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This document details important information that you should consider when submitting your Transport Security Program for approval.

Disclaimer:  This document is designed to provide general guidance to prescribed air service operators, operating under arrangements according to the Aviation Transport Security Act 2004 (the ATSA) and Aviation Transport Security Regulations 2005 (the ATSR) in developing Transport Security Programs (TSPs) for submission to the Secretary of the Department of Infrastructure and Transport (The Department) for approval.

This guide should not be used by prescribed air service operators as a substitute for obtaining independent professional advice (including legal advice) regarding their TSP and the TSP’s compliance with the requirements of the ATSA and the ATSR.  This document is subject to change. The Department is not responsible for the consequence of the use of any outdated version of this guide. 
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PREFACE
This guide has been developed for use in the submission of Transport Security Programs (TSPs).  It is designed to provide general guidance for industry participants around the preferred administrative approach when submitting TSPs for approval.

CHECKLIST

When submitting a TSP to the Department of Infrastructure and Transport (The Department) for consideration, the Aviation Industry Participant (AIP) should ensure that:
· The TSP has been submitted to the relevant Office of Transport Security (OTS) State Office

· The TSP, where possible, has been submitted electronically using the appropriate declarations, including the request for approval under section 18 of the Aviation Transport Security Act 2004 (ATSA) and the statement of undertaking under Regulation 2.05 of the Aviation Transport Security Regulations 2005 (ATSR). 
· The TSP has been signed by the appropriate person representing the legal entity. 

· There are no ‘automatically updating’ text fields in the TSP and in all accompanying documents.

· Password protection has been removed from all documents prior to submitting electronically.
· All date references, file names and file locations have been removed from the 
TSP and all accompanying documents.

· Maps are clear and concise with appropriate legends and submitted with the TSP in the appropriate format, 
Further information regarding these requirements is provided below.

Request for approval

1. Submitting by email

When an industry participant submits their TSP to the Department in electronic format via email, the email should contain the following statement:

“This email and its attachment/s, which include [insert AIP name]’s TSP, is given to the Secretary as a request for the Secretary’s approval in accordance with section 18 of the Aviation Transport Security Act 2004”.

2. Submitting a hard copy or CD Rom through the post

When an industry participant submits their TSP to the Department by post, in either hard copy or CD Rom, the participant can include the above, request for approval statement, in an accompanying letter.
The statement of undertaking

A statement of undertaking is required by Regulation 2.05 of the ATSR and should be contained in the TSP itself.  The statement of undertaking should contain the following statement:

“I [insert name of AIP] believe that this TSP gives effect to my obligations under subsection 16(1) of the Aviation Transport Security Act 2004, which provides that a transport security program for an aviation industry participant must demonstrate that the participant;
(a) is aware of the participant’s general responsibility to contribute to the maintenance of aviation security; and
(b) has developed an integrated, responsible and proactive approach to managing aviation security; and
(c) is aware of, and has the capacity to meet, the specific obligations imposed on the participant under this Act; and
(d) has taken into account relevant features of the participant’s operation in developing activities and strategies for managing aviation security.”

Where a TSP is given by email, the AIP should type their full name and contact details under a heading of ‘person lodging the TSP’. 
Who should sign the TSP
For TSPs that cover other AIPs, and in circumstances where multiple trading entities are operating under a single TSP, to ensure that these multiple entities are aware of their obligations under the TSP and acknowledge that they are bound by the requirements of the TSP itself, the Department will require that the Statement of Undertaking be signed by one of the following: 

i. the Chairperson of the Board of which the CEOs of the entities operating under the single TSP are members; or

ii. each CEO of the entities operating under the single TSP.
Automatically updating fields
AIPs should ensure that all automatically updating fields are not included in the final version of the TSP, as these fields inadvertently change the information contained in the TSP each time the document is opened. For example the TSP might have a date field that automatically updates each time the document is opened. This can cause confusion as to which version of the document the Department is reviewing.
Password protection

AIPs should ensure that any password protection has been removed from the TSP and all accompanying documentation prior to submission. This will ensure the TSP can be uploaded onto the the Department database for assessment and subsequent consideration for approval of the TSP.

Referencing 
All date references, file names and file locations should be removed from the TSP and all accompanying documents prior to electronic submission to the Department. 
Date references can cause confusion, as some TSPs are dated from the time they were originally created. The TSP should be dated as of the date of approval. However, as this date is unknown a version control system is preferred. For example, version 1.2.

File name and locations within the TSP will be different for the industry participant to that of the Department. If these locations are left within the TSP, they may cause some confusion.
Maps

Industry participants should ensure when submitting maps as part of their TSP that maps are clear, concise and easy to read with appropriate legends. Multiple A4-sized parts of the one map are acceptable. The following information should be considered by the relevant AIP when preparing and submitting maps to the Department:
When airports need to change their boundaries (landside/airside areas), landside security zones (sterile areas) or airside security zones (security restricted areas) a written application needs to be submitted to the appropriate the Department State office. That request is then forwarded to the Canberra office of the Department for processing. 
Maps of airside/landside security zones should be of a scale to ensure that zones are clearly able to be distinguished, including clear illustrations of whether buildings are within or outside of security zones.

Maps for Gazettal – Airport Operators Only

For the purpose of gazetting the boundaries of a security controlled airport (ATSA s.28), multiple A4 sized maps aggregating to cover the entire boundary of the security controlled airport (including the airside area) is preferred. Maps must be in black and white only.
Gazetted maps must not show any security zones (gazettals are made public).  They must also not show any area that is controlled exclusively by the Australian Defence Force, or include a joint-user area within the boundaries of a security controlled airport, without the agreement of the Secretary of the Department of Defence.

Maps for the TSP

Airport Operators

When submitting maps as part of the TSP the airport operator must include maps as required by Reg 2.15 of the ATSR. There are no size restrictions when submitting the TSP electronically, provided that the boundaries on the electronic version of the maps are clear. Further guidance is provided in the Guide to Preparing TSPs for Airport Operators.
Airline Operators

When submitting maps as part of the TSP the aircraft operator must set out a map showing the boundaries of any operational facility that is located within a security controlled airport. Please refer to Reg 2.31(1)(c)(iii) of the ATSR. Further guidance is provided in the Guide to Preparing TSPs for Prescribed Air Services.

Airservices Australia

When submitting maps as part of the TSP Airservices Australia must, in an accompanying document, set out for each facility that is located at a security controlled airport, a map showing the boundaries of the facility. Please refer to  

Reg 2.81(2)(c) of the ATSR.

Further Information

Should you require further information regarding TSP submission requirements, please contact the appropriate OTS, the Department state office.
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