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0.1 Record of Amendments

The table below describes the dates and reasons for the different amendments of the current procedure.

A vertical black line on the left-hand side of the page identify the changes with the previous version.

lssue No. Revision No - Date Amended bY :

01 00 01/11/2024 Initial Issue

In case of major amendment, a new issue will be released to replace the existing procedure. In that case, all
the page will identify with a new issue and the revision will set back to zero. For a minor amendment to some
provisions, when only a few pages are modified a vertical black line on the left-hand margin of the page
identifying the change of the existing version. Users can focus their attention to the changes identified.

0.2 Approval List

Action Name and position
Prepared by: Mrs. Ledja Bacova, Specialistin SFO
Mrs. Xhenifer Muco, Head of SFO
Accepted by: Mr. Alket Zani, DFS Director

Reviewed by: Mrs. Edmira Cuko, Specialist of SQCS
Mrs. Krista Garo, Head of SQCS

Mrs. Edlira Kraja, Director of DLS

Approved by: Mr. Maksim Et'hemaj, Executive Director

Issue: 01, Revision 00 Page: 4 from 26
Date: 01.11.2024



Guidance Material for Designated Postal Operators

0.3 Revision table

51

RevisionNo, . = - Editedby

0.4 Distribution List

- Responsible Person Type of Document

original  SFOIDFS Hard Copy

SSS/DAM
Original Electronic Copy
(Electronic) SFOIDFS Staff

Note: In case of interested party involved in ACAA activities, access rights shall be given on case-by-case
basis by the concerned Directorate/ Sector (s).
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0.5 Definitions & Acronyms

When the following terms are used in GM, they have the meanings indicated below.

Term

Definition

Designated Postal

Organizations assigned by member countries of the UPU to manage postal

Operators (DO-s) services. They are responsible for implementing procedures to control
dangerous goods.
Consignment One or more packages of dangerous goods accepted by an operator from one

shipper at one time and at one address. receipted for in one lot and moving to
one consignee at one destination address.

Dangerous Goods

Articles or substances which are capable of posing a hazard to health, safety,
property or the environment and which are shown in the list of dangerous
goods in the ICAQO Technical Instructions, or which are classified according to
these Technical Instructions.

Exception A provision in ICAO Annex 18 which excludes a specific item of dangerous
goods from the requirements normally applicable to that item.
Exemption An authorization, other than an approval, granted by an appropriate national

authority providing relief from the provisions of the Technical Instructions for
the safe Transport of Dangerous Goods by air (ICAO Doc. 9284).

Inadmissible or
Undeclared
Dangerous Goods

Hazardous items that are either not allowed in the mail system or not properly
declared. These pose significant safety risks, especially in air transport.

UPU Convention

A set of regulations and standards established by the Universal Postal Union
(UPU) that member countries and their postal operators must follow.

ICAO competency
Framework

A competency framework, developed by ICAQ, is a selected group of
competencies for a given aviation discipline. Each competency has an
associated description and observable behaviours.

Handling agent

An agent who performs on behalf of the operator some or all of the functions
of the latter including receiving, accepting, loading, unloading, transferring or
other processing of passengers or cargo.

Knowledge Knowledge is specific information required to enable a learner to develop and
apply the skills and attitudes to recall facts, identify concepts, apply rules or
principles, solve problems, and think creatively in the context of work.

Observable A single role-related behaviour that can be observed and may or may not be

behaviour measurable.

Operator A person, organization or enterprise engaged in, or offering to engage in a

road and an aircraft operation.

Issue: 01, Revision 00
Date: 01.11.2024
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_ Passenger & Cargo
Aircraft

Dangerous goods to be carried on both passenger and Permissible cargo
aircraft provided all the requirements of the Dangerous Goods Regulations are
met and can be safely transported by air.

' Dangerous Goods

A structured training initiative developed to educate postal staff and externz

Training stakeholders about the identification, handling, and transport of dangerous

Programme goods. .

Acceptance Established methods and guidelines for accepting mail that contains

Procedures dangerous goods, ensuring they meet regulatory standards and are safe for
transport.

Shipper The individual or company offering the consignment for shipment. They must

fully comply with the DG Regulations when offering a consignment of
dangerous goods.

0.6 Abbreviations and Acronyms

Abbreviation or Meaning
Acronym
DO-s Designated Postal Operators
ACAA Albanian Civil Aviation Authority
| ECLB Equipment Containing Lithium Batteries a
GM Guidance Material
IATA International Air Transport Association
ICAO International Civil Aviation Organisation
UPU Universal Postal Union 7

Issue: 01, Revision 00

Date: 01.11.2024

Page: 7 from 26



Guidance Material for Designated Postal Operators

1. Introduction
1.1 Background

This guide provides essential information to assist designated postal operators (DOs) in safeguarding postal
networks from the introduction of inadmissible or undeclared dangerous goods into mail flows. This is
particularly crucial for air transport, which remains the primary mode of transport for international mail.

For designated postal operators in Albania, adhering to these international regulations is critical. This manual
aims fo provide guidance on implementing procedures to control dangerous goods, coordinating with local
civil aviation authorities (ACAA), and complying with the ICAO Technical Instructions for the Safe Transport
of Dangerous Goods by Air.

However, emerging technologies pose new risks for air transport. For example, recently developed electronic
devices must remain inactive during flight due to potential hazards. Flammable substances, such as aerosols,
are prohibited in airmail. The increasing availability of new products, coupled with growing e-commerce,
elevates the risk of accidents from non-observance of shipping regulations. This necessitates closer
collaboration between postal services and the aviation sector to ensure safety.

Given the complex aviation safety environment and the higher likelihood of accidents from non-observance
of packaging and admissibility regulations, there is a need for more systematic and structured efforts to
mitigate risks. Designated postal operators must strengthen, adapt, and standardize existing dangerous
goods training programs and procedures.

Despite a long-standing relationship between postal services and air transport, there has traditionally been
limited interaction between DOs and their respective ACAAs. However, the complex aviation safety
environment today requires more formal and structured methodologies to prevent dangerous goods from
entering the mail system.

The ICAO Technical Instructions (Doc 9284) mandate that procedures of designated postal operators for
controlling dangerous goods in mail are subject to review and approval by the civil aviation authority of the
state where the mail is accepted. Chapter 4 of these instructions states that DOs must establish and maintain
initial and recurrent dangerous goods training programs, which must also be reviewed and approved by the
ACAA.

This manual provides guidance for the Dangerous Goods Training Programme developed in conjunction with
ICAQ, the International Air Transport Association (IATA), ACAAs. It serves as a resource to help DOs in
Albania assess and improve their procedures for controlling the introduction of dangerous goods into air
transport. Additionally, it aids in obtaining certification for transporting equipment containing lithium batteries.

For designated postal operators in Albania, compliance with UPU and ICAO standards is not only a regulatory
requirement but also a critical component of ensuring public safety and maintaining trust in postal services.
By implementing robust training programs and procedures, and fostering collaboration with ACAA, DOs can
effectively manage the risks associated with transporting dangerous goods.

Issue: 01, Revision 00 Page: 8 from 26
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1.2 Purpose

The primary purpose of this guidance material is to provide essential information and structured procedures
for designated postal operators (DOs) in Albania to safeguard their postal networks from the introduction of
inadmissible or undeclared dangerous goods. This is crucial for ensuring the safety of air transport, which
the primary mode of interational mail transport. The guidance helps DOs comply with inter
regulations, enhancing public confidence in postal services and ensuring the safety of employees, custon
and stakeholders involved in the global supply chain.

1.3 Applicability

By adhering to these guidelines, DOs in Albania can ensure they meet international standards, enhancinc
the safety, reliability, and public trust in their postal services. This comprehensive approach helps mitigate
the risks associated with transporting dangerous goods, especially in the complex and safety-sensitive
environment of air transport

1.4 References

Applicable legislation for dangerous goods:
1. Law No. 96/2020 "Air Code of Republic of Albania”;
Decision of Council of Minister No. 1095, 24.12.2020 ““Common Rules in the Field of Civil Aviation™
Minister Order 80/2023 “Technical requirements for air operations in Albania”;
Minister Order 78/2024 “For the safe transport of dangerous goods in Albania”:
ICAO Annex 18 “Safe Transport of Dangerous Goods by Air";
Technical Instruction for the Safe Transport of Dangerous Goods By Air, 2023-2024 Edition (ICAQ
Doc 9284) current edition.

oo

2. Controlling the Introduction of Dangerous Goods into Postal Networks in Albania

Part 1, Chapter 2, Section 2.3 of the ICAO Technical Instructions, along with the UPU Convention, lists

dangerous goods that may be acceptable in international mail for air transport, subject to the provisions of
appropriate national authorities, the Technical Instructions, and UPU Regulations.

2.1 Establishing Procedures

DOs in Albania must have procedures to control the introduction of dangerous goods into the postal systen
and air transport. Even if a DO does not accept dangerous goods allowed in the mail, it must have measures
to prevent undeclared or hidden dangerous goods from entering the mail system. ACAA assesses these

procedures in cooperation with the DO.

w

2.2 Dangerous Goods Training for Staff

Dangerous goods training programs must be reviewed and approved by the ACAA where the mail is
accepted. Staff must be trained according to their responsibilities reflecting the ICAO Technical Instructions
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The training includes:

Acceptance of Mail: Staff involved in accepting mail containing dangerous goods.
Processing of Mail: Staff involved in processing mail.
Handling, Storage, and Loading: Staff handling, storing, and loading mail.

Training can be delivered in various formats and must be documented, with records retained for 36 months.
Recurrent training should occur every two years.

2.3 External Training for Customers

DOs should offer external training to educate customers about dangerous goods, including:

i.  General philosophy of dangerous goods.
ii.  Training requirements for shippers.
ii.  Overview of DO's policies on dangerous goods.
iv.  Packaging requirements and quantity limits.
v.  Common issues and penalties for non-compliance.

This training can be provided through formal programs, guides, tutorials, webinars, announcements, posters,
pamphlets, and other publications.

2.4 Reporting and Tracking Incidents
DOs must have procedures for reporting dangerous goods accidents and incidents to ACAA and the UPU.

This includes reporting hidden and undeclared dangerous goods. DO-s must report to ACAA any event that
falls under the MOR Category, related to Dangerous Goods.

2.5 Informing Postal Customers
DOs should inform customers about mailing regulations at acceptance points through posters, briefings,

website information, mailed warnings, and advertisements. There are several different examples provided as
attachments to this GMs.

2.6 Account Customer Compliance
DOs must communicate dangerous goods regulations to account customers via websites, emails, mailed

communications, and direct interactions. Contracts should include specific clauses about mail ability and
importability, compliance with regulations, and penalties for improper shipping.

2.7 Emergency Procedures

DOs must have written procedures for responding to dangerous goods incidents, communicated through
training, briefings, instructions, and leaflets.
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2.8 Retention of Documents

Documents related to the transport of dangerous goods must be retained for at least three months after the
flight.

2.9 Acceptance Procedures

If a DO accepts dangerous goods as per UPU and ICAQ regulations, it must have documented acceptance
procedures and provide appropriate training.

2.10 Sender Information Requirements
Acceptance personnel should ensure legible names, addresses, and signatures on all packages.
2.11 Adapting to Changes

DOs must update procedures according to state or operator variations and changes to the Technica
Instructions.

2.12 Handling Rejected Packages

DOs should have procedures for handling packages rejected from air transport, ensuring communication of
safety and security procedures to employees.

By adhering to these guidelines, designated postal operators in Albania can ensure compliance with
international standards, enhancing the safety and reliability of their postal services.

3. Requirements for Equipment Containing Lithium Batteries in Albania

To ensure the safe and compliant transportation of equipment containing lithium batteries (ECLB) througr
international postal networks, ACAA has implemented a comprehensive dangerous goods oversight system.
This system is aligned with the ICAO Technical Instructions.

Key Requirements for Designated Postal Operators (DOs) in Albania

3.1 Dangerous Goods Program Structure

DOs seeking to transport ECLB internationally must establish a dangerous goods program within thei
operational structure, led by a designated liaison officer. This program should focus on:

.. Developing and overseeing policies and procedures for identifying and handling dangerous goods.
ii.  Training internal and external stakeholders.
ii.  Implementing measures to prevent acceptance and transportation of prohibited, undeclared, o
improperly prepared dangerous goods.
iv.  Communicating and documenting incidents.
v.  Enforcing international, regional, and local regulations.

Issue: 01, Revision 00 Page: 11 from 26
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3.2 Written Policies and Procedures

To obtain ECLB approval through the Albanian Civil Aviation Authority (ACAA), DOs must have
comprehensive written policies and procedures that cover:

I.  Accepted Dangerous Goods: Clear definitions of types accepted by the DO.
ii.  Training Requirements: Specific internal training protocols.
ii.  Evaluation and Acceptance: Criteria for evaluating and accepting allowable dangerous goods.
iv.  Rejection Handling: Processes for handling non-compliant shipments.
v.  Tendering Products: Procedures for tendering products to airlines or other DOs.
vi.  Incident Documentation: Clear protocols for documenting and communicating findings and incidents.
vii.  Incident response:
a. Internal findings of non-compliance during handling;
b. Air carrier rejections;
c. Spills, leaks, fires and other significant incidents relating to dangerous goods.
viii.  Detailed response plans for:
ix.  Resolution of External Findings: Processes for resolving issues discovered outside DO operations.
x.  Enforcement Actions: Steps to enforce compliance with regulations.

3.3 Preventative Measures

DOs must implement procedures to prevent acceptance and transportation of prohibited or non-compliant
dangerous goods, including:
i.  Open-Package Evaluation: Inspections at acceptance points.
il Verbal Evaluation with Physical Checks: Combined verbal and physical evaluations.
ii.  Electronic Acceptance System: Systems with firewalls and indicators for dangerous goods.
iv.  Contracts for Shippers: Agreements with shippers of dangerous goods.
v.  X-Ray Screening: Utilization of X-ray technology for screening.

3.4 Communication and Documentation

DOs must establish robust communication and documentation systems to record and share incident-related
information.
This includes:
i.  Incident Documentation: Reliable systems for documenting incidents, such as electronic databases
or paper forms.
ii. ~ UPU Communication: Regular updates and notifications to the UPU, including ECLB certification
status.
i. ~— ACAA Communication: Frequent meetings and updates with the ACAA.
iv.  Air Carrier Communication: Sharing incident information with air carrier partners.
v.  Inter-DO Communication: Direct incident reporting to other DOs.

3.5 Enforcement Measures

DOs must have methods to enforce policies internally and externally. An effective enforcement program may
include:
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. Offender Database: Electronic or physical databases for tracking non-compliant shippers.
ii.  Written Warnings: Issuing warnings to non-compliant shippers.
lii. — Financial Penalties: Civil statutes for financial penalties against repeat or egregious offenders.
lv.  Criminal Charges: Criminal statutes for serious offenses, including those resulting in injury or death.
v. Internal Communication: Messaging systems for communicating non-compliance to relevant

stakeholders.
vi.  Account Suspension: Capability to suspend or deactivate shipping accounts for safety reasons.
vii.  Internal Audits: Regular compliance audits of internal facilities.
viii. — Root Cause Analysis: Processes for determining root causes of non-compliance and implementing

corrective actions.
By adhering to these guidelines, DOs in Albania can ensure the safe and compliant transportation of
equipment containing lithium batteries, meeting both national and international standards.

In Albania, each Designated Postal Operator (DO) should meet with the Albanian Civil Aviation Authorit
(ACAA) as soon as possible to explain its operations and business model. This collaborative approach will
enable both parties to discuss and develop dangerous goods training and procedures to prevent the
introduction of dangerous goods into mail and air transport.

It's crucial for all DOs, whether they intend to transport equipment containing lithium batteries or not, to have
procedures in place to control the introduction of dangerous goods into their postal networks. This is essential
to ensure the safety and security of the mail system.

4. Objective Evidence of Compliance

To ensure compliance with the ICAQ Technical Instructions, the Albanian Civil Aviation Authority (ACAA)
requires the following evidence from Designated Operators (DOs).

4.1 Employee Training Requirements

Requirement: The DO shall train all employees as required by the ICAO Technical Instructions (Part -
Chapter 4).

Questions to Ensure Compliance:
Have DO personnel been trained commensurate with their responsibilities?
Have the personnel listed in Table 1-4 received training in the subject areas identified by the ICAC
Technical Instructions and shown in Table 147
Does the DO have verifiable records of training received?
Objective Evidence:
Training records;

Training curriculum and materials;
Certification or attendance logs.
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4.2 Customer Information on Dangerous Goods

Requirement: The DO shall provide information to customers from the general public regarding the types of
dangerous goods that a sender is forbidden to introduce into the mail, as per the Supplement to the ICAO
Technical Instructions (S-1: 3.2.2.d).

Questions to Ensure Compliance:

Does the DO maintain policies regarding the types of dangerous goods that are acceptable and how
these must be prepared for transportation?

Does the DO provide information to customers regarding prohibited dangerous goods in its facilities?
Does the DO require affiliated acceptance points to provide information to customers on prohibited
dangerous goods?

Does the DO provide information as to the types of prohibited dangerous goods to customers who
use remote drop-off locations or scheduled pick-up services?

Objective Evidence:

Customer information brochures or signage;
Policies and procedures documents;
Records of information dissemination to affiliated points and customers.

4.3 Information for Business Account Holders

Requirement: The DO shall provide information to companies and organizations that maintain business
accounts regarding the types of dangerous goods that a sender is forbidden to introduce into the mail, as per
the Supplement to the ICAO Technical Instructions (S-1: 3.2.2.e and f).

Questions to Ensure Compliance:

Does the DO provide information to account holders on acceptable and prohibited dangerous goods?
Does the DO include wording in account holder contracts to inform the other party of its
responsibilities with respect to dangerous goods?

Does the DO maintain written procedures regarding actions to be taken when account holders
improperly send dangerous goods through the mail?

Objective Evidence:
Copies of account holder agreements;

Written procedures for handling non-compliance;
Communication records with account holders.
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