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How to use this manual template
This manual template provides a comprehensive guide for managing and operating your ground handling service 
provider organization in full compliance with applicable standards and regulations, including IS-BAH and EASA’s new 
ground handling regulations. It offers clear, step-by-step instructions and reference materials to ensure consistent 
application of regulatory requirements across all operational and management functions.
The manual is intended to help each ground handling service provider (GHSP) create a document tailored to their own 
company and operations. You are therefore required to complete the provided chapters and text fields with your 
company-specific details, procedures, and operational practices.
 
How to use this generic AMAS.aero manual
The generic manual leverages advanced AMAS.aero features. When preparing your own manual, please follow these 
steps:

Replace all bold or italic text in brackets (e.g.,  or ) with the relevant information (Responsible Manager) (GHSP Name)
for your organization.
Keep headings unchanged, but insert “Not Applicable” in the text if a section does not apply to your operations.
Adapt the generic procedures to your organization’s needs as required, ensuring full compliance with all 
regulatory requirements.
Remove all additional info boxes, including Your input needed boxes, Warning Boxes, Additional Information  
Boxes, and Approval by the Competent Authority Needed boxes.
Update or link the compliance list accordingly.

Your goal is to ensure that, by the end, all colored boxes have been removed and all relevant information about your 
organization has been completed
 
The different types of additional Information boxes in this generic manual:
 

Blue box

Additional Information - This information box is used in the generic manual whenever more information or an 
explanation is needed. This information is highlighted in a blue information box.

 
Yellow box

Your Input Needed - When the generic manual requires information specific to your organization, it is highlighted in a 
yellow information box. You should complete and customize the relevant chapter.

 
Red box

Warning - This box contains essential information that must be followed.

 
Green box

Approval by the Competent Authority Required - Procedures or processes requiring approval are highlighted in a green 
box.
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Review the relevant chapters of the manual for detailed information on processes, roles, and responsibilities, ensuring 
that all procedures align with your organization’s approved policies and compliance standards. To facilitate navigation, 
the manual includes a table of contents and links to compliance and supporting documents on the AMAS.aero platform. 
Regular review and updating of the manual are essential to reflect changes in regulations, organizational requirements, 
and industry best practices.
 

 Once the manual is complete, this chapter should be deleted before the manual is released.Note:
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0. Administration and Control of the GHM

0.1. Competent Authority
 

Your Input Needed 
Define your competent authority for your organization

 
The competent authority for our organization is ...

0.2. Common Language
 

Your Input Needed
All documents and manuals in our company are 
published in .(English)
The preferred language for all verbal 
communication is . (language used)

 
The ground handling organization ensure that its personnel are able to communicate effectively for daily operational 
tasks. Communication shall be conducted in the language(s) or via hand signals understood among the personnel. 
Depending on their assigned functions, personnel must also be able to communicate effectively with aerodrome staff or 
aircrew.

0.3. Company Manuals
 

Your input Needed

Revise the table below according to your manual structure.

 
Overview of all company manuals
 

Manual Title Description

GHM Ground Handling Manual

The Ground Handling Manual documents the company's best 
practices, including philosophies, policies, processes, 

guidelines, and responsibilities, in accordance with relevant 
regulations or standards.
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0.4. System of Amendment and Revision

0.4.1 General Information
Our management system documentation is fully paperless and hosted on the AMAS.aero platform within the company’s 
secure environment. All documents are electronically controlled, ensuring that only the current, approved version is 
available on the platform.
Printed copies are uncontrolled and not subject to automatic updates. They may be used for reference only if the user 
verifies that the printed version matches the current version on the AMAS.aero platform.

Powered by AMAS.aero Uncontrolled document when printed Page 10 of 177

P
re

vi
e
w

M
an

ua
l T

em
pl
at

e 
R
ea

di
ng

 S
am

pl
e



0.4.2. Revision Process
 

Your Input Needed
This table describes a standard process. Please adapt it to the GHSP's organizational procedures, if necessary. 

Step Activity / Remarks Tool Responsibility

1. Monitoring and Change 
Identification

• Collect suggestions and 
discrepancies
• Document findings, 
corrective and preventive 
actions
• Track changes in relevant 
standards and requirements

• Rules and regulations
• Audit and inspection reports
• Change management and risk 
assessment

Manual Owner

2. Elements Requiring Prior 
Approval

• Identify elements requiring 
prior approval
• Verify administrative 
requirements
• Ensure compliance before 
submission to the authority
• Perform change 
management and risk 
assessment, if necessary

• List of changes/elements 
requiring (prior) approval
• Change management and risk 
assessment with AMAS.aero 
applications

Manual Owner, Compliance 
Manager

3. Draft New Revision
• Edit and establish changes
• Modify the manual chapter

• AMAS.aero manuals application Manual Owner, Editors

4. Compliance Check

• Verify compliance with 
standards and regulations, 
ensuring harmonization with 
other documents
• Conduct risk assessment if 
required• Ensure traceability 
of changes• Check 
completeness
• Verify the compliance list

• S&R Application• Compliance List
• Risk Assessment (for flexibility 
provisions or Alternative Means 
of Compliance – AltMoc)

Compliance Manager, Editors

5. Approval

• Internal approval according 
to the AMAS.aero manuals 
release workflow
• External (prior) approval by 
the authority, if necessary

• AMAS.aero manuals application
Compliance Manager, 
Accountable Manager, 
Authority

6. Publish New Version

• Notify employees via email 
about the new version, 
including the read-and-sign 
procedure
• Provide additional training 
for employees if necessary

• AMAS.aero manuals application Compliance Manager
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0.4.3. Marking of Changes in Revisions
Changes to documents are clearly marked with a vertical yellow bar next to the relevant sections. The change indicators 
will be removed in the next revision of the page.
 
Example:

Powered by AMAS.aero Uncontrolled document when printed Page 12 of 177

P
re

vi
e
w

M
an

ua
l T

em
pl
at

e 
R
ea

di
ng

 S
am

pl
e



0.5. Compliance List EASA ORGH and GH.OPS
 

Your Input Needed
Please add any changes made to the manual structure to this list as required.

 
Our organization ensures compliance with ORGH.GEN.110 through the following compliance list.

Regulatory Requirement
 
Documented in GHM / 
Heading

ORGH.GEN.100 Scope 1.1.2

ORGH.GEN.105 Competent authority 0.1

ORGH.GEN.110 Responsibilities of the GHSP 1.1.5

ORGH.GEN.115 Start of operations 1.11.1

ORGH.GEN.120 Means of compliance 1.1.8

ORGH.GEN.125 Use of industry standards 3

ORGH.GEN.130 Management of changes 1.3.2

ORGH.GEN.140 Access 1.1.10

ORGH.GEN.145 Provision of documentation for oversight purposes 0

ORGH.GEN.150 Findings and corrective actions 1.3.3.19 +1.3.3.20

ORGH.GEN.155 Immediate reaction to a safety problem and safety directives 1.3.6

ORGH.GEN.160 Reporting of safety-related occurrences 1.3.4.3

ORGH.GEN.165 Safety reporting system 1.3.4

ORGH.GEN.170 Psychoactive substances and medicines 1.3.5

ORGH.MGMT.200 General requirements for the Management system 1

ORGH.MGMT.201 Information security management system 1

ORGH.MGMT.205 Contracted activities or products 1.4

ORGH.MGMT.210 Personnel 1.2
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