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	Office Name of Company


	Location Address



	Mailing Address (if different from location)

.
	Pre-certification Number: TCAA-ATO-

	
	Scheduled Date
	Inspector Initials
	Date Received
	Date Returned for Changes
	Date

Accomplished

	 Authority Reference
	
	
	
	
	
	

	
	I.    Pre-application Phase
	

	
	A. Initial Orientation:  Inspector:  __________

1. Certification Advisory Circular provided to prospective ATO.

2. Prospective ATO Pre-assessment statement (PATOPS) – Forward to Director General CAA
	
	
	
	
	

	
	B. Certification Team Designated


	
	
	
	
	

	
	
	Name
	Speciality
	
	
	
	
	

	
	1
	
	
	
	
	
	
	

	
	2
	
	
	
	
	
	
	

	
	3
	
	
	
	
	
	
	

	
	4
	
	
	
	
	
	
	

	
	C. Conduct Pre-application Meeting

1.  FORMCHECKBOX 
  Verify PATOPS Information

2.  FORMCHECKBOX 
  Overview of Certification Process 

3.  FORMCHECKBOX 
  Provide Certification Package:

 FORMCHECKBOX 

Certification Checklist

 FORMCHECKBOX 

Schedule of Events

 FORMCHECKBOX 

Application Form

 FORMCHECKBOX 

Other applicable publications and documents

4. Explain Formal Application Submissions
	
	
	
	
	

	Remarks:




	 Authority Reference
	II.    Formal Application Phase
	Scheduled Date
	Inspector Initials
	Date Received
	Date Returned for Changes
	Date

Accomplished

	
	A. Review Applicant’s Submission
	
	
	
	
	

	
	1. Formal Application Form
	
	
	
	
	

	
	a. Full and Official name (Legal)
	
	
	
	
	

	
	b. Mailing Address
	
	
	
	
	

	
	c. Primary Training Location
	
	
	
	
	

	
	d. Identification of Training courses
	
	
	
	
	

	
	e. Key Management Personnel Names
	
	
	
	
	

	
	f. Signed by Accountable Manager
	
	
	
	
	

	
	2. Formal Application Attachments
	
	
	
	
	

	
	a. Schedule of events
	
	
	
	
	

	
	b. Training Specifications
	
	
	
	
	

	
	c.  Initial compliance statement
	
	
	
	
	

	
	d. Completed schedule of events
	
	
	
	
	

	
	e.  Records and qualifications of accountable manager, management positions, and training, testing and quality personnel
	
	
	
	
	

	
	f. Purchase, Lease, and/or contract agreement where applicable
	
	
	
	
	

	
	g.  Manuals
	
	
	
	
	

	
	i. Procedure Manual
	
	
	
	
	

	
	ii. Training Manual
	
	
	
	
	

	
	iii. Quality System Manual
iv. Other Manual(s)
	
	
	
	
	

	
	B. Evaluation of the Authority Resources Capability Based on Schedule of Events
	
	
	
	
	

	Remarks:


	
	C. Formal Application Meeting

1. Schedule of Events


Date: _____ Time   _____
	
	
	
	
	

	
	2. Discuss each Submission
	 
	
	
	
	

	
	3.  Resolve Discrepancies/ open Items
	
	
	
	
	

	
	4. Review Certification Process
	
	
	
	
	

	
	5.  Review Impact if Schedule of Events      are not met
	
	
	
	
	

	
	D. Issue letter accepting/rejecting Formal Application
	
	
	
	
	

	Remarks:




	 Authority Reference
	III.  Document Evaluation Phase
	Schedule Date
	Inspector Initials
	Date Received
	Date Returned for Changes
	Date

Accomplished

	
	A. Evaluate Applicable Training Progams:
	
	
	
	
	

	
	1.  Training course outlines
	
	
	
	
	

	
	2.  Training curricula /Core Curriculum
	
	
	
	
	

	
	3. Specialty Curriculum
	
	
	
	
	

	
	4.  Courseware
	
	
	
	
	

	
	5.  Deviations and Waivers
	
	
	
	
	

	
	6.  Training Records
	
	
	
	
	

	
	B. Evaluate Management Qualifications
	
	
	
	
	

	
	1. Accountable Manager
	
	
	
	
	

	
	2. Head of Training
	
	
	
	
	

	
	3. Quality Manager
	
	
	
	
	

	
	4. Safety Manger
	
	
	
	
	

	
	5. Chief Instructor Flight instructor
	
	
	
	
	

	
	6. Chief Instructor Flight Operations
	
	
	
	
	

	
	7. Others
	
	
	
	
	

	
	D. Evaluate Instructors Qualifications
	
	
	
	
	

	
	1. Flight and ground instructors
	
	
	
	
	

	
	2. Evaluators
	
	
	
	
	

	
	E. Evaluate required documents:
	
	
	
	
	

	
	1. Lease Agreements and Contracts
	
	
	
	
	

	
	2.  Training agreement with another ATO
	
	
	
	
	

	
	3.  Completed Application Form (ATO)
	
	
	
	
	

	
	4. Schedule of Events
	
	
	
	
	

	
	5. Completed Compliance Statement
	
	
	
	
	

	
	6. Draft training specifications
	
	
	
	
	

	
	F.  Evaluate Procedures System
	
	
	
	
	

	
	1.  Completed Procedures Manual
	
	
	
	
	

	
	2. Chapter 1. General
	
	
	
	
	

	
	3. Chapter 2. Technical
	
	
	
	
	

	
	4. Chapter 3. Student guidance
	
	
	
	
	

	
	5. Chapter 4. Staff training
	
	
	
	
	

	
	6. Completed Quality Control Policy
	
	
	
	
	

	
	G. Simulators and Training Devices
	
	
	
	
	

	
	H. Evaluate Quality System Manual
	
	
	
	
	

	
	1. Completed Quality System Manual
	
	
	
	
	

	
	2. Introduction
	
	
	
	
	

	
	3. The quality system of the ATO
	
	
	
	
	

	
	4. Quality policy and strategy
	
	
	
	
	

	
	5. Purpose of a quality system
	
	
	
	
	

	
	6. Quality manager
	
	
	
	
	

	
	7. Quality system
	
	
	
	
	

	
	8. Scope
	
	
	
	
	

	
	9. Feedback system
	
	
	
	
	

	
	10. Documentation
	
	
	
	
	

	
	11. Quality Assurance Program
	
	
	
	
	

	
	12. Quality inspection
	
	
	
	
	

	
	13. Audit
	
	
	
	
	

	
	14. Auditors
	
	
	
	
	

	
	15. Auditor’s independence
	
	
	
	
	

	
	16. Audit Scope
	
	
	
	
	

	
	17. Audit Scheduling
	
	
	
	
	

	
	18. Monitoring and corrective action
	
	
	
	
	

	
	19. Corrective action
	
	
	
	
	

	
	20. Management evaluation
	
	
	
	
	

	
	21. Recording
	
	
	
	
	

	
	22. Quality assurance responsibility for satellite ATOs
	
	
	
	
	

	
	23. Quality System Training 
	
	
	
	
	

	
	24. Source of training
	
	
	
	
	

	
	25. Quality systems for small/very small training organisations
	
	
	
	
	

	Remarks:



	 Authority Reference
	IV.  Demonstration and Inspection Phase
	Scheduled Date
	Inspector Initials
	Date Received
	Date Returned for Changes
	Date

Accomplished

	
	A.  Evaluate Management of Training Organisation
	
	
	
	
	

	
	1. Accountable Manager
	
	
	
	
	

	
	2. Head of Training
	
	
	
	
	

	
	3. Chief Flight Instructor
	
	
	
	
	

	
	4. Chief Ground Instructor
	
	
	
	
	

	
	5. Safety Manager
	
	
	
	
	

	
	6. Quality Manager
	
	
	
	
	

	
	B. Evaluate Facilities and Equipment:
	
	
	
	
	

	
	1. Training Facilities
	
	
	
	
	

	
	2. Classrooms
	
	
	
	
	

	
	3. Equipment Used for Training
	
	
	
	
	

	
	4.  Training organisation offices
	
	
	
	
	

	
	B. Record keeping Systems
	
	
	
	
	

	
	1. Students’ records
	
	
	
	
	

	
	2. Training records
	
	
	
	
	

	
	3. Staff records
	
	
	
	
	

	
	4. Other records
	
	
	
	
	

	
	C. Training Simulators 
	
	
	
	
	

	
	D. Quality Control System
	
	
	
	
	

	
	E. Observation of conduct of Actual Training
	
	
	
	
	

	Remarks:



	A Reference
	V.  Certification Phase
	Scheduled Date
	Inspector Initials
	Date Received
	Date Returned for Changes
	Date

Accomplished

	
	A. Prepare & Approve ATO Training Specifications
	
	
	
	
	

	
	B. Present Certificate & Training Specifications
	
	
	
	
	

	
	C. Prepare Certificate Report
	
	
	
	
	

	
	1. Assemble Report
	
	
	
	
	

	
	a. Formal Application Letter/Form
	
	
	
	
	

	
	b. Copy of Training Specifications
	
	
	
	
	

	
	c. Copy of Certificate
	
	
	
	
	

	
	d. List of key management personnel
	
	
	
	
	

	
	e. List of Instructors
	
	
	
	
	

	
	f. List of approved courses
	
	
	
	
	

	
	2. Distribute Report
	
	
	
	
	

	
	D. Prepare ATO Certificate
	
	
	
	
	

	
	E. Present signed ATO Certificate and Training specifications to ATO
	
	
	
	
	

	
	F. Develop Post Certification Surveillance Program
	
	
	
	
	

	Remarks:
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