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[bookmark: _Hlk187142833]INSTRUCTIONS FOR COMPLETING THE APPLICATION FORM
FOR AIRSIDE WORKS

This guide provides step-by-step instructions on how to complete the form
SOF.OPS-A.006 Airside Works Request

⚠️ Important recommendation
To ensure the form is completed correctly and to avoid any compatibility issues, it is essential that the application is completed and returned it in XLS format. Forms submitted in PDF format will be rejected.

1. Works Authorisation

There are three types of works authorisation requests, depending on the nature of the activity:

1.    Airside Works Request – for all works carried out on the airside. 
2.    Crane (Landside) Request – for cranes located on the landside only. 
· If the request concerns an airside crane, use the Airside Works Request and specify in the “Equipment” section the crane’s position, height, type, colour, as well as the type and colour of its lights. 
3.    Antenna Request – for any installation, modification or relocation of any antenna, whether airside or landside. 

These requests enable us to gather all essential information about the planned works to ensure appropriate planning, assessment and coordination before works commences.

2. Requestor

The applicant must provide the following information in the form:

· Location of the works 
· Type of works 
· Date of the application 
· Applicant details 
· Contractor details 
· Planned dates of the works 
· Description of the works, including: 
· Summary of the works and their location 
· Summary of potential operational impacts (if applicable) 
· Picture of the works area 
· Required working conditions, such as: 
· time required to clear the site 
· works generating sparks (hot/spark works) 
· drying/cooling time 
· required weather conditions 
· Personnel and equipment required 
· Any other relevant information 

Depending on the complexity of the works, the airport may also request additional documents to ensure safety and coordination, such as:

· Project schedule or phasing 
· Project manager’s contact details, health and safety representative and site supervisor 
· Site plans showing boundaries and access/exit points 
· Site fencing and lighting details
· Specific airside safety induction plan 
· Risk methodologies and assessments 
· Emergency procedures 
· Traffic management plan and access to GSE runways 
· Foreign object debris (FOD) management plan 
· Safety signage and vehicle traffic 
· Environmental protection measures 
· Height specifications for cranes or vehicles including lifting capacity 
· Fire safety procedures 
· Post-works restoration plan

3. Form use

Step 1 – Select the appropriate request

Choose the type of request that corresponds to the works:
· Airside Works Request – for all airside works 	Comment by Elisabeth Nassivera: Est ce qu’il y a lieu de répéter la totalité, pour moi juste Airside Works Request, Crane (Landside) Request, Antenna Request
· Crane (Landside) Request – for cranes on the landside 
· If the crane is on the airside, use the Airside Works Request and enter the crane details in the “Equipment” section
· Antenna Request – for any antenna installation or modification

Step 2 – Location of works (Airside Works Request and Antenna Request only)

Select the main location.
If none of the options provided apply, select “Others” and upload a photo in the “Works Area Picture” section.

Step 3 – Type of works (Airside Works Request only)

Select at least one type of works from the list. If the worksite involves multiple types (up to 4), select the relevant ones.
If none of the types apply, select “Others” and describe the works in the “Description of the Works” section. Please feel free to add further details if necessary.

Step 4 – Date of application
Enter the date on which the application is submitted.

Step 5 – Mandatory fields and additional information
Complete all fields marked with an “*”. It is strongly recommended to complete all other fields to provide a comprehensive overview of the works.

Note: If special equipment or equipment for working at height is required, please indicate this in the “Equipment” section.


4. Documents to attach to the application
Any documents relating to the project (plans, technical documentation, provisional schedule, etc.) must be included with the application. Incomplete documentation will be rejected and will delay processing.

5. Submission
· Please send the application by email only to as.works@lux-airport.lu
· Please attach all supporting documents to the application.
· Paper documents will not be processed

6. Notes
Any false statement or omission may result in the refusal or cancellation of the works authorisation.
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