HOUSTON AIRPORT SYSTEM

OPERATING INSTRUCTIONS
TENANTS

OI NO: 04-06 Original Date: April 29, 2004

HOU: %}
IAH / EFD rescinded, policy only applies to HOU now as of 7-6-09.
Revised HOU policy is awaiting final approvals before posted here.

AIR OPERATIONS AREA (AOA) GROUND VEHICLE OPERATIONS

PURPOSE: To provide vehicle operational guidelines and progressive
enforcement actions against vehicle operators who violate rules
and regulations during the use of a vehicle on the AOA

APPLICABILITY: This instruction applies to all users of, and persons on any
portion of, the property owned or controlled by the Houston
Airport System (HAS). No persons are exempt from airport
operating training requirements for operating a vehicle on the
airside of the airport (excluding users being escorted by
authorized badged personnel). Designated tenant organizations
shall be responsible for the dissemination of, accessibility to,
and compliance with these rules and regulations by their
employees. These rules and regulations may be amended,
changed, or modified by airport management as necessary.

PROCEDURES:
. AUTHORITY

The Federal Aviation Administration (FAA) has issued Federal Aviation Regulation
(FAR) Part 139.59 which requires Airport Management to establish operational and
safety procedures to meet FAA requirements for airport certification. Unescorted
driving on the AOA is a privilege granted by the Airport Manager and may be
suspended or revoked at any time for just cause.
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TENANT / ORGANIZATION RESPONSIBILITY

All airport-approved users are required to ensure that initial training is provided to all
new employees (vendors, contractors, sub-contractors, etc. are included) which would
enable that person to demonstrate the ability to operate a vehicle safely and in
accordance with established procedures while functioning independently on the AOA.
The Houston Airport System does provide reference material which can be used for
training purposes. The airport user may also obtain training material from another
source. However, such material must be approved by Airport Operations prior to its
use. All airport operator trainers must be certified to perform training by Airport
Operations.

TRAINER QUALIFICATIONS

A. The designated trainer will be selected by the airport user.

B. The selected trainer is required to complete a criminal history background
check.

C. The selected trainer should be familiar with the company’s vehicles, insurance

coverage, possess a current drivers’ license and experienced in operating a
vehicle on the AOA.

D. All trainers must be certified by Airport Operations. A certification form (see
attachment 1) will be completed and a copy will be retained by the
organization and the original will be retained by Airport Operations.

PROCEDURES AND STANDARDS FOR DRIVING ON THE AOA

All vehicle operators must learn the following procedures and standards prior to
operating a vehicle on the AOA.
A. NON-MOVEMENT AREAS (Ramp/Apron)
If you are required to perform work on the ramp/apron only, you must
complete the training in the following areas:
1. Terms and Definitions
2. Aircraft Parking Rules
3. Special Driving Conditions
4 AOA Speed Limits (should not exceed)

- AOA 15 MPH
— AOA Service Roads 25 MPH
— Tug Tunnel 10 MPH

— See posted speed limits at each airport
Aircraft Right-Of-Way
Ground Vehicle Parking Restrictions
Vehicle Requirements, Markings and Lighting
Airfield Safety
Foreign Object Debris (FOD)
0.  Accident Reporting
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11. Enforcement Guidelines

1*' Violation — The operator will receive a notice of violation
and their supervisor will be copied.

— 2nd Violation — The operator will receive a notice of violation,
supervisor copied, and mandatory recurrent AOA Driver
Training will be required within 5 business days by the
individual receiving the violation and the individual’s on-duty
supervisor (at time of incident).

— 3" Violation — The operator receives the same action as in the
2" violation and the I.D. badge is deprogrammed, suspended
access to the AOA for 5 days, and both you and your supervisor
will receive recurrent AOA Driver Training. Once completed,
the 1.D. badge will then be reprogrammed.

— 4™ Violation — Receive notice of violation, I.D. badge
deprogrammed and surrendered to the City of Houston.
Serious (life threatening) Violations, such as crossing a runway
without clearance, will result in the immediate suspension of
your AOA Driving privileges and may result in permanent
suspension of your I.D. badge.

12. Low-Visibility Operation (SMGCS)

B. MOVEMENT AREA (Taxiways/Runways) In addition to the components
listed in Section A, all movement area drivers must receive training in the
following areas:

1. ATCT Radio Communications (phraseology, phonetics & light gun

signals)
2. Airfield Signs, Markings and Lighting
3. Enforcement Guidelines

4. Runway / Taxiway Layout — After the applicant has completed the
training and has passed the test, the trainer will disseminate to and
review with the trainees a handout depicting the Runways and
Taxiways at the airport location the applicant will be assigned to work
at. Special attention should be given to the runway/taxiway names,
location relative to surrounding taxiways and the ramp and critical ILS
locations.  The back side of the handout contains common radio
communication phrases, phonetic alphabet, ATCT light gun signals,
airfield speed limits, ILS holding sign locations and emergency vehicle
routes.

No airport tenant, employee, or user shall enter any runway or runway
safety area without the direct permission of Airport Operations.

A copy of this handout should be placed in every vehicle operated on the
AOA.

V. MINMAL TEST SCORE REQUIREMENTS

All AOA vehicle operator applicants must receive a score of 90% or greater to be
authorized driving privileges on the AOA. The applicant will be required to review the
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VI.

VIL.

VIII.

reference material associated with each question missed. If the applicant receives a
score less than 90% they will be required to review all training curriculum a second
time. If the applicant is unable to score a 90% or above they will not be authorized to
operate a vehicle on the AOA.

VEHICLE OPERATION ACCESSMENT

After employees have successfully completed the written test, the airport user should
have potential ground vehicle operators demonstrate their proficiency in operating a
vehicle on the AOA before authorizing driving privileges, especially if those operators
will be driving on the movement area. The Houston Airport System recommends on-
the-job training before new personnel have unescorted access to the AOA. New
personnel should ride with a trainer, supervisor or another experienced employee,
operating a vehicle on the AOA, for a designated period of time or until the applicant
can demonstrate their ability to operate a vehicle safely on the AOA during day and
night time operations.

APPLICATION PROCESS

The applicant will be required to submit the following forms to the Airport’s 1.D.
Badging Office.

A A Security Clearance Request Form (1.D. Badge Application).
B. The Ground Vehicle Operating Training Record
C. The original AOA Driver Training Test

Upon completion and review of the forms the Airport’s 1.D. Badging Office will issue
the applicant an 1.D. Badge with a “D, DM, DN, or DC” printed on it. The “D, DM,
DN or DC” denotes the area the individual is authorized to operate a vehicle on the
AOA. The color of the I.D. badge denotes whether your driving privileges are for the
Movement or Non-Movement areas.

RECURRENT TRAINING

Recurrent training is the training provided to the employee or airport user as often as
necessary to enable the employee to maintain a satisfactory level of proficiency.
Appropriate schedules for recurrent training will vary from one organization to another.
Airport users might consider requiring annual recurrent training when a vehicle
operator renews an expired airport I.D. badge.

Thomas B. Bartlett
Deputy Director of Aviation
Operations Services

Page 4 of 4
Ol 04-06 Ground Vehicle Operations





