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Introduction 

A. Purpose

The purpose of the Suffolk Executive Airport Emergency Action Plan is to educate 
and prepare employees to deal with emergency situations. The plan is designed to 
familiarize employees with required response actions necessary to minimize injury 
to people or loss of private and/or public resources. This plan applies to all 
emergencies that may reasonably be expected to occur at the Suffolk Executive 
Airport. 

B. Applicability

This plan is intended to be used by employees of the Suffolk Executive Airport and 
members of applicable teams who may respond to emergencies that may interrupt 
normal airport operations. This plan will be reviewed during initial orientation of 
employees and affected team members, and annually, thereafter. 

C. Policy

There is a significant volume of aircraft activity at the Suffolk Executive Airport. Air 
traffic at the airport includes corporate, military, small private aircraft, military and 
civilian helicopters, and ultra light/experimental aircraft. Given increased and 
varied traffic, the airport must be prepared to respond to a variety of emergencies. 
Airport employees and responsible team members must be prepared and 
adequately trained to respond effectively in the face of an emergency situation. 
Airport personnel will play a key role in communicating and coordinating joint 
response needs of other city personnel and supporting agencies to help bring 
closure to emergency situations occurring at the airport. 

D. Objectives

The objectives of the plan are: 

(1) To identify, assess, and prioritize actions required in response to an
aircraft mishap, accident, or incident.

(2) To provide assistance with efficient use of airport resources during
emergency situations.

(3) Coordinate, as required, with other city agencies, to include fire, police,
EMS, thus aiding in a timely response to the accident/incident.



( 4) Seek to reduce or mitigate hazards and be prepared to respond to recovery

effort requirements.

E. Assumptions

(1) Emergencies involving aircraft mishaps, accidents, or incidents may occur 

on the ground or be the result of a crash at the airport.

(2) Aircraft accidents or incidents may or may not involve buildings, people, or 

vehicles.

(3) Airport mishaps, accidents, or incidents may require assistance from other 
city agencies or outside agencies, such as State Police or FAA.

(4) The primary responsibility for initial response and accident scene control 
resides with airport personnel.

(5) Once any lifesaving actions or firefighting activities are ended, and the 
emergency is resolved, the responsible agency (State Police, FAA, NTSB or 
military) will assume control of the accident scene.

(6) The term Airport Staff or personnel, refers to the Airport Technicians and 
any persons under the authority and direction of the Airport Manager. The 
terms Airport Manager and Airport Technician are singular in nature and when 
used, refer to individual positions.

F. Organization

(1) The Suffolk Executive Airport is a city owned and operated airport assigned 
under the Director of Economic Development, who reports directly to the City 
Manager. Day-to-day oversight of the airport resides with the Airport Manager. 
In the event of an incident or accident at the airport which does not create a 
major impact to the city, the Airport Manager will serve as the Incident 
Coordinator for on-scene support. The City Manager has discretion to appoint 
the overall city Emergency Management Coordinator to manage the incident at 
any time.

(2) The Airport Manager will direct airport personnel as required to respond 
to airport incidents or accidents. Based on the nature of the emergency, a 
determination will be made as to the actions airport personnel will render to 
aid in resolving the situation.

(3) The Airport Manager will determine what other city agencies or outside 

agencies are required on-scene in response to the incident or accident.



(4) In the event of a crash landing, the Airport Manager or airport personnel, 
will contact the City Fire Department and request firefighting and Emergency 
Medical Services (EMS) personnel to the scene. State police and city law 
enforcement may also be contacted.

(5) Once Fire Department personnel arrive, the Senior Firefighter on-scene 
will assume responsibility for any fire suppression and/or containment 
actions. The Senior EMS Officer will be responsible for any required lifesaving 
activity.

(6) Once the emergency situation is neutralized, the Airport Manager will 
notify the Federal Aviation Administration (FAA). The State Police may be in 
charge of the investigation, however, if fatalities are involved, the National 
Transportation Safety Board (NTSB) will be notified for a final determination.

(7) The Airport Manager, working in conjunction with investigation 
authorities, will insure integrity of the accident/incident scene.

(8) Official city media releases related to the accident/incident will be 
coordinated and approved by the City Communications Director.

Critical Organizational Functions 

A. Airport Manager

The Airport Manager, acting as the Incident Coordinator of an aircraft incident or 
accident, will perform critical functions in regard to the emergency. Required 
functions will include: 

(1) Determine the nature of the emergency situation, i.e., crash, collision, fire,
fuel spill, mechanical or electrical failure, etc.

(2) Assume responsibility for required response and recovery actions.

(3) If possible, remain in contact with aircraft pilot experiencing the
emergency. If the aircraft is airborne, use local Unicom frequency (122.7)
or use hand signals or other methods to establish communication if the aircraft
is on the ground and it is safe to do so.

( 4) Determine support required. If support is needed from off-field, initiate
contact for immediate response from other city agencies and/or outside
agencies.

(5) Direct airport personnel to provide needed support until emergency
responders arrive. No attempt should be made to fight any fire which cannot
be extinguished with available equipment.



(6) If necessary, notify other air traffic within the immediate area of the airport 

emergency and initiate limited runway restrictions or airport closure if deemed 

necessary. Update the AWOS and/or issue a NOTAM as required.

(7) Ensure first responders are directed to the location on the airport of the 

emergency.

(8) Disseminate to first responders all critical information regarding the nature 
of the accident/incident. Information should include type of aircraft, fuel type 
and quantity if known, number of persons on board if known, and if any known 
cargo hazards exist.

(9) Once emergency first responders are present at the aircraft accident or 

incident, they will control the site until the emergency is deemed safe from 

hazards.

(10) Coordinate with investigation authorities (State Police/FAA or NTSB) to  

initiate recovery or protect the accident/incident scene.

(11) Identify a temporary staging area on the airport which could be used by 

post-emergency investigation authorities or temporary storage of wreckage. 

Coordinate any desired investigation team communication resources or 

support.

(12) Ensure completion of post-emergency clean-up and timely restoration of 
airport service following proper authorization.

(13) Ensure all media responses/releases are approved through the City 
Communications Director.

B. Airport Technicians

As part of Airport Staff, Airport Technicians will respond as necessary to assist the 
Airport Manager when aircraft accidents or incidents occur. Required functions 
include: 

(1) In conjunction with Airport Manager or as the individual indentifying
airport emergency, determine the nature of the emergency and if possible,
provide immediate assistance.

(2) Be prepared to respond to ground or air emergency. Some emergency
actions in response to an aircraft accident or incident may include, responding
to a fuel spill, extinguishing a minor aircraft fire, assist in evacuation needs,

cordoning off hazardous area until first responders arrive, or monitoring
Unicom radio traffic to provide advisories and to prevent further hazards.



(3) If a fuel spill occurs while refueling an aircraft, stop the flow of product 
release, use available spill kit to contain the spill, contact local emergency 
responders depending on spill size (greater than 1 gallon), and notify Airport 
Manager.

(4) If an aircraft crash has occurred, attempt to determine aircraft type and tail 
number and provide information to Airport Manager or designated Incident 
Coordinator as soon as possible.

(5) In the event of an airport crash, if the aircraft received fuel while at the 
airport, fueling operations must cease and a product sample will be taken from 
the dispensing equipment. A three gallon sample is required of jet fuel or a five 
gallon sample of aviation gasoline.

(6) Minor aircraft fires may be extinguished if using an authorized fire 
extinguisher and fire does not exceed extinguisher specifications. Evacuate the 
immediate area and contact emergency responders for all fires exceeding 
limitations. Evacuate a minimum of 200' from the fire danger area.

(7) Perform post-emergency recovery operations when authorized as directed 
by the Airport Manager or designated Incident Coordinator.

C. Suffolk Fire Department, Emergency Medical Services and Law Enforcement

The City of Suffolk has Fire and Rescue, Emergency Medical Services, and a Police 
Department. In the event of an airport emergency requiring assistance on the 

property, a response would be expected from the areas identified in this section. 
Required functions may include: 

(1) The primary responsibility of first responders is to save lives.

(2) Manage and direct required firefighting and rescue operations.

(3) Provide emergency medical service and transportation from the airport
emergency site to nearest medical facility.

( 4) Law enforcement will provide security for and limit access to the
emergency area. They will ensure the establishment of a security perimeter
and ensure preservation of any evidence until no longer required or turned
over to investigating authorities.

(5) Notify Incident Coordinator and State Police when emergency is
terminated and the area is safe.





Planning Scenarios 

A. Natural and Man-Made Disasters

Airport personnel must be ready to respond to natural or man-made disasters, as 
these disasters can occur at anytime, with little or no-notice. Considerations for 

natural and man-made disasters include the following: 

(1) Natural disasters affecting the airport may include hurricanes, tornados, 
high winds, or thunderstorms.

(2) The Emergency Management Coordinator for the City of Suffolk is
the representative to alert all departments within the city of
impending natural disasters or weather advisories.

(3) Upon notice of conditions where high winds and damage are expected, 

airport personnel will seek to shelter aircraft not in hangars or notify aircraft 

owners when no space is available for alternate plans. Aircraft unsheltered or 

not flown to alternate areas, will be tied down using parking ramp tie-downs.

(4) All outside loose/moveable items, such as, garbage cans, yard furniture, 
flags, etc., will be moved indoors or secured.

(5) Fuel trucks will be parked inside if possible or secured in the fuel farm 
containment area.

(6) Emergency shelter for airport personnel will be the main backup 
generator building.

(7) A first aid kit, portable radio and cell phone will be taken in the event of 
emergency



(8) Man-made disasters are less predictable and difficult to prepare for.

(9) Examples of man-made disasters may involve, a ground fire involving an 

aircraft, a ground collision between an aircraft and vehicle, or an aircraft 

crash.

(10) Never fight fires beyond the limitations of portable fire extinguishers.

(11) Assist any persons requiring evacuation or render assistance as 
applicable, until competent medical services arrive.

(12) Assist with recovery efforts as required.

B. Product and Process Disasters

Airport personnel must be ready to respond to product or process disasters, as 

these disasters can occur at anytime, with little or no-notice. Considerations for 

product and process disasters include the following: 

(1) Product disasters result from contamination of fuel.

(2) If it is suspected that any fuel is contaminated, immediately suspend any
product distribution.

(3) All equipment used for dispensing fuel will be turned off and remain so,

pending investigation results.

( 4) Notify Airport Manager of suspected fuel contamination.

(5) Contact Virginia Department of Environmental Quality and request

product test.

(6) If product is determined to be safe, resume fuel dispensing.

(7) Process disasters may include fuel spills during refueling operations.

(8) If fuel spills occur at self-serve area, ensure customer has ceased

operations and turn-off dispensing equipment.

(9) Ensure proper clean-up using fuel diapers or containment booms.

(10) If spill occurs while refilling an aircraft, stop operations immediately.

(11) Be sure fuel truck switches are turned-off.

(12) Using spill kit, clean-up spill hazard.



(13) If fuel spill is greater than one gallon, notify fire department.

(14) Notify Airport Manager.

C. Potential Disasters

Airport personnel must remain alert to issues presented by customers that may lead 
to disasters on the airport, if not resolved. Ensure issues identified by customers or 
airport tenants are presented to the Airport Manager for resolution. 



Contingency Phases 

A. Pre-Crisis Phase

Airport personnel must be cognizant of warning signs which could lead to a crisis if 
not corrected. Areas which may reveal warning signs requiring corrective action 
include the following: 

(1) Weather: Be alert to weather conditions that could affect airport

operations or resources. Storm systems whose paths will cross airport
property will require pre-storm preparation.

(2) Equipment: Be alert to equipment malfunctions or defects. Perform
daily serviceability checks of equipment, to include, Airfield Truck, Fuel

Trucks, Ground Equipment (Tractors, Front End Loader, and Sweeper), Self
Serve Fuel Dispensing Equipment hoses and filters, Fire Extinguishers, Airport
Unicom radio and Automated Weather Observation System (AWOS). Report
and/or repair discrepancies noted.

(3) Security: Be alert to proper security. Perform daily perimeter checks of
airfield, ensuring no signs of unauthorized en try exist. Ensure entry/ exit gate

is operational and fence-line gates (Red Apple Gate, Runway 4 & 7 Gates) are
secure. Perform visual inspection of T-Hangars for security and aircraft on tie
down for negative evidence of tampering.

( 4) General Areas: Be alert to hazards or unsafe conditions. Perform daily

sweep of runways and taxi-ways for debris or hazards. Ensure airport runway
lights and Tower Beacon are operational.

(5) Aircraft: Be alert to aircraft ground and air activity. Aircraft situations

on the ground may involve taxiing to and from ramp, runway, self-serve fuel
area, T-Hangars and corporate/maintenance hangars. Air traffic should be
monitored to ensure aircraft are following airfield patterns and in the event of
reported in-flight malfunctions, incidents or accidents.

B. Response Phase

Airport personnel must be prepared to respond to emergencies or situations with 
uncertain outcomes. The following areas involve situations airport staff will most 
likely encounter in day-to-day operations that will require responses: 

(1) Weather: When a projected storm system will affect airport property,
actions must be taken by airport staff in advance of the storm's arrival to
protect property and resources. Airport personnel must complete pre-storm
preparation.













Teams and Authorities 

Once it is determined that an emergency exists at the Suffolk Executive Airport 

warranting a response effort, the following teams will be notified and be under the 
authority of the Team Leader identified. Team leaders and/ or assistant, will be 

required to select and dispatch appropriate staff support regarding their area of 
expertise. 

A. Operations Team

(1) Tim Daniel, Airport Manager

(2) Suffolk Fire & Rescue/Police Departments  -  911

(3)Department of Economic Development - 514-4043

8. Communications Team

 Tim Kelly

C. Logistics Team

(1) Robert Lewis, Department of Public Works

D. Information Technology Team

(1) Team Lead: Barry Spears

(2) Assistant Team Lead: Rick 

Jackson

DI.  Administration Team

(1) Mitzi Carr










