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

	SURVEILLANCE INSPECTION CHECK LIST ON ATCO LICENCING

	NAME OF ATS UNIT(S)/LOCATION :
	


	DATE OF INSPECTION :
	

	NAME & DESIGNATION OF CAP OFFICIAL(S) :
	

	S.NO.
	SUBJECT
	REFERENCE/ GUIDANCE MATERIAL
	OBSERVATION

( S-Satisfactory, & U-Unsatisfactory )

	REMARKS

	
	
	
	S
	U
	

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

	
COMPLIANCE OF PART XII AND SCHEDULE III OF THE AIRCRAFT RULES 1937


	1. 
	Verification of issued ATCO licenses:- 
1. endorsement of ratings
1. currency of ratings
1. medical fitness assessment
1. ELPA level and validity
	Part XII of The Aircraft Rule 1937 and CAR Section 9 Series L Part-II
Physically verify the following with ATCO 
a) ATCOL and endorsement of rating
b) ATCO Log book for recency of any rating endorsed on ATCOL
c) Current Medical Assessment
d) ATCOL and ELPA certificate in case of re-assessment
	
	
	

	1. 
	Renewal of Licences and Ratings-Procedures and Records
	Rule 110 and CAR Section 9 Series L Part-II

For Revalidation of a lapsed Rating
Para 2.8 of Generic RTM or Station RTM
For evidence any communication in this regard.  ATCOs Log book of the concerned ATCO for checking training done etc.
	
	
	

	1. 
	Maintenance of validity of ratings and endorsements.
	Rule 107 Acft Rule 1937
(Generic RTM Para 2.8.1 or Station RTM) 

Verify from
ATCO Log Book duty performed in preceding six months

	
	
	

	1. 
	Watch duty time limitations.(if applicable)
	Rule 116 of Acft Rules 1937

Copy of Exemption letter
	
	
	

	1. 
	Recency requirement
	Para 9 of Section A of Schedule III

Para 2.9 of Generic RTM  or station RTM  
Evidence verification from ATCO Logbook

	
	
	

	1. 
	Language  proficiency
	Para 10 of Section A of Schedule III

(Generic RTM Para 10.5 or Station RTM)
Physical verification of Current AELP Certificate ATCOs Personal file

	
	
	















	
COMPLIANCE OF ALD CIRCULARS 1 of 2019 AS PER RTM TO ENSURE SURVEILLANCE OF DELEGATED TASK i. r. o. EXAMINATIONS/TESTS


	1. 
	Adequacy of infrastructure at the examination center 
	Para 3(a) of ALD circular 01/2019

Chapter 4 of Generic RTM or Station RTM

Physical verification of infrastructure
	
	
	

	1. 
	System of preparing questions 
	Para 3(b) of ALD circular 01/2019

Chapter 6 of Generic RTM or RTM of Station and
SOP (if any) addressing this requirement

Evidence in this regard:
1. Question bank
1. Question paper
	
	
	

	1. 
	Security of question/answer material
	Para 3(c) of ALD circular 01/2019

Chapter 6 of Generic RTM or Station RTM. SOP (if any) addressing this requirement.

Evidence:
Physical verification of process

	
	
	

	1. 
	Adequacy of invigilation and surveillance including 
Appointment of invigilators.
	Para 3(d) of ALD circular 01/2019

Chapter 6 of Generic RTM or Station RTM. SOP (if any)  addressing this requirement.

Verification from records of examination

	
	
	

	1. 
	System for guarding against unfair practices during examination.(if applicable)
	Para 3(e) of ALD circular 01/2019

Chapter 6 of Generic RTM or Station RTM SOP (if any) addressing this requirement.

Evidence:
1. SOP/circulars/ instructions issued

	
	
	

	1. 
	System of assessment of answer sheets
	Para 3(f) of ALD circular 01/2019


Chapter 6 of Generic RTM and Station RTM SOP (if any) addressing this requirement

Evidence:
1. SOP/circulars/ instructions issued
	
	
	

	1. 
	System of declaration of result
	Para 3(g) of ALD circular 01/2019

Chapter 6 of Generic RTM or Station RTM. SOP (if any) addressing this requirement

Evidence:
X-checking result declaration format
	
	
	

	1. 
	Proper record keeping of examination
	Para 3(h) of ALD circular 01/2019

Chapter 6 of Generic RTM or Station RTM. SOP (if any) addressing this requirement.

Physical verification of the process and records

	
	
	

	
COMPLIANCE OF CAR SECTION-9, SERIES-L, PART-III AS PER APPROVED RTM
(Authorization of instructors, examiners and boards for personnel of Air Traffic Services)


	1. 
	Information to DGCA regarding Examinations /Board.
	Para 3.2 of CAR

Para 7.2.1.4   of Generic RTM or Station RTM

Physical verification of correspondence (mail or letter)  to DGCA to cross check the compliance of time requirement
	
	
	

	1. 
	Instructor technique course for instructor/examiners.
	Para 3.5 & Note below the para of CAR


Chapter 5, Para 5.3.1(d) (e) of Generic RTM or Station RTM

Evidence:

1. Training Plan
1. Training programme
1. Evidence of course conducted (if any)
1. Physical verification of ITC certificate or other certificate of course done prior to licensing from ATCO Personal file

In case of smaller station(s) (Checking the correspondence, if any for ensuring completion of ITC within six month of Authorisation) 
	
	
	

	1. 
	Recurrent training of Instructors/examiners.
	Para 3.9 of CAR

Chapter 5  Para 5.2.4 of Generic RTM or Station RTM
Evidence:
Cross-checking Training Plan and Training Programme of Station and compliance in this regard
Attendance sheet of attendees
Topics covered 
Mode of feedback from attendees
Conducted once in two year
	
	
	

	1. 
	Constitution of Boards.
	Para 6.1 of CAR

Para 4.7.2 and Generic RTM Para 7.2 in respect of Skill Assessment Board constituted by GM (region)/ATS in charge
Physical verification of constitution of board by ATS In-charge or GM (ATM-Region)
regarding qualification of members of board nominated for the purpose.
	
	
	

	1. 
	Examiner/ Instructor validity
	Para 7 of CAR

Para 5.8 of Generic RTM or Station RTM
When authorization can be revoked? Role of ATS in charge in this respect.
Evidence, if any
Verification from Personal file
	
	
	

	1. 
	(a)Procedure for authorization of Instructor/ examiner.
(b) Intimation to DGCA
[bookmark: _GoBack]
	Para 8 of CAR

Para 5.3, 5.4 5.7 and para 5.9 of Generic RTM and Station RTM
Physical verification of evidence
	
	
	

	1. 
	Record Keeping.
	Para 9 of CAR

Para 5.12 of Generic RTM or Station RTM
Physical verification from ATCOs Personal file
	
	
	

	COMPLIANCE OF CAR SECTION-9, SERIES-L, PART-IV
(Proficiency check for personnel of Air Traffic Services)


	1. 
	Process of Proficiency check by authorized examiners.
	Para 5.1(3) of CAR

Para 8.3, 8.4, and 8.5 of Generic RTM or Station RTM
Check compliance by
Random verification of Proficiency check assessment performa 
Verification of modalities to ensure timely conduct of Proficiency check.

	
	
	

	23(a)
	Frequency of proficiency check
	Para 3.3 of CAR

Para 8.2.3 of Generic RTM or Station RTM
 check compliance Random verification of Proficiency check records

	
	
	

	 (b)
	Performance Improvement Programme (if applicable)
	Para 6 of CAR

Para 8.11 of Generic RTM or Station RTM
Evidence if, any
to check training plan for PIP and assessment
	
	
	

	24.
	Records (Proficiency check)
	Para 7 of CAR

Para 8.13 of Generic RTM or Station RTM
Records of Proficiency checks conducted and sent to CAP for onward submission to DGCA
Roster for proficiency check
	
	
	

	
COMPLIANCE OF CAR SECTION-9, SERIES-L, PART-V
(Rating Training Manual for Personnel of Air Traffic Services)


	25
	Training of student ATCO before deploying him/her for OJT in an operational environment.
	Para 3.2 of CAR

Relevant course done in ATSTO or Exemption
Para 1.2.3 of Generic RTM or  Station RTM 
Verification of Procedures followed at ATS Station to achieve this.
	
	
	

	26.
	Preparation and maintenance of RTM.
	Para 3.3, 3.4, 3.6 and Para 4 & Para 7 of CAR

Para 1.3, 1.5 & 1.6 of Generic or Station RTM

Check compliance 
	
	
	

	27.
	Awareness and distribution of RTM.
	Para 3.7 & 3.8 of CAR

Para 1.4 of Generic and Station RTM
Evidence of compliance
Record of Sensitization class and/or issuance of instructions in this respect.
List of attendees
	
	
	

	28.
	Refresher trainings and its record.
	Para 5 of CAR

Chapter 9 of Generic or Station specific RTM
Evidence:
Training plan and program and its implementation
Physical verification from ATCO logbook
X-check topics covered and check inclusion of topics on unusual occurrences & emergency plan

	
	
	

	29.
	Revalidation of invalid / lapsed ratings (if applicable)
	Para 6 of CAR

Para 2.8 of Generic RTM and Station RTM

Evidences with training, examination and assessment records from ATCOs record files
	
	
	

	30.
	Training Records as per RTM

	Para 8 of CAR

X-checking from ATCO Personal file and/or
ATCO LogBook and/or
OJT Record
Records related to examination
Skill assessment board
	
	
	

	
COMPLIANCE OF CAR SECTION-9, SERIES-L, PART-VI, ISSUE-I
(Logbook- Personnel of Air Traffic Services.)


	31.
	Personal log book for each Air Traffic Controller license holder.

	Para 3.1 of CAR

Issuance and maintenance
Physical verification
	
	
	

	32.
	Records of assessment, proficiency checks in the personal log book.

	Para 3.4, Para 3.2 & 3.3 of CAR

Physical verification from ATCO Logbook of training records
	
	
	

	33.
	Quarterly verification of correctness of entries.

	Para 3.6 of CAR

Physical Verification from ATCOs Logbook
	
	
	

	34.
	Electronic format logbooks (if available)
	Para 3.8 of CAR
NA
	
	
	

	35.
	Preservation of logbooks.

	Para 4 of CAR

Individual ATCO to keep his or her Logbook for five years from the date of last entry in the logbook. Physical verification of instructions issued to ATCOs in this regard
	
	
	























Date:…………..

ATS Station 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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