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Directorate of Certification of ATS Personnel
Rajiv Gandhi Bhawan, New Delhi – 110003


	INTERNAL INSPECTION CHECKLIST OF AELTO/TSP

	NAME OF AELTO/TSP:
	

	DATE OF INSPECTION:
	

	NAME & DESIGNATION OF AAI OFFICIAL(S):
	

	
COMPLIANCE OF DGCA CAR SECTION 7 SERIES G PART III & Training & Procedure Manual(TPM) of AELTO/TSP


	S.NO.
	SUBJECT
	REFERENCE/ GUIDANCE MATERIAL

	OBSERVATION

(S-Satisfactory, & U-Unsatisfactory)

	REMARKS

	
	
	
	S
	U
	

	(1)
	(2)
	(3)
	(4)
	(5)

	1. GENERAL PROCEDURE	

	1.1
	Verify that all ATCOL/SATCOL holders and exempted ATCOs deputed for OJT have valid minimum AELP Level endorsed on their licence.
	[bookmark: _GoBack] DGCA CAR Part III Para No.4.1
TPM Para no. 5.1.1.1 a)

	
	
	

	1.2

	Verify that if AELP Level of any ATCO has downgraded below Level 4, he/she has not utilized the privileges of his license.
	 DGCA CAR Part III Para no. 4.2
TPM Para no.5.1.1.1 d)

	
	
	

	2. MINIMUM AVIATION ENGLISH TRAINING REQUIREMENTS FOR CANDIDATE

	2.1
	Check from AELP assessment checklist (result) of ATCOs whether they have been evaluated on all six language skill areas.
	 DGCA CAR Part III Para no. 6.2 &7.3
 DGCA CAR Part V Para no. 8.1 & 9.1 b)
TPM Para no.  4.1.3
	
	
	

	2.2
	Verify from AELP training records conducted for ATCOs that all ATCOs have undergone training from DGCA approved organization in Aviation English language for a duration of at least 30 hours before appearing for the English language proficiency test.

	 DGCA CAR Part III Para no. 6.3
TPM Para no. 4.1.4




	
	
	

	3. ENGLISH LANGUAGE PROFICIENCY TEST

	3.1
	Inspect DGCA authorizations of Interlocutor, Rater 1 (Operational Expert) and Rater 2 (Language Specialist Expert) along with their validity.
	 DGCA CAR Part III Para 12.2 

	

	
	

	3.2
	Verify from the audio and video of AELP test that interlocutor has played the role of administrator,
has interacted with the candidate during the test in order to complete the speaking task, has conducted the assessment and resolved the differences between the two primary raters (if any).

	 DGCA CAR Part III Para no.7.2.1
TPM Para no. 5.1.4.1

	
	
	

	3.3
	Verify from AELP assessment checklist (result) that two raters have assessed the candidate for aspects of assigning the score to his/her performance in a test.

	 DGCA CAR Part III Para no. 7.2.2
 DGCA CAR Part V Para no. 9.2 ii
TPM Para no. 5.1.4.2

	
	
	

	3.4
	Verify from the audio and video of AELP test that rating assigned is based on spoken language (speaking and listening) and not on reading and writing skills
	 DGCA CAR Part III Para no. 4.4 & 7.5 i)
 DGCA CAR Part V Para no. 9.1 a)
TPM Para no. 5.1.8 a)
	
	
	

	3.5
	Verify that final rating shall not be the average or aggregate of the ratings in each of the six ICAO language proficiency skills but the lowest of these six ratings.
	 DGCA CAR Part III Para no. 7.6
TPM Para no. 5.1.9

	
	
	

	3.6
	Verify from training records and AELP assessment certificates that trainers have not tested the candidate /test takers to whom they have imparted AELP training.

	 DGCA CAR Part III Para no.7.7
TPM Para no. 5.1.12

	
	
	

	3.7
	Verify that the English language Proficiency test has been conducted directly through face-to-face
at approved AELTO/TSP.
	 DGCA CAR Part III Para no. 7.8
 DGCA CAR Part V Para no. 9.6
TPM Para no. 5.1.10 
	
	
	

	4. LANGUAGE LOSS AND LANGUAGE MAINTENANCE

	4.1
	Verify the validity date of AELP level (as applicable) from fortnightly report.

	 DGCA CAR Part III Para no. 8.1
TPM Para no. 5.6.1
	
	
	

	4.2
	Verify that Training Service Provider has preserved the audio and/or video recordings of the AELP assessments conducted in the past as per the recommended preservation period (60 days), as applicable.

	TPM Para no. 6.1.6
	
	
	

	4.3
	Check records of training of ATCOs whose rating falls below the Operational Level 4 and evidence of their undergoing at least 30 hours of fresh aviation English language training before appearing for a retest or as recommended by language Specialist Expert Rater of the testing team, whichever is higher.

	 DGCA CAR Part III Para no. 8.2
TPM Para no. 5.6.2

	
	
	

	5. RESULT DECLARATION

	5.1
	Verify that result of AELP assessment is issued as per format in Appendix C of DGCA CAR.

	 DGCA CAR Part III Para no. 9.1
TPM Para no. 5.8.1

	
	
	

	5.2
	Check that the Interlocutor of the testing team has compiled the results for the assessments undertaken and has intimated the result to the applicant within two working days. 

	 DGCA CAR Part III Para no. 9.2
TPM Para no. 5.8.2 
	
	
	

	5.3
	Check that a consolidated list of the result in hard and soft copies are being sent to DGCA (ATCO Licensing Division for ATCOs) every fortnight from the authorized email id of the testing service provider.

	 DGCA CAR Part III Para no. 9.2
TPM Para no. 5.8.3 
	
	
	

	5.4
	Has the Testing Service Provider informed DGCA (ATCO Licensing Division for ATCOs) in case of the test taker/candidate was found to be assessed below the Operational Level 4?

	 DGCA CAR Part III Para no. 9.3
Refer TPM para 5.8.4
	
	
	

	5.5
	Verify the procedure or protocol followed by Testing Service Provider to ensure that the results of testing are held in strict confidence and released only to test-takers, their sponsors or employers, and the DGCA, unless test-takers provide written permission to release their results to another person or organization.
	 DGCA CAR Part III Para no. 9.4
TPM Para no. 5.8.5

	
	
	

	6. APPEAL PROCEDURE

	6.1
	Has any applicant appealed for re-rating of their test who feel their scores are not accurate? 

	 DGCA CAR Part III Para no. 10
TPM Para no. 5.9.1
	
	
	

	6.2
	Verify that the test taker has made appeal to DGCA in writing against the rating assessed by the testing team within 30 days from the date of test result declaration.

	 DGCA CAR Part III Para no. 10
TPM Para no. 5.9.1

	

	
	

	7. FACILITY

	7.1
	Verify that the Training organization shall establish facilities (Office space, Storage area, classroom, Library, training aids, test labs, etc.) appropriate to the size and scope of the training and shall provide physical environment conducive to the learning.
	 DGCA CAR Part V Para no. 5.1
TPM Chapter 3

	
	
	








									Date:…………..

AELTO/TSP Internal Inspection/Audit Report
Station…………



	S.No
	Observation No.
	Observation
	Remarks/PDC (if any)

	
	
	
	

	
	
	
	

	
	
	
	






	S. No
	Suggestion No.
	Suggestion
	Remarks/PDC (if any)

	
	
	
	

	
	
	
	

	
	
	
	




                           					


	( Signature )
Name:……………………………
Designation:…………………….
Email id:…………………..........
(Team Leader)
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