 days 
after the day when the injury is suffered


