X
/) NORFOLK AIRPORT AUTHORITY

Badge Application Instructions
and Check List

Below are the procedures and information needed to obtain a badge from the
Norfolk Airport Authority. Attached are the corresponding forms for this process.

* FILL OUT AN ELECTRONIC APPLICATION WITH AUTHORIZED SIGNATORY.
= Proper identification must be submitted with your application.
= |If you were born outside of the United States, additional information is required. |

 OBTAIN NOTIFICATION LETTERS. Your company is required to provide the Norfolk

Airport Authority with three notifications.

= Verification of Hiring - Your company must obtain and submit a letter from the
company that hired you, expressing their intent to use your company for the
service you will be providing. This letter shall briefly describe the location and type
of work your company is expected to perform within the airport and must be on
the hiring company’s letterhead. (See attached page for example).

= Designated Signatory of Authority - Your company must provide a letter on
company letterhead designating at least one person of seniority as a Signatory

Authority. This person(s) will be deemed the point of contact for your company

and will be required to fill out Section 3 of the application for everyone who will be

requesting a badge. (See attached page for example).

o Each person(s) designated as an Authorized Signatory must fill out the
Designated Signatory Authority Authorization and Information Sheet. This
instructional form provides the required training to be the Designated
Signatory.

> Your company is required to immediately provide an up-to-date Designated
Signatory of Authority letter to Norfolk Airport Authority, should there be any
changes required.

o The process of designating a Signatory Authority is much the same as
applying for a badge. The applicant must also undergo SIDA training. For this
reason, many companies choose to either obtain a badge for the Signatory
Authority or they choose to designate a senior badged employee of their
company as the Designated Signatory Authority.
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= Authorized Personnel - Your company must provide a letter on company
letterhead listing each person your company is requesting to receive a badge.
Please also include next to the employee's name, if escort authorization is
needed. Please keep in mind that there must be an operational need for escort
privileges, and only 25% of your badged employees can have escort
authorization. (Please see attached page for an example)

> There is a $80.00 fee for each employee requesting a SIDA badge

PAYMENT - The payment and the Authorized Personnel letter, in addition to the
Organization Billing Information Form, must be submitted to the Norfolk Airport SIDA
Office.

* TURN IN YOUR PAPERWORK ELECTRONICALLY. Once all of the above steps
have been completed, you must submit your paperwork, along with proper
identification, in order to be fingerprinted and for approval to receive training.
= Depending on what stage of the process you are in, you will turn in your

paperwork to one of the following:

o If you are the Designated Signatory making the initial request for access for
your company, you must complete the package, to include all letters, signatory
form, and SIDA application for the signatory, in addition to having the
appropriate certificate of insurance. Once this has been completed the
designated signatory (no employees) must make an appointment to meet
Norfolk Airport Authority.

o The Airport will determine what access level you receive based on your
operational need.

The Norfolk Airport Authority is required to submit a fingerprint-based Criminal
History Check on all personnel seeking a SIDA badge. Fingerprints will be taken
at the Norfolk Airport SIDA Office between the hours of 8:30am and 2:30pm,
Monday through Friday, excluding holidays. It is recommended that you call
757-857-3448 to check the availability before coming for fingerprinting.
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= Applicants that have been notified that they have successfully completed the
background check and are qualified for a SIDA badge must obtain their badge
within 30 days from the date of notification.

= All individuals receiving a non-restricted SIDA badge with driving access will be
required to attend driver training. This entails reviewing literature provided by the

Norfolk Airport Authority as well as viewing a driver training video. Once you have

finished viewing the material, you will be tested. SIDA badge holders with either

“‘Movement Area” or “Non-Movement Area” driver access will be required to

complete annual recurrent driver training as directed by the Norfolk Airport

Authority.

o Vehicle Insurance Requirement- Unescorted vehicles operated in the Air
Operations Area must have a minimum of $1,000,000 automobile coverage
and $10,000,000 excess third party liability coverage.

= Invalid Airport ID (Badge)- Persons not issued a valid Airport ID media, who have

a legitimate authorized need to enter the restricted areas, may only do so while

under positive escort by a person who has a valid Airport badge with “ESCORT”

privileges. A maximum of 5 people can be assigned to each escort. Positive

Escort requires the person being escorted to stay within sight and sound of the

approved escort at all times. Should the escorted individuals engage in any

unauthorized activity, the escorted person shall be removed from the secured
area immediately. If at any time an escort is in danger, or if a security violation is
observed, Airport Police must be notified by phone at 757-857-3344 or radio
immediately.

ONCE YOUR WORK HAS BEEN COMPLETED AND YOU NO LONGER NEED
ACCESS, YOU MUST RETURN YOUR BADGE TO THE NORFOLK AIRPORT
POLICE DEPARTMENT OR THE BADGING OFFICE.

If you have questions, please contact theBadging office at 757-857-3448 or by
email at SIDA@norfolkairport.com
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