Appendix 1 - Sound Aircraft Services (SAS) Ramp Access — Escort Procedures
1. Purpose

Define escort procedures for non-authorized individuals accessing the ramp to ensure safety,
security, and operational control.

2. Scope

Applies to all visitors, passengers, booking/charter agents, vendors, and non-badged personnel
requiring an escort on the ramp.

3. Pre-Escort Flow & Control
a. Passengers booked directly with operator
e Departing passengers are met at the curb by SAS support team.

e Baggage is loaded by SAS support team onto a luggage cart and transported through
the designated baggage handling route (side alleyway) through the white rolling gate
to be loaded onto the aircraft.

e Passengers are instructed to go into the airport terminal where they will meet with
their pilots/flight crew. Check in with SAS Front Desk if assistance is needed.

e Pilots will coordinate luggage and passenger handling with SAS Front Desk staff.
First-come-first serve. Refer to Section 4 for more details

b. Passengers booked through on-site booking/charter company

e Departing passengers enter the terminal with their luggage for check-in with on-site
booking/charter agent.

e On-Site booking/charter agent will coordinate luggage loading onto carts positioned
within the designated luggage holding area.

e Passengers are to remain inside the terminal at all times.

e Booking/charter agent will coordinate the manifest with flight crew inside the
terminal.

e Once all passengers and luggage are checked in and matched with a tail#/flight crew,
booking/charter agent will check in with SAS Front Desk to get in queue for escorted
access and luggage handling. First-come-first serve. Refer to Section 4 for more
details.
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c. Non-passengers

e Check in with SAS Front Desk for further guidance.

4. SAS Escort Requests

All requests for SAS escorts require a minimum 10-minute notice to the SAS Front Desk.

Request must include:

Adircraft tail number
Movement type (arrival or departure)
Timing (“in 10 minutes” standard callout)

Each aircraft trip where an escort is needed should be requested with the SAS Front
Desk. (If multiple escorts are needed within the same 10-minute period, there should be a
specific detailed escort request for each one.

Standard examples:

“In 10 minutes, I need an escort to N111TU for passenger arrival.”

“In 10 minutes, I need an escort with departing passengers and bags to N59XY.”

No ramp movement occurs until the SAS escort is present and ready.

There is no guarantee that the SAS Staff will be able to escort exactly 10 minutes after the
request was made. Escort requests not ready at the designated time will be queued to the back of

the list.

SAS Escort Process for Arriving and Departing Aircraft
Only authorized SAS personnel may escort (see Ramp Access document).

The SAS escorts maintain continuous supervision and control and are responsible for
safety and compliance at all times.

SAS escorts (with and without luggage cart) must actively lead the movement from the
front on the designated walkways and ensure no individual falls behind or becomes
separated. Escorted booking/charter agents are expected to follow the directive of the
SAS escort and must be assertive, clear, and vocal when assisting the SAS escort in
directing movement.

Escorted booking/charter agent responsibilities:
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o Positioned in the rear of the escorted group.
o Corralling passengers to remain with the group and SAS escort.
o Ensure FOD-free environment.

e SAS staff will remove bags from aircraft (shutdown helicopters only) and then position
themselves at the front of the aircraft.

o For safety and to prioritize aircraft movement, a booking charter agent shall not
accompany the SAS escort in instances where the SAS escort is also marshalling an
aircraft. The booking charter agent will be positioned in a designated temporary holding
circle (see image below) until SAS escorting can proceed.

Figure 1 - Helicopter holding areas (red circles)

e After the marshaling has occurred and the aircraft is parked, SAS escort will retrieve the
booking/charter agent and together they will walk to the aircraft.
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6. Escort Ratio

e One SAS escort per every six passengers

e One SAS escort for every six non-crew/non passenger entities.
o Larger groups require longer SAS escort request times.

e Inthe event SAS is unable to provide SAS escorts per the ratio above in Section 6, non-
crew/non-passenger entities will be escorted to designated holding areas and remain there
until he/she/they can be safely escorted back to terminal.

7. Consolidation of Departing Passengers

e All departing passengers must be fully staged before escort dispatch (staging means:
weight checked for passengers and luggage, manifest confirmed, groups consolidated per
aircraft tail #).

e The booking agent may assist with opening the white patio gate for the SAS escort to
proceed with luggage cart followed by all passengers and the booking/charter agent at the
end to assist with passenger compliance.

e No partial escorts. One flight, one escort request.

8. Ramp Movement & Walkways

e Always use designated walkways. (See Figure 3) No deviation unless directed by SAS
escort.

Figure 3 — Ramp Walkway Map

Commuter Ramp Walkways

s HELICOPTER WALKWAYS (H1-H7)
—— SEAPLANE WALKWAYS (A-F)
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9. FOD & Ramp Safety

Prior to ramp access, SAS escorts ensure passengers and agents themselves are free of FOD
risks, which includes for example:

e Loose hats’/headwear
e Loose or unsecured clothing/items

Continuous monitoring is required during SAS escort group movement.

10. Aircraft Access & Ramp Interaction

e All movement to aircraft must be under SAS escort control.

e Escorting starts and ends behind either of the two white gates (patio and rolling gates).
e No unescorted ramp access permitted.

e« Movement is restricted to approved routes/walkways only.

e Any manifest mismatches will result in the pilot of mismatched aircraft required to escort
back the escorted personnel and all passengers to terminal for safe remedy environment.
(Luggage will be attended to by SAS Staft as time allows). The escort holding areas are
explicitly not reserved for this purpose.

11. Prohibited Actions

e No ramp access without SAS escort.

e No restricted area entry.

e No deviation from SAS escort instructions.

e No hot loading/unloading at any time.

12. Non-Compliance

Violations shall result in immediate removal from ramp and loss of access privileges.
13. Operational Flexibility

Procedures may be modified by Sound Aircraft Services management as necessary to address
operational requirements, safety considerations, security protocols, or regulatory compliance.
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