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


	INTERNAL INSPECTION CHECKLIST OF ATSTO

	NAME OF ATSTO:
	

	DATE OF INSPECTION:
	

	NAME & DESIGNATION OF AAI OFFICIAL(S):
	

	COMPLIANCE OF DGCA  CAR SECTION 9 SERIES L PART IX & Training & Procedure Manual(TPM) ,Quality Assurance Manual(QAM), Examination Procedure Manual(EPM)

	
    PART I - ATSTO - Knowledge, Skill, Attitude and Resources


	S.No.
	AUDIT QUESTION
	CLAUSE
	YES/NO
	   REMARKS

	1.1
	Has the ATSTO displayed the approval certificate and scope of approval in a place accessible to the public in the principal place of business of the training organization?
	DGCA CAR Para 3.4.3
Verify Approval certificate
	
	

	    1.2
	Is the Approval certificate renewed according to the terms and conditions specified by DGCA?
	DGCA CAR Para 3.4.2
	
	

	    1.3
	Verify the qualification of Head of ATS Training, instructors and Quality Manager?
	ALD Circular 2 of 2019 Para 3.1, 3.2 & 3.3
	
	

	2. Training and Procedures Manual (TPM)


	S.NO.
	AUDIT QUESTION
	CLAUSE
	YES/NO
	  REMARKS

	2.1
	Verify ATSTO has up to date copy of TPM?
	DGCA CAR Para 4.2

	
	

	2.2
	Is any SOP for review available for the Review Committee constituted and headed by Accountable Manager?
	DGCA CAR Para 8.3
TPM Para 1.3.1 (a)
	
	

	2.3
	Verify the last review done by Review Committee?
	DGCA CAR Para 8.3
TPM Para 1.3.1(b)
	
	

	2.4
	Is the TPM reviewed once in a year along with other related documents?
	DGCA CAR Appendix II Para 8.3
TPM Para 1.3.1(c)
	
	

	2.5
	Is the corrigendum and amendment in the controlled copies distributed to all concerned on or before the effective dates?
	DGCA CAR Appendix II Para 8.5
TPM Para 1.3.1(d)
	
	

	2.6
	Verify Amendments/corrigenda is included with serial number of amendment/corrigenda along with the effective date.
	DGCA CAR Appendix II Para 8.5
TPM Para 1.3.1 (e)
	
	

	2.7
	Are the amendments/corrigenda incorporated in all the controlled copies of TPM?
	DGCA CAR Appendix II Para 8.5
TPM Para 1.3.3
	
	

	2.8
	Verify TPM and the revisions have been forwarded to all persons and organizations mentioned in the distribution list.
	DGCA CAR Appendix II Para 8.5
TPM Para 1.3.3.6
	
	

	2.9
	Verify revised pages of TPM were sent to all the recipients concerned well in advance so as to reach the recipient well before its effective date and verify the ‘Delivery Receipt’.
	DGCA CAR Appendix II Para 8.5
TPM Para 1.3.3.2
	
	

	2.10
	Is any SOP for distribution in respect of TPM and amendment/revision is maintained as per the distribution list?
	DGCA CAR Appendix II Para 8.2
TPM Para 1.3.3.4
	
	

	2.11
	Check the Master copy of the TPM has been maintained by the Head of Training.
	TPM Para 1.3.3.5
	
	

	2.12
	Check whether the access to the TPM is available to all trainees, Instructors and Examiners in electronic form at the Library.
	TPM Para 1.3.3.6 b)
	
	

	2.13
	Has the Accountable Manager ensured that training is financed and caried out to the standards specified in the TPM?
	DGCA CAR Para 8.1.1
TPM  Para 2.3.1.3(a)
	
	

	2.14
	Are the resources available to accomplish training in accordance with laid down standards and establish procedures to promote the safety and quality standards for the training?
	DGCA CAR Para 8.1.1
TPM  Para 2.3.1.3(c)
	
	

	2.15
	Is ANS personnel in ATS course(s) trained  in accordance with standards and guidelines of TPM?
	TPM  Para 2.4.1
	
	

	2.16
	Is all instructional personnel receive initial and continuation training appropriate to their assigned tasks and responsibilities?
	DGCA CAR Para 8.4
TPM  Para 5.2.1
	
	

	2.17
	Check that sufficient number of trained and competent Instructors/Examiners are available to ensure proper continuity of air traffic services training in accordance with the scope of approval and its quality assurance system?
	DGCA CAR Para 8.3
TPM  Para 2.4.2.1
	
	






	2.18
	Verify the requirement of Instructors for a course 
a) One Instructor per classroom session consisting of a maximum of 24 Trainees. 
b) One Instructor and one or two Instructor Pseudo Pilots* (IPP) depending upon requirement of the exercise per simulation session in non-surveillance courses.
	TPM  Para 2.4.2.2
	
	

	2.19
	Check whether the authorization of examiner/instructor is valid for a period of five years from the date of approval unless suspended /withdrawn.
	TPM  Para 2.4.2.9(a)
	
	

	2.20
	Check whether the authorization of examiner/instructor is renewed for a period not exceeding five years at a time provided examiner/instructor has carried out functions in preceding 6 months.
	TPM  Para 2.4.2.9(b)
	
	

	2.21
	Is the competency of the instructor assessed by the Head of Training or experienced instructor nominated by Head of Training (at least once a year)?
	TPM  Para 2.4.2.10(b)
	
	

	2.22
	Is there any SOP for authorization (renewal and corrective training if required) Withdrawal of authorization for instructor and examiner?
	TPM  Para 2.4.2.9 c) and Para 2.4.2.10 c) Para 2.4.2.11
	
	

	2.23
	Check if the authorization of examiner/ instructor is expired for a period of more than six months, then authorization can be renewed (as in the case of initial issue of authorization).
	TPM  Para 2.4.2.10(d)
	
	

	2.24
	Is there any SOP for Withdrawal of instructor/examiner authorization?
	TPM  Para 2.4.2.11
	
	

	2.25
	Verify the Training Standards adopted for ATSTO?
	TPM  Para 2.4.3 c)
	
	

	2.26
	Are the selection of training material and devices according to training objective and standards?
	TPM  Para 2.4.4.1
	
	

	2.27
	Are the Class rooms to conduct the theory classes, Labs equipped with training devices, library, evaluation room and material to conduct the practical classes are in according to the capacity?
	TPM  Para 3.2 and Para 3.3 
	
	

	2.28
	Are the Procedural Labs and AVS Lab being used for imparting ATM procedural simulation equipped with at least two controller work station (one for trainee and one for instructor) with all facilities?
	TPM  Para 3.4.1
	
	

	2.29
	Are  sufficient  number of trained and competent instructors/examiners  available for the maximum number of batches/trainees who can be imparted training at any given time with the existing infrastructure?
	TPM  Para 3.5
	
	

	2.30
	Is there any SOP for Trainee’s Training Records, Instructor’s Record and Attendance Records?
	DGCA CAR Para 4.1.9
TPM Para 4.5
	
	

	2.31
	Has security clearance in respect of foreign trainees obtained from the concerned authorities prior to the commencement of their training?
	DGCA CAR Para 8.5.3
	
	

	2.32
	Check whether Trainee individually maintains Training Logbook which is checked & signed by Instructor and countersigned by Chief Instructor?
	TPM Para 4.5.4(a)


	
	

	2.33
	Verify syllabus of examinations to test the level of knowledge specified in Schedule III for Ratings, fix examination centers within India, appoint examiners and evaluators and specify the procedure for conducting the examinations?
	DGCA CAR Para 14

	
	

	2.34
	Verify the record of number of examinations carried out by each examiner/board may be kept for at least five years and should be readily available whenever required for surveillance, audit or inspection purpose by any oversight agency or a person so authorised by Executive Director (CAP).
	DGCA CAR Para 10.3
TPM Para 4.5.4(b)

	
	

	2.35
	Verify the Frequency of Record Checks and standardization of record entries
	TPM Para 4.5.5
	
	

	2.36
	Is there any procedure for Test Paper Preparation, Type of Question & Assessment and Standard Required for Passing the Test (retest if required)?
	TPM Para 4.6.3 and Para 4.6.4
Verify SOP (if available)
	
	

	2.37
	Verify the course structure of all approved courses for progressive learning, starting from basic concepts, learning general traffic handling skills and then to handling unusual occurrences and emergency situations. 
	TPM Para 4.8.1 & 4.7.1, 4.7.2, 4.7.3, 4.7.4
	
	

	2.38
	Is the completion certificate issued to the students/ trainees upon successfully completion of the course of training?
	DGCA CAR Para 9.2
	
	

	2.39
	Does the completion certificate contain at least the information mentioned in DGCA CAR para 9.2?
	
	
	

	2.40
	Verify the training program and skill enhancement for competency of instructors?
	TPM Para 5.2
	
	

	2.41
	Verify selection, role and duties of the procedure of examiner ATSTO, authorised by DGCA to conduct the tests/ assessment required?
	DGCA CAR Para 4.1.10
TPM Para 2.4.2.5, 2.3.6
	
	

	2.42
	Verify training and procedures manual is amended and updated?
	DGCA CAR Para 4.2
	
	

	2.43
	Check that programme shall include a breakdown of theory and simulator training in a week-by-week or phase Presentation?
	DGCA CAR Para 5.1
TPM Para 4.7
	
	

	2.44
	Verify that suggested changes regarding recommendations on accident of Air India Express aircraft at Kozhikode (Calicut) and Performance of Helicopters have been included in ab-initio course?
	DoAS circular 16 Nov 2021 & MoCA circular
	
	

	2.45
	Verify that procedure to review TPM exists at least once in a year?
	DGCA CAR Appendix II Para 8.3
TPM Para 1.3.1(c)
	
	

	2.46
	Does the ATSTO keep records which are sufficient to provide documentary evidence for each training action?
	TPM Para 4.5.1 a)
	
	

	2.47
	Confirm the ATSTO maintains instructors record?
	DGCA CAR Para 10.2
TPM Para 4.5.4 b)
	
	

	2.48
	Is any observation of DGCA inspection/ audit open? 
	DGCA CAR Para 11
	
	

	3. Quality Assurance System

	S.NO.
	AUDIT QUESTION
	CLAUSE
	YES/NO
	  REMARKS

	3.1
	Is any SOP for review is available for the Review Committee constituted and headed by Accountable Manager?
	DGCA CAR Para 4.2.2
QAM Para 1.4(a)

	
	

	3.2
	Check the frequency of review done?
	DGCA CAR Para 8.3
QAM Para 1.4(c)

	
	

	3.3
	Verify Amendments/corrigenda include serial number of amendment/corrigenda along with the effective date.
	QAM Para 1.4(e)

	
	

	3.4
	Is the amendments/corrigenda have been incorporated in all the controlled copies of 
copies before the revision’s effective date?
	QAM Para 1.4(d) & 1.4(h)

	
	

	3.5
	Check if any addition of chapters or pages or replacement of a page or modification of a page, will indicate page number, amendment/corrigendum number (e.g. Amd-01, Corr-01 etc.) and effective date shown on the footer of the relevant page. 
	QAM Para 1.4(f) & verify from QAM

	
	

	3.6
	Is the amendments/corrigenda have been incorporated in all the controlled copies of QAM?
	QAM Para 1.4(h) of all controlled copies

	
	

	3.7
	Verify revised pages of QAM were sent to all the recipients concerned well in advance so as to reach the recipient well before its effective date and verify the ‘Delivery Receipt’ ?
	QAM Para 1.4 j (i)

	
	

	3.8
	Is the QAM is distributed to the officials and access to the QAM is available to all trainees, Instructor’s and Examiners in electronic form?
	QAM Para 1.4(k)

	
	

	3.9
	Verify the quality policy of ATSTO continued compliance of laid down procedures in TPM and Manual of Specialized Courses.
	DGCA CAR Appendix III Para 4.1.1
QAM Para 2.1.2.1
	
	

	3.10
	Is the training quality determined and reviewed in every two years?
	DGCA CAR Appendix III Para 4.1.2
QAM Para 2.1.2.1(a)
	
	

	3.11
	Verify course material of an approved course is reviewed every year which includes Trainee Handout, Lesson Plan, Question Bank, Standard Answers and PPTs etc. 
	QAM Para 2.2.2(b)
	
	

	3.12
	Check whether the performance achievement is measured / evaluated every year. 
	QAM Para 2.2.3(a)
	
	

	3.13
	Is the Quality Assurance System aimed to ensure compliance with requirements, conformance to standards and adequacy of training activities conducted in accordance with TPM? 
	DGCA CAR Appendix III Para 4.3.1
QAM Para 2.4.1
	
	

	3.14
	Is any Key personnel assigned to the “Corrective Action Request” and is responsible for initiating, recommending or providing solution to the quality problem?
	DGCA CAR Appendix III Para 5.4
QAM Para 2.6.2
	
	

	3.15
	If the corrective action is not completed within the stated time limit, the Quality Manager will give a reminder to the responsible executive and the matter will be brought to the notice of Accountable Manager?
	DGCA CAR Appendix III Para 5.2
QAM Para 2.6.4
	
	

	3.16
	Is there any SOP made for audit plan and schedule?
	QAM Para 3.3
Verify SOP (if available)
	
	

	3.17
	Verify the internal audit schedule designed and reviewed annually?
	QAM Para 3.6(a)
	
	

	3.18
	Verify the condition in which Corrective Action Request is raised and how it is resolved?
	QAM Para 3.7
	
	

	3.19
	In each quality inspection/audit, check the corrective actions required?
	QAM Para 3.8.1
	
	

	3.20
	Check how the Quality Manager tracks, monitors, conducts, verify and follow-up audit?
	DGCA CAR Appendix III Para 4.2
QAM Para 3.8.3
	
	

	3.21
	Is the management evaluation is a comprehensive, systematic documented review by the management through a management review meeting (MRM) regarding the quality system, training policies and procedures?
	QAM Para 3.9.1
	
	

	3.22
	Check the Management Evaluation Format, Structure and Frequency of management evaluation activities?
	DGCA CAR Appendix III Para 6.1
QAM Para 3.9.2
	
	

	3.23
	Verify the accurate, complete and readily accessible records documenting the result of the quality assurance audit program is maintained by the Quality Manager.
	DGCA CAR Appendix III Para 7.1
QAM Para 3.10.1
	
	

	3.24.
	Verify the records are maintained by Quality Manager in his/her office and can be reproduced when asked by external agencies conducting oversight surveillance / audit (retained for a period of minimum 5 (five) years.)
	DGCA CAR Appendix III Para 7.2
QAM Para 3.10.2
	
	

	3.25
	Is the training for managing the QAS covering all the training syllabus?
	DGCA CAR Para 9.2
QAM Para 3.11.2.1
	
	

	3.26
	Confirm whether the training organization established a quality assurance system?
	DGCA CAR Para 4.3
QAM Para 2.4
	
	

	3.27
	Confirm whether the quality manager ensure that personnel training related to the quality system is conducted?
	DGCA CAR Para 4.2.4
QAM Para 2.3.1.3 d)
	
	

	3.28
	Verify the Training procedures related to quality system to ensure regulatory
compliance
	DGCA CAR Para 2.11
	
	

	4. Training Facilities, Devices, Qualification and Records
(size and scope of the training)

	S.NO.
	AUDIT QUESTION
	DGCA CAR /ALD
CLAUSE
	YES/NO
	    REMARKS

	  4.1
	Check Sufficient Office Space and facilities for instructional and administrative staff.
	DGCA CAR Para 7.1.1.1
QAM Para 2.10.1
	
	

	  4.2

	Check Storage area including secure area for training, examination and personnel records.
	DGCA CAR Para 7.1.1.2
QAM Para 2.10.2
	
	

	   4.3
	Check whether there is sufficient and well-equipped class rooms?
	DGCA CAR Para 7.1.2.1
QAM Para 2.10.3
	
	

	  4.4
	Check the classrooms shall be properly lighted and furnished?
	DGCA CAR Para 7.1.2.1
Verify physically in classrooms
	
	

	  4.5
	Check the size of the rooms shall be appropriate to accommodate the batch of students/ trainees which is 4 batches of max 12 trainees as per TPM ?
	DGCA CAR Para 7.1.2.1
 QAM Para 2.10.2.1
	
	

	  4.6
	[bookmark: _GoBack]Verify Library with adequate number of text books/ e-books on various aviation related subjects, regulations, ICAO Annexes, DGCA circulars, CARs, AICs, Aircraft Manual; AIP and its supplement and route maps for Training?
	DGCA CAR Para 7.1.2.2
QAM Para 2.10.5
	
	

	  4.7
	Verify Training aids like simulator, computer, projector/suitable monitor,
multimedia etc. including its maintenance arrangements?
	DGCA CAR Para 7.1.2.3
QAM Para 2.10.6

	
	

	  4.8
	Check Practical training areas e.g. office facility for instructors and waiting and briefing rooms for trainees?

	DGCA CAR Para 7.1.3.1
QAM Para 2.10.6.2
	
	

	  4.9
	Verify that theory class instructor shall have acquired the sufficient experience to cover the subjects specified in the Schedule -III of the Aircraft Rules 1937.
	DGCA CAR Para 8.4
QAM Para 2.11.3.1 ii)
	
	

	4.10
	Verify whether ATSTO employ/ engage sufficient number of qualified and competent Instructors for procedural control training and surveillance control training to ensure proper training?
	DGCA CAR Para 8.3
Verify as per TPM Para 2.4.2.1
	
	

	4.11
	Check whether ATSTO have a system of induction of students/trainees and a
process of their training in compliance with the provisions of relevant regulations.
	DGCA CAR Para 8.5.2
Verify as per TPM Para 4.2
	
	




























































											Date:…………..

ATSTO Internal Inspection/Audit Report
Station…………



	S.No
	Observation No.
	Observation
	Remarks

	
	
	
	

	
	
	
	

	
	
	
	






	S. No
	Suggestion No.
	Suggestion
	Remarks

	
	
	
	

	
	
	
	

	
	
	
	




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